BY ORDER OF THE SECRETARY AIR FORCE MANUAL 34-310

OF THE AIR FORCE 1 DECEMBER 1995
~ET] Services
é;*p--._.%i‘%
At = b 4
':L i _'_l?,. NONAPPROPRIATED FUND PERSONNEL PROGRAM MANAGEMENT
WO e AND ADMINISTRATION PROCEDURES
oy

This manual contains specific guidance and technical procedures for managing and administering employees of
nonappropriated fund instrumentalities (NAFI) for the efficient and effective management and administration of the Air
Force NAF Personnd Program. Additional guidance for administering child development (CC) employeesisin Air Force
Pilot Pay Program for Child Care, Implementation Plan, 30 Apr 90.

This manual directs collecting and maintaining information subject to the Privacy Act of 1974 authorized by 10 U.S.C.
8013. System of records notice FO040 AF NAFI B, Nonappropriated Fund (NAF) Civilian Personnel Records - Manpower,

applies.

Paragraph
Chapter 1--General Provisions, Authorities, and Responsibilities
00 TP PU R PPRR PRI 11
F Y o]0l Loz o 1 YT USRS 12
AUthority and RESPONSIDHITY .......eeueeiiiiii ettt 13
APPOINTING AULNOITTY ...ttt eab ettt st et e e bt e bt et eb et aseesneesnnesaneenns 14
Legal Status of NAF Civilian EMPIOYEES.........ooiiiiiiiiiie et s 15
TEMS EXPIAINEG. ...ttt et b et b e s ab e e s b e e e bt e e ebe e e sabe e sabesaee e sabeesnbeeenbeeeneee 16
Employee Categories and ENtitlEMENTS..........coo ittt ee e e 17
HOUPS OF WOTK ..t b et b e e bt ae e e e b e s bt et e s be e besbesbeennenbe e 18
[ L @ Y =g o Y= S = T o = o TP 1.9
Chapter 2--Personnel Actions and Recor ds Processing
U110 = T PO PUPPP PP 21
[ ES o0 1S o ] 1T =S ST 22
L@ PP S U TP 2.3
TSP U UPTUUTPRURPRUPURN 24
Y TSRO T PP UUTPRTURTPRUPRPRON 25
Disposition of Personnel Records and FOIAEr'S .........oouiiiiiiiiiieecece e 2.6
SUPENVISOI'S RECOIUS ...ttt sttt sttt e st e st e e s aeeeseeeseesaeessaeeseeeseeeateenteanteene e beeabeesbeenbeenreenes 27
Disclosure of Information in Personnel FOIAEIS. ........oiiiiiiiiieeee e e 2.8
Chapter 3--Employment Palicies, Requirements, and Restrictions
O TSP PP U PRTURTURUPURON 31
Prohibited Personnel PraCtiCes.........oooiiiieieieseee ettt e e bbb e nresne s 3.2
EMPIOYMENT OF VELEIANS.....ocuiiiiiiieit ettt sttt ettt et et e e bt e teesbeenseenseenbeneesnbesneeaneesneas 3.3
EMPloymENt Of REIGLIVES.........eoiiiiieiiecie et sttt st e e s e e s s e saeesse e st s s e snteaneesneennes 34
=g gl l0)Y 41 1 o 1Y 1T Vo TP 35
Employment of People With DiSabilitiES........cccuiiiiiiieieeieeieeeee e 3.6
Employment of Retired US Military PErSONNE ..........cooioiiiiiiiiieiiesierees e 3.7
Employment Of ODIM PErSONNEL .........oouiiiiiiiiieeie ettt ettt sbe et e steesbeesseesseesseesseesneennes 3.8
Military SPOUSE PrEfEIENCE. ......c.ei ittt ettt ettt ettt et e bt ebeebeebe et sneesnbesnbenneesnes 39
OPR: HQ AFSVA/SVXH (Ms. Lynne C. Raft) Certified By: HQ USAF/SVX (Col Thomas J. Padgett)

Pages: 213/Distribution: F

Pk LI ALE I
Hri ok #RI:'«:.IJ Faccr



2 AFMAN 34-310 1 December 1995

Transition HiriNg PreferenCe (THP) .......ooio ittt ettt s b sreesree s
NAF EMPIoyment iN FOrEIGN ATEBS ... .coiiiiiiiieiieieieee ittt sttt sttt st s st et sab e nbeenneenns
Entitlements and Benefits Of OVErSEAS SEIVICE ......oooviiiiiiieieeietee ettt
Dual Compensation and Dual EMPlIOYMENT ..........ooiiiiiiiiiiii e
[ I 2 = 107 | T PSS T TSP TTSPROTRRPRO
INAIVIAUBl SErVICES CONTIBELS. ....ecuveetieteetiet ettt ettt ettt b e sb e sb e e sb e e s be e sae e sbe e nbe e saerbeesnn e s e nnnesans
Employment of NAF ANNUITANT ......c..ooiiie e e
Veteran Reemployment RIGNES. ... .oouiiieiees ettt
VOIUNEBIY SEIVICE. ...ttt ettt ettt s bt s bt b s b e b e s b e e s b e e e b et she e eb et eb e e e b et eh et eb e e ehe e shs e e be e ae e e b et eb et enn e nnnennnennns
Agreement for the Movement of Personnel Between the Civil Service System

and the NAFI System iN the DOD ..ottt st e e sae e st e sbeeeneeeas

Chapter 4--Employment Procedures
EstalliSNMENt OF POSITIONS.......couieiiiiieie et
QUL ITICALTON REQUITEIMENTS......ci ittt ettt et e bt e e s st e e s abe e e be e e abee e aaee e sabeesabeeesbenbeeebeeeaaneesnneas
EMPlOyMENt REQUITEIMENTS .....oviiiiiiiiie ettt essaessbessae e st e esteesseesaeenseenseenesssesseesneennes
Methods Of FillING POSILIONS........cccuiiiieiieieieese ettt st st e st e st e steesteesaeesreesesseessaesneesnaesnes
APPLICEANT SUPPIY ..ttt et et e et e e sbe e teesseesseenseenseenseensenseas
[ oo o g Tz TV == Yoo TP

Chapter 5--Position Changes and Separ ations
(DT = PSP U PP UUTPRURPRUPURN
(R C S o 1] 01 01 £ ST
PrOMOLIONS. ...ttt a et h et h skt e e e bt s bt e ae e e e b e e b e e s s e b e e R e e Re e e e nReeReebeeRe e R e e beeRenReennennenre s
Change of EMPlOYMENE CaBlEGONY .....eeiveeiieiiieiie e seesieesieesieesteesieesreesseesseessaesseesseesseesseessessssesseesssnsessseensennes
Interview, Selection, and Rel€ase Of EMPIOYEES.........coiiiiieiieiieiiesie sttt sseessresnaesnes
S 7= 1= 10 L3RRS
DiISSOIULION OF BINAFT ...t bbbt bbbt s bt e se e b e sbeebe e e e sbesbeeneennennenneas
Transfer of Function and Movement of Employees Between NAFIS.........ccovvii i

Chapter 6--BBAs
D=1 1R (o] TSRO

LI 0= 0 =TT SRR
[ To 0 g (o 0o 1= o <

Reemployment Priority LIStS (RPL) ....c.uic ittt ste st e e sate e snte s s te e e stae e snreesneesnteesnreeans
LWOP for Career Program EMPIOYEES.........ocuiiiiii ettt e tte e sate s st e et e e stae e snteesnneesressnreeans

Chapter 7--Perfor mance Evaluations, I ncentive Awards and Recognition, and Suggestion Program
Performance Evaluation of Regular and Flexible EMPIOYEES .........ccovvieeiiie i
INCENTIVE AWEITS ...ttt ettt ettt e st e st et e st e e sbeesbeesbeesbeesbeesbeesbeesb e e sbeesbeesaeesbeesbesbeenneesntesneenneennes
TimME OFff INCENTIVE AWAITS........eiiiiiieie ittt et e st e eat e s reeeneeesbeenbeseesbeesbeesreesreens
S W0 T 1= (o) T = e =0 PSSR

Chapter 8--Disciplinary Actions

Chapter 9--Appeals and Grievances
General Information on APPEaIS aNd GIEVANCES..........cciieeiiieeiiie e se s seeste e s e sae e srae e sneeesaaeenseeeaesneees
oot Y2
G o (S o [ B = oY= RSSO
DL [T 0T (o PSR RTRRTRRRRIN

3.10
311
3.12
3.13
3.14
3.15
3.16
3.17
3.18

3.19

4.1
4.2
4.3
4.4
4.5
4.6

51
52
53
54
55
5.6
57
58

6.1
6.2
6.3
6.4
6.5
6.6
6.7
6.8

7.1
7.2
7.3
7.4

8.1
8.2
8.3

9.1
9.2
9.3
9.4



AFMAN 34-310 1 December 1995

Matters Covered by These ProCEIUNES .........ooeiiiiiiiiie s
Matters Excluded from Coverage by the Grievance Procedure............cccoovveevieeeenn.

Allegations of DiSCriMINGLTION .......c.couiieeiierieieee et

REPIESENTALION ......eeeeeeeeee ettt e nne e
(O 5 1o = R T 0= USSR PRSI

Cancellation of an Appeal OF GHEVANCE..........ceeiieiiieeiee et
REMEAIAl ACLION ... et e e et e e e snre e e eareas

ApPpPeal OF GIHEVANCE FITE.......oie e
APPEEI PrOCEAUIES ...ttt e
GIEVANCE PrOCEUUIES........eeiiteeteeteet ettt

G:\SHARE\RPHILLIPNOWFILESM34-3100\CHAPTER2.DOC
GA\SHARE\RPHILLIPNOWFILES\M34-310\CHAPTER1.DOC

Chapter 12--Labor M anagement Relations
Labor Management REGLTIONS. .........cocuiieiiiiiiiie e

Chapter 13--DoD Employee Benefit Portability Program

Annual, Sick, and HOMELEAVE ..........coooviiii
Health and Life INSUFANCE ..........ocooeeeeeeeeeeeeeeeeeeeee

Chapter 14--L eave and Other Absences
General Leave INfOrMaLION. .......eeiiieie et e e e e e e e e e e e e e e aar s s e e e e e e e ssnnens

ANNUBI LEAVE.......c ettt e ettt e e e e e e et a et e e e e e s seaastaeeeeeeesssass b b aeeeeeeessassbeseessesbbeaeeseeesssassrennnas
T LG == YT TRRRR

MITITAIY LEAVE.....cceeiieieeiiece ettt ettt e st sne e ne e snaesneesneesnnennes

Y T = VA T4 L o o OSSP
COUM LEAVE ...ttt ettt e e e e e e ettt e e e e e e e e e e abaraeeeeeee s s asbbaeeeeaeessaasbbbeeeeaasssaseesaesssaassbbanesaanssannnes

AMINISITLHVE LEAVE......eveeeiiee ettt ettt e e e e e e st a e e e e e s e s s sabaaaeeaeeeeas

el s o Y o= < [ - ST
[ e g1 <= YT
[ oTgo e[S YT

Voluntary Leave Transfer Program (VLPT) ...eovviiiiiececese e
Family and Medical LEaVe Program .........cceoceeeiieeciee et steeesree s snne e

(R we (o o <= V] DL - T

Chapter 15--Benefits Programs

9.5
9.6
9.7
9.8
9.9
9.10
911
9.12
9.13
9.14

121

131
13.2
133
134
135
13.6
13.7
13.8
139
13.10
1311
13.12
13.13
13.14
13.15

141
14.2
14.3
14.4
14.5
14.6
14.7
14.8
14.9
14.10
1411
14.12
14.13
14.14
14.15

151
15.2
153
154



4 AFMAN 34-310 1 December 1995

Flexible BenefitS PIan (FBP) .......couiiiiiiiiie ettt bbb s 155
Social SECUNItY AN MEICAIE ... .coiuii ettt st sa e s bbb e re e 15.6
NAF Employee Workers' Compensation PrOgram .......c..ecoueereerieerieieesieesiee et ssne e snne s 15.7
NAF Employee Unemployment COmMpPensation Program..........o.eeieereereeneeriesie e s s 15.8
Chapter 16--Employment of NAF Personnel in Foreign Areas
TEMS EXPlAINEM. ......eoitiiitiiitie ittt bbbt bt b e sb e sh e sb et sh e e she e she e she e sheesheesbenbe e sbeesbeesbeesbeenreens 16.1
= 11T T P PP T SRR PP PPN 16.2
SPECITIC ENLITIEMENTS ...ttt n e et b e e b bbb e 16.3
Chapter 17--Position Classification

00 PP PU R PURR PRI 17.1
ClassifiCatioN AULNOMILY ........oiiiiee ettt b e ettt b e e b e bt e b e abe e nbe e b e 17.2
Systems for Classifying and Paying POSITIONS. .........c.couiiiiiiiiie e e 17.3
NAF Crafts and Trades (NA, NL, NS) ..ottt s sb e e e b b aeeeesaesneas 17.4
NAF PaY BANG........couiiiiitiiiieie ittt bbbt bt bt et e bt s bt e et e besbeeheeneeebesbeeaeebesbeebeebesneenbenbens 175
O OO PTT U RSUTR USRI 17.6
TEMS EXPIAINEG. ...ttt ettt bt shb e e st e e e bt e e ebe e e sabe e sabesbee e sabeesmbeeebeeenees 17.7
Responsibilities of Managers and SUPEIVISOIS ... ..cciueeiiiraiiieateeeieeerieeesteesteeesiee s eeeseeeaeeeasseeesssesreesareeans 17.8
WIHTING PDS @NA PGS......cviiiiiiiiii sttt sttt sttt ssae et e st e e s e e steenseenseenseanseenseenseenseenseenseenseeneas 17.9
The ClassifiCalioN PrOCESS.........oiiiiei ettt bttt b e ae e e b e sb e e ae e e b e sbesbesaeebe e e 17.10
Effecting Actions on ClassifiCation DECISIONS.........cceiiuieriieriieiieieeseesiee e seesieesreesseesseesseesseesseessemnssesseesnes 17.11
MaiNEAINING RECOIUS. ... .eiuiiiiiiiiii ettt ettt ettt et e e te e bt e teesseesseenseenseeseesseenseseesseesneesneenneennes 17.12
O =SS Lo 1T g I N o o= = SRS SR 17.13
Special Procedures for Change to Lower Grade or Pay Band Based on Position

(O = ) Yo 1o [T PR U PR URURRPURTO 17.14

Chapter 18--Pay and Allowances

General Information on Pay and AIIOWENCES..........ccoiuiiieiieiie et e e e re s 18.1
L= 810153 S o] = T 1= o SRS TS 18.2
Wage and Pay SCHEAUIES..........coiiiieie ettt et e tesnae s e ebeentesneessee e 18.3
Basic Requirements for Salary PayMENTS.........c.oiiiiieiieiiee sttt e st steeneesnee seeesneesses 18.4
e Y = T o = PR SRRRURRRN 185
Pay for Day Of ENLranCe ON DULY .......ccueiiieiieeieeie ettt ettt e st esteesbeeaeeseesseesteesbeesee ssbeesreessenneens 18.6
Pay for Day of Separation OF DEALN .........ccoiiiiieiice ettt s sre e st sreesreesreeneeas 18.7
EffECtiVE DAt Of ACHONS....cuiiitieiiieitiee ettt sttt et e s e e st e sbeesbeesbeebe eesbeesbeentesneesneeas 18.8
e S = LU Lo o oo [0 =R 18.9
SPECIAl PAY RALES.......vii ettt et s e st e st e e et e e e ate e saee e eate e sateeaateeaaeeeateen sreeeaneeeaneeenreeanreeans 18.10
WV GIS ettt E e R Rt bRt e Rt ehe e Ee e eEe e Ee e bt eReeeReeebe 4o bt enbeenteeneeereenreenreenns 18.11
= A L= (= 1110 o R 18.12
Grade and Pay Retention for CT EMPIOYEES........ccceeiie ittt e e e s st e e st e snee s 18.13
L@ = 1 4 T=) = Y2 SRR 18.14
(@0 ] o7= 415" (0 A 1T 10T T PSPPSRI 18.15
N Ko oL T3 1= =01 = R 18.16
SUNAAY PrEMIUM PAY .......eiiiieeiee ettt et s e e st e st e e e seeesate e snteesateesaeeesseeeasaeesseen snteesnseessseensnnans 18.17
HOli Ay OBSENVANCE ... eeeeeee et s e st e e sr e e sate e s st e e s aeeenseeenteeesreee sateesnteenneeennneennes 18.18
Holiday Pay and Holiday PremiUm Pay ..........cccceeiiieiee et see e e e st s st e s e snne e snte s snee eeesnenenns 18.19
Examples of Pay Entitlement for Holidays Worked and Not WOrked............ocoevoeeicen e 18.20
Travel and TranSPOMAION........eeeiie e se e e e et e et e et e e ee e s e e snte e snteesnteesnneess sesreeensenenneennees 18.21
Hazard and Environmental DifferEntialS.........coouiiiiiiiiioiieee e s 18.22
RS Y =10 = S 18.23
AlOWaNCES aNd DiffErENtIAlS........uveiieeeece e s e e e st e s sereeenreeenneeenes 18.24
Allotments or Net Pay to a Financial Organization (FO); Allotments for Savings Bonds,

Union Dues, Combined Federal Campaign (CFC), or for Alimony or Child SUPPOrt .........cccocvveviennnnnne. 18.25
WIthROIJING TAXES.....c ittt ettt et e a bt ettt e e st e e abeeabe et ebeesbeesbeesbeesbeesbeens 18.26

LUump SUM LEAVE (LSL) PaYMENTS......oiuiiiiiitie ittt sttt st 18.27



AFMAN 34-310 1 December 1995 5
Call-BACK DULY TIIME ..ttt ittt sttt sttt sttt st s h e s he e s ae e e ae e e h e e sae e s ae e s ae e e ae e saeeeaeeeaea b e e beebeenbeebeenee 18.28
Call-IN DULY T, ettt ittt s h e h e h e e h e e he e e ae e eh e eae e sae e e h et e ae e eae e e aeeb e e beebeebeenbeebeenee 18.29
Withholding Pay and AITOWENCES...........couiiiiiiiiii ettt r et b et e sre e sreesree s 18.30
BACK-PAY ...ttt bttt bRt e A e Rt Re et e Aeebeebenbe e Rt e bt nbenhe et e e nre s 18.31
TIPPEA EMPIOYEES. ...ttt sttt h bbbt b e bt sh e s b e e sb e e s he e she e she e sbeesheesbeeb e e sbeesbeesbeesreenbeens 18.32
Order of Precedence and Designation Of BENEFICIANY ........cooeiiiiiiiiiiiie i 18.33

Attachments

1. Personnd Action Codes and Nature of Actionsfor AF FOrmM 2545 ..o 125

2. Forms Used in the EMPIOYMENT PrOCESS.........oiiiiiiiieiiie ittt sttt sttt sttt sseesisesasesasessneseesbeesbeesbeesreesneens 130

3. HRO Inprocessing Checklist for New EMPIOYEES.......cc.ooiiiiiiieiii et 132

4. Guidefor Developing QualifiCalion StANCAIAS..........cooeeirieriieiieieree et senas 134

5. Evaluating Qualifications Of Candidales .............eiiiiiiiiiiiiie ettt st e b et e e sbe e saae e sane s 137

6. GUIdance ON INLEVIEW TECNNIQUES........coiuuiiiieiiiei ettt ettt ettt e bt e bt e e s aee e sabe e sabeeebernbeesabeeenbeeesbeeesaneas 138

7. GUIAETO DISCIPINAIY ACHONS. .. .ecieiieeteeite et et esteesteeteeteesteesteesteesteesteeateesteesbeesbeesteesseesbetesaeesreesaeesseesteessenssenss 141

8. Service Computation Date (SCD) fOr LEAVE........ccuiiiieieeiie ettt te e sttt steesreesreesbsreesreesreesreesrenns 142

9. Classification Standards for NAF Pay Band POSITIONS........ccueiiiiieriieiieiiesieesiee e seesiee e stee e sseesseessaessesssensnnas 149

10. Instructions for Applying Exemptions of the Fair Labor Standards Act (FLSA) ..ocvvevvevieiieveeceece e 172

11. Requesting Increased Rates and SPECIAl RELES.........cccuiiiiiieiieiieieee sttt sseesneesree e 181

12. Guide for Determining Completion of Waiting Periods for Within Grade INCrease..........ccooevveveevieniesinseeneens 182

13. Documentation of Grade and Pay Retention Actionsfor CT EMPIOYEES ........cevuviieieesieene e 186

14. Sample Memorandum for Covered NAF CT Employees Eligible for Grade Retention...........ccccoeeevceeveeieennenn, 189

15. Overtime Entitlement for CT (NS, NL, NA) EMPIOYEES.......cccoiieiieiieie ettt 190

16. Overtime Entitlement for Pay Band (NF, CC) EMPlOYEES .......ceoiiiiiiiieciee e 192

17. The Fair Labor Standards Act (FLSA) Compliance and Complaint SyStemM.........ccceviveneenieeniienie s 194

18. Travel Time as Hours of Work for the EXempt EMPIOYEE........ccooiiiiieieie et 197

19. Travel Time as Hours of Work for the Nonexempt EMPIOYEL..........coove i 200

20. Ingtructions for Completion Of AF FOM 2548.........cciiiiiiii ittt s e e sreesreesreesreesneeas 204

21. Glossary of References, Abbreviations, and ACIONYMS.........ccviiiiieiiie i e e e snee s 211

Chapter 1

GENERAL PROVISIONS, AUTHORITIES, AND RESPONSIBILITIES

1.1. Purpose. Thismanual describes basic procedures for
managing and administering the Air Force (AF)
nonappropriated fund (NAF) civilian personnel program.
It also confers authority upon those responsible for
administration of the program.

1.2. Applicability. This manual applies to AF NAF
employees, including NAF employees in the Panama area
to the extent that it can be followed and is consistent with
the policies of the Panama Area Personnel Board and
applicable law. It does not apply to:

1.2.1. Employees of authorized private organizations
(formerly termed "private associations").

1.2.2. AF appropriated fund (APF) civilian employees
and military personnel who perform assigned duties in
Services activities.

1.2.3. Independent contractors, such as professiona
entertainers and  sports  officiadls, where no

employer-employee relationship exists.

1.2.4. Individuals employed by contractors and
concessionaires doing business with NAFIs.

1.25. Local nationals or third country nationals
employed in United States (US) territories or possessions
and foreign areas when such nationals are subject to the
requirements of treaties or country-to-country agreements.
1.2.6. Employees of the Army and Air Force Exchange
Service (AAFES).

1.2.7. Volunteers or individuals serving as Family Home
Day Care Providers under the Family Home Day Care
Program.

1.2.8. Air National Guard units and members.

1.3. Authority and Responsibility. The authority and
responsibility to manage civilian employees of AF NAFIs
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flows from the Secretary of the Air Force, who bears
ultimate authority and responsibility, to the Chief of Staff,

and successively, to commanders of Mgor Air Commands
(MAJCOM), or comparable organizations, subordinate
commanders, and, ultimately, to first level supervisors.
Each levd in the chain of command has personne
management responsibilities, from overall policy-making
responsibilities at the top management level to immediate
supervisory responsibilities at the operating level.

1.3.1. Personnd Management Authority. Supervisors
know the mission requirements, job needs, and the
employees assigned to their organizations. They best
solve personnd problems and carry out personne
management responsibilities.

1311 As a minimum, management must give
supervisors authority and responsibility to:

Select employees and assure their proper
placement and use; recommend employees for
promotion and reassignment.

Assign duties and certify the accuracy of position
guides (PG) and position descriptions (PD).

Establish work standards and evaluate employee
performance and conduct; take or initiate
corrective action when an employee’s
performance or conduct is not acceptable; and
recognize superior performance.

Identify training needs; conduct on-the-job
training (OJT); recommend other training; and
evaluate training results.

Resolve complaints and grievances and maintain
discipline.

Help to plan and carryout affirmative actions in
support of equal opportunity objectives.

1.3.1.2. In carrying out their responsibilities for civilian
personnel management, supervisors must observe the
laws, policies, and guidelines applicable to the NAF
civilian personnel program and will be guided by merit
system principles in 5 U.S.C. 2301(b). They will also be
familiar with prohibited personnel practices in 5 U.S.C.
2302(b).

1.3.1.3. Supervisors will discharge all duties without
regard to race, color, religion, sex, national origin, age,
handicapping condition, marital status, political
affiliation, or any other non-merit factor.

1.3.1.4. When required, a supervisor must coordinate
proposed actions and decisions with, or obtain prior
approval of a higher level supervisor and/or the Human
Resources Officer. When a supervisor is not using an
authority properly, the commander may withdraw the
authority and assign it to a higher level supervisor
pending the outcome of an inquiry.

1.3.1.5. Delegation of personnel management authority to
first level supervisors does not relieve higher level
officials from responsibility for effective management.
They are responsible for the groups of employees and the
overall use of the total workforce within their
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organization. They must make sure that their subordinate
supervisors manage properly and effectively, and that they
adhere to the legal and procedural requirements
applicable to the AF NAF cilflan personnel program.

1.4. Appointing Authority. Appointing authority is the
authority to appoint, classify, promote, reassign,
discipline, demote, detail, compensate, separate, or effect
other related personnel and position transactions that
involve NAF employees. This authority is granted to the
Secretary of the Air Force and is delegated to installation
commanders assigned an AFAF Human Resources
Office (HRO). The Human Resources Officer acts for the
installation commander in the administration of this
authority as it pertains to ti¢AF personnel program.

1.4.1. Actions taken under this authority shall conform
with all legal and regulatory requirements applicable to
the AF NAF personnel program.

1.4.2. Some instructions pertaining WAF personnel
administration assign authority and responsibility for
certain personnel management actions and decisions that
are incident to appointing authority, to specified positions,
organizations, or organizational levels. The delegation of
appointing authority as addressed in this section does not
limit these person’s, or organization’s authority or
responsibility to take these actions as specified in this
manual and other AF or Department of Defense (DoD)
instructions.

1.4.3. Responsibilities incident to appointing authority:
1.4.3.1. Ingtallation Commanders. Generally,
commanders must ensure through their Services Squadron
Commanders and Human Resources Officers that:
Serviced organization management officials and
supervisors are fully informed of and comply
with this manual and other legal and regulatory
requirements pertinent to the AF NAF personnel
program.

All personnel actions are authorized and comply
with legal, policy, and regulatory requirements.
1.4.3.2. Human Resources Officers. The Human
Resources Officer has authority and responsibility for the
functions outlined in this manual.

1.4.3.2.1. Basically the role of the Human Resources
Officer is to administer the use of appointing authority. In
carrying out this role, the HRO staff advises and helps
management meet personnel needs and solve personnel
problems. The HRO staff must make sure programs and
actions comply fully with the spirit and intent of laws,
regulations, and policies.

1.4.3.2.2. Human Resources Officers act for installation
commanders who are delegated appointing authority.
They approve and issue all required notices of personnel
and position actions. This authority to act for the
installation commander remains in effect unless limited or
withdrawn in writing by the installation commander.
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1.5. Legal Status of NAF Civilian Employees. Civilian
employees of AF NAFIs are federal employees of the
DoD. Because these employees are paid with NAFs, they
are distinguished from other AF civilian employees paid
from funds appropriated by Congress.

1.6. TermsExplained.

16.1. APF Employee. A person paid from funds
appropriated by the Congress.

1.6.2. Concessionaire. An entrepreneur under contract
to an authorized NAFI to provide goods or services.

1.6.3. DoD Components. The DoD components consist
of the Office of the Secretary of Defense (OSD), the
Military Departments, the Services, the Chairman of the
Joint Chiefs of Staff (CIJCS) and the Joint Staff, the
unified commands, and Defense agencies.

1.6.4. HRO. The personne office that services AF
NAFIs.

1.6.5. Individual Services Contracts. A written
agreement between an individual and a NAFI to perform
specified duties on a one-time or otherwise short-term
basis. The contract does not establish an
employee-employer relationship.

1.6.6. Local National NAF Employee. A national or
citizen of a foreign host country who is employed in that
country by a NAFI.

1.6.7. Manager. An individua who executes al
directives that apply and who administers an activity or
function.

1.6.8. NAFs. Funds generated by DoD military and
civilian personne and their dependents and used to
augment funds appropriated by the Congress to provide a
comprehensive, morale-building welfare, religious,
educational, and recreational program, designed to
improve the well-being of military and civilian personnel
and their family members.

1.6.9. NAF Accounting Office (AO). A savice
organization that provides centralized professional
bookkeeping, accounting services, and financia
management advice for all Services activities and NAFIs
serviced (AFI 34-209, NAF Financial Management and
Accounting).

1.6.10. NAF Employees. Persons who are employed in,
and receive compensation from a NAFI.

1.6.11. NAFI. A NAFI is an integral DoD fiscal and
organizational entity performing an essential government
function. It acts in its own name to furnish or to assist
other DoD organizations primarily in providing Services
programs for military people, family members, and
authorized civilians. It is established and operated
individually or jointly by the heads of the service
departments. Its custodian and designated representatives
exercise reasonable care to prudently administer,
safeguard, preserve, and maintain those resources made
availableto carry out its function.
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1.6.12. Private Organization. A generdly
self-sustaining, nonfederal instrumentality, incorporated
or not, and constituted or established and operated on a
US AF installation with the written consent of the
installation commander or higher authority, by individuals
acting exclusively outside the scope of any officia
capacity as officers, employees, or agents of the
government.

1.6.13. Resource Management Flight Chief. The
individual in charge of the Resource Management Fight
which includes a NAF AO and financial section. The
chief is also the single custodian of all serviced NAFIs,
except for base restaurant and civilian welfare funds.
1.6.14. Service Computation Date (SCD):

16.141. The leave SCD is usudly the date of
appointment or conversion to regular employment. An
employee with prior service has the date adjusted by the
total amount of creditable DoD service.

1.6.14.2. Creditable service for the reduction-in-force
(RIF) SCD does not include military service.

1.6.14.3. As provided by the Portahility of Benefits for
Nonappropriated Fund Employees Act of 1990 (Public
Law 101-508, Section 7202), periods of appropriated fund
civilian federal service may be creditable for both the
leave and RIF SCD.

1.6.15. Third Country National NAF Employee.
Citizens or nationals of a country, other than the host
country or the US, who are employed in the host country
by a NAFI.

1.7. Employee Categories and Entitlements.

1.7.1. Types of Appointments. There are two types of
appointments, regular and flexible. Supervisors
determine which type of appointment to use. The
following describes the compensation and benefits for
each type of appointment.

1.7.1.1. Regular Appointments. Regular employees are
guaranteed a minimum of 20 hours to a maximum of 40
hours of work per week, and they receive benefits.
Regular employees must be given a 24-hour notice of a
schedule change. Employees are not authorized to hold
two regular positions. Employees with regular
appointments are eligible for the following benefits and

compensation:
¢ Hedlth and lifeinsurance.
e Awards.

e Reirement plan.

e Leave: annual, sick, military, administrative,
maternity, paternity, and court.

*  Overtime pay.

» Holiday pay.

*  Sunday premium pay.

»  Shirft differential.

»  Workers’ Compensation

*  Unemployment Compensation.
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1.7.1.2. Flexible Appointments. Flexible employees
have work schedules that depend on the needs of the
activity. These employees may work a minimum of zero
hours to a maximum of 40 hours per week, but do not
receive benefits. Flexible employees must be given a 24
hours notice of a schedule change. Employees with
flexible appointments are eligible for the following
compensation:

*  Overtime pay.

«  Shift differential.

*  Awards.

*  Workers compensation.

e Unemployment compensation.
1.7.1.3. Limited Term Appointments. This type of
appointment is not expected to last indefinitely. It is used
to meet seasonal or nonrecurring one-time requirements,
and summer employment; to fill a continuing position
when the incumbent is absent due to temporary duty
(TDY), extended leave, temporary promotion, €tc.; or to
fill a vacancy that is programmed for cancellation within
a specific time frame.
17131 Limited term appointments may include
regular and flexible appointments. All benefits and
compensation applicable to the norma regular and
flexible appointments apply accordingly to both regular
and flexible limited term appointments.
1.7.1.3.2. When using this type of appointment, a not-to-
exceed (NTE) date must be established prior to filling the
position. The applicant or employeeis advised in advance
that the appointment is a limited term appointment, the
NTE date, and that the appointment may be terminated at
any time prior to the NTE date.
1.7.1.3.3. The HRO terminates the appointment effective
on the NTE date, unless an approved request to extend or
terminate the employee is received prior to the NTE date.
The appropriate nature of action is N046, Termination.
The AF Form 2545, NAFI Notification of Personne
Action, Block 25, must show the remark, "Expiration of
Appointment."
1.7.1.34. An employee hired on a limited term
appointment is not digible for severance pay on
termination of appointment.
1.7.1.3.5. Process a limited term appointment using the
Nature of Action Code (NOAC) and Nature of Action
(NOA), NO12, APPOINTMENT NTE.

1.8. Hoursof Work.

1.8.1. Administrative Workweek. The administrative
workweek consists of seven consecutive calendar days. It
does not have to coincide with the calendar week, and
may begin on any day and at any hour.

1.8.2 Guaranteed Workweek. Within  the
administrative workweek, the guaranteed workweek for
NAF employees will not exceed 40 hours, exclusive of
meal times. When possible, two consecutive days off are
provided during each administrative workweek. However,
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the guaranteed workweek may be scheduled over a period
of 6 days, provided that the total scheduled hours do not
exceed 40 hours per week.

1.8.3. Toursof Duty. A tour of duty is a work schedule
of those days of the week and hours of the day that an
employeeisrequired to be on duty. The tour of duty is at
least 1 hour and not more than 8 hours on a regular basis.
The tour of duty is established, in writing, for all regular
employees at least one administrative workweek in
advance of the tour to be worked and should not be
changed or adjusted soldy to avoid the payment of
premium pay or other benefits. If possible, the tour of
duty is established for the same days of each week, for the
same hours each day, and on consecutive days of the
administrative workweek. Asfar as practical, the regular
daily tour is set up in terms of whole hours. When
fractional hours are required, the regular daily tour is
scheduled in whole hour and quarter-hour multiples.
Regular daily tours are not scheduled in less than quarter
hour increments.

1.8.4. Rotating Tour of Duty. A rotating tour of duty is
a scheduled tour of duty that rotates on a regular basis
between shifts, different hours of the day, or different days
of the administrative workweek, without a change in
guaranteed hours.

1.85. Split shift. A gplit shift is two or more work
periods within the workday, excluding overtime, when the
break between the work periods exceeds 1 hour.
Employees who are required to work split shifts must be
allowed to use the time off between their shifts as they
wish. If an employee is required to remain on the
premises or to be available for work that may occur during
the break, the break, under the Fair Labor Standards Act
(FLSA), must be counted as hours of work.

1.8.6. Workday. A workday is 24 consecutive hours
during which an employee is scheduled to work and
usually coincides with a calendar day. The calendar day
on which a shift begins is considered the workday even
though the work schedule extends into the next calendar
day or the following administrative workweek. Because of
the need for flexibility for employees subject to shift work,
the workday may extend over two calendar days.

1.8.7. Rest Periods. Short compensable rest periods, for
not more than 15 minutes during each 4 hours of
continuous work, may be granted if the manager believes
such rest periods are necessary.

1.8.8. Meal Periods. Regular meal or lunch periods
normally are established at no less than 30 minutes nor in
excess of 1 hour and will not be considered as time
worked, except for the purpose of determining entitlement
to night shift differential pay. If time off for mealsis not
feasible, an on-the-job meal period of 20 minutes or less
may be authorized and included in the employee's
regularly scheduled tour of duty. No employee will be
required to work more than six consecutive hours without
amesal period.
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1.89. Make Ready and Cleanup Time. Incidenta
duties directly connected with performing a job, such as
obtaining and replacing working tools or materials,
undergoing inspections, donning or removing prescribed
work uniforms, and similar tasks, in established tours of
duty are a part of the job requirements. If possible, work
shifts are arranged so that time required for incidental
duties are part of the regularly scheduled workday.

1.8.10. Daylight Saving Time. A NAF employee
working on a shift when daylight saving time goes into
effect, or when the return to standard time occurs, is
credited with the actual number of hours worked on that
shift. For digible employees, charge the hour lost as a
result of the change to annual leave or leave without pay
(LWOP).

1.8.11. Work Schedules. All employees have accessto a
posted schedule. Flexible employees may be subject to
"on call" work in addition to hours posted on the schedule.
Work schedules may be changed by supervisors/managers
by providing a minimum of 24 hours notice to the
employee.  Locally-devised work schedule forms are
authorized to post work schedules.

1.8.11.1. Changesin Work Schedules. Changes in the
work schedule that do not decrease an employee's
guaranteed hours may be made with a minimum 24-hour
notice. For example: If an employee normally works
Monday, Wednesday, and Friday, 0700 to 1600, the
supervisor may change the schedule to Monday,
Wednesday, and Saturday, 0700 to 1600, provided the
employeeis given at least the minimum 24-hour notice.
1.8.12. Guaranteed Hours. Employees must, at a
minimum, be scheduled for their guaranteed hours. If a
regular or flexible employeeis not scheduled for his or her
guaranteed number of hours, the schedule should be
changed, providing at least a 24-hour notice, to make up
for the hours not scheduled in the employee's guaranteed
hours. If this is not done, and the employee works less
hours than his or her guaranteed hours, he or she must be
paid for the difference between hours actually worked and
hours guaranteed.

1.8.12.1. Increase in Guaranteed Hours. Increasesin
an employee’s guaranteed hours may be made at any time
by submitting an AF Form 2548, NAFI Request for
Personnel Action, to the HRO.

1.8.12.2. Reduction in Guaranteed Hours. When a
supervisor determines that less hours are required
routinely each week, and the only way to accomplish this
requirement is to reduce an employee's guaranteed hours,
proper action will be taken to make the required changes.
Guaranteed hours must not be reduced solely to avoid
payment of benefits, or to provide more hours for other
employees. A reduction in an employee's guaranteed
hours that results in a change in employment category
must be processed as a business based action (BBA) (for
example, reducing a regular employee from 20 to 15
hours), according to the procedures in Chapter 6. A
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reduction in an employee’s guaranteed hours that does not
require a change in employment category (for example,
reducing a regular employee from 40 to 35 hours) must be
processed according to the following procedures:
1.8.12.2.1. When a decrease in hours is necessary, the
supervisor must provide the employee a written notice in
advance of the action as indicated:

EMPLOYMENT GUARANTEED HOURS
REQUIRED WRITTEN NOTICE
CATEGORY ARE REDUCEDIN ADVANCE OF

ACTION
Regular 8 hours or more
15 calendar days
Regular less than 8 hours
Seven calendar days
Flexible any amount of time

24 hours

1.8.12.2.2. As a minimum, the written notice must
include;

e A statement that the employee's guaranteed hours
are being reduced.

*  The effective date of the change.

* A clear statement of the reasons for the change
(be specific).

* A statement that if he or she believesthe action is
unfair or disagrees with the reasons for the
action, the employee may submit a grievance.

* Advice on how and where to file the grievance,
and the time limits for filing such grievance.

* The name, location and phone number of the
person in the HRO designated to provide
assistance.

1.8.12.2.3. Prior to issuance to the employee, the second
level supervisor reviews, and the HRO coordinates on the
written notice.

1.8.12.2.4. A copy of the memorandum, together with AF
Form 2548 requesting the change in the guaranteed hours,
is sent to the HRO. The HRO processes the form and
issues an AF Form 2545 to effect the change.

1.8.12.3. Reduction in Guaranteed Hours at
Employee’s Request. A decrease in guaranteed hours at
the employee's request that does not reduce the
employment category, may be taken at anytime, provided
the empl oyee submits the request in writing by completing
AF Form 2550, NAF Application for Promotion or Other
Position Change.

19. HRO Manpower Standard. The following
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prescribes the number of NAF employees authorized in 762 - 901 6
the HRO. Services commanders or directors will ensure 902 - 1040 7
that NAF authorizations are not exceeded: 1041 - 1180 8
1181 - 1320 9
Number of NAF *Manpower 1321 - 1459 10
Employees Serviced Required 1460 - 1599 11
1600 - 1739 12
0 -161 1 1740 - 1878 13
162 - 312 2 1879 - 2018 14

313 - 462 3 * |n addition to the NAF manpower shown above, each

463 - 612 4 HRO is authorized one APF position as the human

613 - 761 5 resources officer.
Chapter 2

PERSONNEL ACTIONS AND RECORDS PROCESSING

2.1. Purpose. This chapter establishes responsibilities
and practices for personnel action processing, and
preparing and maintaining personnd records and other
documents for NAF employees. Personnel action codes
and nature of actions to be used to process personnd
actions are at Attachment 1. Forms used by the HRO to
formalize the employment process are at Attachment 2. A
checklist for HROs to use to conduct new employee
orientation is at Attachment 3. Instructions for preparing
AF Form 2548 are at Attachment 20.

2.1.1. In compliance with the requirements of the Privacy
Act of 1974, MAJCOMs, installations, and NAFIs may
not set up personnd records and forms other than those
prescribed by this manual to record employment history.
212, Use an automated personnel data system to
establish and maintain employee and position data,
establish  suspenses, execute personnd actions, and
provide a position control register. Use of this system is
mandatory within the AF. Instructions and guidance for
the use of the sysem are found in Air Force
Nonappropriated Fund Personnel Data System (NAF-PS)
Users Guide, Dec 94.

2.2. Responsibilities.

2.21. TheHRO:

e Maintains central custody of al employees SF
66s, Official Personnel Folders (OPF); SF
66-Cs, Merged Records Personnel Folders
(MRPF); and SF 66-Ds, Employee Medical
Folders (EMF).

 Ensures al records and forms used in the
personne administration of NAF employees are
initiated, maintained, safeguarded, and disposed
of according to AF 37-133V2, Records
Disposition - Sandards.

*  Ensures standardized forms needed in the NAF
personnel records program are available locally.

e Formalizes the employment process (refer to
Attachments 2 and 3).

e Provides  supervisors  with appropriate
documentation to maintain employee work
folders.

 To comply with certification and accreditation
requirements, and when requested by child
development center directors, HROs will provide
copies of the AF Form 1701, Application for
Nonappr opriated Employment, college
transcripts, documentation of  satisfactory
completion of National Agency Check (NAC)
and State Criminal History Records Check
(SCHRC), and performance evaluations, for the
supervisor's employee work folder.

2.2.2. Managers and Supervisors of NAF Employees:
Protect employee information of a confidential nature that
becomes a part of the personnd records. Comply with
this manual by initiating actions and keeping the
following records:

*  Supervisor's Record of Employee.

e Delt letters.

* Leaveschedules.
 PDsand PGs.

*  Pending personnd actions.
e Health cards.

e Training records.

2.3. OPF. HROs prepare and maintain an OPF for each
employee. The OPF contains records that accurately
reflect the most essential information from date of
employment to date of separation. File OPFs
alphabetically. The folder tab contains the following
information:

*  NAFI employee.



AFMAN 34-310 1 December 1995

* Employee’s full name in the following order:
last, first, and middle.

*  Employee's social security number.

»  Employee's date of birth (month, day, year).

2.3.1. Contents of OPF. Documents in an employee's
OPF are filed according to long-term or temporary
retention. File long-term documents on the right side of
the OPF, and temporary documents on the left side. File
contents chronologically, with the most recent on top.
2.3.1.1. Long-term documentsinclude:

* AFForm 1701

* Continuation page to application for positions
that require working with children under the age
of 18.

* AF Form 243, Statement of Physical Ability -
NAF.

» SF-78, Certification of Medical Examination.

» SF-61, Appointment Affidavit.

*  OF 306, Declaration for Federal Employment.

e OF 612, Optional Application for Federal
Employment.

* AF Form 2545.

* AF Form 2548, when the employee resigns,
Separates, or retires.

* AF Form 2550.

e Minor'swork permit.

e SF-1152, Designation of Beneficiary, Unpaid
Compensation of Deceased Civilian Employee.

*  Recognition of Awards.

e Proof of training successfully completed (AF
Form 852, NAF Record of Training or
Certificate of Equivalency, if an  officia
certificate is not provided by the training
activity.)

* Department of Justice Form 1-9, Employment
Eligibility Verification.

» Documentation on a separation for cause (i.e,
Notice of Termination, or Notice of Decision).

e Documentation required by AFl  34-302,
Nonappropriated Fund (NAF) Employee
Retirement Plan Guidance and Procedures.

* Documentation required by AFl  34-305,
Nonappropriated Fund Employee Group Health
Plan.

» Documentation required by AFl  34-306,
Nonappropriated Fund Employee Group Life and
Accidental Death and Dismemberment Plan.

» Documentation required by AFl  34-307,
Nonappropriated Fund Employee Flexible
Benefits Plan.

e SF-1150, Record of L eave Data.

e Documentation of satisfactory completion of
NAC, IRC, and/or SCHRC.

* AF Form 2549, Statement of Prior DOD NAF
Civilian Service.
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SF-15, Application for 10-Point Veteran
Preference.
« DD Form 214, Certificate of Release or
Discharge from Active Duty.
e OPMRI 20-103, Election of Retirement
Coverage as a Result of a Move From a Civil
Service Position to a Nonappropriated Fund
Position Within the Department of Defense or
the Coast Guard (CSRS).
e OPMRI 92-27, Election of Retirement
Coverage as a Result of a Move From a Civil
Service Position to a Nonappropriated Fund
Position Within the Department of Defense or
the Coast Guard (FERS).
2312  Temporary records are documents on an
individual’'s employment not required as a permanent
record. These documentsinclude:
* AF Form 1065, Nonappropriated Fund (NAF)
Civilian Position Description.
* AF Form 1702, Nonappropriated Fund (NAF)
Position Guide.
* AF Form 3527, NAF Employee Performance
Evaluation.
* RIP NAF-17, NAF Civilian Employee Data
Brief.
* HRO inprocessing checklist.
2.3.1.3. Placerecords that have personal information that
is not work related, e.g., all forms that pertain to health
benefits, life insurance, AF Form 243 and SF 78, in an
envelope on the right side of the OPF.

24. EMF. The EMF contains occupationally-related
civilian employee medical records created during an
individual’'s employment. Normally, such records are
maintained by medical facilities under the control of a
medical officer. The EMF is created and maintained for
any records that are not maintained by the medica
facility.

2.5. MRPF. The MRPF contains the personnel records
of employees moving between NAF and civil service
within DoD, who are covered by portability benefits.
Once an MRPF is established for an employee, use the
folder to retain the employee’s records in all subsequent
NAF and civil service employment. The ownership,
maintenance and retention of MRPFs is according to the
Memorandum of Understanding (MOU) Between the U.S.
Office of Personnel Management (OPM), the National
Archives and Records Administration, and the DoD NAF
Employment System, 7 Aug 92.

2.6. Disposition of Personnel Records and Folders.
Dispose of personnel records and folders according to AFI
37-133V2.

26.1. Use SF-127, Request for Official Personnel
Folder, to request the personnd folder of employees with
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prior federal employment. Forward reguests to the
National Personnel Records Center (NPRC), or to the
servicing personnel office (must be within DoD), if the
folders have not yet been forwarded to the NPRC.

2.6.2. Prior to transferring the personnd folder of a NAF
employee to the NPRC, or to another servicing personne
office within DoD, HROs attach a statement to the folder
instructing that NAF records may not be purged from the
folder without the approval of HQ AFSVA/SVXH, 10100
Reunion Place, Suite 502, San Antonio TX 78216-4138.

2.7. Supervisor’'s Records. Supervisors must have
access to certain types of information regarding the
employees they supervise. The HRO provides employee
information contained in the OPF and NAF-PS, and
provides instructions for the upkeep and use of the
information. Supervisors use the information provided by
the HRO to carry out their supervisory responsibilities,
and to document significant events and discussions
concerning employee performance, recognition and
conduct. Managers and supervisors maintain employee
records according to AFI 37-133V2.

2.7.1. Supervisor's Employee Work Folder. Use a
6-part folder to maintain documentation on employees. It
consists of specific job-related documentation generated
throughout the course of the employee’'s employment.
Each firgt-level supervisor maintains the employee folders
in a secured place. Maintenance of and access to the
folders by administrative or clerical personnel who are not
the first-level supervisor is prohibited. Supervisors at
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higher levels will not maintain duplicate sets of records.
The Employee Work Folder will be maintained in the
following order:

e Partl, PD and PG.

e Part Il, AF Form 971, Supervisor’'s Employee
Brief (computer generated).

e Part 11, Pending personnel action documents.

e« Pat IV, Employee recognition, awards, and
performance eval uations.

e Part V, Employee education and training.

* Part VI, Miscdllaneousinformation, i.e., debt |etters,
leave schedules, health cards, etc.

2.7.2. Safeguarding Records. All  supervisors
maintaining these records must be cautioned that they are
to use discretion when asked to furnish them, and that
they may be furnished only as authorized by the Privacy
Act. Request guidance from the HRO for requests of
release of information in these records. Protect employee
work folders from unauthorized access.

2.7.3. Disposition of Employee Work Folders. Use the
following procedures to dispose of the supervisor's
employee work folder:

2.7.3.1. Retain the employee work folder for the new
supervisor when a supervisor leaves the organization.
2.7.3.2. The losing supervisor sends the employee work
folder to the gaining supervisor in a sealed envelope
within 10 workdays when an employee moves to a
different activity on the same installation.

2.7.3.3. Destroy the employee work folder after 60 days
when an employee is transferred to ancther AF
installation or another agency.

2.7.3.4. The supervisor destroys the employee work folder
after 60 days when an employee is separated for any
reason other than for entrance into military service
(military furlough) or for any type of adverse action
(BBA, performance, or cause).

* When an employee is separated as a result of an
adverse action, retain the employee work folder
pending possible appeal, grievance, Equal
Employment Opportunity (EEO) complaints or
unfair labor practice (ULP) charges. Upon
resolution of any of the above charges, the employee
work folder may be destroyed with prior approval of
the HRO.

e The supervisor sends the employee work folder to
the HRO, who retains the folder with the OPF,
pending the expiration of the period of military
furlough when an employee is separated to enter the
military service (military furlough).

2.8. Disclosure of Information in Personnel Folders.
The Privacy Act gives employees the right to know what
personnel  records are collected, maintained, and
disseminated by the AF and the right to correct and
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amend their personnel records. AFl 37-131, Air Force
Freedom of Information Act Program, and AFl 37-132,
Air Force Privacy Act Program, apply when releasing
information and documents in employee's personne
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folders, when amending or correcting those records, and
what fees to be charged for furnishing such records.
Disclosure of any information in an employee's personnel
folder isthe responsibility of the servicing HRO.

Chapter 3

EMPLOYMENT POLICIES, REQUIREMENTS, AND RESTRICTIONS

31 EEO. The AF is dedicated to the full
implementation of federal laws mandating equality of
opportunity for NAF employees. Personnel actions are
based solely on the principles of merit and qualifications
and the provisions of AFlI 36-205, Equal Employment
Opportunity (EEO) and Affirmative Employment
Programs (AEP).

3.2. Prohibited Personnel Practices. Any employee
who has authority to take, direct others to take,
recommend, or approve any personnel action, shall not,
with respect to such authority, engage in any of the
following personnel practices:

3.2.1. Discriminate for or against any employee or
applicant for employment on the basis of race, color,
religion, sex, national origin, age, handicapping
condition, marital status, or political affiliation.

3.22. Solicit or consider any recommendation or
statement, oral or written, with respect to any individua
who requests or is under consideration for any personnel
action unless such recommendation or statement is based
on the personal knowledge or records of the person
furnishing it and consists of an evaluation of work
performance, ability, aptitude, general qualifications,
character, loyalty, or suitability of such individual.

3.23. Coerce the pdlitical activity of any person
(including the providing of any political contribution or
service), or take any action against any employee or
applicant for employment as a reprisal for the refusal of
any person to engage in such palitical activity.

3.24. Deceive or willfully obstruct any person with
respect to such person’sright to compete for employment.
3.2.5. Influence any person to withdraw from competition
for any position for the purpose of improving or injuring
the prospects of any other person for employment.

3.2.6. Grant any preference or advantage not authorized
by law, rule, or regulation to any employee or applicant
for employment for the purpose of improving or injuring
the prospects of any particular person for employment.
3.2.7. Appoint, employ, promote, advance, or advocate
for  appointment, employment,  promotion, or
advancement, in or to a civilian position any individual
who is a relative of such employee if such position is in
the agency in which such employee is serving as a public
official or over which such employee exercises jurisdiction
or control as such an official.

3.2.8. Take or fail to take, or threaten to take or fail to
take, a personnel action with respect to any employee or
applicant for employment because of any lawful disclosure
of information by an employee or applicant for
employment which the employee or applicant for
employment reasonably believes evidences a violation of
any law, rule, or regulation, mismanagement, a gross
waste of funds, an abuse of authority, or a substantial and
specific danger to public health or safety.

3.29. Take or fail to take, or threaten to take or fail to
take, any personnel action against any employee or
applicant for employment because of:

» Exercising any appeal, complaint, or grievance
right granted by any law, rule or regulation.

* Tedtifying for or otherwise lawfully assisting any
individual in the exercise of any right referred to
in the above bullet.

» Refusing to obey an order that would require the
individual to violate alaw.

3.2.10. Discriminate for or against any employee or
applicant for employment on the basis of conduct which
does not adversely affect the performance of the employee
or applicant or the performance of others.

3.2.11. Take or fail to take any other personnel action if
the taking of or failure to take such action violates any
law, rule, or regulation implementing, or directly
concerning, the merit system principlesin 5 U.S.C. 2301.

3.3. Employment of Veterans. Applicants who meet the
eigibility criteria in Title 5 U.S.C. 2108 and the
minimum service requirements in FPM  Supplement
296-33, The Guide to Processing Personnel Actions,
Chapter 7, receive employment preference at the time of
hire, provided they are equally qualified for the vacant
position. Veterans shall have employment preference over
all other applicants, with the exception of military spouse
and transition hiring preference applicants, and applicants
on reemployment priority lists.

3.3.1. Inforeign areas, veterans will have preference over
all other applicants with the exception of military spouse
and transition hiring preference applicants, applicants on
reemployment priority lists, family members of military
and civilian personnd assigned to the host country, and
off-duty military (ODM) personnel.

3.4. Employment of Relatives.
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3.4.1. An official may neither appoint, employ, promote,
advance, nor advocate for appointment, employment,
promotion, or advancement, any individua who is a
relative, in a civilian position in the NAFI in which he or
she is serving, or over which he or she exercises
jurisdiction or control.

34.2. Official means a member of the uniformed
services, an APF or NAF employee, or any other
individual who has the authority or in whom the authority
has been delegated, to appoint, employ, promote, or
advance individuals, or to recommend individuals for
appointment, employment, promotion, or advancement.
3.4.3. Reative means an individual related to the official
as father, mother, son, daughter, brother, sister, uncle,
aunt, first cousin, nephew, niece, husband, wife, father-in-
law, mother-in-law, son-in-law, daughter-in-law, brother-
in-law, sister-in-law, stepfather, stepmother, stepson,
stepdaughter, stepbrother, stepsister, half brother, or half
Sister.

3.4.4. An individua appointed, employed, promoted, or
advanced in violation of this policy is not entitled to pay
and any payments to the individual will be recovered by
the employing NAFI in accordance with AFl 34-202,
Protecting Nonappropriated Fund Assets.

3.4.5. When necessary to meet urgent needs resulting
from an emergency posing an immediate threat to life or
property, or a national emergency, an official may employ
a relative to meet those needs without regard to this
policy. However, such employment at base level requires
justification to and approval of the MAJCOM Director of
Services (SV); and such employment at MAJCOM leve
requires justification to and approval of Headquarters,
United States Air Force, Director of Services (HQ
USAF/SV). In either case, such employment is limited to
30 calendar days without judtification from employing
official and approval of HQ USAF/SV.

3.4.6. This policy does not prohibit the employment of a
preference eigible individual who is a relative, if an
alternate selection cannot be made of a preference eigible
individual who isnot ardative.

3.4.7. Rdatives are not prohibited from working in the
same NAFI; however, such employment is prohibited if it
results in a conflict of interest situation. Such
employment may aso be prohibited for other reasons
which may be disruptive to work, and interfere with the
orderly operation of the NAFI. Give consideration to how
the employer/employee relationship will be perceived by
the work force, aswell as the general public.

35. Employment of Minors. The employment of
persons under 16 years of age is prohibited. The
employment of persons ages 16 and 17 must be in
accordance with the following:
3.5.1. TheFLSA, federal, state, and local laws that relate
to the employment of minors.
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3.5.2. Must not be employed in a position requiring the
operation of a motor vehicle, unless the minor employeeis
eligible to obtain a US Government operator’s permit and
possess a valid state driver's license, where required.

3.5.3. Must furnish awork permit when required by local
or state law.

3.6. Employment of People with Disabilities. Give full
consideration to employing and sdlectively placing people
with disabilities in NAF organizations. The employment
and promotion of these persons is based solely on their
ahility to satisfactorily perform the duties of the position.

3.7. Employment of Retired US Military Personnel.
3.7.1. Restrictions. Retired members of the Armed
Forces shall be accorded the same rights and
considerations as all other applicants for civilian
employment in NAFIs. However, their employment shall
be subject to the restrictions imposed by Title 5 U.S.C.
3326, 5531, and 5532 and DOD Directive 1402.1,
Employment of Retired Members of the Armed Forces, 21
Jan 82. Most notably, these restrictions apply to the
timing of an appointment and to dual compensation
restrictions.
3.7.1.1. Avoid the practice and appearance of preferential
treatment. Thisis essential not only in the interest of the
public and federal employees, but also to protect such
retired personnel from unwarranted allegations that they
obtained their positions through influence based on prior
military service.
3.7.1.2. Make every reasonable effort to locate other
qualified candidates before appointing a retired member of
the military services to a NAF position to avoid the
appearance of preferential treatment.
3.7.1.3. Do not hold positions open pending the
retirement of a member of the military services to provide
that person with a preferential opportunity to apply for the
position.
3.7.1.4. If the position was last occupied by the proposed
appointee or another military incumbent, clearly
demonstrate that the proposed change to civilian
incumbency is to meet a management need and not for the
purpose of affording civilian employment to the proposed
appointee.
3.7.2. Timing. A retired member of the Armed Forces
may not be appointed to a position in a NAFI during the
period of 180 daysimmediately after his or her retirement.
Only with the advance approval of the installation
commander may a retired member of the military services
be hired in a NAF organization during the 180-day period
after his or her retirement date. The NAF supervisor or
manager must prepare each waiver request, and include:
3.7.2.1. Theretirees:

* Retired status (regular officer, reserve officer, or

enlisted).
*  Military department and retirement date.
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* Reirement grade, last active duty grade, and
social security number.

3.7.22. The name of the employing NAFI and
organization.
3.7.2.3. The NAF position, grade, salary, job title,

proposed effective date of employment, and the effective
date the NAF position was established.

3.7.2.4. Whether the position isregular or flexible.
3.7.25. Whether the position was converted from
military to civilian status.

3.7.2.6. Date of conversion (if converted).

3.7.2.7. Reason for conversion.

3.7.2.8. Whether the proposed appointee was the last
military occupant.

3.7.29. Whether efforts to fill the position have been
continuous since it became vacant; if not, the reasons
therefore.

3.7.2.10. Documentation on how the proposed appointee
issuperior to al qualified employees given consideration.
3.7.2.11. Include the commander’'s approval or
disapproval of each request for appointment under
paragraph 3.7.2 in the return correspondence. Place a
copy of the approval correspondence on the right-hand
side of the employee's OPF.

3.7.3. Dual Compensation. To comply with Title 5
U.S.C. 5531 and 5532, certain retired members of the
Armed Forces who occupy NAF positions are subject to
reductionsin retired pay.

3.7.3.1. A retired officer of a regular component of a
uniformed service who holds a position in a NAFI is
entitled to receive the full pay of such position, but during
the period for which the retired officer receives such pay,
the officer’s retired pay is reduced to an annual rate equal
to the first $9,310.17, plus one-half of the remainder, if
the officer first became a member of the uniformed service
before 1 Aug 86; or $8,700.93, plus one-half of the
remainder, if the officer first became a member of the
uniformed service after 1 Aug 86. (Note that the figures,
current as of 1 Dec 93, is increased from time to time in
accordance with rises in the consumer price index.) Title
5 U.S.C. 5532 prescribes very limited exceptions to this
rule.

3.7.3.2. An additional restriction applies to any officer or
enlisted member of the Regular or Reserve components
who retires after 11 Jan 79 and is subsequently employed
by a NAFI. All members so employed are entitled to
receive the full pay of their civilian positions. However, if
the annual amount of basic pay for the civilian position,
when combined with the member's annual amount of
retired pay (after reduction, in the case of a regular
officer, pursuant to the preceding paragraph) exceeds the
rate of basic pay currently paid for Level V of the
Executive Schedule, the member’'s military retired pay
must be reduced by an amount needed to bring combined
earnings down to the Level V ceiling.
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3.7.3.3. When a position in a NAFI is filled by a retired
member of the Armed Forces, the HRO shall forward to
the Defense Finance and Accounting Service (DFAS) a
copy of the AF Form 2545 which appoints the member to
the position. For additional information, see FPM
Supplement 296-33, Chapter 8.

3.8. Employment of ODM Personnel. Subject to the
provisons of DoD Directive 5500.7, Sandards of
Conduct, 30 Aug 93, and if there is no preferential
treatment in the selection process, US enlisted personne
may be hired as NAF employees during their non-duty
hours on other than a full-time basis. When hiring
enlisted personnel assigned to Services as their prime
military duty, these rules apply:

3.8.1. These enlisted personnel must not be hired to
perform the same duties they perform while carrying out
thelr assigned military duties.

3.8.2. The sdecting officia must prepare a written
certification to show there is no violation of DoDD
5500.7, and that there was no preferential treatment in the
selection process. The certification is sent to the HRO and
filed in the OPF.

3.8.3. Off-duty enlisted personnel employed as regular
employees (20-34 hours) may qualify for benefits earned
by other regular employees. However, they are not
digible for group health insurance, workers
compensation, or retirement.

3.8.4. Off-duty enlisted personnd may not work more
than 34 hours aweek under any circumstances.

3.8.5. Active duty commissioned and warrant officers are
prohibited from NAF employment, except under an
individual services contract.

3.8.6. Active duty military members who are retiring
from military service may continue their NAF
employment if the employee:

e Iscurrently on the rolls of the employing NAFI
at the time of retirement.

e Agrees, in writing, that there will be no change
in his or he employment status (eg.,
employment category or position) during the
180-day period following retirement.

3.8.6.1. While on termina leave, pending their
retirement from active duty, these employees may be
scheduled to work up to 40 hours per week.

3.9. Military Spouse Preference. Preference for
employment shall be provided in accordance with DoD
Instruction 1404.12, Employment of Spouses of Active
Duty Military Members Stationed Worldwide, 12 Jan 89.

3.9.1. Military spouses may be digible to apply for
employment preference for DoD NAF positions in
conjunction with their military sponsor’s transfer to a new
duty station. A military spouse preference digible is a
military spouse who entered into marriage with the
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military member prior to relocating because of service
under a statutory tour.

3.9.2. Documents depicting proof of military spouse
preference digibility are the sponsor’s permanent change
of station (PCS) orders where the spouse is named as the
husband or wife of the military member, or a copy of the
commander’s letter of approval of command sponsorship
together with a copy of the sponsor's PCS orders. The
military sponsor must be an active duty military member
of the Armed Forces, including the U.S. Coast Guard,
relocating because of service under a statutory tour.
Military spouse preference does not apply when the
military member sponsor’s move is a PCS in conjunction
with retirement or separation.

3.9.3. Military spouses must apply for preference in the
commuting area of the military sponsor’s new duty station.
The time period of spouse preference digibility begins 30
days before the military sponsor’s reporting date to the
new duty location. Military spouses seeking preference
with less than 6 months time remaining in the area may
be nonsdected for permanent continuing positions.
Spouse preference digibility is terminated upon placement
or declination (whichever occurs first) of a position (APF
or NAF) for which application is made. Preference shall
be terminated on placement into any continuing position
in the new duty location, i.e., one expected to continue for
at least 1 year in either the appropriated or NAF work
force, whether or not preference was applied. Spouses
may exercise employment preference once for each
permanent relocation of the military sponsor. Temporary
appointments lasting less than 1 year do not cause loss of
preference eigibility.

3.9.4. Military spouses may apply for any position in all
employment categoriesin pay band NF-111 and below, CC
positions, and equivalent hourly paid crafts and trades
positions. However, preference applies only when the
grade/pay band for which the spouse has applied is no
higher than that previously held in the federal service. On
initial appointment in the federal service, military spouse
preference applies to all positions in pay bands NF-I -
NF-111, CC positions, and equivalent hourly-paid crafts
and trades positions for which qualified. A qualified
military spouse exercising preference for NAF
employment will receive preference over a nonpreference
eligible spouse.

3.95. A list of all NAF positions must be available for
spouses seeking employment.  Spouse preference digibles
apply by submitting to the HRO:

* Anapplication for NAF employment.

* A copy of the sponsor's PCS orders.

* A copy of the commander’s document granting
command sponsorship to the military spouse, if
applicable.

3.951  Veification of military spouse preference
digibility is the responsibility of the HRO. The
application for NAF employment must be annotated with
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the military spouse preference digibility. The application
for NAF employment along with documentation verifying
spouse preference, will be made a part of the employee's
official record when appointed, because of exercising
military spouse preference entitlement.

3.9.6. Spouses dligible for preference must be included as
part of the minimum consideration area in the competitive
process. The selecting supervisor reviews all applications
for the position and, based on an evaluation of each
application, decides which applicants are best qualified.
Normally, a best qualified determination is not made for
entry level and other lower graded positions where
relative digtinctions are rarely discernible. In foreign
areas, off-duty military members and military spouses are
given equitable consideration for part-time employment.
If, however, selection is made from a group of competitive
candidates, the military spouse preference digible must be
selected, without regard to other priorities, if among the
best qualified.

3.9.7. Exception may be made to the selection of a
military spouse preference eigible  The authority to
approve such an exception is delegated to the installation
commander where application is made. A request for
exception must be justified in writing, and the granting of
the exception shall be rare and based on adverse impact to
the mission.

3.9.8. Placements of military spouses under this policy
shall be documented by having the remark "Military
Spouse Appointed Under E.O. 12568," in item 25 of the
AF Form 2545,

3.10. Transition Hiring Preference (THP).
3.10.1. Public Law 101-510, The 1991 Nationa Defense
Authorization Act, mandates that the services provide
certain categories of involuntarily separated military
members, and in some cases, their family members,
benefits and services to ease the transition process from
military to civilian life. Our role in implementing the act
will be to administer THP by providing employment
preference for certain NAF positions for digible members
and their family members.
3.10.2. Eligible THP applicants will possess a transition
assistance identification card. This will give them hiring
preference over all other applicants, with the exception of
military spouse preference applicants.
3.10.3. Preference may be used for any NAF job open to
competition according to merit practices, at CC, NF-III
and below and crafts and trades positions. This applies
even if there are enough in-house digibles to limit
competition just to them wunder merit procedures.
Preference will not be limited to just those vacancies
whereit is necessary to hire outside the organization. The
following rules apply:

* A person may receive THP in hiring only once.

* THP digibles must apply for employment and be

fully qualified.
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* Qualified THP applicants will be referred for
selection only if among the best qualified
candidates after being competitively screened.

e THP is terminated upon placement in, or
declination of, any NAF position (whichever
occurs first) for which a THP-digible has
applied.

3.10.4. Placements of THP applicants will be documented
by the remark "Transition Hiring Preference Appointment
Under P.L. 101-510," in item 25 of the AF Form 2545.

3.11. NAF Employment in Foreign Areas. Overseas
NAFIs may locally recruit US citizens and US nationals
residing in the host country according to established
country-to-country agreements. Except in those instances
where placement must be made under the provisions of
paragraphs 3.9, 3.10, and 6.7, first priority must be given
to the employment of dependents of military and civilian
personne assigned in the host country, without regard to
other prioritiesin this document and to off-duty military
personnel, when such actions are not at variance with the
Status of Forces Agreements (SOFA), treaties or
country-to-country agreements.

3.12. Entitlements and Benefits of Overseas Service.
See Chapter 16.

3.13. Dual Compensation and Dual Employment.
3.13.1. Title 5 U.S.C,, Section 5533(a), states that a
civilian employee will not be entitled to receive basic
compensation from more than one civilian office or
position of the Government of the United States for more
than an aggregate of 40 hours of work in any one calendar
week (Sunday through Saturday). The intent of the law is
generaly to prohibit an individual from holding more
than one full-time government position.

3.13.2. A part-time employee may be employed in
another position as long as the total hours worked in all
jobs do not exceed 40 hours per week. Employees may be
employed in aregular and a flexible position, or in two
flexible positions, however, they may not be employed in
two regular positions.

3.13.3. Thisrestriction applies to all positions within the
United States Government, including APF and AAFES
positions.

3.13.4. This aso applies to foreign nationals employed
and paid by a NAF organization in aforeign area.

3.14. Reinstatement.

3.14.1. Regular employees who satisfactorily complete a
probationary period and who separate voluntarily or who
are separated involuntarily, other than for cause, may be
reinstated by any DoD NAFI within 6 months of the date
of their separation. Such personnel are considered to have
been in continuous service in a LWOP status for the
purpose of retaining benefits other than grade or pay
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retention, retirement, and group life and health insurance
benefits.

3.14.2. Regular employees who have left NAF
employment to fill alike APF position in the same NAFI
and have continually served in the APF position since
appointment may be reinstated by any DoD NAFI
indefinitely. Such

personnel must be considered to have been in continuous
service for the purpose of retaining benefits other than
grade or pay retention, retirement, and group life and
health insurance.

3.14.3. An individual suspended or removed for reasons
of national security may be restored to duty only at the
discretion of the Secretary of the Air Force.

3.15. Individual Services Contracts. NAFI individual
services contracts are authorized only when there is no
employer-employee relationship, such as sports officials,
and instructors in educational, recreational, religious, and
entertainment activities. They may not be used to effect
an appointment to a position that requires employing an
individual on a continuing basis. Such positions must be
classified and paid under the appropriate pay schedule.

3.16. Reemployment of NAF Annuitant. If a retired
NAF employee is rehired in a regular employment
category, the annuity will be suspended while he or she
remains on the active rolls. A reemployed annuitant may
elect to be reinstated in the retirement plan to increase the
annuity. If an annuitant whose annuity is based on
disability is hired, regardless of the employment category,
the HRO must immediately give written notice to HQ
AFSVA/SVXB, 10100 Reunion Place, Suite 502, San
Antonio TX 78216-4138.

3.17. Veteran Reemployment Rights. Reemployment
rights after military service must be administered
according to the provisionsin 38 U.S.C., Chapter 43.
3.17.1. When aregular or flexible employee other than
those on not-to-exceed appointments, enters the US
Armed Forces and signifies his or her intent in writing to
return to employment within the same Services Squadron,
the HRO takes these actions:

e Initiates AF Form 2545, placing the employee in
a LWOP status entitled "Military Furlough."

e Initiates payment of employee's accrued annual
leave.

e Maintains sick leave credits in the employee's
account.

e Terminates the employee's participation in the
NAFI Group Insurance Plan, and informs the
employee of hisor her reinstatement option upon
the employee's return to active status.

* Requiresthe employee to sign a description/guide
of the position to which assigned on the last day
of duty.
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* Retains the employee’'s OPF in the active files of
the HRO.

*  From the effective date shown on the personnel
action placing him or her in a military furlough
status, carries the employee on employment rolls
for a maximum of five calendar years.

3.17.2. If an employee resigns to enter the Armed Forces
and indicates that he or she does not intend to return to
the employing Services Squadron on his or her release
from active duty, an AF Form 2545 is processed as a
voluntary separation.

3.17.3. Employees who return from service in the US
Armed Forces under honorable conditions are given
veteran reemployment rights in the Services Squadron
where he or she was employed just before entering
military service. The rights of the veteran and the
obligation of the employer are limited to the same
Services Squadron. The following rules must be followed
when helping the veteran find NAFI employment:
3.17.3.1. The veteran is reemployed by the same Services
Squadron within 30 days after application, subject to those
termsin paragraphs 3.17.3.2 through 3.17.3.4.

3.17.3.2. The veteran is restored to his or her former
position, if the position still exists, even though a business
based action may be necessary to make the position
available for the veteran. If the position has been
reclassified to a higher level, without substantial changes
in responsibility, he or she is entitled to those benefits of
the reclassification.

3.17.3.3. If restoration is not possible because the former
position no longer exists, the veteran is placed in an
available position of like status and pay in the same
Services Squadron.

3.17.3.4. If reemployment through the above procedures
is not possible, the Services Squadron offers the veteran
the next best available position for which the individual
qualifies.  This means a position that most closdy
approximates in status and pay the position he or she
formerly occupied.

3.17.4. After restoration, a veteran is given full credit for
step increases and cost of living allowances to which he or
she would have been entitled had he or she not been in the
military. All unused sick leave from the period of
previous employment is recredited. The SCD is not
adjusted for the period of military furlough.

3.17.5. A veteran restored under those termsin paragraph
3.17.3 may not be separated, other than for cause, within
1 year after date of reinstatement by the same Services
Squadron.

3.17.6. If the veteran believes he or she was denied
reemployment by the same Services Squadron at the time
of hisor her return from active military service, he or she
may initiate an appeal in accordance with the procedures
in Chapter 9.
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3.18. Voluntary Service. Volunteers may be family
members, ODM, or members of the civilian community.
They may perform services described in AFI 34-101,
Services Programs and Use Eligibility. Custodians and
managers may use volunteers to perform specific duties,
similar to those of established NAF positions.

3.18.1. Volunteers must not perform duties that are
recurring in nature and that are usually performed by
NAF employees. Volunteers may supplement the
established work force. They may not replace or succeed
NAF employees.

3.18.2. No NAF salary, wage, or other compensation is
authorized for volunteers, nor may any volunteer be
appointed retroactively to a NAF position.

3.19. Agreement for the Movement of Personnel
Between the Civil Service Syssem and the NAFI
System in the DoD. In accordance with the authority
provided in Title V, Section 6.7 of the Civil Service Rules,
and pursuant to the agreement with the DoD, employees
serving in NAFIs may be appointed to positions in the
competitive civil service, and employees serving in
positions in the competitive civil service may be appointed
to NAFI positions, subject to the following conditions:
3.19.1. Type of Appointment Held Before Movement.
To be digible for movement under this agreement,
employees must be currently serving under a competitive
career or career-conditional appointment or under a NAFI
appointment or have been involuntarily separated from
such appointment without personal cause within the
preceding year. NAFI employees must be or have been
serving in continuing NAFI positions under appointments
without time limits.

3.19.2. Qualification Requirements. NAFI employees
must meet the qualification standards and requirements
for the position to which they are to be appointed in
accordance with OPM established regulations for transfer
of employees within the competitive service. Employees
in the competitive service must meet the regular standards
and requirements established by DoD for appointment to
NAFI positions.

3.19.3. Length of Service Requirement. NAF
employees must have served continuoudy for at least 1
year in NAFI positions before they may be appointed to
positions in the competitive civil service under the
authority of this agreement. Employees in the competitive
civil service must have completed the 1-year probationary
period required in connection with their career or
career-conditional appointmentsin the competitive service
before they may be appointed to NAFI positions, without
serving a trial period, under the authority of this
agreement.

3.19.4. Selection. NAFI employees may be considered
for appointment to positions in the competitive civil
service in the same manner that employees of the
competitive service may be considered for transfer to such
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positions. Employees in the competitive service may be
considered for appointment to any NAFI position on the
basis of their qualifications.

3.19.5. Type of Appointment Granted After
Movement. NAFI employees who are appointed to
competitive positions under the terms of this agreement
will have career or career-conditional appointments,
depending upon whether they meet the 3-year service
requirement for career tenure.  The service which
commences with a permanent NAFI appointment will be
accepted toward meeting the  competitive service
requirement. Employees of the competitive service who
are appointed to NAFI positions under the terms of this
agreement will receive appointments without time limit
under DoD Directive 1401.1-M, Personnel Policy Manual
for Nonappropriated Fund Instrumentalities, 15 Nov 85.
3.19.6. Probationary and Trial Periods. Employees
appointed under this agreement, who have previously
completed a probationary or trial period, will not be
required to serve a new probationary or trial period.
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3.19.7. Status. NAFI employees who are appointed in
the competitive civil service under the terms of this
agreement will receive competitive civil service status.
Thereafter, such employees will be entitled to the benefits
and privileges provided by the Civil Service Rules and by
OPM’s regulations and instructions for persons having
competitive civil service status.  Employees of the
competitive civil service appointed to NAFI positions
under the terms of this agreement will have whatever
privileges are normally provided to persons who initially
receive appointments, under DoDD 1401.1-M, to
continuing NAFI positions.

3.19.8. Effective Date. This agreement was effective 21
Sep 91, and shall remain in effect indefinitdy. The
agreement may be terminated following notice from the
DoD or OPM and may be modified at any time with the
mutual consent of the DoD and OPM.

Chapter 4

EMPLOYMENT PROCEDURES

4.1, Establishment of Positions. Management
establishes a position by writing a new PD and PG to
match the duties of the position and forwards it to the
HRO for classification. The HRO determines the officia
position title, occupational series, and appropriate grade
or pay band.

4.2. Qualification Requirements:

42.1. Qualification standards are the minimum
experience, training, education, and physical requirements
needed to perform the duties of the position involved, in a
satisfactory manner. In applying physical standards, the
employee must be able to perform his or her duties in a
satisfactory manner and without hazard to self or others.
4.2.2. Management decides what job experience and
skills are needed for the position and determine
qualification requirements. Guidance is provided from
the HRO, as requested. OPM and DoD qualification
standards may be used as a guide in making
determinations. Regulations are available for review in
the HRO. Qualification requirements are noted on the AF
Form 1702.

4.2.3. Guiddines for the development and use of
qualification standards are found at Attachments 4 and 5.

4.3. Employment Requirements. To ensure that the
most suitable and qualified persons work in NAFIs at al
levels, installation commanders must ensure that
established recruiting procedures are followed to the
fullest extent practicable. Depending on the nature and

extent of responsihilities of the position being filled,
employment procedures established include:

4.3.1. Submission of an employment application form.
4.3.2. Medical evidence of satisfactory health condition.
4.3.3. Compliance with the dual compensation provisions
of 5U.S.C. 5531-32, if applicable.

4.3.4. Compliance with Public Law 99-603, "Immigration
Reform and Control Act of 1986." Personnd offices must
ensure completion of Immigration and Naturalization
Service (INS) Form 1-9, for all individuals to document
verification of the prospective employee's identity and
authorization to be empl oyed.

4.3.5. Appropriate level of security clearance for sensitive
positions.

4.3.6. Favorably completed NAC, if applicable. Positions
of trust are identified by management. Examples of
positions which may be considered positions of trust are
managers, funds custodians, general cashiers, positions
involved in handling large amounts of cash or high-value
merchandise, and employees working in areas containing
valuable and pilferable materia or  eguipment.
Candidates for assignment to positions of trust will be
scrutinized. A NAC must be completed before placing an
individual in a position of trust. When completion of the
NAC is not practical prior to entry on duty, the NAC is
requested at the time of appointment and the employee
may occupy the position with the prior written approval of
the Services commander or director or designated
representative.
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4.3.7. Favorably completed NAC, IRC, and SCHRC for
employees in child care services and other positions that
deal with children under 18 years of age in accordance
with DoD Ingtruction 14025, Criminal History
Background Checks on Individuals in Child Care
Services, 19 Jan 93. IRCs will be completed prior to
entrance on duty. When it is not possible to complete
SCHRCs and NACs prior to entry on duty, the HRO and
the managers of the employing organization must
carefully review the application, complete preemployment
reference checks, and initiate SCHRC inquiries. Pending
satisfactory completion of the SCHRC, NAC, or both, the
selectee may immediately be brought on the rolls under
carefully regulated direct line of sight supervision.
Prospective child care employees complete an Authority
for Release of Information and Records to submit with
their applications for employment.

4.3.8. When an NAC isrequired, requests are prepared in
accordance with AFI 31-501, Personnel Security Program
Management.

4.3.9. Verification of DD Form 214.

4.3.10. Satisfactory completion of any required physical
or food handlers examinations.

4.3.11. Compliance with military spouse preference,
transition hiring preference, and veterans preference.
4.3.12. Ensure selectees meet the required qualifications
of the position.

4.3.13. Ensure suitability of applicants using FPM
Chapter 731, Personnel Suitability, asaguide.

4.3.14. Ensure preliminary actions of sdecting officials
are proper.

4.4, Methods of Filling Positions. Positions may be
filled by promotions, reassignments, details, changes to
lower grade or pay band, reemployment of former
employees, or recruitment from outside sources.

4.4.1. Management determines a candidate’s
qualifications based on a review of the candidate's
application, and selects the best qualified candidate to fill
a position vacancy, being sure to observe preference
entitlements (military spouse, transition hiring, veterans,
efc.). Management makes its selection without regard to
race, color, religion, sex, national origin, age,
handicapping condition, marital status, political
affiliation, or membership in any organization, including
alabor organization.

4.4.2. Internal hiring procedures must include:

e Complying with military spouse and transition
hiring preference.

» Completing an AF Form 2548, attaching the PD
and PG and forwarding them to the HRO, when a
current NAF employee is sel ected.

*  Committing the position, notifying the losing
supervisor, and establishing the reporting date,
after review by the HRO.

4.4.3. External hiring procedures include:
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»  Determining whether or not to advertise and the
method to be used.

e Complying with military spouse, transition
hiring, and veterans preference guidance.

*  Notifying the HRO of sdlection; sending the HRO
a completed AF Form 2548, along with the PD
and PG.

*  Committing the position and establishing a
reporting date, after review by the HRO.

4.5. Applicant Supply File: The HRO maintains the
applicant supply file and as a minimum, it includes:

45.1. A listing of al positions, posted in the HRO and at
each NAF activity. All positions are open continuously
for recruitment.

4.5.2. A separate application for each occupational series.

*  Set up folders for each occupational series on the
acceptancellist.

» Date stamp applications upon receipt and place
into the individual folders.

* An automated applicant supply file that fulfills
the above requirements may be used.

453. AF Form 1701, is used for employment
consideration in NAF activities. Forms are available at
the HRO.

4.5.4. Applicants for positions that require working with
children under the age of 18 (IRC, SCHRC, and NAC
required) must complete a supplemental continuation
page, which will contain the following information and be
in the format shown in the following sample:

* A. Have you ever been arrested for or charged
with a crimeinvolving a child?

« B. If your answer to A is YES, provide a
description of the disposition of the arrest or
charge.

« C. Have you ever been arrested for or charged
with a crimeinvolving drugs or alcohol ?

e D. |If your answer to C is YES, provide a
description of the disposition of the arrest or
charge.

« E. Thisisto advise you that if you are accepted
for employment, the AF is required to request a
state criminal history repository check as a
condition of employment. You have a right to
obtain a copy of the criminal history report and to
challenge the accuracy and completeness of any
information contained in the report.

e« F. You are signing this application under
penalty of perjury. The penalty for perjury is a
$2,000 fine or 5 yearsin jail or both.

e« G. Signature and date.

4.5.5. AF Form 2550 is used by all current employees
applying for any other NAF position. The AF Form 2550
isavailable at the HRO, and al NAF activities.
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4.5.6. The HRO maintains the only applicant supply file.
Any applications completed at an activity are turned in to
the HRO.

45.7. Entitlements such as military spouse, transition
hiring preference, and veterans preference are visibly
annotated at the top of the application.

4.5.8. Retention of Applications:

45.8.1. AF Form 1701. Applications are date stamped
upon receipt, and placed in the applicant supply file.
Applications, including preference digibles, will remain
active for 90 days. All applicants must be advised of the
90-day retention period, and that they are responsible for
updating their application to remain on file another 90
days.

4.5.8.2. AF Form 2550. Applications are date stamped
upon receipt, and placed in the applicant supply file.
Applications remain active as long as the employee is
employed, and is interested in being considered for the
position for which application was made.

4.6. Probationary Period. The probationary period tests
the employee's ability, suitability, and fitness for the job,
as shown by actual job performance. During this period,
the employee's conduct and performance are observed,
and he or she may be separated if conditions warrant. The
HRO processes a personnel action upon satisfactory
completion of the probationary period.
4.6.1. A probationary period is required for all regular
and flexible employees, to include those on NTE
appointments. Exceptions to this requirement are limited
to the appointment of a person who has completed a
probationary period, and who is appointed either in the
same Services squadron within 6 months after separation
without cause or as the result of a transfer of function.
The length of the probationary period is:
e 6 monthsfor Pay band NF-I - NF-11 employees.
e 12 months for Pay band NF-1ll - NF-VI
empl oyees.
e 12 months for CC employees.
6 months for Crafts and Trades (NS, NL, and
NA).
4.6.2. The probationary period is extended by the number
of calendar days in excess of 30 when the number of
calendar days in a nonpay status exceeds 30.
4.6.3. Employees demoted or reassigned during probation
are credited with the time served toward completing
probation. The probationary period completion date does
not change.
4.64. The following NAF service counts toward
completing a probationary period:
* Periodsin a pay status, computed on a calendar
basis.
*  Periods of LWOP of 30 days or less.
* Absences of professiona school personnd,
employed by a NAFI, in a nonpay status during
school recess periods such as summer bresks.
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4.6.5. Employees moved to a position with a requirement
for a longer probationary period, must serve the new
probationary period. Time served in a previous
probationary period is not creditable toward completion of
the new probationary period.
4.6.6. An employee may be separated during probation if
he or she fails to demonstrate that he or she possesses the
skills or character traits necessary for satisfactory
performance in the position.
4.6.6.1. The supervisor should start separation action if it
becomes apparent that the employee’'s conduct, genera
character traits, or performance are not acceptable.
4.6.6.2. The supervisor prepares a memorandum to notify
the employee of the reason for termination and the
effective date of the action. The memorandum is
coordinated with the HRO prior to giving to the employee.
A minimum of 24 hours notice is required. The notice
memorandum will include:
* A statement of the specific action to be taken, for
example, "Thisisto officially notify you that you
will be separated from your position of

* A statement containing the specific reasons for
the action.

* The effective date of the action. The effective
date may not be earlier than 24 hours from the
date the employee receives the Notice of
Separation  During  Probationary  Period
memorandum.

 The employee’s duty status during the notice
period. In most circumstances, the employee is
in anormal duty status during the notice period.

* The name, location, and phone number of the
person in the HRO designated to address any
guestions the employee may have.

A datement that separation during the
probationary period is not subject to the NAF
grievance or appeal procedures.

4.6.6.3. The supervisor forwards a copy of the separation
memorandum along with AF Form 2548, documenting
the action, to the HRO for processing. The HRO prepares
and issues an AF Form 2545,

4.6.7. Documentation. The HRO maintains the material
used to support the action and the separation
memorandum in a case file apart from the employee's
OPF.

4.6.8. Separation during the probationary period is not
subject to the NAFI grievance or appeal procedures;
however, complaints that such separation was based, in
whole or in part, on discrimination because of race, color,
religion, sex, physical or mental handicap, age or national
origin are processed according to AFI 36-1201, Managing
Civilian Personnel Discrimination Complaints.
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Chapter 5

POSITION CHANGES AND SEPARATIONS

5.1. Details. A detail isthe temporary assignment of an
employee to a different position without a change in pay
for aperiod NTE 60 days. An employee returns to his or
her original position at the end of a detail. Details are
used to meet temporary needs, when work requirements
cannot be met by other desirable or practical means.
5.1.1. Details are made a matter of record, because the
experience and training gained by the employee may be
important for later permanent placement actions.
5.1.2. Repeated details of an employee for periods of 60
days or less, interrupted by short term return to the
permanent position, are not authorized.
5.1.3. Thefollowing are not details:
5.1.3.1. TDY.
5.1.3.2. Loan of an employee to ancther AF NAF
organization to meet temporary or limited work situations
of less than 60 calendar days, where the position has the
same grade or pay band, series, and basic duties as his or
her regularly assigned duties.
5.1.3.3. Assignment of an employee to perform duties
occasionally or for short periods of time that are related to
the employee's official duties, responsibilities, and
qualifications.
5.1.4. Do not detail an employee for more than 60
consecutive days to a higher grade or pay band position
Temporarily promote the employee rather than detail if
the need for the detail is known to be for more than 60
days.
5.1.5. Do not detail an employee for more than 60
consecutive days to alower grade or pay band position.
5.1.6. Do not detail an employee for more than 60
consecutive days to a position in the same pay band or
grade. Temporarily reassign the employee rather than
detail if the need for the detail is known to be needed for
more than 60 days.
5.1.7. Failure or refusal by an employee to perform the
duties of the position to which detailed may be the basis
for disciplinary action.
5.1.8. An employee who is improperly detailed to a
higher-grade or pay band position is entitled to retroactive
temporary promation with back pay.
5.1.9. Usinhg and detailing supervisors have these
responsibilities:
5.1.9.1. Theusing supervisor:

» Directsthe work of the employee.

* Preparestime and attendance (T&A) records and

sends to the detailing office.
* Approves or disapproves leave and other normal
administrative actions.

* Reports to the detailing supervisor any offenses
or substandard performances that warrant
disciplinary or other corrective action. (Any
action should be decided jointly with the
detailing supervisor, with advice from the HRO.)

* Reports to the detailing supervisor any superior
or outstanding performance.

* Takesaction to terminate or extend the detail.

5.1.9.2. Thedetailing supervisor:

* Notifiesthe employee, in writing, of the detail.

* Provides the HRO a copy of the written
netification for filing in the employee's OPF.

*  Gets T&A records from the using supervisor.

* Assists the using supervisor in taking any
required action (disciplinary or meritorious)
during the period of the detail.

*  Makes sure the detail is promptly terminated or
extended.

* Records detail on AF Form 971, and ensures
empl oyee updates experience in the OPF.

5.1.10. Terminate details when the need no longer exists,
but in no case later than the expiration date of the
approved period.

5.2. Reassignments.

521 Managers may reassign crafts and trades
employees to other positions within the organization
without changes in employment category, pay plan, grade,
guaranteed hours, and scheduled rate of pay to promote
the efficiency of the organization. Managers may reassign
crafts and trades employees to pay band positions without
changes in employment category and guaranteed hours;
pay is set according to table 18.7, rule 7.

5.2.2. Managers may reassign pay band employees to
other positions within the organization without changesin
employment category, pay band and guaranteed hours to
promote the efficiency of the organization. An employee's
pay may be adjusted upward based on increased level of
responsibility of the new position. BBA procedures must
be applied to reassign a pay band employee to a position
with a lower rate of pay. Managers may reassign pay
band employees to crafts and trades positions without
changes in employment category and guaranteed hours;
pay is set according to table 18.8, rule 7.

5.2.3. Employees may request reassignment to other
positions by completing AF Form 2550 and submitting it
to the HRO. This request could result in a decrease or an
increase in the scheduled rate of pay due to levd of
responsibility of the new position. Refer to tables 18.7
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and 18.8 for guidance on reassignments between pay
systems.

524. A temporary reassgnment is useful when an
employee's services are needed temporarily in a position
in the same grade or pay band. Terminate a temporary
reassignment when the need no longer exists
Accomplish a reassgnment by submitting an AF Form
2548 along with the PD and PG to the HRO.

5.24.1. A temporary reassignment must be expected to
last at least two pay periods (4 weeks) and may not extend
beyond 6 months.

5.24.2. An employee's guaranteed hours cannot be
lowered when temporarily reassigned on an involuntary
basis.

5.24.3. An employee returns to his or her previous
position at the end of the temporary reassignment unless
permanently reassigned.

5.3. Promotions. A promotion is the change of an
employee from one grade or pay band to a higher grade or
pay band within the same pay schedule. A promotion may
also result when changing from one pay schedule to
another pay schedule.

5.3.1 Temporary promotions may be made
noncompetitively when an employee's services are needed
in a higher grade or pay band position, and the employee
meets the qualification requirements for the position. The
supervisor submits an AF Form 2548 along with the PD
and PG to the HRO to process the action. The employee
returns to his or her previous position at the end of the
temporary promotion.

* A temporary promotion must be expected to last
for a minimum of 2 pay periods (4 weeks) and
may not extend beyond 6 months.

« An employee's guaranteed hours cannot be
lowered when temporarily promoted on an
involuntary basis.

« An employee returns to his or her previous
position at the end of the temporary promotion
unless permanently promoted through the
competitive process.

5.3.2. Permanent Promotions. All  permanent
promotions are competitive unless:

*  Thepromotion istheresult of job growth;

e The promotion is the result of improper
classification;

*  The promation is required to comply with a new
classification standard; or

*  The promotion follows competitive assignment to
a developmental position.

5.3.3. The employee must meet the qualification
reguirements for the position.

5.3.4. Employees may complete AF Form 2550 for any
higher grade or pay band position at any time. The form
is submitted to the HRO and maintained as long as the
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employee is employed, or is placed in the applicable
position.

5.3.,5. The position guide and/or PD should be rewritten
and submitted to the HRO for classification if the duties of
a position change significantly. The employee may be
noncompetitively promoted when the HRO determines
that the change in duties is due to job growth if the new
dutiesresult in a higher grade or pay band.

5.3.5.1. Job growth occurs when the employee continues
to perform the same basic function(s) as in the former
position, and there is clear evidence that the newly
classified position is a successor to the former position as
determined by the HRO.

5.3.6. NAF pay band and CC employees must receive a
minimum of a 6% pay adjustment when promoted,
whether temporary or permanent.

5.3.7. All promotions are accomplished by submitting an
AF Form 2548, the selectee's application, and the PD and
PG, to the HRO for processing.

5.4. Change of Employment Category. An employee
on a flexible appointment may be changed to regular at
any time by the manager submitting an AF Form 2548 to
the HRO for processing. A change of employment
category from regular to flexible, unless initiated at the
employee's request, is processed as a BBA in accordance
with Chapter 6. A change from regular to flexible at the
employee's request, may be taken at any time, provided
the employee submits the request in writing by completing
an AF Form 2550.

5.5. Interview, Selection, and Release of Employees.
55.1. Interviews. The sdecting supervisor may
interview candidates and visit the HRO to get information
from employee's records. Interviews are a useful tool that
management should use to assess personal characteristics
and potential for assuming the duties of the position. This
is especially important when filling supervisory vacancies,
because the success of any organization is directly related
to the capacity and skills of supervisors, line managers,
and executives who make decisions and direct or lead
others in completing the organization's mission.
Attachment 6 contains guidance on interview objectives
and techniques.

5.5.2. Number of Considerations. Thereis no limit on
the number of times an applicant or current employee may
be considered for vacant positions.

5.5.3. Release of Employees. The sdlecting supervisor
contacts the losing supervisor and arranges for a tentative
release date; and notifies the HRO, who establishes the
effective date. Employees usually are released within 15
calendar days after the losing supervisor is notified of the
sdlection. Losing and gaining supervisors may agree on
an extension (of not more than 10 additional days) to train
areplacement or other emergency needs; but, in no caseis
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an employee's rel ease date conditioned on the ability to get
areplacement.

5.6. Separations.

5.6.1. Retirement. Retirement is effected voluntarily,
according to AFI 34-302.

5.6.2. Resignation (Regular and Flexible Employees).
Resignations are voluntary, initiated by the employee who
should give sufficient notice, preferably at least 2 weeks,
on AF Form 2548, to permit his or her supervisor to get a
replacement. A forwarding address is required. The
effective date of the action is the last day the employee
expects to work. In the event of an oral resignation, the
supervisor completes the applicable portion of the AF
Form 2548 to show the date of oral notice and the
effective date. A resignation may not be withdrawn
without prior approval of the supervisor, in consultation
with the HRO.

5.6.3. Termination. A flexible employee may be
terminated for any valid reason other than business based
action with a minimum of 24-hours notice. For BBA
terminations, a minimum 7-day notice is required.
Involuntary terminations are made without regard to race,
color, sex, nationa origin, age, handicapping condition,
marital status, political affiliation, or membership in any
organization, including a labor organization.

5.6.4. Separation (Regular Employees). Management
initiated actions will normally be processed under BBA
procedures.

5.6.5. Removal (Regular Employees). An action taken
by management to separate a regular employee for cause,
which may be used in cases of performance, misconduct,
or serious ddlinquency.

5.6.6. Resignation - Abandonment (Regular and
Flexible Employees). An employee who fails to report
for work or notify management for three consecutive
workdays without a reasonable explanation is considered
to have resigned.

5.6.7. Other Separations:

e Death.

e Loyalty or security reasons.

e Other valid reasons, such as conflict of interest,
which cannot be resolved except by termination
without prejudice.

5.6.8. Disability. Separation for disability may be
necessary when an employee's physica or menta
condition renders him or her incapable of continuing
employment. Employees must not be separated for an
on-the-job injury without written approval from HQ
AFSVA/SVXH and HQ AFSVA/SVXBW.

5.7. Dissolution of a NAFI. BBA procedures are
required when a NAF is dissolved. The HRO processes
al personne actions. If an installation is deactivated
before all personnel actions have been processed,
procedures must be established to ensure continued HRO
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support is provided, and that any remaining personnel
actions are compl eted.

5.8. Transfer of Function and M ovement of Employees
Between NAFIs.

581. A transfer of function is the transfer of the
responsibility for the performance of a continuing function
from one NAFI to one or more NAFIs within or between
DoD components located in the same or another
commuting area. An employee has no right to transfer
with his or her function regardless of their persona
preference, unless the alternative is separation or
downgrading.

5.8.2. All transfers of function between US AF NAFIs are
subject to case-by-case written agreements between losing
and gaining NAFIs and approval by the installation
commander or commanders concerned. If the movement
includes one or more NAFIs at the MAJCOM levd, one of
the AF central NAFIs or the Army and Air Force Civilian
Wefare Fund, all the fund custodians involved must
approve those NAFIs agreements.

5.8.3. All transfers of function between US AF and non-
US AF NAFIsaredirected at HQ USAF levd.

5.8.4. To provide equity and employment continuity, a
regular NAF employee, whose position is identified in a
transfer of function and who has the right to transfer, is
afforded the opportunity to transfer with his or her
position.

5.8.4.1. If the employee who accepts the transfer offer can
be placed in the NAFI to which the function istransferred,
either into a vacant position or through BBA procedures,
the employeeis transferred to the gaining NAFI.

5.8.4.2. If the employee who accepts the transfer offer
cannot be placed in the gaining NAFI, either in a vacant
position or through BBA procedures, the employee is
separated through BBA procedures as if he or she had
been employed by the gaining NAFI, but is not moved
physically or on paper.

5.8.4.3. If the employee declines a transfer of function
offer, he or sheis separated, unless placement into another
NAF position is accomplished.

5.8.4.4. If the employeeisnot placed in the gaining NAFI
or does not accept an offer of transfer of function, he or
she is offered placement assistance by the HRO servicing
thelosing NAFI.

5.8.5. A regular DoD component NAF employee who has
completed his or her probationary period, and who is
hired by a different DoD component NAFI within 6
months after removal from pay status because of a BBA in
the losing NAFI, is considered to have transferred to the
gaining NAFI only for purposes outlined paragraphs
5.8.6, 5.8.8, and 5.8.10.

5.8.6. Retention of pension rights, even if the gaining
NAFI offers a different retirement plan, so that upon
eventual retirement such an employee draws a pension
under the gaining DoD NAFI retirement plan. The
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pension is computed on total NAF service creditable for
retirement purposes from both the losing and the gaining
NAFIs.

5.8.7. Eligibility for group health and life insurance
coverage offered by the gaining DoD NAFI, if the
employee enralls in that group insurance plan within 1
month from the date employment begins with the gaining
NAFI. When applied for within this 1-month period,
coverage is effective with the date of application.

5.8.8. An employee who transfers from one NAFI to
another within DaD is given service credit for his or her
prior DoD NAFI employment.

5.8.9. Upon transfer of a regular employee to ancther
non-AF NAFI within DoD, the employee is paid for the
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accumulated annual leave credited to his or her account.
However, if the transferred employee elects, and thelosing
and gaining NAFIs agree, annual leave credit and the
funds to cover its cost is transferred from the losing to the
gaining NAFI.

5.8.10. All accumulated sick leave credit is transferred by
the losing NAFI to the gaining NAFI provided the
individual is placed in a pay status in the gaining NAFI
within 6 months. However, no transfer of funds is made
from losing to gaining NAFIs for sick leave credits
transferred. The gaining activity assumes the financial
obligation.

Chapter 6

6.1. Definition. A BBA is a reduction in employment
category or pay rate, a change to lower grade or pay band,
afurlough of eight calendar days or more, or a separation
action initiated by management for nondisciplinary
reasons. Use BBAs to adjust resources in response to
reorganization, realignment of workload, eimination of
duties or responsihilities from a position, lack of funds, or
from a need to be competitive with pay in the local labor
market. Do not use to address a performance or conduct
deficiency, or to downgrade a position because of a change
in classfication standards, or correction of a
misclassification. Employees are affected by BBAs only if
so identified after an objective, fair and equitable ranking
against other employees in the same employment
category, occupational series, grade or pay band, and in
the same NAF activity (e.g., Officers Club, bowling
center, enlisted club, etc.).

6.1.1. Exception to the ranking procedures contained in
paragraph 6.1,( i.e, ranking employees against other
employeesin the same employment category, occupational
series, grade or pay band), are made only when the HRO
determines that the duties and qualifications of the
positions affected, when ranked together, are so different
that the affected employees assigned to them could not
move to other positions in the same ranking without an
inordinate amount of training, which would result in
disruption of the activity. In this case, such positions are
ranked separately. For example, club operations assistant,
NF-1101-111 and a vending manager, NF-1101-111, who
work in the same facility, are not ranked against each
other should the HRO decide that the provisions for
exception as stated above apply. Normally, exceptions are
not granted for lower graded positions, where réeative
digtinctions arerardy discernible.

6.1.2. The authority to make the decision to allow an
exception to the ranking procedures as described in

paragraph 6.1, is with the HRO, and is based solely on
review of the PGs and PDs of the affected positions.

6.2. Coverage. BBA provisions cover both regular and
flexible employees. However, flexible employees are not
covered if they are furloughed, nor do they have aright to
Step 3 of the appeal process (i.e., appeal above the base
level). Additionaly, regular employees currently serving
a probationary period as a result of initial appointment to
AF NAF employment, and flexible employees who have
been on the rolls of the NAF activity effecting the BBA
for less than three continuous years are affected by a BBA
prior to any other regular employee or any flexible
employee who has been on the rolls of the NAF activity
effecting the BBA for at least three consecutive years.

6.3. Coordination. The HRO has an active role in the
BBA process. All proposed BBAs are reviewed by the
HRO prior to finalization. The HRO determines the order
in which employees will be affected by the proposed BBA.
All notice memorandums of BBA will be reviewed by the
HRO, and the HRO is encouraged to coordinate BBA
memorandums with the base legal office before issuance.

6.4. Types of BBAs
considered BBAs:

*  Reduction in pay rate.

e Furlough. An action to furlough a regular
employee (flexible employees are excluded) for
eight calendar days or more (a temporary layoff
for a definite or indefinite period of time).

* Change in employment category from regular to

The following actions are

flexible,
* Changeto lower grade or pay band.
o Separation.
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6.5. Factorsto Consider. Careful planning is necessary
to lessen adverse effects, prepare employees, and to avoid
administrative and morale problems. It is important to
consider whether the cause of the reduction or
realignment is a temporary or permanent situation, along
with each of the various actions that may be taken. For
example, a change in employment category, areduction in
pay rate, or a furlough may be more appropriate than
separation. In all BBAS, flexible employees with less than
three continuous years on the rolls of the NAF activity
effecting the BBA, and regular employees who are
currently serving a probationary period as a result of
initial appointment to AF NAF employment in the NAF
activity effecting the BBA, and who are, in both cases, in
the same occupational series, and the same grade or pay
band, are affected by the BBA prior to any other
employee. Prior to changing a regular employee to a
flexible employment category, management must
determine whether or not the benefit derived from the
action can be accomplished by first reducing the flexible
employee work force.

6.6. Procedures.

6.6.1. Determining Affected Employees. Covered
employees are ranked to determine the order in which
they are affected (unless al employees are equaly
affected; separation due to base closure, for example). The
ranking process takes into account both performance and
seniority. Performance is the primary criterion. The
HRO performs the ranking process by using the average of
the total scores on the last two performance evaluations
completed on the employee and on file in the employee's
OPF.

6.6.1.1. If only one performance evaluation is on file for
the employee, then only that evaluation’s total score is
used.

6.6.1.2. If no performance evaluations are on file for the
employee, then the HRO assigns a presumptive rating of
satisfactory, rating code "3" on each of the Work Behavior
Elements on an AF Form 3527, after which the total score
will be used in the ranking process. The HRO annotates
this rating as presumptive, signs the form, and files it in
the BBA casefile. Presumptive ratings assighed as part of
the BBA process are not grievable.

6.6.1.3. If the group of covered employees to be ranked
includes nonsupervisory and supervisory employees, the
supervisory elements are not used in the ranking process.
If all covered employeesto be ranked are supervisors, then
the total of all elementsisused in the ranking process.
6.6.1.4. Employees are separated into four separate
categories. The total score on the Work Behavior
Elements on the AF Form 3527 determines the order in
which employees are ranked within these categories. To
effect the BBA, employees in Category 1 with the lowest
total score are affected first, the next lowest total score
second, etc., until all Category 1 employees are exhausted.

AFMAN 34-310 1 December 1995

After Category 1, employees in Category 2 are affected in
the same order until exhausted, after which Category 3
employees are affected. The last employees affected are
Category 4 employees. If two or more employees have the
same total score, the SCD for seniority (SCD-RIF) for
regulars or the length of service for flexibles is used to
determine the ranking. The four categories are as follows:

e Category 1 - Flexible employees on the rolls of
the NAF activity effecting the BBA for less than
three continuous years.

e Category 2 - Regular employees currently serving
a probationary period as a result of initia
appointment to AF NAF employment.

» Category 3 - Flexible employees on the rolls of
the NAF activity effecting the BBA for at least
three continuous years.

» Category 4 - Regular employees who completed
thelr probationary period.

6.6.1.5. The HRO maintains the ranking of each covered
employee, the process used to determine the ranking, and
a copy of the notice given to each employee in a separate
BBA file apart from any employee's OPF. Subject to the
provisons of the Privacy Act, the BBA file is made
available for review upon request only by an affected
employee, or by those whose official duties require access.
6.6.2. Advance Notice. Management gives an employee
affected by a BBA advance notice of the effective date.
The length of the advance natice varies, depending on the
status of the employee and other factors.

6.6.2.1. Regular Employees. The minimum advance
notice period for regular employees is seven calendar days
for a nonseparation action and 30 calendar days for a
separation action.

6.6.2.2. Flexible Employees. The minimum advance
notice period for flexible employees is 24 hours for a
nonseparation action and seven calendar days for a
separation action.

6.6.2.3. Employeesin Career Program Positions. If the
BBA is to separate an incumbent of a NAF career
program position, the employee is provided advance
notice of at least 60 days. The ingallation commander
must review the proposed action, prior to notifying the
employee. After review by the commander, a copy of the
action will be forwarded to the appropriate
MAJCOM/SVX and the NAF Career Program.
MAJCOMs provide placement assistance in coordination
with the Career Program. If the employeeis not placed in
a new position prior to the end of the 60-day notice
period, the employee is separated. After expiration of the
60-day notice period, employees may be placed on limited
LWOP under certain conditions, pending their
separations. Refer to paragraph 6.8 for procedures for this
type of LWOP.

6.6.24. Base Closure Actions. Base closure actions
involving incumbents of NAF career program positions
aretreated as BBAs. Advance notice of at least 60 daysis
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provided. The ingallation commander reviews the
proposed action prior to notifying the employee.  After
review by the commander, a copy of the action is
forwarded to the appropriate MAJCOM/SVX, and the
NAF Career Program. MAJCOMSs provide priority
placement in coordination with the Career Program. If
the employee is not placed in a new position prior to the
end of the 60-day notice period, the employee is separated.
6.6.25. Emergency Conditions. Under emergency
conditions (e.g., breskdown of equipment or other
emergency conditions requiring suspension of operations,
or an unanticipated reduction in business such as occurs
with a sudden deployment of troops), a minimum of 24-
hours notice may be given to any employee for other than
Separation actions.

6.6.3. Notice Memorandum. The notice to an affected
employee is in writing and, whenever possible, hand
ddivered. The notice memorandum is prepared by the
supervisor, and signed after it has been coordinated with
the HRO, and contains at a minimum:

*  Theemployee's position title, occupational series,
grade or pay band, and rate of pay.

* A description of the action being taken, and the
reason (be specific).

* The effective date, which must comply with the
applicable advance notice period prescribed in
paragraph 6.6.2.

* The position title, occupational series, grade or
pay band, rate of pay, and employment category
of the position being offered, if applicable.

* Advice on severance pay entitlement, if
applicable (see paragraph 18.23)

» Adviceon loss of benefits (insurance, retirement,
annual or sick leave, etc.), if applicable.

6.6.3.1. If the action is separation:

A datement that the action is nondisciplinary
and does not preclude reemployment.

e Information on the reemployment priority list
(see paragraph 6.7).

e Information on digibility for civil service
positions for 1 year from the date of separation
under the terms of the DoD/OPM Interchange
Agreement.

e Information on unemployment compensation.
6.6.3.2. An explanation of the employee's right to appeal,
including how and where to appeal, and the time limits
for making such appeal.
6.6.3.3. The name, location, and phone number of the
person in the HRO designated to provide assistance.

6.7. Reemployment Priority Lists (RPL).

6.7.1. Each HRO servicing a NAF activity that separates
an employee by a BBA establishes an RPL to provide
placement assistance to those separated by the BBA.
Separated employees have priority placement rightsin the
NAF activity from which separated (e.g., Officers’ Club,
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bowling center, golf course), and priority consideration
rights at other DoD NAF activities in the commuting area
(100 mile radius). They are immediately placed on the
RPL and remain on the RPL until reemployed, or until 1
year after the date of separation, whichever occursfirst.
6.7.2. NAF employees separated by BBA from 23 Dec 91
forward are placed on the RPL and remain on the RPL
until reemployed or until 1 year after the date they are
added to the RPL, whichever isfirst.

6.7.3. A person on the RPL is offered employment in a
vacant position in the NAF activity from which he or she
was separated; and offered priority consideration for
vacant NAF positions in other DoD NAF activities in the
commuting area of the NAF activity from which separated
if al of thefollowing apply:

*  Management is filling the vacancy by other than
detail.

e Thevacancy isin the same or lower employment
category as the position from which the employee
was separated.

e Thevacancy isin the same or lower grade or pay
band as the position from which the employee
was separated.

*  The vacancy has substantially the same duties as
the position from which the employee was
Separated.

6.7.4. Rehiring an individual on the RPL in the same
NAF activity from which he or she was separated is a
noncompetitive recruitment action.  Therefore, such
individuals are rehired before those who receive
preference in the competitive recruitment process (e.g.,
military spouse preference, transition hiring preference,
etc.).

6.7.5. An individual’s name is removed from the RPL
when he or she accepts an equivalent position (i.e., the
same or higher employment category, the same or higher
rate of basic pay, and the same or higher grade or pay
band) to the position from which separated. Positions
with a limited term of 365 days or less are not considered
an equivalent position. Declination of an offer of an
equivalent position resultsin removal from the RPL.

6.7.6. If the first person on the RPL declines or is
otherwise removed from the RPL, the next digible person
on the RPL is offered the position, and so on until the
RPL is exhausted. Placement and consideration is
prioritized in the order of the date placed on the RPL. If
such prioritization produces two or more applicants for
placement or consideration placed on the RPL on the
same date, they are referred simultaneoudly without any
further prioritization.

6.7.7. HROs provide a copy of the RPL to al DoD NAF
personnel offices within the commuting area monthly.
6.7.8. For base closures, a fina RPL is prepared and
issued just prior to final closure of the base. The RPL is
identified as the find RPL to be issued from that
particular office.
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6.7.9. RPLs contain at a minimum: identification of the
servicing HRO or NAF Personnel Office; the employee's
name and SSAN; the employment category, pay plan,
series, grade and position title of the position from which
separated by BBA; the employee's rate of basic pay at the
time of separation; the date the employee was placed on
the RPL (the date of the separation); and the employee's
address and telephone number at the time of separation.
6.7.10. RPLs forwarded to other AF HROs within the
commuting area have a current AF Form 1701 attached
for each employee added to the RPL during the preceding
month.

6.8. LWOP for Career Program Employees.

6.8.1. To avoid a break in service, NAF career program
employees issued a 60-day notice of separation as a result
of a BBA are placed on LWOP by the installation where
employed at the end of the 60-day period, if they are on a
priority referral certificate, pending results of the
selection.

6.8.1.1. HROs are notified by the NAF Career Program
when an employeeison apriority referral certificate. If at
the end of the 60-day notice period, a selection decision
has not been made, the employeeis placed on LWOP for a
period NTE 30 days.
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6.8.1.2. If the employee is not sdected for this position,
or for another position before the expiration of the 30-day
LWOP period, action is taken immediately to process the
BBA separation.
6.8.2. NAF career program employees who reach the
expiration of the 60-day notice period, and who have not
received a priority referral offer, may elect to be placed in
LWORP status for a maximum of 30 days. If at the end of
the 30-day LWOP period, the employee has not been
sdlected for another position, action is taken immediately
to process the BBA separation.
6.8.3. The notice memorandum of separation under the
BBA procedures must include the information contained
in paragraph 6.6.3, in addition to the following:
Information on these LWOP procedures.

* Notification that it is their responshility to
request the 30-day LWOP if they have not
received a priority referral offer by the expiration
of the 60-day notice period.

* A statement that severance pay is not be paid
until after the LWOP period expires.

6.8.4. HROs must counsel employees eecting LWOP
about their participation in the retirement and insurance
programs while on LWOP.

Chapter 7

PERFORMANCE EVALUATIONS, INCENTIVE AWARDS AND RECOGNITION, AND SUGGESTION
PROGRAM

7.1. Performance Evaluation of Regular and Flexible
Employees. All NAF employees must be aware of what is
expected of them in their current position. Supervisors
identify work performance standards and fairly and
objectively evaluate the work performance of employees
under their supervision on a scheduled and continuous
basis. Supervisors ensure that employees are aware of
what their performance standards are, how performance
evaluations are performed, and what possible awards are
available for doing a superior job.

7.1.1. Performance Evaluation Objectives. Objectives
of the performance evaluation system are to:

7.1.1.1. Keep employees aware of performance standards
that are expected of them, in terms of quality and quantity
of work to be performed and standards of persona
conduct and behavior, that are essential to their successful
performancein the position.

7.1.1.2. Provide employees with constructive help to
identify and correct deficiencies in their performance or
conduct, in order to help them achieve full potential for
thelr positions.

7.1.1.3. ldentify and resolve points of misunderstanding
between supervisors and employees regarding work
requirements.

7.1.1.4. Evauate employees fairly and objectively on a
scheduled and continuous basis with the results of the
evaluation discussed individually with each employee.

7.1.15. Increase the efficiency of employees and
SUPErVisors.
7.1.1.6. Develop constructive relationships between

supervisors and employees.

7.1.1.7. Advise employees on whether they meet, fail to
meet, or exceed the standards for satisfactory
performance.

7.1.1.8. Evauate employees only under reasonable
standards that are in effect during the rating period, are
known to the employee, and that the employee has had a
fair opportunity to meet.

7.1.1.9. Use peformance evaluations as a bass for
making decisions on training, retention, promotion,
reassignment, removal, and other personnel actions.

7.1.2. Performance Standards. Performance standards
prescribe the quality, quantity, and timeliness of job
performance that are essential for fully satisfactory
performance in a specific position. Standards are defined
in measurable, realistic and reasonable terms for those
major tasks and functions specified for the position. They
represent a level that a competent employee can be
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expected to achieve. The need for specific standards and a
common understanding of them is particularly important
during an employee’s probationary period.

7.1.2.1. Firstline supervisorswill:

* Develop performance standards for each position
supervised.

e Continuoudy evaluate employee's performance.

* Acquaint each employee with the performance
rating system and the performance standards
pertinent to the employee's position.

* Informally discuss with the employee from time
to time the degree to which the employee mests,
fails to meet, or exceeds the standards.

* Counsd employees on how to become more
efficient.

* Complete annual performance evaluations, and
provide a copy to the employee.

 Evaluate employees serving a probationary
period, and recommend retention or separation.

*  Prepare justification to support outstanding and
less than satisfactory ratings.

e Initiate memorandums of warning and decision
memorandums for unsatisfactory performance.

» Initiate proposals for performance awards.
7.1.2.2. Establish performance standards in writing for
each major duty that is essentia to successful
performance. They indicate the quality of performance
which is satisfactory for a specific position. They must be
reasonable and of such a nature that an employee meeting
the minimum qualification standards for the position can
be expected to perform satisfactorily within a reasonable
time after assignment to the position. They should be
sufficiently high to assure an efficient operation, but not
so high that outstanding performance is beyond the
achievement of a competent employee.
7.1.2.3. Egtablish performance standards for any or all of
the following aspects of a position. The aspects listed are
not all-inclusive and some may merit greater weight than
others for a particular position. They are not mutually
exclusive, e.g., the quantity of work cannot be completely
separated from the ability to organize and schedule work.
Supervisors should add to the following list any aspects
pertinent to a position and diminate any which do not
apply:

e Quality of finished work.

e Quantity of work.

»  Adaptability to new assignments and to changes
in instructions, work methods, work situations,
organization, or staff.

» Rdationships with other employees.

» Rdationships with employees of other agencies
and outside organizations.

o Timeiness.

*  Cost effectiveness.

e Achievement of desired goals.

» Leadership andinitiative.
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e Ability to use professional, technical,
mechanical, clerical, or supervisory knowledge
and sKills pertinent to the position.

*  Courtesy to the public for jobs in which dealing
with the public isimportant.

7.1.2.3.1. For supervisors, furthering EEO is an essential
element of performance. Factors to be considered in
performance evaluation for EEO include:

* Personal participation in
leadership and administration.

* Fairnessin making selections.

* Encouragement and recognition of employee
achievements.

e Treatment of minority group employees and
women.

*  Training and upward mobility.

* Distipline--applies like penalties for like
offenses.

7.1.2.3.2. For positions in which accountability for
property is critical, include effective stewardship of this
responsibility as an essential element of performance.
7.1.2.3.3. Peformance standards for managers include
internal control responsibilities. The internal control-
related content of performance standards must be tailored
to their relative importance and other circumstances
associated with each manager.

7.1.2.3.4. For activity manager positions, include success
of the total operation in terms of customer satisfaction,
participation and interest, profitability of operations, and
financial management.

7.1.3. Evaluation Process.

7.1.3.1 Annual Evaluations. Complete annual
evaluations at the same time on al employees, both
regular and flexible, at a date to be determined locally.
They are due in the HRO not later than 30 days after the
closeout period. Employees with less than 90 days of
employment are not evaluated until at least 90 days is
completed. |If the employee’s supervisor leaves within 90
days of the closeout period, he or she completes the
evaluation prior to departure. If the employee's supervisor
leaves prior to 90 days of the closeout period, the gaining
supervisor completes an evaluation after 90 days of
supervision. Evaluations are completed on AF Form
3527.

7.1.32. Salary Review - Pay Band Employees.
Supervisors must review an employee's salary in
conjunction with the annual evaluation to ensure the
employee is being compensated commensurate with his or
her duties and level of performance.

7.1.3.3. Awards - All Employees. Performance awards
to recognize employees are recommended and processed
according to the guidance in paragraph 7.2.

7.1.4. Declining Work Performance. Declining work
performance occurs when the employee is not performing
all requirements of the position in a manner acceptable to
the supervisor. Prior to assigning a less than satisfactory

EEO program
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performance evaluation, the supervisor must advise the
employee with a written warning regarding his or her
work performance deficiencies. The supervisor must also
provide reasonable assistance to help the employee
improve.

7.1.41. Written Warning. The written warning is
prepared by the supervisor, reviewed by the next leve
supervisor, and coordinated through the HRO before
issuing to the employee. The written notice includes:

* A datement explaining the employees
deficiencies. Relate the performance deficiencies
to the performance standards of the position, and
be specific.

A datement explaining that assistance will be
provided to help the employee meet his or her
performance standards. State the specific
assistance which will be provided (e.g., training,
if appropriate).

* A statement that the employee will be given a
performance improvement period of not less than
30 days (in the case of a regular employee), or
not less than 7 days (in the case of a flexible
employee) to meet his or her performance
standards.

* A gtatement explaining that the employee will be
reassigned, demoted, or separated if he or she
fails to meet the performance standards within
the applicable performance improvement period.

7.1.4.2. Expiration of the Performance | mprovement
Period. If, after the performance improvement period
expires, the employees performance remains
unacceptable, the supervisor must take appropriate action
to either:

* Reassign the employee (regular or flexible) to
another position within the organization.

»  Terminate the employee (flexible only).

»  Prepare a natice of proposed demation or a notice
of proposed removal (regular only).

7.1.4.3. Reassignment. If the supervisor decides to
reassign the employee, the employee is advised of the
reasons the action is being taken. The supervisor prepares
an AF Form 2548 and forwards it to the HRO, who in
turn processes and issues an AF Form 2545, documenting
the reassignment. Use reassignments for both flexible and
regular employees.

7.1.4.4. Termination of Flexible Employees. If the
supervisor decides to terminate a flexible employee, the
supervisor notifies the employee in writing.  The
employee is provided advance natification of at least 24
hours. The Notice of Termination is prepared and signed
by the supervisor. The supervisor is encouraged to enlist
the assistance of the HRO in the preparation of the
memorandum. The memorandum must be hand-delivered
or otherwise provided the employee, or a diligent effort to
make delivery must be made and documented. The Notice
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of Termination must be reviewed by the HRO before
issuing to the employee. It includes the following:
7.1.4.4.1. A statement of the action in specific terms, for
example, "l have decided to terminate you from AF NAF
employment.”
7.1.4.42. A statement that identifies both the specific
instances of unacceptable performance by the employee on
which the action is based, and the performance standards
of the employee's position involved in each instance of
unacceptabl e performance.
7.1.4.4.3. The effective date of the action. The effective
date is not earlier than 24 hours from the date the
employee receives the Notice of Termination.
7.1.44.4. A statement that the employee has the right to
respond to the Notice of Termination, in writing, and
identification of the person designated to receive the
response.
7.1.4.45. A statement that any response must be received
by the designated official, either:
» Prior to the effective date of this action (if the
notice period given is 24 hours), or
* Not later than 24 hours prior to the effective date
of the action (if more than 24-hours notice is
given).
7.1.4.4.6. A statement that nonreceipt of a response, or a
response that does not affect the proposed action, will
result in the action taking place on the effective date
stated.
7.1.4.4.7. A statement that if atimely response resultsin
adecision not to proceed, the action will not be taken or it
will be reversed, whichever is applicable.
7.1.4.4.8. An explanation of the employee'sright to file a
grievance, including how and where to file, and the time
limits for filing. If the employee is a member of a
bargaining unit subject to a negotiated grievance
procedures, the employee must follow the bargaining
agreement procedures.
7.1.4.4.9. The name, location, and phone number of the
person in the HRO designated to provide assistance to the
employee.
7.1.4.5. Notice of Proposed Action. If the supervisor
wants to either demote or remove a regular employee, he
or she affords the employee a 15day advance naotice of the
proposed action. The Notice of Proposed Action is
prepared and signed by the supervisor who is encouraged
to enlist the assistance of the HRO in the preparation of
the Notice Memorandum. The Notice of Proposed Action
is clearly identified with the subject: "Notice of Proposed
(Demotion/Removal),” is reviewed by the HRO, and is
reviewed by the base legal office before issuing to the
employee. It includes the following:
7.1.45.1. A satement, "The purpose of this letter is to
notify you that | propose to (demote you from
to ) or (remove you from your
NAF employment).”
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7.1.452. A statement that identifies both the specific
instances of unacceptable performance by the employee on
which the proposed action is based and the performance
standards of the employee’s position involved in each
instance of unacceptable performance.

7.1.453. A statement of the employee's right to review
the material relied upon to support the proposed action.
7.1.45.4. A statement that the action taken, if any, will
be made effective not earlier than 15 days from the date
the employee receives the proposed notice.

7.1.455. A satement that the employee has a right to
respond to the Notice of Proposed Action, in writing, and
to submit with his or her response any supporting
statements or documents.

7.1.456. The name and location of the person
designated to receive the written response.  The
designated person must be an individua who has the
authority to either make or recommend afinal decision.
7.1.45.7. A statement that any response to the proposed
notice must be received by the designated official not later
than 4 calendar days after the employee's receipt of the
notice.

7.1.45.8. A statement that the action is proposed but not
yet finally decided, that the employee's response made to
the designated official will be considered, and that,
regardiess of whether or not the employee responds, a
final written decision will be issued.

7.1.4.5.9. The name, location, and phone number of the
person in the HRO designated to provide assistance to the
employee.

7.1.4.6. Notice of Decison. The supervisor issues a
Noatice of Decision to the employee regardliess of whether
or not the employee's response to the Notice of Proposed
Action was received, or even if a decision is made to
cancel the proposed action or take a lesser action than
originally proposed (e.g., reassignment). The supervisor
prepares and signs the Notice of Decision. Supervisors
are encouraged to enlist the assistance of the HRO in the
preparation of the Notice of Decision. The memorandum
is hand-delivered or otherwise provided to the employee
on or before the date the action is to be effective, or a
diligent effort to make delivery is made and documented.
The Notice of Decision is clearly identified with the
subject:  "Notice of Decison”, and is reviewed by the
HRO and the base legal office before issuing to the
employee. It includes the following:

* A statement of the decision in specific terms. For
example, "I have decided to (demote you)
(remove you)." The Notice of Decision can
impose a lesser penalty than originally proposed.

*  The specific reasons for the decision. The only
reasons cited as a basis for the decision are the
reasons which were cited in the Notice of
Proposed Action. The Notice of Decision may
not introduce any new allegations of
unacceptabl e performance.
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*  The effective date of the action.

* Adviceon loss of benefits (insurance, retirement,
annual or sick leave, etc.), if applicable.

e The name, location, and phone number of the
person in the HRO designated to provide
assistance.

* An explanation of the employee's right to file a
grievance, including how and where to grieve,
and the time limits for submitting the grievance.
If the employee is a member of a bargaining unit
subject to the negotiated grievance procedure, the
employee follows that procedure.

7.14.7. Documentation. The HRO maintains the
material used to support the action, the proposed notice
and the decision memorandum, along with the employee's
response (if applicable), in a separate file apart from the
employee's OPF. Subject to the provisions of the Privacy
Act, the case file is made available for review upon
request only by an affected employee or by those whose
official duties require access. The origina decision
memorandum is given to the employee, and a copy isfiled
on the right side of the employee’s OPF. Supervisors
prepare an AF Form 2548, documenting the action, and
forward to the HRO for processing. The HRO processes
the form, and issues an AF Form 2545.

7.15. Resolving Evaluation Dissatisfactions. An
employee dissatisfied with his or her assigned
performance evaluation may submit a grievance for
resolution under the grievance procedures.

7.2.  Incentive Awards. NAF employees play an
important part in the efficiency and economical operation
of the activity, and should be recognized for exceptiona
and noteworthy performance. All NAF employees are
eligible for consideration for cash awards.
7.2.1. Supervisors should use a systematic procedure to
acknowledge better than expected performance.
Providing quick and appropriate recognition for good
effort enhances morale and contributes to productivity of
the work force.
7.2.2. The Services commander or director ensures that
activity managers budget for awards.  All activity
managers must be aware of how they may use the award
money.
7.2.3. Award Criteria. Examples of award criteria may
include;

» Displaying initiative,

dedication to duty.

* Improving procedures or methods.

»  Eliminating or minimizing safety hazards.

* Increased productivity.

e Saving time, money, and other NAF resources.

* Improving customer service.

»  Other noteworthy contributions occurring at any

time.

7.2.4. Typesof Awards.

perseverance, and
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7.24.1. Performance Awards. Performance awards are
given to employees to recognize outstanding performance
of a continuing nature. These performance awards are
given during the annual performance evaluation cycle of
each year. The supervisor initiates the award on AF Form
1001, Award Recommendation Transmittal, and
forwards through the activity manager and flight chief to
the Services commander or director for approval.
Justification is prepared on plain paper and attached to AF
Form 1001. Theinstallation commander approves awards
in excess of $2,000.

7.2.4.2. Special Act or Service Awards. A special act
or service award may be given to an employee for a
specific event that results in a unique contribution to the
organization above and beyond the scope of assigned
duties. The amount of the award is determined by the
actual dollar savings, or intangible benefits. The
supervisor completes AF Form 1001, and forwards
through the activity manager and flight chief to the
Services commander or director for approval.
Justification is prepared on plain bond paper and attached
to AF Form 1001. The installation commander approves
awards in excess of $2,000.

7.24.3. On-The-Spot Cash Awards. An on-the-spot
cash award may be given to an employee for a specific
event or Situation that results in a unique contribution to
the activity or organization. The amount of the award is
limited to $250. There is no limit to the number of such
awards that may be granted to an employee. The
supervisor initiates AF Form 1001 and forwards to the
appropriate approval authority. If justification is required,
it is prepared on plain bond and attached to AF Form
1001. Approva for this award should be at the lowest
level deemed appropriate by the Services commander or
director.

7.24.4. Service Recognition. This award reflects
recognition of long and faithful servicee Use Federa
service certificates and pins for all such awards. Give
recognition to regular employees for 5, 10, 20, 30, 40, and
50 years of creditable service. Creditable federal service
includes all APF and NAF civilian service, and al

AFMAN 34-310 1 December 1995

honorable military service, which are creditable for leave.
Creditable NAF service includes regular service with any
DoD NAFI. A certificate is given for 5 years of service
(AF Form 3033, Certificate of Appreciation). Use AF
APF certificates and pins for all others. Present AF Form
342, Retirement Certificate of Civilian Service, to an
employee on retirement. The installation commander or a
designated representative signs the AF Form 342
Approval levels for service awards are described in table
7.1

7.2.4.5. Honorary Awards. NAF employees may receive
honorary awards according to AFI 36-1001, Performance
Management Program. Cash payments for honorary
awards are the responsibility of the recommending NAF
activity.

7.246. Special Employee Recognition Programs.
Each ingallation is encouraged to establish specia
employee recognition programs (for example, employee of
the month or employee of the year awards), if funds are
available. Special awards are funded by the NAFI that
employs the recipient.

7.247. Memorandums of Commendation. These
commend employees for superior work performance,
special acts, contributions, or special service, which
clearly exceed what is normally expected, while on special
assignment or during a short emergency type situation.
These memorandums are issued and signed by any
supervisor or management official.

7.25. Processing Awards. All incentive awards are
processed through the HRO. Completed and approved
forms are forwarded to the HRO for processing through
the NAF payroll system.

7.2.6. Recording Awards. Awards are posted in both
the Supervisor's Record of Employee, and in the
employee's OPF.

Table7.1. Authority To Approve Service Recognition Awar ds.

R A B

u

L

E If the basisfor award is then approving authority isthe

1 5 yearsof service Services commander or director at baselevel. For HQ USAF and
MAJCOM employees, the director; for HQ AFSVA employees, the
commander.

2 10 and 20 years of service Ingtallation commander. For HQ USAF and MAJCOM employess, the
director; for HQ AFSVA, the commander.
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Table 7.1. Continued.
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R A B
u
L
E If the basisfor award is then approving authority isthe
3 30 yearsof service Parent MAJCOM director or comparable organization commander. For
HQ USAF employees, the Chief of Staff, US AF, or designated
representative; for HQ AFSVA and MAJCOM employees, HQ USAF/SV.
4 40 years of service Chief of Staff, USAF.
(see note)
5 50 years of service Secretary of the Air Force.
(see note)

NOTE: Requests for 40- and 50-year certificates are prepared in memorandum format and forwarded through appropriate channels to the approving authority.
Requests should reach the approving authority not later than 60 days prior to the date of the desired presentation ceremony. The request for recognition contains
the following information: Employee’s name, title and grade, organization and location, inclusive dates of service for which recognition is submitted, and a brief

synopsis of the employee’'s employment history.

7.3. Time Off Incentive Awards.

7.3.1. Time Off Award Determination and Approval.
Time off from duty, called a time off award, may be
granted, without loss of pay or charge to leave, in
recognition of superior accomplishment or other persona
effort that contributes to the quality, efficiency, or
economy of operations. The authority to approve time off
awards is delegated to the Services commander or director
who may further delegate this authority no lower than the
flight chief.

7.3.1.1. By law, adecision to grant a time off award for a
period in excess of one workday, including the amount of
the award, is reviewed and approved by an official at an
organizational level higher than the individual making the
initial decison. Accordingly, officials with delegated
approval authority may designate subordinates to make
initial award determinations, subject to their final review
and approval. All such designations are in writing, and
areincluded in local operating instruction.

7.3.2. Eligibility Criteria. A time off award is granted
in recognition of superior accomplishment or other
personal effort which contributes to the quality, efficiency,
or economy of operations. Examples of achievements
considered for atime off award are:

* Making a high quality contribution involving a
difficult or important project or assignment.

» Displaying special initiative and skill in
completing an assignment or project before the
deadline.

e« Using initiative and creativity in making
improvements in a product, activity, program or
service.

« Ensuring the mission of the activity is
accomplished during a difficult period by
successfully completing additional work or a
project assignment while maintaining the
employee’'s own workload.

e Accomplishing a specific, one-time, or special
assignment that required extra effort or resulted
in the activity receiving recognition for

responsiveness to unprogrammed requirements.

e Participating in a quality circle or process
action/improvement team that results in the
implementation of significantly improved work
processes or products.

e Submitting a suggestion that is adopted, but
because the suggestion is considered to be within
the employee’'s normal job responshilities, the
employeeisnot digible for a cash award.

7.3.2.1. A time off award does not replace existing cash
or honorary awards. It is used principaly to recognize
contributions that are of a one-time, nonrecurring nature.
7.3.22. In determining the amount of time off award,
consideration is given to the cost in lost production time
and the benefits realized by the AF from the employee's
contributions. Recommending and reviewing/approving
officials at the organization level also consider other
available forms of recognition and cash awards and are
consistent in recommending/approving time off award
amounts.

7.3.3. Limitations on Time Off Awards.

7.3.3.1. Thetotal amount of time off that may be granted
to an employee during any one leave year is 80 hours. For
employees who work less than 40 hours per week, the
total time that may be granted during any calendar year is
the average number of hours of work in the employee's
biweekly scheduled tour of duty over the previous

6-month period.

7.3.3.2. The maximum amount of time off that may be
granted for any single contribution is 40 hours. For
employees who work less than 40 hours per week, the
maximum award for any single contribution is one-half
the maximum amount of time that could be granted
during the year.

7.3.3.3. Time off approved as an award is scheduled and
used to the extent possible within 90 calendar days from
the effective date of the award. Time off not used within
one year from the effective dateis forfeited with no further
right to restoration.

7.3.3.4. Time off isgranted and scheduled so as not to
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adversely affect an employee who is in an annual leave
"use or lose" situation and is not used as justification to
restore forfeited annual leave.

7.3.3.5. A time off award does not convert to cash under
any circumstances.

7.3.3.6. Time off that has been approved and not used at
the time an employee transfers between DoD activities
cannot be transferred. In order to avoid the loss of the
time off, every effort should be made to allow the
employee to use the time off before the transfer.

7.3.4. Documentation. All time off awards are supported
by appropriate written justification. Approved time off
awards are submitted to the HRO for processing at least
seven workdays in advance of the proposed effective date
and include the following information:

* Employee name, social security number, and
NAFI.

*  Number of hours of time off granted.

o Justification briefly explaining how the employee
met one or more of the criteria contained in
paragraph 7.3.2.

e Certification from the supervisor  or
recommending official of the following:

"I have considered the cost of this time off award in
lost production time and have determined that the benefits
realized by the AF from the employeg's contributions
support the amount of time off approved. | have also
considered the activity workload and activity employee
leave projections and certify that this employee will be
able to schedule the time off in addition to other projected
leave no later than (date not to exceed 90
days from submission of the time off award for approval,
if possible; otherwise, not to exceed one year). | have aso
considered other available forms of recognition and cash
awards in determining the amount of time off award."

* Name, position title, signature and date signed by

recommending official.

* Name, position title, signature and date signed by
reviewing official (if applicable), and approving
official.

7.3.4.1. Usean AF Form 1001 to provide the information
required by paragraph 7.3.4. The justification and
certification statement are on plain bond paper, and
attached to the AF Form 1001. After the award is
approved, it is forwarded to the HRO for processing. The
HRO inputs the award into NAF-PS to generate an AF
Form 2545, which is retained in the employee's OPF.
Prepare a separate AF Form 2545 for each time off award
approved. The NOAC is N891, Time Off Award. Time
off award personnel actions are effected within seven
workdays after receipt from the officia with time off
award approving authority. Send a copy of the AF Form
2545 to the originator and to the employee as
confirmation that the time off is approved and processed.
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7.35. Processing a Group Award. Follow all
procedures outlined in paragraphs 7.3.1 through 7.3.4.
All documentation outlined in paragraph 7.3.4 must be
provided, however, it may be submitted as follows:

7.35.1. Prepare only one AF Form 1001. Annotate
Blocks 3 and 4 to read "see attached listing." The listing
reflects: name, social security number, present position,
title, grade, step and salary, and number of hours granted
for each employee entitled to receive the award. In some
cases, there may be employees who are on extended leave,
LWOP, workers compensation, or experiencing
performance problems who are not digible for the award.
Review the list carefully to insure digibility. The
supervisor/recommending official signs at the bottom of
thelist.

7.35.2. Prepare only one narrative justification and
certification for signature of the supervisor/recommending
official.

7.3.5.3. Send the AF Form 1001, with the attached listing
and justification to the HRO upon approval. The HRO
processes the award in accordance with paragraph 7.3.4.1.
Send a copy of the AF Form 2545 to each employee, and
filea copy in each employee's OPF.

7.3.6. Time and Attendance Reporting and Scheduling
Time Off.

7.3.6.1. Record approval and use of time off on employee
time and attendance reports in accordance with
instructions published by the NAF payroll office.

7.3.6.2. The employee is responsible for requesting
supervisory approval to schedule and use the time off
award. Employee requests to use time off are submitted
far enough in advance to permit its use without undue
interruption to the work of the activity.

7.3.6.3. Time off is not used and recorded on time and
attendance reports until documentation, approval and
processing requirements are completed. The AF Form
2545 serves as confirmation that the time off award has
been approved and processed. Time off is not scheduled
prior to receipt of the AF Form 2545,

7.4. Suggestion Program:

7.4.1. Employees are encouraged to suggest
improvements that result in tangible and intangible
benefits. Employees submit suggestions to approving
officials using the forms prescribed in AFl 38-401,
Instruction for the Air Force Suggestion Program.

74.2. Send a certificate and memorandum to the
employee in recognition of an approved suggestion and
file a copy of the memorandum as a long-term document
in the employee’s OPF. Record the approved suggestion
on the Supervisor’'s Record of Employee.

7.4.3. Each installation prepares an operating instruction
(OI) that includes procedures for review, approval and
criteria for determining when cash awards for suggestions
are used.
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Chapter 8

DISCIPLINARY ACTIONS

8.1. Purpose.

8.1.1. Managers and supervisors set reasonable standards
of conduct and maintain a constructive, disciplined work
environment in which employees recognize and carry out
their responsibilities and comply with the standards of
conduct.

8.1.2. Take disciplinary action only when necessary and
then promptly and fairly. The purpose of disciplinary
action is to correct and rehabilitate the employee.
Discipline must be applied as consistently as possible.
Considering the circumstances, like penalties are imposed
for like offenses. The seriousness of the offense
determines the type of disciplinary action necessary. Use
the table of offenses and typical penalties at Attachment 7
as aguide for determining an appropriate penalty.

8.1.3. Disciplinary actions are personal matters and are
administered in private.

8.1.4. The servicing HRO reviews memorandums of
reprimand, notices of termination, notices of proposed
action, and decision memorandums before issuing to the
employee to ensure that these memorandums are
procedurally correct and proper on merit. Supervisors are
encouraged to solicit HRO assistance in preparing
disciplinary action memorandums.

8.1.5. HROs should coordinate proposed notice
memorandums, and  will  coordinate  decision
memorandums required for suspensions, demotions, and
removals with the base legal office before issuing.

8.1.6. Do not use suspension and removal actions to
discipline flexible empl oyees.

8.2. Disciplinary Actions. A disciplinary action is an
action taken by management to correct an employee's
delinquency or misconduct.
8.2.1. Disciplinary actionsinclude:
*  An ora admonishment.
* A letter of reprimand.
e A termination (flexible employees only).
e A suspension (regular employees only).
e Aremoval (regular employees only).
* In some cases, a demation (reduction in grade or
pay band) (regular employees only).
8.2.2. Disciplinary actions do not include:
» Application of a revised prevailing rate schedule
when there is no change to the position.
« ABBA.
e A reduction in the number of guaranteed hours
that does not result in a change in the employee's
employment category.

e An action taken against an employee serving a
probationary period.

* A changein duty shifts that results in the loss of
differentials or premium pay.

* An action taken as the result of the termination
of atemporary promotion.

* A resignation, change to lower grade or pay
band, or reduction in pay or hours when
voluntarily initiated by the employee.

8.2.3. Oral Admonishment. An oral admonishment is a
discussion between a supervisor and an employee during
which the supervisor informs the employee that he or she
is being disciplined by an oral admonishment. It is the
least severe disciplinary action and is used to correct
misconduct or delinquency and to motivate an employee
to improve work habits, work methods, or behavior. Use
it to discipline either aregular or flexible employee.
8.2.3.1. The supervisor advises the employee of what he
or she did wrong, when he or she did it, and the
surrounding circumstances. The supervisor gives the
employee an opportunity to explain hisor her actions.
8.2.3.2. To be most effective, an oral admonishment is
conducted soon after the incident giving rise to the
admonishment, in private, and in an informal manner.
8.2.3.3. Thereis no formal procedure required to effect
an oral admonishment. On the date of the admonishment,
the supervisor makes a notation, in pencil, on the AF
Form 971, which includes the words "ord
admonishment”, the effective date, and a notation that the
employee has been advised of the admonishment. The
employee may be asked to initial the AF Form 971 entry.
The employee's initials do not indicate agreement with the
entry content, but only awareness of the entry. This
notation is deleted 2 years after the date of the
admonishment.

8.2.4. Memorandum of Reprimand. A Memorandum of
Reprimand is a formal disciplinary memorandum issued
by a supervisor to an employee. It is used to correct
significant misconduct or delinquency or repeated lesser
offenses, and may be the last step in a progression toward
suspension or removal. It should give clear warning that
a subsequent misconduct could result in more severe
disciplinary action, including removal. Use it to
discipline either aregular or flexible employee.

8.2.4.1. Beforeissuing a Memorandum of Reprimand, the
supervisor meets with the employee, tells the employee
that he or she is considering a Memorandum of
Reprimand due to the employee’s misconduct; tells the
employee the specific nature of the misconduct, including
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date, time, and place; and gives the employee an
opportunity to explain his or her actions. After meseting
with the employee, the supervisor may decide to take no
action, orally admonish the employee (see paragraph
8.2.3), or issue a Memorandum of Reprimand. The
supervisor makes a memo of what is said during the
meeting with the employee.

8.2.4.2. If the supervisor believes that a Memorandum of
Reprimand is warranted, the supervisor prepares it. It is
clearly identified with the subject: " Memorandum of
Reprimand”, and includes the following:

* A statement, "The purpose of this memorandum
isto officially reprimand you for your conduct on

(date)

*  The specific reason for the action, including the
date, time, and place of the alleged misconduct.

* A datement that further misconduct could result
in more severe disciplinary action, including
removal.

* A statement that a copy of the Memorandum of
Reprimand is placed in the employee’'s OPF for a
period of 2 years.

* A statement that the employee has a right to file
a grievance in accordance with the provisions of
Chapter 9, or the negotiated grievance procedure,
whichever is applicable.

8.2.4.3. The supervisor ensures that the HRO reviews the
memorandum before issuing to the employee.  After this,
the supervisor gives the original copy of the memorandum
to the employee.

8.2.4.4. The supervisor makes a note of the Memorandum
of Reprimand, in pencil, on the employee's AF Form 971,
files a copy with the employee’'s AF Form 971, and gives a
copy to the HRO for filing in the employee's OPF. This
note is deleted and the copies removed and destroyed 2
years after the date of the memorandum.

8.25. Termination. Management initiates involuntary
termination to separate a flexible employee from AF NAF
employment.

8.2.5.1. If the supervisor decides to terminate a flexible
employee, the supervisor notifies the employee in writing.
The employee is provided advance notification of at least
24 hours. The supervisor prepares and signs the Notice of
Termination. The supervisor is encouraged to enlist the
assigance of the HRO in the preparation of the
memorandum. The memorandum is hand-delivered or
otherwise provided the employee on or before the date the
action is to be effective, or a diligent effort to make
delivery is made and documented. The HRO reviews the
Notice of Termination before issuing to the employee.
8.252. The Notice of Termination includes the
following:

A dtatement of the action in specific terms, for
example, "I have decided to terminate you from
AF NAF employment."
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* A gpecific statement of the date, time, and place
of the alleged misconduct.

* The effective date of the action (the effective date
may not be earlier than 24 hours from the date
the employee receives the Notice of
Termination).

* A datement that the employee has the right to
respond to the Notice of Termination, in writing,
and identification of the person designated to
receive the response.

* A statement that any response must be received
by the designated official either: prior to the
effective date of this action (if the notice period
given is 24 hours); or not later than 24 hours
prior to the effective date of the action (if more
than 24 hours naticeis given).

* A datement that nonreceipt of response, or a
response that does not affect the proposed action,
will result in the action taking place on the
effective date stated.

* A statement that if atimely response resultsin a
decision not to proceed, the action will not be
taken or it will be reversed, whichever is
applicable.

* An explanation of the employee's right to file a
grievance, including how and where to file, and
the time limits for filing. If the employee is a
member of a bargaining unit subject to a
negotiated grievance procedure, the employee
follows that procedure.

e The name, location, and phone number of the
person in the HRO designated to provide
assi stance to the empl oyee.

8.253. Give the origina copy of the Notice of
Termination to the employee, make a note of the
termination on the employee's AF Form 971, file a copy of
the memorandum with the AF Form 971, and give a copy
of the memorandum to the HRO for filing in the
employee's OPF. The supervisor prepares AF Form 2548,
and forwards it to the HRO. The HRO prepares and
issues an AF Form 2545.

8.2.6. Suspension. A suspension is an action that
involuntarily places a regular employee in a nonpay,
nonduty status. It is a significant disciplinary action that
is ordinarily the final step in the disciplinary process
before removal action is taken, and is accompanied by a
warning to the employee that further misconduct could
result in removal. Express periods of suspension in
calendar days. Follow the procedures prescribed in
paragraph 8.3 to suspend an employee. Do not use
suspensions to discipline a flexible employee.

8.2.7. Removal. A removal is an involuntary separation
of aregular employee from AF NAF employment. It is
the most severe form of disciplinary action. Normally,
removal for misconduct is preceded by a progression of
disciplinary measures unless the misconduct is so serious
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or the violation of rules and regulations so flagrant that
removal for afirst or second offenseis warranted. Follow
the procedures prescribed in paragraph 8.3 to remove an
employee. Do not use removals to discipline flexible
employees.

8.2.8. Demotion (Reduction in Grade or Pay Band). A
demotion is a reduction in a regular employee’s grade or
pay band. It isimposed as a disciplinary action resulting
from an employee’'s misconduct. Follow the procedures
prescribed in paragraph 8.3 to demote an employee. Do
not use demoations to discipline flexible employees.

8.3. Disciplinary Action Procedures for Suspensions,
Removals, and Demotions. If a supervisor proposes to
either suspend, remove, or demote a regular employee, he
or she adheres to the following procedures (i.e., he or she
presents the employee with a Notice of Proposed Action,
gives the employee an opportunity to respond to the
proposal, and then presents the employee with a Notice of
Decision).

8.3.1. Notice of Proposed Action. The purpose of this
notice is to give the employee notice of the charges on
which the proposed action is based, a brief explanation of
the evidence supporting the charges, and an opportunity to
present reasons why the proposed action should not be
taken. The supervisor prepares and signs the Notice of
Proposed Action. Supervisors are encouraged to enlist the
assistance of the HRO in the preparation of the Notice
Memorandum. The Notice of Proposed Action is clearly
identified with the subject: "Notice of Proposed
(Suspension/Removal/Demoation),” is reviewed by the
HRO, and should be reviewed by the base legal office
before issuing to the employee. It includes the following:

* A datement, "The purpose of this memorandum
is to notify you that | propose (to suspend you
from duty, without pay, for a period of
cdendar days) (to remove you from NAF
employment) (to demote you from
to )."

 The specific reason for the proposed action,
including a specific statement of the date, time,
and place of the alleged misconduct.

« A statement of the employee's right to review the
material relied on to support the proposed action.

* A statement that the action taken, if any, will be
made effective not earlier than 15 days from the
date the employee receives the proposed notice.

« A datement that the employee has a right to
respond to the Notice of Proposed Action, in
writing, and to submit with his or her response
any supporting statements or documents.

e The name and location of the person designated
to receive the written response. The designated
person must be an individua who has the
authority to either make or recommend a fina
decision.

37

e A statement that any response to the proposed
notice must be received by the designated official
not later than 4 calendar days after the
employee's receipt of the notice.

e A dtatement that the action is proposed but not
yet finally decided, that the employee's response
made to the designated officia will be
considered, and that, regardless of whether or not
management receives an employee's response, a
final written decision will be issued.

e The name, location, and phone number of the
person in the HRO designated to provide
assistance to the employee.

* The employee's duty status during the notice
period. In most circumstances, the employee is
in normal duty status during the notice period.
(See paragraph 8.3.3.3 for exceptions.)

8.3.2. Notice of Decision. A written notice of decision is
issued to the employee regardiess of whether or not
management receives an employee's response to the notice
of proposed action, or even if a decision is made to cancel
the proposed action or take a lesser action than originally
proposed. The supervisor prepares and signs the Notice of
Decision.  Supervisors are encouraged to enlist the
assistance of the HRO in the preparation of the Notice of
Decison.  The memorandum is hand-delivered or
otherwise provided to the employee on or before the date
the action is to be effective, or a diligent effort to make
delivery is made and documented. The Notice of Decision
is clearly identified with the subject: "Notice of
Decision", and is reviewed by the HRO and the base legal
office before issuing to the employee. It includes the
following:

» A statement of the decision in specific terms; for

example, "I have decided to (remove you)
(suspend you for calendar days) (demote
you from to )." The Notice

of Decison can impose a lesser penalty than
what was originally proposed however, it cannot
impose a greater penalty than that which was
originally proposed.

*  The specific reason for the decision. The only
reason cited as a basis for the decision is the
reason that was cited in the Notice of Proposed
Action. The Notice of Decision may not
introduce any new charge that was not included
in the proposal.

» The effective date of the action. For a
suspension, include the first and last day of the
suspension and the date and time the employee is
to return to duty.

* A gtatement that a copy of the memorandum is
placed in the employee’'s OPF and remains there
for a period of 2 years if the Notice of Decision
imposes a suspension or reprimand.



38

* Adviceon loss of benefits (insurance, retirement,
annual or sick leave, etc.), if applicable.

* An explanation of the employee's right to file an
appeal (for removals and demotions) or a
grievance (for all other actions), including how
and wheretofile, and the time limits for filing.

If the employee is a member of a
bargaining unit subject to a negotiated grievance
procedure, the employee follows that procedure.

* The name, location, and phone number of the
person in the HRO designated to provide
assistance to the employee.

8.3.3. Advance Notice Period.
8.3.3.1. For an oral admonishment or reprimand, thereis
No minimum notice period.
8.3.3.2. For a suspension, demation, or removal, the
minimum notice period is 15 calendar days. That is, the
action may not take effect earlier than 15 days following
the date the employee receives the Notice of Proposed
Action.
8.3.3.3. A reduction of the 15-day notice period, to an
advance notice aslittle as 24 hours, is authorized if
retention of the employee during the notice period will:
Result in damage to or loss of property or funds.
Be detrimental to the interests of the government.
Impose an undue risk to the safety or welfare of the
employee, other employees, or the general public.
8.3.3.3.1. A reduction may also be made if there is
reasonable cause to believe the employee has committed a
crime for which a prison sentence may be imposed.
8.3.4. Documentation. The HRO maintains the materia
used to support the action, the Notice of Proposed Action,
the Notice of Decision, and the employee’s response, if
any, in a casefile apart from the employee's OPF. Subject
to the provisions of the Privacy Act, the case file is made
available for review upon request only by the employee
and their representative, or by those whose official duties
require access.
8.3.4.1. If the Notice of Decision imposes a lesser penalty
than was in the Notice of Proposed Action, and if that
penalty is.
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8.3.4.1.1. An ora admonishment, the supervisor gives
the original copy of the Notice of Decision to the
employee and makes a note of the admonishment, in
pencil, on the employee's AF Form 971. A copy of the
Notice of Decision is not filed with the employee’s AF
Form 971, nor isit filed in the employee's OPF. The note
on the employee’'s AF Form 971 is deleted 2 years after the
date of the memorandum.

8.3.4.1.2. A reprimand, the supervisor gives the origina
copy of the Notice of Decision to the employee; makes a
note of the reprimand, in pencil, on the employee’'s AF
Form 971; files a copy of the memorandum with the
employees AF Form 971; and gives a copy of the
memorandum to the HRO for filing in the employee's
OPF. The note on the AF Form 971 is deleted, and the
copies of the memorandums destroyed 2 years after the
date of the memorandum.

8.3.4.2. If the decision is a suspension, the supervisor
gives the original copy of the Notice of Decision to the
employee; makes a note of the suspension, in pencil, on
the employees AF Form 971; files a copy of the
memorandum with the employee's AF Form 971; and
gives a copy of the memorandum to the HRO for filing in
the employee’'s OPF. This note is deleted, and the copies
of the memorandums destroyed 2 years after the date the
suspension ends.  The supervisor records on the
employee's time and attendance card the date and hour the
suspension begins and the date and hour it ends.

8.3.4.3. If the decision is a removal or demction, the
supervisor gives the origina copy of the Notice of
Decision to the employee; makes a note of the removal or
demation on the employee’'s AF Form 971; files a copy of
the memorandum with the AF Form 971; and gives a copy
of the memorandum to the HRO for filing in the
employee's OPF. The supervisor prepares AF Form 2548
documenting the action, and forwards it to the HRO for
processing. The HRO prepares and issues an AF Form
2545,

Chapter 9

APPEAL S AND GRIEVANCES

9.1. General Information on Appealsand Grievances.
9.1.1. Employees dissatisfied with matters relating to
conditions of employment are entitled to express that
dissatisfaction by filing an appeal or grievance. The
prompt and objective review of employee appeas and
grievances is essential to a productive and mutually
beneficial employee-management relationship.

9.1.2. Filing an appeal or grievance does not reflect
unfavorably upon either the employee's standing in the
organization or the employee's loyalty or value to the

organization. An employeeis free to use these procedures
without fear of penalty or reprisal. No supervisor or other
person acting in an official capacity for the AF may take,
or threaten to take, any act of reprisal against an employee
because that employee has exercised or expressed an
intention to exercise any right under these procedures.

9.2. Publicity. At least once ayear, the HRO will:
e Bring the appeal and grievance procedures to the
attention of employees.
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*  Notify employees where the appeal and grievance
procedures are available for review.

9.3. Related Directives.

9.3.1. EEO. AFI 36-205 governs all matters that relate
to equal opportunity in employment, development,
advancement, and treatment of employees. AFl 36-1201
provides policies and procedures pertaining to
investigation and settlement of complaints  of
discrimination.

9.3.2. FLSA Violations. Supervisors ensure that
employees aleging FLSA violations are made aware of
their right to file complaints directly with the OPM.

9.4. Definitions.

9.4.1. Appeal means a written request by an employee to
contest a removal for cause, demotion for cause, BBA, or
a demotion based on position classification. It isalso used
by a veteran who believes he or she was denied
reemployment by the same Services squadron at the time
of hisor her return from active military service.

9.4.2. Day means calendar day.

9.4.3. Grievance, except as provided in paragraph 9.6,
means a request by an employee, or a group of employees
acting collectively, for personal relief in a matter of
concern or dissatisfaction relating to the employment of
the employeg(s) that is subject to the control of AF
management.

9.4.4. Personal reief means a specific remedy directly
benefiting the employee and may not include a request for
disciplinary or other action affecting another employee.

9.5. Matters Covered by These Procedures.

9.5.1. Except as provided in paragraph 9.6, the grievance
procedure in this chapter is used to review a grievance as
defined in paragraph 9.4.3.

9.5.2. An employee may appeal a BBA, as defined in
paragraph 9.4.1, or a demotion based on position
classification, as defined in paragraph 17.14, but only to
the extent that the appeal alleges a failure by management
to follow regulations or procedures which govern these
actions. Management decisions which form the basis for
BBAs - eg., decisons regarding budget, workload,
organization, or mission - are not appealable.

9.6. Matters Excluded from Coverage by the
Grievance Procedure. The grievance procedures do not
apply to:

9.6.1. Any matter that is subject to final administrative
review or decision outside the AF or for which other
authorized complaint or appeal systems are prescribed.
9.6.2. The content of published AF publications
applicable to NAF employees. However, the application
or impact of such AF publications on the employee may be
grievableif not otherwise excluded by this paragraph.
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9.6.3. Any alegation of discrimination on the basis of
race, color, religion, sex, national origin, age, or handicap
subject to final administrative review by the Equal
Employment Opportunity Commission (EEOC) under law
or regulations of the EEOC. Such matters are referred to
the chief EEO counsdlor.

9.6.4. A Notice of Proposed Action.

9.6.5. Separation during an employee's probationary
period.

9.6.6. Nonsdection for appointment, or promotion or
relating to reassignment to a position at the same or
higher rate of pay.

9.6.7. Termination of a temporary promotion or limited
term appointment.

9.6.8. Any matter relating to management’s decision to:

*  Grant or refuse to grant a performance award, an
honorary award, or any other discretionary
award.

* Adopt or refuse to adopt a suggestion.

* Increase or refuse to increase an employee’s basic

rate of pay.
9.6.9. Any matter covered by a negotiated grievance
procedure.

9.6.10. Any matter relating to an action or decision taken
under the provisions of AFl 31-501.

9.6.11. Any matter relating to the basis for a management
decision that creates the need for a BBA. Refer to
paragraph 9.5.2.

9.6.12. Any issue previoudy decided as a result of a prior
grievance, appeal, or any other formal complaint system.
9.6.13. Any matter relating to wage or salary rates or
schedules.

9.7. Allegations of Discrimination. If an employee
alleges discrimination based upon race, color, religion,
sex, hational origin, age, or handicap in connection with
an appeal or grievance, the official then considering the
appeal or grievance terminates the proceedings, refers the
allegation of discrimination to the chief EEO Counsdlor,
and natifies the employee of the referral in writing.

9.8. Representation.

9.8.1. An employee may be accompanied, represented,
and advised by a representative of the employee’s choice at
any stage of the procedure. The employee designates the
representative in writing. A written designation is
changed only by the employee's written natification to the
official then considering the appeal or grievance.

9.8.2. An employee may present an appeal or grievance
without representation. However, if a bargaining unit
employee chooses sdf-representation, the labor
organization still retains the right to attend meetings and
hearings convened to process the appeal or grievance.
9.8.3. A member of the HRO staff may not serve as a
representative.
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9.8.4. In the US, a judge advocate may not represent an
employee. Overseas, a judge advocate may serve as a
representative, but only if he or sheis personally requested
by an employee, and his or her supervisor determines that
he or sheisreasonably available.

9.8.5. The Services commander or director may disallow
the employee's choice of representative if:

* Activities of the individual as representative
would cause a conflict of interest or position.

* Release of an employee from his or her official
position to serve as representative would give rise
to unreasonabl e costs to the government.

e Priority work assignments of the individual
preclude his or her redease to sarve as
representative.

9.8.6. The employee bears all costs of representation.

9.9 Official Time.

9.9.1. An employee is entitled to a reasonable amount of
official time, if the employee requests time and is
otherwise in a duty status, to prepare and present an
appeal or grievance under the procedures prescribed by
this chapter. What is reasonable depends on the facts and
circumstances of each case.

9.9.2. If the employee's representative is an AF employee
in a duty status, the representative is also entitled, upon
request, to a reasonable amount of official time to assist or
act for the employee in the preparation and presentation of
an appeal or grievance.

9.9.3. An employee serving as a union representative at a
hearing or other formal discussion related to the appeal or
grievance is normally entitled to official time. However, if
the employee’s representative is a bargaining unit member
on official time, the union representative is charged with
annual leave or LWOP.

9.9.4. Employees and their representatives make advance
arrangements with their supervisors for the use of official
time. If thereis a disagreement, the supervisor refers the
matter to the HRO for resolution.

9.10. Cancellation of an Appeal or Grievance:

9.10.1. An appeal or grievanceis cancelled by the official
then considering it:

»  Upon receipt of the employee’s written request to
cancdl.

* Upon natification that the requested relief has
been granted to the extent authorized, whether or
not the employee requests cancellation.

» |f the employee, or the employe€e's representative,
does not furnish required information to proceed
with the advancement of the case after having
been warned, in writing, of the possibility of
cancdlation.

* Upon the death of the employee, or upon the
employee's separation from AF employment for
reasons not connected with the appeal or
grievance, provided there is no question of pay
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involved or other persona relief that could be
granted to the employee.

e Upon natification that the same matter or a
directly related matter has been accepted for
adjudication by some other agency or under some
other complaint system authorized to review it.

9.10.2. The official cancelling the appeal or grievance
notifies the employee promptly, in writing, of the
cancdlation and the reasons for it.

9.11. Remedial Action.

9.11.1. An employee is made whole when an appea or
grievance is resolved in favor of an employee. The
employee is entitled to restoration to duty and to all pay
and benefits he or she would have received had the action
not taken place.

9.11.2. An employee who successfully appeals a BBA is
also entitled to a make whole remedy. However, if it is
clear that the same action would have been taken against
the employee even if the regulatory or procedural error
had not been made, then there is no "make whole"
entitlement.

9.11.3. Specia provisions for restoration of pay and
benefits are in paragraph 17.13.15.

9.12. Appeal or Grievance File.

9.121. The HRO edablishes a file containing all
documents pertinent to the case when an appea or
grievance is accepted under these procedures. That file,
as augmented during the processing of the appea or
grievance, becomes the official record of the appea or
grievance.

9.12.2. The party initiating correspondence relating to the
case is responsible for providing copies to the other party
and to the HRO for the official file.

9.12.3. The file contains original documents whenever
possible. It must not contain documents not available to
the employee and his or her representative.

9.13. Appeal Procedures. If the incident giving rise to
the appeal isfor one of the reasons described in paragraph
9.4.1, the appeal is processed in accordance with the
procedures prescribed by this paragraph. All appeda
decision memorandums are reviewed by the HRO before
issuing to the employee.
9.13.1. Step 1.
9.13.1.1. The employee ddivers or mails the appeal to the
HRO not later than 7 days after the effective date of the
action giving rise to the appeal. If the appeal is mailed, it
is postmarked not later than 7 days after the effective date
of the action.
9.13.1.2. The apped is in writing, signed by the
employee, and dated. It includes:

e The employee's name, grade, organization, duty

phone, home address, and home phone.
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* The name, organization, duty phone, home
address, and home phone of the employee's
representative, if any.

* A dear indication that the memorandum is a
Step 1 appeal.

* A statement of the specific action giving rise to
the appeal (i.e., BBA, removal, demotion, denia
of reemployment by a veteran), including the
date on which the action was effective.

« A datement of the employee’'s reasons for
believing that the action is improper. If the
action giving rise to the appeal is a BBA or
demotion based on position classification, this
statement must specifically state the manner in
which the action violated regulations or
procedures governing the action.

e A datement describing the specific personal
relief sought by the employee, i.e., what does the
employee want management to do?

9.13.1.3. The HRO reviews the appeal to determine
whether it (1) arises from a matter within the scope of the
appeal procedure, (2) is timely, and (3) includes the
information required by paragraph 9.13.1.2. Not later
than 7 days after receipt of the Step 1 appeal, the HRO
does one of the following:

* Notifies the employee, in writing, that the appeal
isrejected and the reason for the rgjection ifif the
appeal is not within the scope of the appeal
procedure or is not timely.

* Returns the appeal and natifies the employee, in
writing, of the reason for the rejection if the
appeal does not include the required information.
The HRO ingtructs the employee to correct the
deficiency and resubmit it within 7 days,
otherwise the appeal is rejected.

» Forwards it to the Services Squadron commander
or director for action.

9.13.1.4. The commander or director discusses the appeal
with the employee and his or her representative. He or
she may also consult with whomever he or she believes
has information relevant to the appeal. He or she consults
with the HRO before issuing a decision. Not later than 7
days after receipt of the Step 1 appeal, the commander or
director renders, in writing, a Step 1 decision which
includes the following:

A summary of theissues.

* A statement informing the employee of whether
the remedy requested in the Step 1 apped is
granted.

» A statement informing the employee that if he or
sheis not satisfied with the Step 1 decision, he or
she may file a Step 2 appeal not later than 7 days
after receipt of the Step 1 decision.

9.13.2. Step 2:
9.13.2.1. If the employee wants the matter considered
further, he or she ddivers or mails the appeal to the HRO
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not later than 7 days after receipt of the Step 1 decision.
If the appeal is mailed, it is postmarked not later than 7
days after the date of the Step 1 decision.

9.13.2.2. The apped is in writing, signed by the
employee, and dated. It includes:

* A dear indication that the memorandum is a
Step 2 appeal.

e A summary of the employee's reason(s) for
believing that the Step 1 decision isin error.

e A datement describing the specific personal
relief sought by the employee, i.e., what does the
empl oyee want management to do?

9.13.2.3. The HRO reviews the appeal to determine
whether it (1) is timely and (2) includes the information
required by paragraph 9.13.2.2. Not later than 7 days
after receipt of the Step 2 appeal, the HRO complies with
paragraph 9.13.1.3, if applicable, and forwards it to the
installation commander for action.

9.13.2.4. The commander may delegate the authority to
render Step 2 decisions no lower than the support group
commander. The commander either (1) renders a
decision on the basis of the existing appeal record or (2)
appoints an impartial third party to investigate the appeal.
He or she may also consult with whomever he or she
believes has information relevant to the appeal. He or she
consults with the HRO before issuing a decision.
9.13.2.4.1. If the commander opts to render a decision on
the basis of the existing appeal record, the decision is
issued no later than 14 days after his or her receipt of the
Step 2 appeal. The decision includes the information
required by paragraph 9.13.2.4.5.

9.13.24.2. If the commander opts to appoint an
investigator, the investigator completes his or her
investigation and submits a report of that investigation not
later than 14 days following his or her appointment. The
report includes seven sections, entitled (1) Authority, (2)
Matters Investigated, (3) Facts, (4) Discussion, (5)
Conclusions, (6) Recommendations (but only if requested
by the commander), and (7) Index and Exhibits. See AFI
91-202, The Inspector General Complaint Program, for
guidance regarding the content of each of these sections.
9.13.2.4.3. No later than 7 days after receipt of the
investigator’s report, the commander renders, in writing, a
Step 2 decision which includes the following:

A summary of theissues.

* A statement informing the employee of whether
the remedy requested in the Step 2 apped is
granted.

 |If the employee is a regular employee, a
statement informing him or her that if he or she
is not satisfied with the Step 2 decision, he or she
may file a Step 3 appeal not later than 7 days
after receipt of the Step 2 decision. (Flexible
employees are not entitled to take the appeal to
Step 3.)

9.13.3. Step 3:
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9.13.3.1. If theemployeeis aregular employee and wants
the matter considered further, he or she delivers or mails
the appeal to the HRO not later than 7 days after receipt of
the Step 2 decison. If the appeal is mailed, it is
postmarked not later than 7 days after the date of the Step
2 decision.

9.13.3.2. The appead is in writing, signed by the
employee, and dated. It includes:

* A statement or clear indication that the letter isa
Step 3 appeal.

* A summary of the employee’s reasons for
believing that the Step 2 decision isin error.

e A datement describing the specific personal
relief sought by the employee, i.e., what does the
employee want management to do?

* A copy of the Step 1 appeal, the Step 1 decision,
the Step 2 appeal, and the Step 2 decision.
9.13.3.3. The HRO reviews the appeal to determine
whether it (1) is timely and (2) includes the information
required by paragraph 9.13.3.2. Not later than 7 days
after receipt of the Step 3 appeal, the HRO complies with
paragraph 9.13.1.3, if applicable, and forwards the entire

appeal record to the MAJCOM/SV for action.

9.13.3.4. Not later than 14 days after receipt of the Step 3
appeal and the appeal record, the director renders, in
writing, a Step 3 decision on the basis of the existing
appeal record. If the director believes that the record is
deficient to the extent that he or she is unable to render an
informed decision, he or she sends the appeal back to the
installation commander with a request to gather specific
additional facts. The director sends the Step 3 decision
directly to the employee. He or she also sends a copy of
the decision and the appeal record to the HRO. The Step
3 decision includes the following:

A summary of theissues.

» A statement informing the employee of whether
the remedy requested in the Step 3 apped is
granted.

« A datement informing the employee that the
Step 3 decision represents the final decision with
respect to the employee's appeal.

9.14. Grievance Procedures. If the incident giving rise
to the grievance is other than those for which the appeal
procedures apply, and is otherwise not excluded by the
provisions of paragraph 9.6, the grievance is processed
according to the procedures in this paragraph. All
grievance decison memorandums are reviewed by the
HRO before issuing to the employee.

9.14.1. Step 1L

9.14.1.1. The employee presents the grievance to the
HRO not later than 7 days after either (a) the date of the
action or incident upon which the grievance is based or
(b) the date the employee knew or should have known of
such action or incident, whichever is later.
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9.14.1.2. The grievance is in writing, signed by the
employee, and dated. It includes:

* The employee's name, grade, organization, duty
phone, home address, and home phone.

e The name, organization, duty phone, home
address, and home phone of the employee's
representative, if any.

* A dear indication that the memorandum is a
Step 1 grievance.

A datement of the specific action or incident
giving riseto the grievance, including the date on
which the incident occurred or action took effect,
and the date on which the employee became
aware of such action or incident.

* A datement of the employee's reason for
believing that the action or incident isimproper.

* A brief explanation of any attempt by the
employee to resolve the grievance informally.

* A statement of the specific personal relief sought
by the employee, i.e,, what does the employee
want management to do?

9.14.1.3. The HRO reviews the grievance to determine
whether it (1) arises from a matter within the scope of the
grievance procedure, (2) is timely, and (3) includes the
information required by paragraph 9.14.1.2. Not later
than 4 days after receipt of the grievance, the HRO does
one of the following:

* Notifies the employee, in writing, that the
grievance is rejected, and the reason for the
rejection if the grievance is not within the scope
of the grievance procedure or is not timely.

*  Returns the grievance and naotifies the employee,
in writing, of the reason for the rgection if the
grievance does not include the required
information. The HRO instructs the employee to
correct the deficiency and resubmit it within 4
days, otherwise the grievanceis rejected.

e Forwardsit to the supervisor for action.

9.14.1.4. The supervisor discusses the grievance with the
employee and his or her representative. He or she should
also consult with his or her immediate supervisor, and
may conduct whatever investigation is necessary to gather
information relevant to the grievance. He or she consults
with the HRO before issuing a decision. Not later than 7
days after receipt of the Step 1 grievance, the supervisor
renders, in writing, a Step 1 decision which includes the
following:

* A summary of theissues.

» A statement informing the employee of whether
the remedy requested in the Step 1 grievance is
granted.

¢ A statement informing the employee that if he or
sheisnot satisfied with the Step 1 decision, he or
she may submit a Step 2 grievance to the
Services sguadron commander or director not
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later than 7 days after receipt of the Step 1
decision.
9.14.2. Step 2:
9.14.2.1. If the employee wants the matter considered
further, he or she delivers or mails the grievance to the
HRO not later than 7 days after receipt of the Step 1
decision. If the grievance is mailed, it is postmarked not
later than 7 days after the date of the Step 1 decision.
9.14.2.2. The grievance is in writing, signed by the
employee, and dated. It includes:

* A dear indication that the letter is a Step 2
grievance.

e A summary of the employee’'s reasons for
believing that the Step 1 decision isin error.

e A datement describing the specific personal
relief sought by the employee, i.e., what does the
employee want management to do?

* A copy of the Step 1 grievance and the Step 1
decision.

9.14.2.3. The HRO reviews the grievance to determine
whether it (1) is timely and (2) includes the information
required by paragraph 9.14.2.2. Not later than 7 days
after receipt of the Step 2 grievance, the HRO complies
with paragraph 9.14.1.3 and forwards it to the Services
Squadron commander or director for action.

9.14.2.4. Upon receipt of the Step 2 grievance, the
commander or director discusses the grievance with the
employee and his or her representative. The commander
or director should also consult with the employee's
supervisor, may conduct whatever investigation is
necessary to gather information relevant to the grievance,
and consults with the HRO before issuing a decision. Not
later than 7 days after receipt of the Step 2 grievance, the
commander or director renders, in writing, a Step 2
decision which includes the following:

A summary of theissues.

* A statement informing the employee of whether
the remedy requested in the Step 2 grievance is
granted.

* A statement informing the employee that if he or
sheis not satisfied with the Step 2 decision, he or
she may submit a Step 3 grievance to the
installation commander not later than 7 days
after receipt of the Step 2 decision.

9.14.3. Step 3:

9.14.3.1. If the employee wants the matter considered
further, he or she delivers or mails the grievance to the
HRO not later than 7 days after receipt of the Step 2
decision. If the grievance is mailed, it is postmarked not
later than 7 days after the date of the Step 2 decision.
9.14.3.2. The grievance is in writing, signed by the
employee, and dated. It includes:
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* A statement or clear indication that the letter isa
Step 3 grievance.

« A summary of the employee's reasons for
believing that the Step 2 decision isin error.

e A datement describing the specific personal
relief sought by the employee, i.e., what does the
empl oyee want management to do?

* A copy of the Step 1 grievance, the Step 1
decision, the Step 2 grievance, and the Step 2
decision.

9.14.3.3. The HRO reviews the grievance to determine
whether it (1) is timely and (2) includes the information
required by paragraph 9.14.3.2. Not later than 7 days
after receipt of the Step 3 grievance the HRO complies
with paragraph 9.14.1.3 and forwards it and the entire
grievance record to the installation commander for action.
9.14.3.4. The commander may delegate the authority to
render Step 3 decisions no lower than the support group
commander. The commander either (1) renders a
decision on the basis of the existing grievance record or
(2) appoints an impartial third party to investigate the
grievance. He or she may also consult with whomever he
or she believes has information relevant to the grievance,
and consults with the HRO before issuing a decision.
9.14.3.4.1. If the commander opts to render a decision on
the basis of the existing grievance record, the decision is
issued no later than 14 days after his or her receipt of the
Step 3 grievance. The decision includes the information
required by paragraph 9.14.3.4.3.

9.14.34.2. If the commander opts to appoint an
investigator, the investigator completes his or her
investigation and submits areport of that investigation not
later than 14 days following his or her appointment. The
report includes seven sections, entitled (1) Authority, (2)
Matters Investigated, (3) Facts, (4) Discussion, (5)
Conclusions, (6) Recommendations (but only if requested
by the commander), and (7) Index and Exhibits. Refer to
AFl 91-202 for guidance regarding the content of each of
these sections.

9.14.3.4.3. No later than 7 days after receipt of the
investigator’'s report, the commander renders, in writing, a
Step 3 decision which includes the following:

A summary of theissues.

* A statement informing the employee of whether
the remedy requested in the Step 3 grievance is
granted.

A datement informing the employee that the
Step 3 decision represents the final decision with
respect to the employee's grievance.

9.14.3.4.6. The commander sends the Step 3 decision
directly to the employee. He or she also sends a copy of
the decision and the entire grievance record to the HRO.
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Chapter 10

EMPLOYEE MANAGEMENT RELATIONS

10.1. Employee Conduct. Employees must display the
highest standards of personal conduct and integrity.
DoDD 5500.7, Joint Ethics Regulation is the governing
directive. Supervisors ensure employees are briefed on the
requirements of standards of conduct at the time of
appointment and at least once a year after that. A person
is neither employed nor continued in employment who:
* Advocates the violent overthrow of the US
Government.
* |Is a member of an organization that advocates
the violent overthrow of the US Government.
» Takes part in any strike against the US
Government or one of its instrumentalities.

10.2. Work Performance. An employee:

* Is obligated to discharge assigned duties
conscientiously and effectively and meet
established performance requirements.

* Ispresent for duty unless he or she is authorized
to be absent.

» Isobligated to follow regulations and comply in a
timely manner with proper instructions or orders
given by competent authority.

»  Confers with line management (starting with the
immediate supervisor) to discuss matters, get
information, or solve problems related to the job.

* May confer with members of the HRO, social
actions office, etc., for employment advice and
assistance.

10.3. Employee Safety and Health. Employees comply
with all safety and health directives and promptly report
on-the-job accidents and injuries to their supervisor. The
supervisor promptly reports all on-the-job injuries to the
HRO and ground safety office. Medical, safety, NAFI,
and HRO officials evaluate health and safety practices to
correct any adverse trends.

10.4. Political Activities. Public Law 103-94, The
Federal Employees Political Activities Act of 1993,
governs the political activities of employees. The law
generally permits employees to engage in a wide array of
political activities, however, such activity is done on the
employee's own time, and away from the worksite.

10.4.1. Permissible Activities. Under the law,
employees generally may be candidates for public office in
nonpartisan elections; register and vote as they choosg;
assist in voter registration drives; express opinions about
candidates and issues; contribute money to political

organizations, attend palitical fund raising functions;
attend and be active at political rallies and meetings; join
and be an active member of a palitical party or club; sign
nominating petitions, campaign for or against referendum
guestions, congtitutional amendments and municipal
ordinances, campaign for or against candidates in partisan
elections, distribute campaign literature in partisan
elections and hold office in palitical clubs or parties.
10.4.2. Impermissible Activities. Under the law,
employees generally may not use their official authority or
influence to interfere with an eection; collect political
contributions unless both the donor and solicitor are
members of the same federal labor organization or
employee organization and the one solicited is not a
subordinate employee; knowingly solicit or discourage the
political activity of any person who has business before
the agency; engage in political activity while on duty, in
any government office, while wearing an official uniform
or while using a government vehicle; solicit political
contributions from the general public; be candidates for
public office in partisan elections.

10.5. Entitlement to Government Quarters and
Facilities on AF Installations. In isolated situations or
areas where the only suitable quarters and facilities
available are on the ingtallation, the commander may
authorize their use by key personnd if he or she decides
that the mission will be better accomplished. [If NAF
employees live on the ingtallation, they are given the
privilege of using those facilities available to AF APF
employees. As DaoD civilian employees, NAF employees
are authorized to use Services facilities, according to AFI
34-101. While traveling on officia business, a NAF
employee is authorized to occupy government quarters on
a temporary basis and is authorized limited base
exchange, motion picture service, and emergency medical
facility privileges.

10.6. Death of a NAF Employee.

10.6.1. Theinstallation commander is responsible for the
official notification of the next of kin of an AF civilian
employee assigned to that installation when the employee
dies while on the job or while traveling on officia
business. This responsibility is carried out with the
cooperation of the HRO, the employee's supervisor, and
other commanders. Prompt notification is essential so
that the family will not learn about the loss from outside
sources.  When possible, notification is made by a
representative of the AF in person, especially when the
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death occurs overseas under hogtile circumstances. At the
request of the commander, the HRO and the supervisor
assist in making the personal notification.

10.6.2. Responsibilities.

10.6.2.1. Supervisor. The immediate (or next
immediately available higher level) supervisor:

* Natifies the servicing HRO and the organization
commander of the employee's degth.

* Furnishes to the HRO the name, relationship,
address, and telephone number of the emergency
addressee designated on the AF Form 971.

*  Prepares AF Form 2548 and handcarries to the
HRO.

e Sends (or if possible, handcarries) the final time
and attendance report to the payroll office as
soon as possible on the first workday after the

employee's death.

*  Securesthe employee's personal property for later
disposition.

e Arranges for turn-in of government property
charged to the employee.

* Prepares workers compensation forms if the
employee's death resulted from a work-related
injury  or illness, and forwards to the HRO.

* Notifies the presdent or secretary of the
appropriate union so that, if the deceased was a
member,the union may take the proper action to
obtain any insurance or other benefits to which
the survivors are entitled.

10.6.2.2. HRO. When the employee dies as aresult of a
work-related injury or illness, the HRO notifies the local
safety office, and HQ AFSVA/SVXBW, either by
telephone or message describing the details surrounding
the death, and processes workers' compensation forms.
10.6.3. Public Announcement of Death. The HRO
notifies the local public information officer of the death,
and if requested, provides biographical information from
the personnel folder for use in making a public
announcement. Public announcement is not made before
the next of kin has been told of the death. In an overseas
area, the HRO also natifies the American Embassy in the
host nation.

10.6.4. Memorandums of Condolence. The Services
commander or director sends an official memorandum of
condolence to the next of kin within aweek after the death
occurs.  This memorandum need not be sent if the
commander or director conveys condolencesin person.
10.6.5. Assistancetothe Next of Kin. The HRO advises
the next of kin, or other beneficiaries, about any benefits
they are entitled to from the decedent’s employment, and
assists them in making the necessary claims. At the
earliest appropriate date after the death occurs, the HRO:

e Contacts or writes the next of kin, offering
assistance.

e Counsds the survivors on ther entitlements,
including any unpaid compensation; benefits
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under the NAF Retirement Plan, NAF Group
Life Insurance Plan, and health benefits
coverage, and, if deasth resulted from a
work-related injury or illness, on possible
benefits from the NAF Workers Compensation
Program.

e Gives aurvivors the proper claim forms and
assists in completing and processing their claims
expeditioudly.

* Notifies survivors as soon as possible that they
may need as many as six certified copies of the
public record of death.

e Advises survivors to investigate any possible
benefits due them under the Social Security
Program, Veteran's Administration, federal credit
union, or membership in an employee union (or
social or religious organization).

10.6.6. Preparing and Transporting Remains. When
an employee dies while traveling on official government
business away from the official duty station or while
permanently serving outside the 50 States and the District
of Columbia, the remains are prepared and transported
according to AFI 34-501, Mortuary Affairs Programs, and
the Joint Travel Regulation (JTR), Volume 2, 1 May 94.
10.6.7. Travel and Transportation of Family Members
and Personal Property. When an employee stationed
outside the continental US (CONUS) dies, travel and
transportation of family members, household goods, and
personal effects is provided as specified in the JIR,
Volume 2. Appropriate travel orders are required before
such travel and transportation are provided.

10.7. EEO.

10.7.1. AFI 36-205 governs all matters that relate to
equal opportunity in  employment, development,
advancement, and treatment of employees.

10.7.2.  AFl 36-1201 provides policies and procedures
pertaining to investigation and settlement of complaints of
discrimination.

10.8. FLSA Violations. An employee who believes that
the FLSA was violated may file a complaint. Attachment
17 contains detailed complaint procedures. Employees
with complaints should make every effort to resolve
complaints through supervisory channes before filing an
FLSA complaint.

10.9. Personnel Actions Based on Medical
Quialifications.

10.9.1. If an employee's conduct or performance is
suspected to be adversely affected by the abuse of alcohol
or drugs, the procedures contained in AFl 36-810,
Substance Abuse Prevention and Control Program, are
utilized. No personnel action is taken against an
employee prior to completing the requirements of AFI
36-810.
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10.9.2. Management is not precluded from advising an
employee to seek medical attention or counseling. When

an employee raises his or her health status as an issue, the
employee bears the burden to demonstrate the nature and
impact of the condition. If the employee fails to provide
adequate evidence to conclude that a medical condition
exists, the supervisor may proceed with the management
decision or personnel action.

10.9.3. If an employee has a conduct or a performance
problem, it is the employee’s responsibility to raise a
medical condition which may be connected with the
misconduct or deficient performance. The employee is
responsible for bringing the medical condition to the
attention of management and providing supporting
documentation. After review of the medical information
supplied by the employee, the supervisor may order a
medical examination, or at the supervisor's option, offer a
medical examination.

10.9.3.1. When the employee is in a job that requires
physical or medical standards, and the medical
information provided by the employee indicates a question
about the employee's ability to meet the job's physical or
medical requirements, the supervisor may require the
employee to report for a medical examination.

10.9.3.2. When the employee is not in a position that

AFMAN 34-310 1 December 1995

consequences of noncooperation.

10.9.4. Management is not obligated to determine if a
medical condition is the cause of a conduct or
performance deficiency before proposing an action.
However, if the employee provides validated medical
documentation which is caepted as the cause of the
deficiency after receipt of a proposed action, management
can, after considering the information:

10.9.4.1. Restructure the duties of the position to
accommodate the employee's medical condition.

10.9.4.2. Reassign the employee to a position with duties
the employee is medically qualified to perform.

10.9.4.3. Separate the employee under procedures
described in Chapter 8. If the supervisor believes that
there is a medical problem contributing to an employee's
performance or conduct problem and the employee does
not acknowledge it, provide medical documentation or
refuses to take an ordered medical examination, the
supervisor should proceed as if there were no suspected
medical problems.

10.10. Related Dir ectives.

10.10.1. Substance Abuse. AFI 36-810 explains how to
identify and rehabilitate drug and alcohol abusers and
establishes program responsibilities for AF managers.

requires physical or medical standards, and the medical 10.10.2. Discipline. Chapter 8 of this manual prescribes

information provided by the employee provides no basis to
act on the employee's request for consideration of a
medical condition, the supervisor may offer a medical
examination to verify current medical status.

10.9.3.3.  When the supervisor requires or offers a
medical examination, the employee is told in writing of
the reasons for the requirement or offer, and the

the policies and procedures which are applicable in
considering disciplinary action for violation of a
requirement outlined in this manual.

10.10.3. Appeals and Grievances. Chapter 9 of this
manual provides principles and instructions which apply
in considering and resolving employee dissatisfactions
presented in appeals and grievances.

Chapter

11

EMPLOYEE EDUCATION AND TRAINING

11.1. Education and Training and Career
Development. The AF provides the needed education and
training and career development of NAF employees to
effectively perform their official duties. It also provides,
when practical, career and executive development
programs within NAFIs, toattract and retain a well-
qualified work force.

11.1.1. US AF Programs and Facilities. AF programs
and facilities are used to the maximum extent possible for
training and developing NAF employees.

11.1.2. Training Responsibilities.

11.1.2.1 Commanders and aNAFI supervisors and
managers carry out the guidance in this paragraph.
11.1.2.2 First-line supervisors are responsible for job
induction and, with the help of the HRO, as required, they
identify, document, and evaluate training; provide
required OJT; inform employees of self-development

opportunities, and encourage their participation in these
activities.

11.1.2.3 The HRO conducts orientation interviews, and
the NAF Personnel Management Course; identifies and
schedules NAF supervisors for the NAF Personnel
Management Course; coordinates all training over 80
hours; and otherwise helps first-line supervisors in
fulfilling their training needs. The HRO coordinates with
the civilian personnel flight training office all course
completion information foAPF employees who complete
the NAF Personnel Management Course.

11.1.2.4 Employees should keep informed of changes
that occur in their career fields, take part in self-
development activities, keep their supervisor and the HRO
informed of self-development accomplishments, and share
newly acquired skills with their fellow employees.
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11.2. Funding for Education and Training.

11.2.1. Each NAF Council and applicable commander
approve the authorization to expend NAFs for tuition, per
diem, and travel for the education and training of NAF
personnel. Such proposed expenditures are included in
NAF operating budgets. When travel funds are involved,
expenses for the essential travel of NAF employees may be
authorized not to exceed those amounts authorized in the
JIR, Volume 2, for employees paid from APFs.
Operational managers, with the help of the HRO approve
self-study courses, employee orientation, and supervisory
instruction in basic policies for administering NAF
empl oyees.

11.2.2.  AFl 34-201, Use of Nonappropriated Funds
(NAFs), addresses the use of NAFs for education, training,
per diem, and travel allowances for NAF employees.
11.2.3. Regular employees may be reimbursed for costs
incurred for education courses at nongovernment facilities
when funds are available Reimbursement  for
nongovernment training is not authorized for the sole
purpose of getting a degree, but rather for the purpose of
developing those skills, ahilities, and knowledge that best
qualify the employee for the performance of officia
duties.

11.3. Scope and Definitions. Training for flexible
employees (including off-duty military members) is
limited to orientation sessions, job inductions, self-study
courses, OJT, and skill-level training directed or
conducted by HQ USAF, MAJCOM, or base (not to
exceed 80 hours duration). Regular employees are also
eigible for this training. Regular employees (other than
ODM members) are digible for the required training
offered through off-base facilities, by AF, interagency, and
nongovernment sources, if they meet established
prerequisites and if funds have been approved.

11.3.1. Sdf-development is education, training, and other
development activities that the employee participates in
to be better qualified for work or a profession, and that
contribute to general growth and enlightenment.

11.3.2. OJT is planned and designed by the supervisor to
ensure that the employee is proficient in al elements of
his or her present position, and the OJT contributes to the
employee's devel opment.

11.3.3. Training and career development, provided by
NAFIs, supplement both self-development and OJT. They
are provided through AF, other government, or
nongovernment courses. When possible, training and
career development are met through locally conducted
programs. Off-base facilities are used only when they can
be justified on the basis of economy, feasibility, and needs.
11.3.4. Off-the-job training activities include, but are not
necessarily limited to:

11.3.4.1. Employee Orientation. Employee orientation
is a planned and systematic program to familiarize new
employees with the employing NAFI mission and
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organization, and with specific duties of their individual
jobs. The orientation includes the orientation interview,
conducted by the HRO during the inprocessing of a new
employee; and job induction, conducted by the first-level
supervisor within the employee's first week of assignment.
11.3.4.2. NAF Personnel Management Course. This
course provides the necessary instruction in those basic
aspects of supervising NAF employees under the AF NAF
personnel system. It isrecommended that any person who
supervisess a NAF employee attend this course
Supervisors of three or more NAF employees are required
to attend the course, no later than 6 months after
assignment. The course is conducted by the HRO and
consists of the number of instruction hours needed to meet
local management needs.

11.4. Training and Development Procedures.
Supervisors determine, document, and report training and
development needs. Each supervisor analyzes the skill
and knowledge required for each job, and compares them
with the capabilities of each person under hisor her direct
supervision.  The supervisor discusses performance
requirements with each employee to determine individual
training needs.

11.4.1. When NAFs are used for tuition, travel, and per
diem costs for training that will exceed 80 hours, the
employee to receive the training must agree to continue in
the service of the employing AF NAFI for a prescribed
period of time or to reimburse the NAFI that funded the
costs of the training. For this purpose, the HRO
completes, and the employee signs, the AF Form 2547,
NAF Service and Reimbursable Agreement. The original
is filed in the employee’'s OPF and the duplicate is given
to the employee. When an employee continues to receive
a salary and full benefits during the training period, the
employee must agree to continue in the service of an
NAFI for a period four times the period of the training, up
to a maximum of 24 months of obligated service

(refer to table 11.1). However, when the employee
receives no salary or benefits during the training, but does
receive payment of additional expenses (such as tuition,
books, travel, per diem, etc.), the employee must agree to
continue in the service of a NAFI for a period two times
the period of the training, up to a maximum of 24 months
of obligated service.

11.4.2. The period of obligated service begins the first
workday after the education and training ends. Periodsin
apaid leave status; in a nonpay status, when the employee
is receiving workers' compensation benefits; in a military
leave status; and in a forced leave or furlough status count
towards an employee's obligated service. The period of
obligated service ends when the required number of hours
of obligated service are worked or at the end of 24
calendar months, whichever is earlier.

11.4.3. The employee who fails to fulfill his or her
obligated service commitment pays back the prorated
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share to the NAFI that funds the costs of the training.
The amount dueis proportionate to the percentage that the
remaining service obligation bears to the original tota
service obligation. Payback expenses include such items
as travel, per diem, tuition, books, classroom and
laboratory fees, and other fees. They do not include
regular pay or benefits. When the employee does not
make reimbursement for amounts due before separation,
proper deductions are made from any pay or other
financial entitlements due the employee.

11.5. AF Form 852. Thisform is a permanent record of
training received (or equivalency credit granted), which is
significant to the employee's future assgnment. The
HRO:

11.5.1. Completes AF Form 852 (unless a comparable
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training record has been issued by another government
agency), in duplicate, within 30 days after the completion
of the training or after the grant of an equivalency credit.
When the equivalency credit is granted, the HRO records
the basis for granting credit in the remarks section.

11.5.2. Sends one copy to the employee's supervisor, who
posts the information to the employee's AF Form 971.
The supervisor gives the AF Form 852 to the employee for
his or her personal use.

11.5.3. Files one copy of AF Form 852 in the employee's
OPF. Does not file in the OPF any AF Forms 852 or
comparable records of training for short training periods
that would not materially enhance the employee's
gualification or have any bearing on employment
elsewhere, such as training in correspondence practices,
files maintenance and disposition, or orientation training.

Table 11.1 Service Obligation.

Length of Training
and benefits

with additional expenses, sadary,

with additional expenses only (no
salary and benefits paid)

80 hours or less no obligation

no obligation

more than 80 hours

Four times the total number of
hours of training, not to exceed
4,160 hours (the hourly equivalent
of 24 months) of obligated service.

Two times the total number of
hours of training not to exceed
4,160 hours (the hourly equivalent
of 24 months) of obligated service.

12.1. Labor Management Relations.

Chapter 12

LABOR MANAGEMENT RELATIONS

AFl 36-701,

Labor-Management ~ Relations, implements  and
establishes policies, principles, and procedures that apply
to labor-management relations for the NAF work force.
12.1.1. NAF Managers:

12.1.1.1. Recognize that employees have the right to
form, join, or assist any labor organization, or to refrain
from any such activity, freely and without fear of penalty
or reprisal, and that each employee is protected in the
exercise of such right.

12.1.1.2. Areresponsible for administering the negotiated
agreement with the local labor organization.
Administration of the agreement includes responding to
union and employee concerns, complaints, and
grievances. HROs provide guidance and advice
concerning these issues.

12.1.2. Human Resources Offices:

12.1.2.1. Coordinate all grievancesin the final step of the
negotiated grievance procedures with the base Labor
Relations Officer (LRO).

12.1.2.2. Inform employees and NAFI managers at least
annually of their rights and obligations.

12.1.2.3. Maintain a constructive relationship with local
union officials which fosters resolution of issues by means
of collective bargaining.

12.1.2.4. Inform HQ AFSVA/SVL and HQ AFPOA/DPW
through their MAJCOM of the content of all proposals
dealing with pay and benefits presented by a union for
negotiation.

12.1.2.5. Send HQ AFSVA/SVL and HQ AFPOA/DPW,
through their major command:

e A copy of the unit certification, upon approval by
the Federal Labor Reations Authority, in the
case of anewly certified bargaining unit.

e Three copies of any new collective bargaining
agreement and any supplement, immediately
following signature by each party.

e A copy of the agreement approved by the
MAJCOM.

12.1.3. Civilian Personnel Flights (CPF) through their
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LROs assist the HRO with the processing of grievances of
NAF employees under the negotiated grievance procedure
when such grievances reach the final step prior to
arbitration. CPFs also provide guidance and assistance on
matters such as arbitrations, contract negotiations, and
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unfair labor practices.

12.1.4. MAJCOM/SVs and directors of Civilian
Personnd approve or disapprove NAF negotiated
agreements, supplements, or amendments, pursuant to 5
U.S.C. 7114(c).

Chapter 13

DOD EMPLOYEE BENEFIT PORTABILITY PROGRAM

13.1. Purpose. This chapter implements Public Law
101-508, Portability of Benefits for Nonappropriated
Fund Employees Act of 1990.

13.2. Applicability. Because of the unique requirements
of the DoD Employee Benefit Portability Program, this
chapter is applicable to both NAF and APF civilian
employees. It contains personnel requirements for both
systems.

13.3. Coverage and Effective Date. The DoD Employee
Benefit Portability Program applies to DoD civilian
employees who move between NAF and APF employment
systems within DoD without a break in service of more
than three calendar days. The program applies regardless
of whether the move is involuntary (employee is moved
with position from one system to the other) or voluntary
(employee initiates the move by applying for and
receiving employment in the other system). However,
many provisions are applied differently depending on
whether the move is involuntary or voluntary. The
program is effective retroactively to 1 Jan 87. DoD
employees (individuals currently in an employee status)
who have moved on or after that date will have their
benefits adjusted as though the program were in existence
on the date of their move. Employees who retire from one
employment system to accept employment in the other
system (voluntary or involuntary moves) will receive only
service credit for RIF and annual leave accrual under the
Portability Act.

13.4. Appointments.

13.4.1. Involuntary Move:

134.1.1. A NAF employee may be digible for
noncompetitive conversion to career or career-conditional
employment if the employee was serving in a NAF
position on the date that the position was brought into the
competitive service and the Agency determines that thisis
a "continuing" position. Criteria in FPM Supplement
315, Subchapter 7-2, Career and Career-Conditional
Employment as modified by the OPM/DoD Delegation
Agreement, Section Illc, 13 Jun 80, must be met.

13.4.1.2. An APF employee whose position is abolished
and reestablished as a NAF position will be afforded the
opportunity to convert with the position prior to

implementing RIF rights according to the FPM.
Employees who are converted to NAF status will be
appointed noncompetitively.

13.4.2. Voluntary Move. Regardliess of the direction of
the move, the normal appointment procedures of the
gaining employment system apply.

13.5. Pay Provisions for Moves from NAF to APF
Positions.

13.5.1. General Applicability:

13.5.1.1. Rate of Basic Pay. The Portability Act
amended 5 U.S.C,, to include pay setting provisions of
NAF employees moving to General Schedule (GS)
positions. The pay provisions of FPM Supplement 532-1,
Pay Under Prevailing Rate Systems, continue to apply to
APF wage schedule positions.  The paragraphs below
describe how to set pay for employees, based upon the pay
plan of the position the employee left and the pay plan of
the position to which the empl oyee moves.

13.5.1.2. Grade and Pay Retention. The Portability Act
authorized grade and pay retention for all NAF employees
who are involuntarily moved to an APF position. The
application of grade and pay retention is described under
paragraphs 13.5.2.1.2, 13.5.3.1.3, and 13.5.4.1.2.

13.5.2. Setting Basic Pay Upon Movement from any
NAF Position to a GS Position.

13.5.2.1. Involuntary Move:

13.5.2.1.1. Pay will be set at a rate within the grade to
which moved that is not less than the employee's rate of
basic pay under the NAF system immediately prior to the
move. In determining the last rate of basic pay, a saved
pay rate to which the employee was entitled under the
NAF system will apply, as well as pay received in a NAF
specia rate position. Additions to pay such as night shift,
environmental differential, and other premium payments
are excluded from consideration as basic pay. Basic pay
may not be set above the maximum of the grade to which
moved, except as provided in paragraph 13.5.2.1.2.
13.5.2.1.2. Grade and pay retention benefits apply where
the involuntary move resulted in a reduction in grade or
pay.

135.21.3. A reduction in grade occurs when the
representative rate of the position to which the employee
is converted is lower than the representative rate of the
position from which the employee moved. For pay banded
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employees, the employee's current existing rate of basic
pay isthe representative rate.

13.5.2.1.4. Prior to moving an employee from NAF Pay
Band V to a GS position, the NAF activity determines if
an adjustment in NAF pay is necessary. Adjustments in
NAF pay are effected, where necessary, to ensure that the
maximum rate of pay retained in the move will not exceed
the rate of pay for a GS-15, Step 10 for the position and
geographical area to which moved.

13.5.2.2. Voluntary Move. Basic pay may be set at
either:

*  The minimum rate of the grade of the position;
or,

* At any step of that grade which does not exceed
the employee's highest previous rate of NAF
basic pay. Determination of highest previous rate
is according to the FPM.

13.5.3. Setting Basic Pay Upon Movement from an
NA, NL, or NS NAF Crafts and Trades Position to an
WG, WL, or WS APF Wage Schedule Position.
13.5.3.1. Involuntary Move:

13.5.3.1.1. Basic pay may be set at either:

* The employee's existing scheduled rate of pay;
or,

e At any rate which does not exceed his or her
highest previous rate of pay. If the highest
previous rate falls between two rates of the new
grade, the higher rate may be paid. The highest
previous rate of pay is computed according to
FPM Supplement 532-1, S8-3e.

13.5.3.1.2. In éther of the above, the employee’s pay
cannot be less than the minimum rate of the grade of the
position.
13.5.3.1.3. Grade and pay retention benefits apply where
the involuntary move resulted in a reduction in grade or
pay. Grade and pay retention benefits will be
administered according to FPM Supplement 532-1,
Subchapter S9.
13.5.3.1.4. A reduction in grade occurs when the
representative rate of the position to which the employee
is converted is lower than the representative rate of the
position from which the empl oyee moved.
13.5.3.2. Voluntary Move. Basic pay may be set at
either:
The minimum step rate of the grade of the
position; or,
At any rate of the new grade which does not
exceed the employee's highest previous rate of
pay. If the highest previous rate falls between
two rates of his or her grade, the higher rate may
be paid. The highest previous rate of pay is
computed according to FPM Supplement 532-1,
S8-3e.

13.5.4. Setting Basic Pay Upon Movement From a
Universal Annual (UA), Administrative Support (AS),
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Patron Service (PS), or Pay Band NAF Position to an
APF Wage Schedule Position.

13.5.4.1. Involuntary Move:

13.5.4.1.1. Basic pay isset according to FPM Supplement
532-1, Subchapter S8 provisions for new appointments.
Under these provisions, pay is set at the minimum rate of
the grade of the position, except as provided by exceptions
for recognition of special qualifications and hard-to-fill
occupations.

13.5.4.1.2. Grade and pay retention benefits apply where
the involuntary move resulted in a reduction in grade or
pay. Grade and pay retention benefits are administered
according to FPM Supplement 532-1, Subchapter S9.
13.5.4.1.3. A reduction in grade occurs when the
representative rate of the position to which the employee
is converted is lower than the representative rate of the
position from which the employee moved. For pay banded
employees, the employee's current existing rate of basic
pay isthe representative rate.

13.5.4.2. Voluntary Move. Basic pay is set according to
FPM Supplement 532-1, Subchapter S8 provisions for
new appointment. Under these provisions, pay is set at
the minimum rate of the grade of the position, except as
provided by exceptions for recognition of specid
qualifications and hard-to-fill occupations.

13.6. Pay Provisions for Moves from APF to NAF
Positions.

13.6.1. General Applicability:

13.6.1.1. Rateof Basic Pay. The NAF UA, AS, PS, and
pay band pay setting provisons have been adjusted to
parald the pay setting provisons provided by the
Portahility Act for movements to the GS. NAF crafts and
trades positions are covered by the pay provisions of FPM
Supplement 532-2. Paragraphs 13.6.2 and 13.6.3 describe
how to set pay for employees, based upon the pay plan of
the position the employee left and the pay plan of the
position to which the employee moves.

13.6.1.2. Grade and Pay Retention. There are no NAF
provisions for grade retention for UA, AS, PS, or pay
band employees. An APF employee involuntarily moved
toa UA, AS, PS, or pay band position will be digible for
pay retention. An employee involuntarily moved from
any APF position to a NAF crafts and trades position is
covered by the grade and pay retention provisions of FPM
Supplement 532-2. Instructions for applying grade and/or
pay retention are found in paragraphs 13.6.2.1.2 and
13.6.3.1.2.

13.6.2. Setting Basic Pay Upon Movement from any
APF Position to a UA, AS, PS, or Pay Band NAF
Position.

13.6.2.1. Involuntary Move. Pay is set at a rate within
the NAF grade or pay band level that is not less than the
employee's rate of basic pay immediately prior to the
move. In determining the employee’s last rate of basic
pay, a saved pay rate to which the employee was entitled
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under the APF system will apply, as well as pay received
in an APF special rate position. Additions to pay such as
night shift, environmental differential, and other premium
payments are excluded from consideration as basic pay.
Basic pay is not set above the maximum of the grade to
which moved unless the employee's last rate of basic pay
is above the maximum rate of the grade or pay band level
to which moved. Then, pay retention provisions are
applied according to DoDD 1401.1-M, Chapter 111.
13.6.2.2. Voluntary Move. Basic pay may be set at
either:

e The minimum step rate of the grade of the
position or pay band levd; or,

* At any step of that grade or any rate within that
pay band level which does not exceed the
employee's highest previous rate of basic APF
pay.

13.6.3. Setting Basic Pay Upon Movement from any
APF Position to an NA, NL, or NS NAF Crafts and
Trades Position.

13.6.3.1. Involuntary Move:

13.6.3.1.1. Basic pay may be set at either:

* The employee's existing scheduled rate of pay;
or,

* At any rate which does not exceed his or her
highest previous rate of pay. If the employee's
highest previous rate falls between two rates of
the new grade, the higher rate is paid. The
highest previous rate of pay is computed
according to FPM Supplement 532-2, S8-3e.

13.6.3.1.2. Grade and pay retention benefits apply where
the involuntary move resulted in a reduction in grade or
pay. Grade and pay retention benefits are administered
according to FPM Supplement 532-2, Subchapter S9.
13.6.3.1.3. A reduction in grade occurs when the
representative rate of the position to which the employee
is converted is lower than the representative rate of the
position from which the empl oyee moved.

13.6.3.2. Voluntary Move. Basic pay may be set at
either:

*  Theminimum step rate of the grade; or,

e At any rate of the new grade which does not
exceed employee’s highest previous rate of pay.
If employee's highest previous rate falls between
two rates of his or her grade, the higher rate is
paid. The highest previous rate of pay for an
employee is computed according to FPM
Supplement 532-2, Subchapter 8-3e.

13.7. Crediting of Service in Waiting Periods for
Within-Grade Increases (WGI).

13.7.1. NAF to APF GSMoves. NAF serviceis credited
toward the period of service required for WGIs in the GS.
The service of aformer NAF employee, who moves under
the provisions of the Portability Act, is creditable in the
computation of the waiting period for one WGI. When
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crediting the service of a former NAF employee, the
waiting period for the next WGI begins at the time the
employee is deemed to have received his or her last
equivalent increase.

13.7.2. NAF to APF Wage Schedule Moves:

13.7.2.1. NAF NA, NL, and NS service is credited toward
the period of service required for WGIs according to FPM
Supplement 532-1.

13.7.2.2. NAF service in UA, AS, PS, or pay band
positionsis not creditable.

13.7.3. APF to NAF Moves. APF service is credited in
the same manner as NAF service.

13.7.3.1. APF service is credited toward the period of
service required for WGIs in UA positions according to
Appendix A to DoDD 1401.1-M.

13.7.3.2. APF service will be credited toward the period
of service required for WGIs in AS, PS, and NAF crafts
and trades positions according to FPM Supplement 532-2,
Subchapter S8.

13.7.3.3. As there are no WGIs in the NAF pay band
system, there is no creditable service.

13.8. Crediting of Service Towards Time-In-Grade
Requirement for Promotion.

13.8.1. NAF to APF Moves. NAF service is credited in
the GS according to FPM Chapter 300, Subchapter 6,
Time-in-Grade Redtrictions.

13.8.2. APF to NAF Moves. Thereis no time-in-grade
requirement for promation in the NAF personnel system.

13.9. Crediting of Time-In-Service in Computing
Severance Pay (Involuntary and Voluntary M oves).
13.9.1. NAF to APF Move. NAF service is creditable
service for purposes of determining an APF employee’s
entitlement to severance pay. Criteria for meeting the
requirement for 12 months of continuous employment for
eigibility for severance pay under the GS credits an
appointment to a position in a NAFI of the DoD or the
Coast Guard that precedes the current qualifying
appointment in the DoD or the Coast Guard, respectively.
Creditable service is defined as service by an employee of
a NAFI of the DoD or the Coast Guard, who moves,
within the civil service employment system of the DoD or
the Coast Guard, respectively, without a break in service
of more than three calendar days, to a position classified
and paid under the GS.

13.9.2. APF to NAF Move. Employees who move from
civil service to NAF positions shall receive credit for APF
employment for purposes of severance pay.

13.10. Retirement. All retirement portability provisions
are applied exactly the same regardless of whether the
move is involuntary or voluntary. Also, except for the
areas of employer and employee contributions addressed
below, al provisions are applied exactly the same
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regardless of the direction of the move, NAF to APF or
APF to NAF.

13.10.1. Employee Election of Retirement Plan. If an
employeeisvested (for FERS, CSRS, and NAF, 5 years of
creditable service is considered vested) in the plan of the
losing employment system at the time of a move, the
employee may elect to retain active membership in that
plan. Or, the employee may eect to enter the plan of the
gaining employment system without transfer of credited
service from the losing plan. Once an employee is given
an opportunity to retain membership in either FERS or
CSRS, he or she is never again given an opportunity to
retain membership in that same plan. Once an employee
is given an opportunity to retain coverage in a NAF plan,
he or she is never again given an opportunity to retain
membership in any NAF plan.

13.10.1.1. Election to Retain Coverage in Plan of
Losing Employment System. If an employee elects to
retain active membership in the plan of the losing
employment system, the eection is irrevocable.
Therefore, regardless of future moves between NAF and
APF employment, in or out of DoD, breaks in service, and
retirement status, the employee's retirement coverage
remains with the plan in which the employee eects to
retain membership. Those employees who qualify for
retroactive adjustment of NAF plan coverage will be given
a reasonable opportunity to repay any previoudy
withdrawn contributions and/or contributions for credited
sarvice for which deductions have not been made.
Repayment procedures contained in AFI 34-302 that apply
to reinstatement of prior participation credit also apply in
situations described in this paragraph.

13.10.1.2. Election to Enter Plan of Gaining
Employment System. |f an employee elects to enter the
plan of the gaining employment system, the election is
irrevocable. Moreover, the employee's credited service
under the losing plan does not transfer to the gaining
plan.  Therefore, the SCD wused by the gaining
employment system for the purpose of determining
credited service is the date the employee enters the plan of
the gaining employment system (unless the employee
already has service credited in that plan). For example, if
a NAF employee moves to APF status and enters FERS,
the employee will receive no service credit in FERS for
time spent in the NAF plan. Time spent in the NAF plan
will not count for FERS annuity computation or
retirement eigibility. The employee may not purchase
such service credit by paying money into the FERS plan to
cover the NAF service.

13.10.2. Standard Election Form. Three standard
election forms have been issued--one covering CSRS to
NAF, one covering FERS to NAF, and one covering NAF
to either CSRS or FERS. The notice, Visual Aid 40-18,
Election to Retain Coverage Under a Nonappropriated
Fund Retirement Plan, will be placed in the OPF when an
employee elects to retain membership in a NAF retirement
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plan. Use of eection forms OPMRI 38-110, OPMRI 20-
103, and OPMRI 92-27, are covered in FPM Supplement
830-1, CSRS and FERS Handbook for Personnel and
Payroll Offices. AF personne offices will use the
appropriate election form and explain its purpose to the
employee. The gaining employment system personne
office must fill in Part 1 of the appropriate election form.
This requires assistance and cooperation from the losing
employment system which must provide timely
information.

13.10.3. Time Limit for Making Election. If the move
occurs on or after 7 Apr 91, the time limit for making the
election is 30 days after the effective date of the move. If
the move occurred on or after 1 Jan 87, but before

7 Apr 91, the time limit for making the eection was 6
May 91. If the employee fails to return the standard
election form to the personnel office by the appropriate
deadline, the employee, in effect, eects to enter the plan
of the gaining employment system without transfer of
losing plan service credit.

13.10.4. Waiver of Time Limit for Making Election.
An employee is granted a waiver of the deadline for
making an eection if he or she can show that (1) he or
she exercised due diligence to make the election prior to
the deadline, and (2) due to circumstances beyond his or
her control he or she was unable to do so. An employee
will be deemed to have exercised "due diligence" if he or
she can show that he or she made a good faith effort to
notify the agency of his or her eection prior to the
deadline. "Circumstances beyond his or her contral"
includes, by way of example, the following: (1) on the
date of the deadline the employee was in an extended
leave or temporary duty status away from his or her home
or duty station; or (2) on the date of the deadline the
employee was unable, due to physical or mental
incapacitation, to exercise his or her option. An
employee's failure to make a timely eection due to his or
her error in judgment or failure to read information
provided by the Agency is not "circumstances beyond his
or her contral." If an employee fails to make an election
within the applicable time limit, he or she may file a
request for waiver of the time limit. Under norma
circumstances, a request for waiver is submitted within 10
caendar days of the expiration of the time limit. The
request for waiver is in writing and includes an
explanation of the employee's good faith effort to notify
the agency of his or her dection prior to the deadline and
the circumstances beyond his or her control which
prevented him or her from doing so. APF employees
submit the request for waiver to the civilian personne
officer (CPO), and NAF employees submit the request for
waiver to the Services commander or director. The
decision to grant or deny the request is made in writing
within 10 calendar days from the date of receipt of the
employee'srequest. If the request for waiver is denied, the
employee may appeal the denial. The appeal is submitted,
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in writing, to the CPO or services commander or director,
as applicable, within seven calendar days from the date
the employee receives the denial. Within seven calendar
days from the date of receipt of the appeal, management
forwards the appeal to the MAJCOM/DPC or SV, as
applicable, where MAJCOM/DPC and MAJCOM/SV
jointly rule on the appeal. If the MAJCOM does not
reverse the base-level decision, it has seven calendar days
to forward the appeal to HQ USAFDPC or SV, as
applicable, where HQ USAF/DPC and SV will, within 14
calendar days of receipt of the appeal, jointly render a
final decison. In computing the time limits prescribed
above, if the last day of the time limit falls on a nonduty
day, the time limit is extended to the next duty day. The
procedures for waiving the time limit must not alow
reviews under any employee grievance procedures,
including the negotiated and administrative grievance
procedures.

13.10.5. Effective Date of Election. The eection is
retroactive to the date of the move.

13.10.6. Employee Contribution to Plan when an
Employee Elects to Retain Coverage in the Plan of the
Losing Employment System. If an employee elects to
retain coverage in the plan of the losing employment
system, the employee's contribution to the plan is
determined in the same manner asit is determined for the
other employees in the plan, and the gaining employer
remits the employee's contribution to the plan, including
FERS Thrift Savings Plan contributions, if applicable.
13.10.7. Employer Contribution to Plan When an
Employee Elects to Retain Coverage in the Plan of the
L osing Employment System.

13.10.7.1. NAF Employer Contribution to Defined
Benefit Part of FERS. The employer contribution is the
"normal cost percentage” of basic pay determined by OPM
under Title 5 U.S.C. 8423. Also, social security payments
are made for employeesin FERS.

13.10.7.2. NAF Employer Contribution to FERS Thrift
Savings Plan. The employer contribution is a minimum
of 1 percent of basic pay regardiess of whether the
employee contributes; and, additionally, if the employee
does contribute, the employer matches the employee's
contribution dollar for dollar for the first 3 percent of pay
contributed and $.50 on the dallar for the next 2 percent
of pay contributed. (Note: While a CSRS participant
contributes up to 5 percent of basic pay to the FERS Thrift
Savings Plan, no employer matching contribution is
permitted.)

13.10.7.3. NAF Employer Contribution to CSRS. The
employer contribution for the NAF employee in the CSRS
is calculated in exactly the same way as the agency
contribution for an APF employee in CSRS. Also, social
security payments are not made for employees in CSRS,
but are made for employeesin CSRS offset.

13.10.7.4. APF Employer Contribution to a NAF
Retirement Plan. The employer contribution for an APF
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employee in the NAF plan is calculated in exactly the
same way as the contribution for a NAF employee in the
NAF plan.

13.11. Annual, Sick, and Home Leave. All provisions
are applied exactly the same regardless of whether the
move is involuntary or voluntary, and regardless of the
direction of the move, NAF to APF or APF to NAF.
13.11.1. Transfer of Leave Balance. All leave transfers
without limit. The employee is credited with the full
amount of leave even in those cases where the employee
receives a higher rate of pay from the gaining employment
system. The employee may not cash-in any portion of the
leave balance and be paid for accumulated hours. Leave
is administered according to the rules of the gaining
system.

13.11.2. Transfer of Funds. There is no transfer of
funds.

13.11.3. Annual Leave Accrual Rate. Service in the
losing employment system is credited in determining the
appropriate leave accrual rate.

13.12. Health and Life Insurance.

13.12.1. NAF to APF (Involuntary and Voluntary
M oves):

13.12.1.1. Employee Coverage. Employees may not
elect to remain in NAF health or life insurance plans.
Employees may enroll in the Federal Employees Health
Benefits (FEHB) Program and/or the Federal Employees
Group Life Insurance (FEGLI) Program according to the
requirements of FPM Supplements 890-1, Federal
Employees Health Benefits, and 870-1, Life Insurance,
respectively.  The employee's NAF hedth benefits
coverage is extended without charge to the employee for
31 days or until the employee becomes covered by FEHB,
whichever comes first.

13.12.1.2. Retiree Coverage. Refer to FPM
Supplements 890-1 and 870-1. Participation in the FEHB
after retirement does not depend on retirement from FERS
or CSRS if the employee retires from a NAF plan because
the portability law includes the NAF retirement plans as
qualifying plans.

13.12.2. APF to NAF Move:

13.12.2.1. Employee Cover age:

13.12.2.1.1. Involuntary Move. Employees may not
elect to retain membership in the FEHB or FEGLI
Programs. Employees participating in the FEHB Program
and/or the FEGLI Program at the time of the move would
automatically qualify for participation (including family
coverage) in the respective NAF health and/or life
insurance program regardless of preexisting medica
conditions and the NAF employment category to which
the employee has been involuntarily moved. Normal NAF
coverage rules would apply if there was not participation
in the FEHB Program and/or the FEGLI Program at the
time of the move.
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13.12.2.1.2. Voluntary Move. Employees may not elect
to retain membership in the FEHB Program and/or the
FEGLI Program. Norma NAF coverage rules apply.
Employees are advised before actual employment whether
or not they will be eigible for health and life insurance
benefits.

13.12.2.2. Retiree Coverage:

13.12.2.2.1. Involuntary Move. If the employee
qualified for health and/or life insurance coverage under
paragraph 13.12.2.1.1, then the employee, regardless of
whether retirement is from an APF or NAF plan, would
qualify for NAF health and/or life insurance coverage in
retirement if he or she meets the following condition: The
employee must have been continuously enrolled under the
NAF group insurance plan since the employee’s first
opportunity to enroll or any other normal qualifying
period under the NAF plan, whichever is the shortest
period. If the retiree was not in the NAF group insurance
plan long enough to satisfy the normal NAF qualifying
period, then he or sheis charged an appropriate premium
for retiree coverage not to exceed the normal premium
paid by active employees for similar coverage.

13.12.2.2.2. Voluntary Move. If the employee qualified
for health and/or life insurance coverage under paragraph
13.12.2.1.2, then the employee would qualify for NAF
health and/or life insurance coverage after retirement
according to the normal rules of the NAF employer with
the following exception: Continuous time spent in the
FEHB Program and/or the FEGLI Program immediately
before the move is credited towards satisfying the
respective NAF qualifying periods. If the retiree was not
in the NAF group insurance plan long enough to satisfy
the qualifying period, then he or she is charged an
appropriate premium not to exceed the normal premium
paid by active employees for similar coverage.

13.13. RIF.

13.13.1. NAF to APF Move. NAF employment is
credited in addition to APF employment in determining
APF retention registers. See FPM Supplement 296-33 for
details. Regarding the use of performance ratings in
determining retention rights, NAF employees who are
converted to APF positions are entitled to RIF credit for
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their NAF performance ratings for the purpose of
determining their retention rights. Prior to movement of a
NAF employee to an APF position, an AF Form 3527 is
accomplished if a current AF Form 3527 is not on file.
This rating is necessary to ensure a NAF employee is
given proper credit in APF RIF action. The last three
appraisals are used for this action; therefore, the newly
accomplished AF Form 3527 and appraisals on file for the
2 previous years are used. If none are on file for the
preceding two years, a presumptive rating of fully
successful isused. The NAF rating of outstanding equates
to 20 points, very good is 16 points and satisfactory
receives 12 credit points.

13.13.2. APF to NAF Move. APF employment is
credited in addition to NAF employment in determining
retention where NAF employment is credited for these
purposes under normal NAF rules.

13.14. Probation Status. In the following provisions,
reference is made to the terms same agency and same line
of work. The same agency is considered to be the same
military department. Positions are considered to be in the
same line of work when the duties performed are similar
in nature and character and require substantially the same
or similar qualifications.

13.14.1. NAF to APF Move. All AF NAF service
immediately preceding the move, which is in the same
line of work as the new position is credited in determining
probation status. See FPM Chapter 315 for details.
13.14.2. APF to NAF Move. All AF APF service
immediately preceding the move, which is in the same
line of work as the new position is credited in determining
probation status.

13.15. Tenure.

13.15.1. NAF to APF Move. See FPM Chapter 315 for
details.

13.15.1.1. Involuntary Move. All continuous regular
NAF service immediately preceding the move is credited
in determining career tenure.

13.15.1.2. Voluntary Move. No credit for NAF service
is granted.

13.15.2. APF to NAF Move (Involuntary and
Voluntary Moves). Credit for APF employment is not
required.

CHAPTER 14

LEAVE AND OTHER ABSENCES

14.1. General Leave Information. Leaveisan employee
benefit that contributes to the overal efficiency,
productivity, and morale of the employee. All regular
employees accrue annual and sick leave. The first-level
supervisor approves or disapproves leave. If possible,

employees are allowed to use annual leave according to
personal desires.

14.2. Annual Leave. Annual leave is paid time off from
work for vacation or to transact personal business which
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cannot be taken care of during off-duty hours. The leave
year begins with the first complete pay period in a
calendar year and ends with the last complete pay period
beginning in the same calendar year.

14.2.1. Creditable Service. The amount of annual leave
earned depends on the employeestotal length of creditable
service. Theleave SCD is usually the date of appointment
or conversion to regular employment. Fractiona parts of
months are included in determining length of service. An
employee with prior service, or prior active duty military
service, has the SCD adjusted in accordance with
Attachment 8, and as follows:

14.2.1.1. Prior DoD NAFI Service. All prior DoD NAFI
service, including service with the current employer, as a
regular employee is creditable. Use AF Form 2549 to
document prior DoD NAF employment.

14.2.1.2.  Active Uniformed Service  All active
uniformed service, except for certain retired members of
the uniformed services as outlined below, terminated by
honorable discharge under honorable conditions, or by
transfer to inactive reserves under honorable conditionsis
creditable for determining the annual leave accrua rate.
For an employee who is a retired member of any of the
uniformed services, credit is restricted to the actual active
service in the Armed Forces during wartime or in any
campaign or expedition for which a campaign badge has
been authorized (as defined in FPM Supplement 296-33,
Subchapter 7). If the retired member meets one or more
of the fallowing conditions, al of his or her active service
is counted for leave accrual:

* The retirement was based on disability resulting
from injury or disease received in the line of duty
asadirect result of armed conflict.

*  The retirement was based on disability caused by
an instrumentality of war and incurred in the line
of duty during a period of war (as defined in
FPM Supplement 296-33, Subchapter 7).

* On 30 Nov 64, the retired member was employed
in a civilian office to which the annual and sick
leave law applied, and continues to be employed
in an office of this kind without a break in
service of more than 30 days. (NOTE: The above
provisions were effective as of 16 Feb 83. The
leave accrual rate had to be adjusted as of that
date. Recomputation of leave for employment
periods before 16 Feb 83 is not authorized.)

14.21.3.  Credit for Military Training.  Civilian
employees of NAFIs called to active duty for short periods
of time (NTE 6 weeks) with Reserve components of the
U.S. Armed Forces continue to accrue annual leave hours
during such periods. Nonduty time while in Reserve
componentsis not creditable.

14.2.1.4. Exemptions. Under no circumstances must an
employee who is currently in a leave category as a result
of more liberal provisons of the separate DoD
components prior to 6 Sep 74, be penalized by being
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placed in a lower category for leave accrua or
accumulation purposes.
14.2.1.5. Portability of Benefits for Nonappropriated
Fund (NAF) Employees Act of 1990. Periods of APF
civilian federal service are creditable for leave under the
provisions of the Portability Act.
14.2.1.6. Other Creditable Service. Employees receiving
benefits under the Longshoreman’s and Harbor Workers
Compensation Act; employees on military furlough; and
employees reinstated within 6 months, carried on the rolls
of the employing NAFI in a LWOP status do not accrue
annual leave, but the time spent in this status is creditable
service. Service credit is granted during other periods of
time on therallsin a nonpay status that does not exceed 6
months in the aggregate in any caendar year; for
example, LWOP, suspensions, furloughs, forced leave,
€etc.
14.2.3. Eligibility Time Period. An employee must have
served under a regular appointment for a continuous
period for 90 calendar days before leave can be credited to
the employee’s account. Although leave does accrue
during the 90-day period, leave cannot be used during the
90-day qualifying period. Only one 90-day qualifying
period isrequired during a period of continuous service.
14.2.4. Annua Leave Accrual:
14.2.4.1. Accrual. Annua leave is accrued by regular
employees on the total number of hours in a pay status
that does not exceed 40 hours in the administrative
workweek.  Annual leave accrual is based on the
appropriate percentage (accrual rate) times a maximum of
40 hours per week, or 80 hours per biweekly pay period in
accordance with the following:

0- 3 yearsservice
pay status

3 - 15 years service
inapay status 15+ yearsservice
hoursin a pay status
Between 3 and 15 years service, annual leave earned
during the last pay period of the year is earned at the rate
of 12 1/2 percent.
14.2.4.2. Time of Crediting. The accrued leave is
credited to the employee’s individual leave record upon
completion of the 90-calendar-day qualifying period;
thereafter, at the end of the period in which it is earned.
14.2.4.3. Changesin Rates of Accrual:

e Changes in the rates of accrual are effective at
the beginning of the first pay period following
the completion of the prescribed service.

*  When a change from a 7 1/2 percent to a 10
percent leave category occurs at the beginning of
the last full biweekly pay period in the leave year,
the employee’s leave credit for that period is
computed at 12 1/2 percent of hours in a pay
status.

14.2.5. Accumulation of Annual Leave. The maximum
amount of accumulated annual leave that may be carried

5 percent of hoursin a

7 1/2 percent of hours
10 percent of
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over from one leave year to the next is 240 hours, except
in the following instances:

14.25.1. Employees who were directly recruited or
transferred by a NAFI from the US or its territories or
possessions, including the Commonwealth of Puerto Rico,
for employment overseas or from which transferred and
whose condition of employment provide for their return
transportation to the US or its territories or possessions,
may accumulate 360 hours.

14.2.5.2. On a case-by-case basis and on approval by the
Services commander or director, employees may carry
leave in excess of 240 or 360 hours, as appropriate,
forward into the next leave year. The employee must have
requested annual leave early in the leave year and
circumstances beyond the control of management and the
employee precluded its use before the end of the leave
year. Any amount of excess leave carried into the next
leave year is used within the first 19 pay periods of the
leave year or forfeited.

14.2.5.3. Atinstalationsidentified for closure, employees
may carry forward all earned annual leave in excess of
240 hours. An ingallation is considered identified for
closure when it appears on the list signed by the President
and approved by Congress.

14.2.6. Payment for Accumulated Annual Leave:
14.26.1. An employee must serve in a regular
appointment for a continuous period of 90 days before the
annual leave he or she earns is available for use. If an
employee separates before completing 90 days, no leave
credit for this period is granted or paid asalump sum.
14.2.6.2. An employee who has 90 or more days of
continuous regular employment is paid for all accrued and
accumulated annual leave when separating from NAF
employment.  This lump sum payment is normally
included in the employee's final paycheck.

14.2.6.3. Annua leave that can be included in the
lump-sum leave payment is not granted when it is known
that the employee will not return to duty, except when the
employee:

* |Isbeing separated because of a BBA.

» Has made an application for disability retirement.
14.2.7. Leave Schedules. Activity managers establish a
tentative annual leave schedule during January of each
year. If possible, employees are allowed to use annual
leave according to personal desires. First-level
supervisors plan for, schedule and approve or disapprove
annual leave, subject to coordination with the activity
manager.

14.2.8. Requesting Annual Leave:

14.2.8.1. Except in cases of emergency, annua leave is
requested by the employee and approved in advance of the
absence.  Employees should submit requests for annual
leave on SF-71, Application for Leave.

14.2.8.2. Annua leave is taken in increments of 15
minutes, up to 8 hours per day, and 40 hours per week.
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14.2.8.3. The use of annual leave other than on those
days and for those hours that the employee would
otherwise work and receive pay is prohibited.

14.29. Advancing Annual Leave. Under usud
conditions, advancement of annual leave is not granted.
However, if conditions warrant, an employee may be
granted all annual leave which will be earned during the
current leave year. In advancing an employee annual
leave, the supervisor authorized to approve such leave
must have reasonable assurance that the employee will be
in a duty status long enough to earn the leave granted
before the end of the leave year. Supervisors coordinate
thelr decisions to approve or disapprove requests for
advanced annual leave with the HRO to ensure consistent
application of leave policies. Employees submit requests
for advanced annual leave on SF-71.

14.2.10. Refund for Unearned Annual Leave. When an
employee is separated before earning al the annual leave
that has been advanced, usually the value of the unearned
leave is refunded or deducted from any compensation due.
A refund is not required if the employee is separated for
reasons of death, disability retirement or resignation for
physical disability which is evidenced by acceptable
medical documentation.

14.2.11. Subgtitution of Annual Leave for LWOP. When
LWORP is charged pending receipt of an employee's leave
record from the former employing installation or agency,
credited annual leave is substituted for the LWOP upon
receipt of the leave record.

14.2.12. Substitution of Annual Leave for Sick Leave.
An employee on extended sick leave (including sick leave
for maternity reasons) may be granted annual leave to
cover any part of the absence, provided the request is
made in advance. Annua leave cannot be substituted
retroactively for sick leave previoudy taken as a means of
avoiding a forfeiture of annual leave at the end of the
leave year. Advanced sick leave is liquidated at the
employee's request by a substitution of annual leave,
provided the substitution is requested before the time the
annual leave isforfeited.

14.2.13. Transferring Annual Leave. When a regular
employee transfers to another AF NAFI, without a break
in service, the losing NAFI transfers the total accrued and
accumulated annual leave balance, together with the funds
to cover the dollar value to the gaining NAFI. Should the
dollar value of the transferred leave balance increase as a
result of a higher pay rate, the gaining NAFI absorbs the
increase.  An employeg’'s annual leave hours are not
adjusted downward to accommodate the transferring
dollar value from the losing NAFI.

14.3. Sick Leave. Sick leave is for absences due to
illness, injury, examinations and treatment by a physician,
exposure to a contagious disease, or illness of a family
member with a contagious disease.
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14.3.1. Eligibility. Sick leave is earned by all regular
employees while in a pay status, excluding overtime.
There is no qualifying period for the crediting of sick
leave.

14.3.2. Sick Leave Accrual. Sick leave is earned at the
rate of 5 percent timesthe hours in a pay status, excluding
overtime, up to a maximum of 40 hours per week, or 80
hours per biweekly pay period.

14.3.3. Time of Crediting. Sick leave is credited to the
employee'sindividual leave record at the end of the period
in which it is earned.

14.3.4. Accumulation of Sick Leave. Thereisno limit on
the amount of sick leave an employee may accumulate and
carry forward from one year to ancther. All accumulated
sick leaveis carried in the employee’s leave record until it
is used by the employee, or until the employee separates
from employment.

14.3.5. Payment for Accumulated Sick Leave. Payment
for unused sick leave is not made to an employee under
any circumstances. Sick leave hours are credited toward
retirement if an employee retires from NAF employment
under the NAF retirement program.

14.3.6. Requesting Sick Leave:

14.3.6.1. Employees should submit requests for sick leave
on SF-71.

14.3.6.2. Sick leaveistaken in 15 minute increments, not
to exceed 8 hours per day, or 40 hours per week.

14.3.6.3. An employee is paid sick leave only for those
hours scheduled to work for the day or week during which
the absence occurs.

14.3.7. Granting Sick Leave:

14.3.7.1. Sick leave for examinations and treatment by a
physician that can be prearranged, is requested in
advance. Sick leave for other absences, which are not
known in advance is requested as soon as possible after an
employee's scheduled shift begins (within the first hour or
two). Supervisory approval must be granted before it is
taken.

14.3.7.2. Sick leave of more than three consecutive
workdays should be supported by a medical certificate. If
the employee was not attended by a physician, the
employee's certification showing satisfactory evidence of
incapacitation for duty may be accepted. In cases of
extended illnesses, medical certificates are not required
more frequently than every 2 weeks. Where evidence does
not justify the approval of sick leave, the absence may be
charged to annual leave, LWOP with the employee's
consent, or absent without leave (AWOL).

14.3.7.3. If there is reason to believe an employee is
abusing sick leave, the supervisor advises the employee
that he or she has a questionable sick |leave record, why
the employee is suspected of abuse, and if the record does
not improve, a medical certificate may be required for
each future absence on sick leave. If this does not bring
about an improvement in the record, the employee is
notified in writing that all future requests for sick leave
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must be supported by a medical certificate. A written
notice of abuse of sick leave cannot be issued when the
absences claimed on sick leave are documented with
medical certificates showing incapacity to perform duties
of the position.

14.3.7.4. Sick leave due to exposure to a contagious
disease must be supported by a medical certificate. An
employee who requests sick leave because a family
member has a contagious disease must present evidence to
show that the family member requires the employee's care
and attendance, as well as the fact that the disease is one
that requires quarantine or isolation.

14.3.8. Advancing Sick Leave. Except in cases of serious
illness or disability, advanced sick leaveisnot granted. In
cases of serious disability, illness, incapacitation, or
confinement for childbirth, employees may be advanced
up to 30 days of sick leave.

14.3.8.1. In granting advanced sick leave consider: the
employee's prior sick leave history; annual leave versus
sick leave balance history; length of continuous
employment; and whether all accumulated sick leave to
the employee’s credit is exhausted. Also consider
requiring the employee to use any annual leave which is
subject to forfeiture.

14.3.8.2. Employees submit applications for advanced
sick leave on SF-71. Applications must be supported by
medical documentation signed by a physician, and must
include a statement indicating the date the employee is
expected to return to normal duties.

14.3.8.3. When it is known that the employee is to be
retired or otherwise separated, the total advance may not
exceed an amount which can be liquidated by accrual
before separation.

e Advanced sick leave is not granted if it is
considered likely that the employee will not
return to duty for a sufficient period of time to
repay the advanced leave.

* Advanced sick leave is liquidated automatically,
but repayment is not required when separation is
because of death, resignation for disability
supported by acceptable medical documentation,
or disability retirement.

14.3.8.4. An unliquidated advance is carried forward
from pay period to pay period and from one leave year to
the next until liquidated by subsequent accrual. Upon
employee request, advanced sick leave is liquidated by a
charge to an equivalent amount of annual leave. When an
employee separates from federal service before liquidating
the advance, the balance is liquidated in the following
order by:

e Charge against available annual leave.

»  Setoff against earned salary.

14.3.9. Supervisors coordinate their decisions to approve
or disapprove requests for advanced sick leave with the
HRO to ensure consistent application of leave palicies.
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14.3.10. Substitution of Sick Leave for Annual Leave. If
illness occurs during a period of annual leave, approved
sick leave may be subgtituted for annual leave.

14.3.11. Transferring Sick Leave. When an employee is
reemployed by another DoD NAFI within 180 days
following separation, sick leave hours are transferred by
the losing NAFI to the gaining NAFI. No transfer of
funds is made for sick leave hours transferred. If the
individual retired from the losing NAF and received
service credit for unused sick leave, no transfer is made.
14.3.12. Recrediting Sick Leave. Employees who change
employment category to an indligible category, and then
are changed back to an digible category have sick leave
hours recredited without time limitation.

14.3.12.1. When an employee changes from aregular to a
flexible employment category, the number of sick leave
hours to the employee's credit are recorded on the SF-
1150 and filed on the right-hand side of the employee's
OPF.

14.3.12.2. If, at alater date, and while the employee is at
the same ingtallation, this employee changes back to a
regular employment category without a break in service,
all sick leave recorded in the OPF on the SF-1150 from
the previous change to flexible, is recredited to the
employee's leave record.

14.3.12.3. The AF Form 2545 documenting the change to
regular employment category includes the remark,
"Employee entitled to recredit of hours of sick
leave" A copy of the SF-1150 documenting the
recreditable sick leave hours, is attached to the AF Form
2545 that is forwarded to the NAF AQ.

14.3.12.4. The employing NAFI after the change to
regular employment category is effective, absorbs all costs
associated with the recredited sick leave.

14.4. LWOP. LWORP is atemporary nonpay status and
an authorized absence from duty granted upon the
employee's request, or when the employee has insufficient
annual or sick leave, or compensatory time available to
cover an approved absence. An employee does not have to
exhaust annual leave before requesting LWOP. LWOP
cannot be imposed as a penalty, nor can an employee be
required to apply for LWOP in lieu of suspension. It must
not be confused with AWOL which is charged for
unauthorized absence. The granting of LWOP is a matter
of administrative discretion.

14.4.1. Reguesting and Approving LWOP. Employees
should submit requests for LWOP on SF-71. Activity
managers approve LWOP up to and including 30 days.
The Services commander or director approves LWOP over
30 days. LWOP ischarged in 15-minute increments.
14.4.2. Refer to Chapter 6 for procedures for LWOP for
career program employees affected by a BBA separation.
14.4.3. LWOP for Regular Employees Moving With Head
of Household:
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14.4.3.1. A regular employee is entitled to LWOP for up

to 150 calendar days in order to avoid a break in service
when resigning from his or her position due to an
employer’s transfer of the head of household if the regular
employee is the family member of either:

* A military member who is head of household;

* A federally employed person who is the head of
household; or,

* A non-federally employed person who is the head
of household, (hereinafter referred to as
"sponsor").

14.4.3.2. LWOP is a temporary nonpay status and an
authorized absence from duty granted upon an employee's
request. An employee granted LWOP according to these
procedures, receives no s@employment consideration

as a result of this LWOP status. The losing installation
may fill the employee's position immediately, and no other
installation is obligated to hire the employee by virtue of
the employee's LWOP status.

14.4.3.3. An employee returning from an overseas
assignment for separation, at tNAFIs expense, is not
entitled to LWOP under these procedures.

14.4.3.4. Requests for LWOP under these procedures
must be approved by the appropriate Approving
Authority, documented by an AF Form 2545, and made a
matter of record in th©PF.

14.4.3.5. Responsibilities:

14.4.3.5.1. Employee:

 Employees submit request for LWOP to his or
her supervisor on SF-71. The employee also
submits evidence caeptable to the Approving
Authority, that the employee's sponsor is being
transferred by the sponsor's employer.

» After the Approving Authority approves the
request, the employee submits to his or her
supervisor, his or her resignation by completing
Part Il of AF Form 2548. The resignation takes
effect on the last day of the LWOP period, unless
the employee is appointed to another position
prior to the expiration of the LWOP period, in
which case, the resignation does not take effect.
The employee must include a forwarding address
on the AF Form 2548.

* If, during the LWOP period, the employee seeks
other employment, the employee submits a copy
of the AF Form 2545, documenting the LWOP
status, with his or her application for
employment. (The employee receives the AF
Form 2545 from the losing HRO. Refer to
paragraph 14.4.3.5.3.2.)

14.4.3.5.2. Supervisor:

* Upon receipt of an employee's -3E request for
LWOP, the supervisor forwards the request,
through the appropriate channel to the
Approving Authority for approval.
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* After the Approving Authority approves the
request, the supervisor ensures the employee
submits a resignation.  Refer to paragraph
14.4.3.5.1.2.

* Upon receipt of the Resignation AF Form 2548,
the supervisor completes (a) Parts | and 1V of the
fom and (b) another AF Form 2548
documenting the LWOP, and submits both forms
to the HRO.

14.4.35.3. Losing HRO. Upon receipt of the two AF
Forms 2548 - one documenting the resignation and one
documenting the LWOP - the losing HRO takes the
following actions:

14.4.3.5.3.1. Counsd the employee about the following
matters:

14.4.3.5.3.1.1. The LWOP period will not be creditable
toward any of the age, service, or participation
requirements for benefits of the retirement plan or group
insurance plans if the employee is not appointed to
another position in which he or she is digible for
participation, and continue his or her participation, in the
appropriate benefit plan.

14.4.35.3.1.2. Retirement Plan. Both the employer and
employee contributions are discontinued during the
LWOP period. The employee's digibility for retirement
plan benefits and options is determined and AF Form
2391, Termination Information, is completed reflecting
the employee's dection in the event he or she is not
appointed to another position prior to expiration of the
LWOP. If the employee dects either retirement or the
deferred annuity option, AF Form 2395, Evidence of Age,
must be completed. If the employee is under age 62, AF
Form 1528, Authorization to Obtain Social Security
Earnings Information, is also completed.

14.4.3.5.3.1.3. Group Health and Life Insurance Plans:
14.4.3.5.3.1.3.1. If the employee is participating in either
the group health insurance plan or the group life
insurance plan, and if the employee wishes to continue
such participation during the LWOP period, the employee
must, during the LWOP period, continue to remit the
employee's share of the contributions required by such
participation to the losing NAF AO. If the employee does
not wish to continue participation during the LWOP
period, the HRO prepares AF Form 2545 to terminate the
coverage prior to processing the LWOP action. In this
case, Aetna Form GR-65989-1, Employee Benefits
Change Information, is completed and forwarded to
Aetna to the address provided in the Aetna Manual. The
form isavailablein the HRO.

14.4.35.3.1.3.2. If the employee fails to pay his or her
share of the contribution, and the employee's account is
not current at the end of the pay period following the pay
period in which insufficient funds were received, the NAF
AO will notify the losing HRO, who prepares AF Form
2545 to terminate the coverage. The effective date of
termination is the first day of the pay period immediately
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following the pay period in which insufficient funds were
received from the employee. A copy of the AF Form 2545
must be sent to HQ AFSVA/SVXB and to the employee
along with the applicable Aetna conversion form at the
forwarding address provided on the AF Form 2548. If the
employee was enrolled in the NAF health insurance plan,
Aetna Form GR-65989-1 is completed and forwarded to
Aetnato the address provied in the Aetna Manual.
14.4.3.5.3.1.3.3. The employee must also be counseled on
the different group insurance conversion and continuing
coverage options for which he or she would be digible
upon termination of hisor her LWOP.

14.4.3.5.3.1.4. Annua Leave. Normally, annua leave is
not granted in conjunction with LWOP. If, on the
effective date of the resignation, the employee has annual
leave to his or her credit, the losing HRO ether (1)
ensures payment of lump sum annual leave or (2) if the
employee is subsequently hired into an digible position,
transfers the leave balance to the employee's account with
the new position. If the LWOP period will potentialy
extend into a new leave year, and if the employee's annual
leave balance exceeds that which may be carried from one
leave year to the next, the HRO informs the employee how
to avoid the loss of accrued annual leave.

14.4.35.3.2. Process the Request for LWOP. Upon
receipt of the LWOP AF Form 2548, the losing HRO
prepares an AF Form 2545 documenting the LWOP
period and gives a copy of the form to the employee prior
to the employee's departure from the area. If the employee
is participating in the NAF retirement plan, or either of
the NAF group insurance plans, the HRO forwards a copy
of the LWOP AF Form 2545 to HQ AFSVA/SVXB. The
employee remains an active employee at the losing
installation until either the effective date of the Transfer
Out or Resignation/ Retirement action. The HRO
suspenses the LWOP action to ensure the required
subsequent actions are taken in atimely manner.
14.4.3.5.3.3. Processthe Resignation:

14.4.35.3.3.1. If the losing HRO is notified that the
employee has obtained other employment prior to the
expiration of the LWOP period, the losing HRO prepares
an AF Form 2545, indicating that the employee
transferred, effective the day before the effective day of the
new appointment. The appropriate Nature of Action and
Code to be inserted in Blocks 11a and b are N049,
Transfer Out. Refer to the NAF-PS Users Guide,
Attachment 2, for guidance regarding the appropriate
remarks to be included in Block 25. The remarks vary
depending upon the new appointment. For example, if
the new appointment is to a regular NAF position, block
25 includes the remark that all annual and sick leave
account balances transfer; but if the appointment is to a
flexible NAF position, Block 25 indicates that any annual
leave balance is paid lump-sum. A copy of the AF Form
2545 is sent to the employee at the forwarding address
provided by the employee.
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14.4.35.3.3.1.1. The HRO processes this transfer action
through the NAF-PS immediately upon natification of the
new appointment. The gaining HRO cannot process the
appointment action in NAF-PS until the transfer out
action processes.

14.4.35.3.3.1.2. The HRO prepares an SF-1150 for the
employee's OPF.

14.4.35.3.3.1.3. If the employee is participating in the
NAF retirement plan, or ether of the NAF group
insurance plans, the HRO forwards a copy of the AF Form
2545 to HQ AFSVA/SVXB.

14.4.35.3.3.2. If the LWOP period expires, and the
losing HRO has not been natified that the employee has
obtained other employment prior to the expiration of the
LWOP period, the losing HRO prepares an AF Form
2545, indicating that the employee resigned or retired,
effective the last day of the LWOP period. The
appropriate Nature of Action and Codes for blocks 11a
and b are NO30, Resignation or NO43, Retirement -
Voluntary. Insert in Block 25 all appropriate remarks
required for processing the resignation or retirement of
any regular employee. Refer to the NAF-PS Users Guide,
Attachment 2, for guidance. A copy of the AF Form 2545
along with SF-8, Notice to Federal Employee About
Unemployment Compensation, is sent to the employee at
the forwarding address provided by the employee.
14.4.3.5.3.3.2.1. |If the employee was a participant in the
NAF retirement plan, forward a copy of the AF Form
2545 and other appropriate documentation (see paragraph
14.4.3.5.3.1.2) to HQ AFSVA/SVXB. If the employee
has elected retirement or the deferred annuity option,
include copies of all AF Forms 2545 required to document
the employee's high three earnings, along with the
number of hours of unused sick |eave upon retirement.
14.4.3.5.3.3.2.2. |If the employee continued participation
in one or both of the NAF group insurance plans during
the full period of the LWOP, forward a copy of the AF
Form 2545, with documentation pertaining to the
employee's digibility for continuing coverage along with
Aetna Form GR-65989-1, to HQ AFSVA/SV XB.
14.4.3.5.4. Gaining HRO:

14.435.4.1. Obtain a copy of the AF Form 2545
documenting the LWOP status of the employee. The
employee should be able to provide such copy.
14.4.35.4.2. If the LWOP period has expired before the
effective date of the new appointment, treat the employee
as you would any former employee being rehired with a
break in service, and prepare the AF Form 2545
appropriately.

14.4.3.5.4.3. If the LWOP period has not expired before
the effective date of the new appointment, prepare AF
Form 2545, indicating the employee transferred. The
appropriate Nature of Action and Code to be inserted in
Blocks 11a and b are N021, Transfer In. Refer to the
NAF-PS Users Guide, Attachment 2, for guidance
regarding the appropriate remarks to be included in Block
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25. These remarks will vary depending upon the new
appointment. For example, if the new appointment isto a
regular NAF position, Block 25 includes the remarks that
all annual and sick leave balances transfer; that
participation in the NAF retirement plan and group
insurance programs, if applicable, continues; and that no
90-day waiting period for annual leave usage is required.
14.4.35.4.4. If the employee dected to continue
participation in either or both of the group insurance plans
during the LWOP period, verify with the losing HRO that
the employee continued to remit his or her share of the
contribution, and that their account is current and
insurance coverage is not terminated.

14.4.3.5.4.5. Request the employee's OPF from the losing
HRO.

14.4.35.4.6. Do not process the Transfer In action
through NAF-PS until notified that the losing HRO has
processed the Transfer Out action.

145. AWOL. AWOL is an absence from duty which
was not authorized or for which leave is denied. These
unauthorized absences may form the basis for disciplinary
action.

14.6. Military Leave. Military leave is absence from
duty in the employee's NAF position without loss of pay to
perform military duty. Eligible employees must, upon
request, be granted military leave to which entitled for
performance of active duty or active duty for training. If
an employee is ordered to an initial period of active duty
for training with the Reserve or National Guard for a
period of not less than 3 months, the employee may be
granted annual leave or LWOP as requested, after first
exhausting military leave.
14.6.1. Eligibility Criteria
military leave must be:

* A member of a Reserve or National Guard

component.
e Aregular employee.
e Serving in an appointment that is not limited
term for 1 year or less.

14.6.2. Entitlement to Military Leave:
14.6.2.1. Eligible regular employees are entitled to an
excused absence up to a maximum of 15 days per fiscal
year without loss of pay, leave, or performance rating
when called to active duty or active duty for training.
Eligible employees accrue 15 days of military leave per
fiscal year. If the full 15 days is not used in any fiscal
year, the balance of the unused leave (up to a maximum of
15 days) is carried forward into the next leave year.
Therefore, an eligible employee could have a maximum
total of 30 days credited for use during afiscal year.
14.6.2.2. Regular employees caled into active duty for
the purpose of providing military aid to enforce the law
may be granted additional military leave not to exceed 22
workdays in a fiscal year. These employees are granted

Employees entitled to
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leave upon presentation of official orders. Compensation
(other than for travel, transportation, or per diem
allowance) received isturned in to the NAF to be credited
toward the pay received from the employee's NAF
position, during the employee's absence to perform this
military duty. This leave is granted only for workdays,
and the employee's NAF pay is reduced only by the
amount received for military service performed on a
workday.

14.6.2.3. Employees are paid by the NAFI while on
military leave.

14.6.3. Granting Military Leave. An digible employeeis
granted any military leave available to them when ordered
to active duty. Neither annual leave nor LWORP is granted
for such active duty until the employee uses al the
military leave available to him or her unless this would
result in a forfeiture of annual leave. Requests for
military |eave are supported by a copy of the orders, which
is forwarded to the payroll office with the time and
attendance card on which the absence is first reported.
The employee submits a certification by the appropriate
military officer as evidence that the active military duty
was performed. This certification is forwarded to the
payroll office with the time and attendance card on which
the return to duty is reported.

14.6.4. How Military Leave is Charged. Charge military
leave granted on a calendar day basis. No charge is made
for nonworkdays at the beginning and end of a period of
absence on active military duty. However, all intervening
nonworkdays, including holidays, falling within the
period of military duty are charged to military leave.
14.6.5. LWORP Criteria. LWOP may be granted for:

»  Employees who are members of the Reserve or
National Guard who are not digible for, or who
have exhausted his or her military leave, as
requested, for active or inactive duty for training.

*  Summer training as members of Reserve Officers
Training Corps.

»  Temporary Coast Guard Reserve Duty.

» Participation in parades by members of a state
National Guard. Members of the National Guard
in the District of Columbia are entitled to
military leave with pay for participation in
parades.

 Training with a dtate Guard or other state
military organization.

e Civil Air Patrol duty.

14.7. Military Furlough. Military furlough is granted to
all employees for induction or recall to active duty in one
of the Armed Forces. An employee returned to duty from
military furlough has the same seniority, status, pay and,
if appropriate, leave accrual entitlements that the
employee would have enjoyed had he or she remained on
thejob. Refer to Chapter 3 for the procedures for this type
of absence.
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14.8. Court Leave. Court leaveis leave of absence from
duty without loss of pay or charge to annua leave to
perform jury duty in a federal, state, or municipal court or
to servein an unofficial capacity as a witness on behalf of
the US Government, the District of Columbia, or state or
local government. All regular employees are dligible for
court leave.

14.8.1. Granting Court Leave. Court leave is granted for
absence during an employee's regularly scheduled tour of
duty. It is granted only for those days and hours the
employee would otherwise be in a pay status. An
employee is not granted court leave for jury or witness
duty performed within a period of nonpay satus.
Employees assigned to night shifts are granted court leave
comparable with employees assigned to regular day shift
work. Since jury duty generally requires an employee's
presence in court during daytime hours, an employee
scheduled to work at night is granted court leave during
the days on which the night shift begins or ends. If he or
she works during part of the regularly scheduled night
shift, only that part of the regularly scheduled shift during
which the employee is absent is charged to court leave. If
he or she works his or her regular night shift, no court
leaveis charged.

14.8.2. Return to Duty Upon Release by Court. An
employee properly summoned to serve on a jury is under
the jurisdiction and control of the court for the term of the
jury service. However, an employee is expected to return
to duty during periods when he or she is excused from
jury duty unless this would be impractical. An employee
excused or discharged by the court either for an indefinite
period, or for a definite period in excess of one day or a
substantial portion of one day, is not entitled to court
leave, but must report to duty. As a general rule, if there
are 4 or more hours remaining in the employee's workday,
exclusive of reasonable travel time, the employee reports
for duty. If the employee fails to report for duty as
directed, annual leave, LWOP, or AWOL is charged for
the excess time involved.

14.8.3. Witness and Jury Fees. Employees are entitled to
receive their regular pay for such time or may retain the
court fees received from the court, whichever is the
greater amount. If the court fees are the lesser amount,
such fees are turned over to the employing NAFI.
Transportation fees, when separately identified, or
otherwise identifiable, are not turned in. When a state or
local court characterizes jury and witness fees as expenses
there is no requirement for the employee to turn in such
feesto the NAFI.

14.9. Adminigtrative Leave. Adminigtrative leave is an
absence from duty when employees are released because
al or part of an activity is closed or it is in the public
interest. Employees affected by these actions are usually
excused without loss of pay.
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14.9.1. Ingtallation commanders may suspend some or all
NAFI operations when severe weather conditions or other
emergency situations dictate such action as being in the
best interest of the AF. Under such conditions:

*  Regular employees on duty at the time operations
are suspended, are released from duty without
chargeto leave.

*  Hexible employees on duty at the time operations
are suspended, are released from duty on LWOP
for the remainder of their scheduled shift.

* Employees who are notified of suspended
operations well enough in advance to permit the
scheduling of leave, normaly 24 hours in
advance, are not released without charge to leave.

»  Employees on approved leave, i.e., annual, sick,
LWOP, etc., when operations are suspended
continue to be charged leave. Administrative
leave is not applicable.

14.10. Excused Absences. Excused absence is an
administratively authorized absence from duty without
loss of pay or charge to leave. Excused absence differs
from administrative dismissal in that it normally
addresses individual employees excused for non-mission
related emergency reasons, or for reasons the government
encourages such as voting, etc.

14.10.1. Absence for Brief Periods or Tardiness.
Unavoidable absence of less than 1 hour, and brief periods

of tardiness may be excused by the supervisor for adequate
reasons.

14.10.2. Absencefor Voting or Registration. Activities
maintain up-to-date information as to voting hours in all
political subdivisions in which their employees reside.
This information is made available to employees, because

it is used as the basis for determining the amount of
excused absence granted to employees.

14.10.2.1. Employees requesting time off to vote are
excused without charge to leave for the amount of time
necessary to permit them to report to work 3 hours after

the polls open or to leave work 3 hours before the polls
close, whichever requires the least amount of time off. No
time off is granted if the polls are open either 3 hours
before or 3 hours after the employee’s regular duty hours.
14.10.2.2. Employees voting in jurisdictions where
registration in person are required are granted time off to
register on substantially the same basis as for voting.
However, no time off is granted without charge to leave if
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14.10.4. Consultation With Operating Officials and

the HRO. Do not charge an employee leave for the time
required to consult with operating officials or with the
staff of the Human Resources Office on matters relating to
their employment provided that arrangements satisfactory
to the supervisor and the official to be consulted with are
made in advance.

14.10.5. Medical Examinations for Employment. An
employee required to take a medical examination to
determine his or her fitness for employment, or who
obtains other medical services administered as a part of
the health program of the activity, is considered in duty
status during the timeegessary to obtain the examination
or treatment.

14.10.6. Attending Meetings and Conferences.
Absence, including required travel time, during normal
duty hours to attend meetings or conferences determined
to be training, or absence to attend other meetings for
which travel is authorized at government expense is
considered official duty and no charge is made to leave.
Employees are not excused to attend conferences or
conventions of political parties or partisan political groups
or committees.

14.10.7. Holiday Observance:

14.10.7.1. Legal Holidays. Employees are not required to
work on a legal holiday unless their services are required
to carry out essential operations. However, unauthorized
absence on a holiday on which the employee was required
to work results in loss of pay for that day, and could result
in disciplinary action.

14.10.7.2. Religious Observance. There are no official
observances of religious holidays. Employees who request
to observe religious holidays may be allowed time off for
that purpose and the absence charged to annual leave or
LWOP. If circumstances permit, work schedules may be
rearranged to provide substituted work time. An
employee may also request to perform compensatory
overtime work for the purpose of taking compensatory
time off in lieu of annual leave, when his or her personal
religious beliefs require them to be absent from work for
religious observance.

14.10.8. Military Funerals:

14.10.8.1. An employee who is a veteran of the Armed
Forces and who participates as a pall bearer, a member of
a firing squad, or a member of an honor guard in funerals
for members of the Armed Forces who lost their lives on
active duty is excused from duty without charge to leave,

the employee can register on a nonworkday and round trip but not in excess of 4 hours in 1 day.

travel can reasonably be accomplished in 1 day.

14.10.3. Blood Donations. Employees are encouraged to
volunteer as blood donors for unpaid donations. An
employee is excused without charge to leave for the time
necessary to donate blood, for recuperation following the
donation, and for ecessary travel to and from the
donation site. The maximum time allowed without charge
to leave is 4 hours.

14.10.8.2. An employee is excused for not more than 3
days to make arrangements for, or to attend the funeral or
memorial service of an immediate relative (spouse, son,
daughter, mother, father, brother, or sister) who dies
while on active duty as the result of wounds, disease, or
injury incurred while serving in the Armed Forces in a
combat zone.
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14.10.9. Absences in Connection With Permanent
Duty Travel. An employee is not charged leave for any
absence necessary to comply with requirements imposed
in connection with a PCS. An employee may be excused
without charge to leave for up to three workdays at each
location to make personal arrangements and to transact
personal business directly related to the PCS, provided
that such business or arrangements cannot be transacted
outside regular working hours. This includes such things
as making arrangements for the packing and unpacking of
household goods and obtaining driver’s license and auto
tags. For assignment to or return from overseas
employment, this includes absence to obtain required
physical examination, vaccination and inoculation, or
passport, or to comply with other special reguirements
imposed because of the overseas assignment, including
absence to obtain travel orders. An employee required to
report to another activity to comply with overseas
processing requirements is not charged leave for any
absence necessary to make the trip.

14.11. Parental Leave. Parental leave covers absences
for pregnancy and confinement, leave for adoptive
parents, and paternity leave. Management should be
responsive and compassionate in leave policies for
working parents. Requests for such leave should be
granted to the extent that normal work requirements
permit. Refer to paragraph 14.14 for guidance on the
Family and Medical Leave Act (FMLA).

14.11.1. Absence for Mater nity Reasons. Absence from
duty for reasons related to pregnancy and confinement is
charged to sick leave, annual leave, or LWOP, depending
on the circumstances and availability of each type of
leave. The employee is responsible for providing notice
substantially in advance of the anticipated leave dates.
Requests for sick leave are treated the same as any request
for leave to cover a medicaly certified temporary
disability. All sick leave requests are supported by
medical documentation showing the employee is
incapacitated to perform the duties of his or her position
for the period covered by the certificate. Sick leave is not
authorized for absence due soldy to the employee's
responsibility for care of the infant. Any additiona
absence not supported by medical documentation is
charged to annua leave or LWOP. If the employee
requests additional annual leave or LWOP following
confinement in order to care for the infant, supervisors
should make every effort to approve the request.
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14.11.2. Leave for Adoptive Parents. Leave for
adoption is annual leave or LWOP. Because prospective
adoptive parents commonly must make a commitment that
one parent remain at home for several months in order to
qualify for adoption, special consideration is given to
requests for leave for this purpose.

14.11.3. Absence for Paternity Reasons. A male
employee may only request annual leave or LWORP for the
purpose of caring for his minor children or the mother of
his newborn child during confinement or incapacitation
due to complications arising from the ddivery. Requests
of this nature should be handled in accordance with
paragraphs 14.2 and 14.4.

14.12. Forced Leave. Management uses forced leave
when reduced or suspended business operations result in
temporarily reduced or suspended work schedules. It is
usually LWOP, which temporarily places an employee in
a nonwork, nonpay status, however, regular employees
may take annual leave instead of LWOP.

14.12.1. Reasons for forced leave include lack of
business, slow business or facility repair or remodding.
Forced leave may aso be required when business
operations are temporarily reduced or suspended due to
facility damage, breakdowns in equipment, power outage,
or other unforeseeable curtailment of activities, excluding
those circumstances explained in paragraph 14.9.

14.12.2. When an employee’'s work hours are temporarily
reduced for one workday or more, the procedures in table
14.1 are used. When an employee's work schedule is
suspended temporarily, the procedures in table 14.2 are
used.

14.12.3. When awritten noticeisrequired, it includes:

* A dtatement that the employee’'s work hours or
work schedule is temporarily reduced or
suspended.

e The number of hours reduced, or the length of
time the work schedule is temporarily suspended.

« |If the work schedule is suspended, the date the
suspended work schedule begins and the date the
employeeisto return to work.

»  The specific reason for the suspended schedule.

A datement to regular employees that annual
leave may be taken instead of LWOP.

» A statement advising the employee if he or she
considers the action to be unfair or disagrees with
the reasons for the action, he or she may file a
grievance.
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Table 14.1. Temporary Reduction of Daily Workhours.
R A B C D
u
L If an employeeis and the number of hours in | thenthe employeeis placed on and the employeeisgiven
E the workday isreduced for
1 any employee 1 day and employee is already | LWOP after aminimum of 2 hoursina | no advance notice.
on duty or just reporting for | work or pay status, for the balance of
duty the workday (see note 1)
2 any employee 1 through 7 calendar days LWOP for the number of reduced | verbal notice no later than the end of
hours (seenote 1) the previous workday (see note 2).
3 any employee 8 through 14 calendar days LWOP for the number of reduced | written notice 7 calendar days in
hours (seenote 1) advance of the action.
4 aflexible employee 15 or more calendar days LWOP for the number of reduced | written notice 7 calendar days in
hours advance of the action.
5 aregular employee 15 or more calendar days LWOP for the number of reduced | written notice 15 calendar days in
hours (seenote 1) advance of the action (see note 3).
NOTES:

1. Regular employees may take annual leave instead of LWOP.

2. If proper noticeis not given, employeeis excused with pay, without charge to leave for the number of reduced hoursin the first work shift.
3. If proper noticeis not given, employeeis excused with pay, without charge to leave for the number of reduced hours during the required notice period.

Table 14.2. Temporary Suspension of a Daily or Weekly Work Schedule.

R A B C D
u
L If an employeeis and nowork isavailablefor | then the employeeisplaced on and the employeeisgiven
E
1 any employee 1 full workday but not to | LWOP for the number of | verbal notice no later than the end of the
exceed 7 calendar days suspended hours (see note 1) previous workday (see note 2).
2 aflexible employee 8 or more calendar days LWOP for the number of | writtennotice7 calendar daysin advance
suspended hours of the action (see notes 3 and 4).
NOTES:

1. Regular employees may take annual leave instead of LWOP.

2. If proper noticeis not given, employeeis excused with pay, without charge to leave for the first workday.
3. If proper noticeis not given, employeeis excused with pay, without charge to leave for the number of scheduled workdays in the required notice period.
4. Business based action procedures are used for regular employees whose schedul es are suspended for eight or more calendar days.

14.13. Voluntary Leave Transfer Program (VLTP).
14.13.1. Scope and Applicability. VLTPs are
established on an installation-wide basis and operate
under the jurisdiction of the Services Squadron
commander or director. Only regular NAF employees,
who earn sick and annual leave, are digible to participate.
Leave cannot be donated to flexible employees, who are
ingligible to earn paid leave.

14.13.2. Description of the Program. The VLTP
permits AF NAF employees to donate annual leave to
other AF NAF employees who suffer a substantial loss of
income, because they have insufficient sick and annual
leave to cover a lengthy period of absence caused by a
medical emergency.  Affected employees submit an
application through the first-level supervisor to the
approving official.  The VLTP is not used to cover
absences of 80 hours or less; such absences can be covered
by advancing leave to the affected employee, or by LWOP.
14.13.3. Definitions:

14.13.3.1. Approving Official. The individual who has
final authority to approve or disapprove VLTP
applications. The Services Squadron commander or
director at base level, or the higher headquarters
equivalent at MAJCOMSs, DRUs, and FOAs.

14.13.3.2. Leave Donor. An employee who submits a
voluntary written request to transfer a specific number of
accrued annual leave hours to the annual leave account of
aleaverecipient.

14.13.3.3. Leave Recipient. A regular NAF employee
whose application to receive annual leave from leave
donorsis approved.

14.13.3.4. Medica Emergency. A documented medical
condition of an employee or an immediate family member
of such employee that is likely to require an employee's
absence from duty for a prolonged period of time (in
excess of 80 hours), and that resultsin a substantial loss of
income to the employee because of the unavailability of
paid leave.
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14.13.3.5. VLTP Eligible Employee. A regular NAF
employee who accumulates sick and annual leave.

14.13.4. Employee Application Procedures:

14.13.4.1. An employee makes written application to the
first-level supervisor to become a leave recipient. If the
employee is not capable of making application on his or
her own behalf, a personal representative of the potential
leave recipient may make written application for the
employee.

14.13.4.2. The application is in memorandum format,
requests that the employee be approved as a leave
recipient, and contains the following information:

* The employee’'s name, socia security number,
position title, grade and step or pay band, hourly
rate of basic pay, number of guaranteed hours per
week, organization and duty location.

 The employee's rdationship to the family
member; e.g., spouse, child, parent, etc, if the
medical condition pertains to a family member.

e A brief description of the nature, severity and
anticipated duration of the medical emergency,
and if it is a recurring one, the approximate
frequency of the medical emergency.

*  The date the employee's absence began, the date
that leave is expected to run out, and the date of
anticipated return to duty.

e The exact amount of existing annual and sick
leave in the employee's account, if known. If the
exact amount is not known, an estimate of the
amounts of leave. A copy of the latest leave
record can be attached to the memorandum, if
available.

e Certification from one or more physicians, or
other appropriate experts, with respect to the
medical emergency, or any additional
information that is required to support the
request.

* An address and telephone number where the
employee and his or her representative, if any,
can be reached during the emergency.

* A Privacy Act statement, such as. "l understand
my rights under the Privacy Act, and | agree to
disclosure of the information contained in this
application and its attachments to be used by
management in efforts to collect leave for my
leave account." If thereis any information in the
application or the attachments that the employee
wants kept private, this should be mentioned in
the application. The supervisor advises the
employee whether withholding the information
will adversely affect efforts to collect leave.

* A statement that the employee understands that
he or she must use all existing annual and sick
leave before any donated leave from other
employees is used, and that donated leave is not
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used to compute a lump sum leave payment if the
employeeis separated.
* The employee's signature, or that of the

representative, if any, and the date.
14.13.5. Supervisory Action on Applications. The first-
level supervisor reviews the application for completeness
and accuracy. When the application is found to be
acceptable, the supervisor, within five calendar days,
endorses the memorandum to the approving official with a
recommendation for either approval or disapproval.
14.13.5.1. If approval is recommended, the endorsement
reads. "Recommend approval. The information is correct
to the best of my knowledge. Current leave balances have
been verified with the NAF payroll office. | understand |
must verify each pay period whether the employee's
medical emergency is continuing as far as | am able to
determine. | will notify the payroll office to take the
employee off paid leave status as soon as the employee
returns to work, resigns, or is otherwise separated, or as
soon as the medical emergency ends, whichever occurs
first."
14.13.5.2. If disapprova is recommended, the
endorsement  describes  the reasons  for  the
recommendation.
14.13.6. Approving Official Action on Applications:
14.13.6.1. The approving officia notifies the leave
recipient in writing within five working days whether or
not the application is approved.
14.13.6.2. |If approved, a copy of the memorandum is
provided to the supervisor, the HRO, and the NAF payrall
office. The memorandum serves as notification that the
application is approved, authorizes the HRO to proceed
with appropriate publicity, and authorizes the payrall
office to accept leave donations.
14.13.6.3. If the application is disapproved, the official
writes a memorandum to the employee explaining the
reasons for disapproval. A copy of the memorandum is
sent to the first-level supervisor. Disapproval is not a
matter subject to NAF grievance or appeal procedure.
14.13.7. HRO Action on Applications. The HRO issues
publicity to solicit donations from eligible employees
through appropriate publicity channels (informational
bulletins, circulars, bulletin board notices, etc) as
determined locally. Publicity releases explain the nature
of the medical emergency; e.g., "chemotherapy treatments
which will completely incapacitate the employee for X
length of time" but are not needlessly graphic, clinically
detailed, or phrased in medical jargon not generaly
understood. Do not disclose medical information that the
leave recipient has indicated he or she wants private.
14.13.8. Donor’sAction:
14.13.8.1. Eligible employees volunteer to donate leave
by submitting a request in writing to their first-level
supervisor. The request contains the following
information:
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* A statement that the donor volunteers to donate
(number) hours of annual leave to (the leave
recipient).

e The donor’s name, position title, grade and step
or pay band, rate of pay, number of guaranteed
hours, organization and duty location.

* The donor’s approximate annual leave balance.
Only currently accrued annual leave personally
earned is contributed. Employees who have
received leave as a result of the VLTP, or who
have been credited with advanced leave for any
purpose, cannot donate that leave. A donation of
leave to be earned in future pay periods is not
allowed.

« A datement that the donor expects and will
accept nothing in return for the donation.

*  Theemployee's signature and date.

14.13.9. Processing L eave Donation Requests:
14.13.9.1. General:

14.13.9.1.2. The maximum leave donation is limited to
no more than one-half of the total amount of annual leave
the donor is entitled to accrue during the leave year in
which the donation is made; e.g., an employee who earns
110 hours of annual leave may donate a maximum of 55
hours.

14.13.9.1.3. Leave is transferred on an hour for hour
basis in whole hours only. The VLTP leave recipient is
credited with the full amount of leave hours donated, even
in those cases where the VLTP leave donor has a different
basic rate of pay.

14.13.9.1.4. Leave, oncetransferred, becomes available to
the leave recipient for retroactive credit to periods of
LWOP, and to liquidate an indebtedness for advanced
leave granted as a result of the medical emergency, and
for usage in the same manner as if it had been accrued by
the individual. Leave recipients accrue sick and annual
leave for all time covered by donated leave at the same
rate asfor normal leave accrual.

14.13.9.1.5. The establishment of a pool or bank of
transferred annual leave is not authorized.

14.13.9.1.6. If the employee's medical emergency
terminates, the amount of unused leave previoudy
credited remains in the recipient's leave account.
However, no further donation of leave is credited beyond
the termination date of the emergency.

14.13.9.2. Procedures:

14.13.9.21. The supervisor verifies accuracy and
completeness of leave donation requests and forwards
them to the HRO.

14.13.9.2.2. The HRO verifies employment information
in the requests and forwards them to the NAF payrall
office.

14.13.9.2.3. The NAF payroll office validates leave
balances, ensures compliance with the policies in
paragraph 14.13.9.1, and transfers leave to the account of
the VLTP recipient.
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14.13.10. Termination of the Medical Emergency.
Once a medical emergency is recognized, it is important
to monitor the status of the emergency to ensure that the
leave recipient continues to be affected by the emergency.
The first-line supervisor is usualy the primary link in
accomplishing this evaluation.

14.13.10.1. When the supervisor learns from the leave
recipient, a representative, or through other means, that
the medical emergency is over, or no longer requires the
absence from work of the leave recipient, the supervisor
immediately writes a memorandum to the NAF payrall
office, with copies to the recipient, the approving official,
and the HRO. The memorandum includes:

14.13.10.1.1. The name and organization of the leave
recipient.

14.13.10.1.2. A statement that the medical emergency is
terminated and the exact date of the termination. If there
are unusual circumstances surrounding the termination of
the medical emergency, these are described, eg., if the
employee is medically able to work but wishes to remain
absent for an additional period of time for other reasons,
€etc.

14.13.10.1.3. The date and time he or she returned if the
employee has returned to work.

14.13.10.1.4. The supervisor's signature and date.
14.13.10.2. The medical emergency affecting a leave
recipient terminates when the leave recipient’s
employment is terminated or when the leave recipient is
no longer affected by a medical emergency.

14.13.10.3. The HRO discontinues soliciting leave
donations and notifies donors and potential donors that
the emergency is over, using the same publicity avenues
used to attract donors. Donations already in process are
continued if a negative leave balance remains in the leave
recipient’s account.

14.13.10.4. The NAF payrall office takes the employee
off paid leave status and places the employee in the
appropriate status, i.e., duty, LWOP, etc. Excess donated
leave is used to offset shortfallsin prior pay periods due to
absences not covered by leave caused by the same medical
emergency. If donated leave remains, the NAF payrall
office restores annual leave on a pro-rated basis to the
donors, and natifies each donor of the amount of annual
leave restored.

14.14. Family and Medical L eave Program.

14.14.1. Background. The FMLA was enacted into law
on 5 Feb 93 with an effective date of 5 Aug 93.

14.14.2. Purpose. The FMLA established a family and
medical leave pProgram for Federal employees. An
employee is entitled, during a 12-month period, to a total
of 12 weeks of unpaid family and medical leave, with
employment and benefit protection, for one or more of the
following reasons. (a) the birth of a son or daughter of the
employee and the care of such son or daughter; (b) the
placement of a son or daughter with the employee for
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adoption or foster care; (c) the care of a spouse, son,
daughter, or parent of the employee if such spouse, son,
daughter, or parent has a serious health condition; or (d) a
serious health condition of the employee that makes the
employee unable to perform the essential functions of his
or her position. Family leave covers the situations
described in (@), (b), and (c), above; medical leave covers
the situation described in (d), above.

14.14.3. Notification Requirement. A notice describing
the FMLA'’s provisions is posted in a prominent place in
the worksite. The notice is at least 8 1/2 inches by 11
inches, and is fully legible. Figure 14.1 is used as the
basis for the required notice to employees.

14.14.4. Coverage. The FMLA applies to al NAF
employees, regular and flexible, who are otherwise
eligible under these provisions.

14.14.5. Service Requirement. To be digible to take
family or medical leave, an employee must complete at
least 12 months of service as an employee, excluding
military service (other than military duty performed while
in acivilian position.) The 12 months of service does not
need to be current service nor 12 continuous months of
service.

14.14.6. Type of Leave:

14.14.6.1. Family and medical leave is in addition to
annual leave, sick leave, advanced annual or sick leave,
other LWOP, leave made available under the VLTP, and
compensatory time off available to the employee. It is an
entitlement that provides an employee 12 workweeks of
unpaid leave in a 12-month period for certain family and
medical needs. A father and a mother are each entitled to
12 workweeks of unpaid leave for a birth, adoption,
placement, or for the care of a son or daughter with a
serious health condition.

14.14.6.2. Family or medical leave is not subtracted from
the employee’s entitlement unless the employee confirms
for management that he or sheis invoking the entitlement
to such leave. Once invoked, the 12 month period begins
on the date an employee first takes leave for a family or
medical need and continues for 12 months.

14.14.6.3. In cases involving the birth or placement of a
child, family leave must be concluded within 12 months
after the date of birth or placement. Such |eave may begin
prior to or on the actual date of birth or placement.
14.14.6.4. The 12 workweek period is the maximum
period of leave an employee is entitled to for both family
and medical leave during the 12-month period. To the
extent that an employee has previoudy taken family leave,
the employee’s entitlement to medical leave may be less
than 12 workweeks and vice versa.

14.14.6.5. Family and medical leave is available to full-
time and part-time employees. A total of 12 workweeksis
available in direct proportion to the number of hours in
the employee’s regularly scheduled workweek. The leave
entitlement is calculated on an hourly basis to equal 12
times the average number of hours in the employee's
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regularly scheduled workweek. If the number of hoursin
an employee's workweek varies from week to week, a
weekly average of the hours scheduled over the 12
workweeks prior to the date leave commences is used as
the basis for the calculation.

14.14.6.6. If the number of hours in an employee’s
workweek is changed during the 12-month period of
family or medical leave, entitlement to any remaining
family and medical leave is recalculated based on the
number of hours in the employee's current workweek.
14.14.7. How to Remain in a Pay Status When
Invoking Family or Medical L eave:

14.14.7.1. An employee may dect to substitute
accumulated annual or sick leave; advanced annua or
sick leave; leave made available under the voluntary leave
transfer program; compensatory time off, for any or all of
the family or medical leave needed. An employee may not
substitute sick leave in any situation in which sick leave
would not normally be provided under current law and
regulation. An employee who substitutes paid time off for
the unpaid leave is, for benefit purposes, treated as an
employeein pay status versus LWOP.

14.14.7.2. The élection to remain in pay status is made
prior to the date paid time off commences. An employee
may not retroactively substitute paid time off for LWOP
under this program. Management may not deny an
employee's right to substitute paid time off for any or all
of the period of family or medical leave taken. Nor may
management require an employee to substitute paid time
off for any or al of the period of such leave.

14.14.8. Intermittent Leave or Reduced Leave
Schedule:

14.14.8.1. An employee may choose to take medical
leave, or family leave to provide care for a family member,
on an intermittent basis or in the form of a reduced
workday/workweek (referred to as a reduced leave
schedule) when medically necessary, and when agreed to
by management. If the leave taken under these conditions
is foreseeable based on planned medical treatment or
recovery from a serious health condition, management
may place the employee, temporarily, in an available
aternative position for which the employee is qualified
and that can better accommodate the recurring periods of
leave.

14.14.8.2. An dternative position must be in the same
commuting area; provide an equivalent grade or pay levd;
the same type of appointment, work schedule, and the
same employment benefits available in the employee's
previous position. Pay level includes any applicable
interim geographic adjustment, special rate of pay,
locality-based comparability payment, or special salary
rate. Upon termination of the circumstances that required
the medical or family leave, the employee is returned to
his or her permanent position or an equivalent position
addressed later in this guidance.
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14.14.8.3. An employee may not take leave on an
intermittent basis or under a reduced leave schedule for
the birth or placement of a child unless the employee and
management agree.

14.14.9. General Definitions:

14.14.9.1. Four terms used in the definition of "son or
daughter” have been grouped together for ease of
reference:

14.14.9.1.1. Son or daughter means a biological, adopted,
or foster child, a stepchild, a legal ward, or a child of a
person standing in loco parentis, who is under 18 years of
age or 18 years of age or older and incapable of self-care
because of mental or physical disahility.

* Adopted refers to a legal process in which an
individual becomes the legal parent of another’s
child. The source of an adopted child--eg.
whether from a licensed placement agency or
otherwise-is not a factor in determining
eigibility for family leave.

* In Loco parentis refers to the situation of an
individual who has day-to-day responsibility for
the care and financial support of a child or, in the
case of an employee, who had such responsibility
for the employee when the employee was a child.
A Dbiological or legal reationship is not
necessary. For example, an employee who lives
with, cares for, and acts as a parent to the
employee’'s grandchild or an employee who is
divorced from the parent with custody would be
entitled to family leave should the child need care
for a serious health condition.

* Incapable of sdlf-care refers to the situation of a
son or daughter who requires active assistance or
supervision to provide daily self-care in several of
the activities of daily living. Activities of daily
living include adaptive activities such as caring
appropriately for one's grooming and hygiene,
bathing, dressing, eating, cooking, cleaning,
shopping, taking public transportation, paying
bills, maintaining a residence, using telephones
and directories, and using a post office.

* Mental or physical disability refersto a disability
as defined in 29 CFR 1630.2(g).

14.14.9.1.2. Foster care means 24-hour care for children
in substitution for, and away from, their parents or
guardian. Such placement is made by or with the
agreement of the state as a result of a voluntary agreement
by the parent or guardian that the child be removed from
the home, or pursuant to a judicial determination of the
necessity for foster care, and involves agreement between
the state and foster family to take the child.

14.14.9.1.3. Parent means a biological parent or an
individual who stood in loco parentis to an employee
when an employee was a child. For example, a
grandparent who lived with and acted as a parent to the
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child. Theterm parent does not include parentsin law.
14.14.9.1.4. Spouse means a husband or wife, as defined
or recognized under applicable state law for purpose of
marriage, including common law marriage in states where
it is recognized.
14.14.10. Employee Notice to Management. If the need
for leave is foreseeable, the employee is required to
provide 30 calendar days notice before the leave is to
begin. If events beyond the control of the employee
require an employee to begin family or medical leave
before the full 30 day notice can be provided, the
employee remains responsible for providing as much
notice as is practica. This notice suffices as the
employee's notification of intent to invoke his or her
entitlement to family or medical leave. If necessary,
notice may be given by an employee's personad
representative (e.g., a family member or other responsible
party.)
14.14.10.1. If an employee's need for leave under
paragraph 14.14.2(c) or (d) is forseeable based on planned
medical treatment, the employee consults with
management and makes a reasonable effort to schedule
medical treatment so as not to unduly disrupt the
operations of the employer, subject to the approval of the
health care provider. Management may, for justifiable
cause request that an employee reschedule medical
treatment, subject to the approval of the health care
provider.
14.14.10.2. If an employee's need for leave is
foreseeable, and the employee fails to give 30 days notice
with no reasonable excuse for the failure, management
may delay the taking of leave until at least 30 days after
the date the employee provides the required notice.
14.14.10.3. When an employee invokes family or medical
leave, management provides guidance concerning the
employee's rights and obligations under this program.
14.14.11. Defining a Serious Health Condition. An
employee may take family leave in order to care for a
spouse, son or daughter, or parent with a serious health
condition or medical |eave because of the employee's own
serious health condition that makes the employee unable
to perform the functions of his or her position. In
defining a serious health condition the terms continuing
treatment, health care provider and unable to perform the
essential functions are used. Definitions of all four terms
are
14.14.11.1. Serious health condition means an illness,
injury, impairment, or physical or mental condition that
involves:
e Any peiod of incapacity or treatment in

connection with or consequent to inpatient care

(i.e., an overnight stay) in a hospital, hospice, or

residential medical care facility.

* Any period of incapacity requiring absence from
work, school or other regular daily activities of
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more than three calendar days, that also involves
continuing treatment by (or under the supervision
of) a health care provider.

e Continuing treatment by (or under the
supervision of) a health care provider for a
chronic or long-term health condition that is
incurable or so serious that, if not treated, would
likely result in a period of incapacity of more
than three calendar days; or for prenatal care.

14.14.11.2. Continuing treatment is one or more of the
following situations where an employee or an employee's
spouse, son, daughter or parent:

e Is treated two or more times for an illness or
injury by a health care provider.

* Is treated two or more times for an illness or
injury by a health care provider under the orders
of, or on referral by, the individual's health care
provider or is treated for the illness or injury on
at least one occasion which results in a regimen
of continuing treatment under the supervision of
the health care provider--eg., a course of
medication or therapy--to resolve the health
condition.

* Isunder the continuing supervision of the health
care provider, but is not necessarily actively
treated by the health care provider, due to a
serious long-term  or chronic condition or
disability which cannot be cured--eg.,
Alzheimer's disease, severe stroke, or termina
stages of a disease.

14.14.11.3. Health care provider means:

* A licensed Doctor of Medicine or Doctor of
Osteopathy who is authorized to practice
medicine or surgery (as appropriate) by the state
in which the doctor practices.

» A physician who is serving on active duty in the
uniformed services and is designated by the
uniformed service to conduct examinations.

» A person providing health services who is not a
medical doctor, but who is certified by a national
organization and licensed by a state to provide
the service in question.

» A Chrigtian Science practitioner listed with the
First Church of Christ, Scientist in Boston,
Massachusetts.

14.14.11.4. Unable to perform the essential functions of
his or her position means the fundamental job duties of
the employee's position. It is not necessary that an
employee literally be so physicaly or mentally
incapacitated that he or she is unable to work in order to
meet the requirement of being unable to perform the
essential functions of his or her position. An employee
who must be away from work to receive medical treatment
or for continuing medical supervison meets this
requirement. For example, an employee undergoing
kidney dialysis must be away from work to receive dialysis
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treatment, a cancer patient may require chemotherapy
treatments, an individual who has suffered a serious car
accident may require periodic physical therapy under
medical supervision.

NOTE: The following examples of a serious health
condition were cited in the legidative history: heart
attacks, heart conditions requiring heart bypass or valve
operations, most cancers, back conditions requiring
extensive therapy or surgical procedures, strokes, severe
respiratory conditions, spinal injuries, appendicitis,
pneumonia, emphysema, severe arthritis, severe nervous
disorders, injuries caused by serious accidents, pregnancy,
complications or illnesses related to pregnancy (such as
severe morning sickness), the need for prenatal care,
childbirth and recovery from childbirth.

14.14.11.4.1. Conditions or medical procedures that
would not normally be covered by the Act include minor
illnesses that last only a few days and surgical procedures
that typically do not involve hospitalization and require
only a brief recovery period. (Complications arising out
of such procedures that develop into serious hedlth
conditions are covered.) Voluntary or cosmetic treatments
(such as most treatments for orthodontia or acne) that are
not medically necessary are not covered, unless overnight
inpatient hospital careisrequired. Restorative

dental surgery after an accident or removal of cancerous
growths are included if the other conditions are met, e.q.,
the condition requires an absence of more than 3 days.
Treatments for allergies and stress are also included if the
other conditions are met. Routine physical examinations
are excluded.

14.14.11.4.2. Treatment of substance abuse is aso
included, such as when a stay in an inpatient treatment
facility isrequired. On the other hand, absence because of
the employee's use of the substance, without treatment,
does not qualify for leave under the FMLA.

14.14.12. Medical Certification:

14.14.12.1. Management may require written
certification from a health care provider of the need for an
employee to take medical leave or family leave to care for
a family member with a serious health condition. The
employee pays the expense for and selects the health care
provider to provide the original certification. Medical
certification includes:

e The date on which the serious health condition
commenced.

* The probable duration of the serious health
condition.

* The appropriate medical facts within the knowledge
of the health care provider regarding the serious
health condition, including a general statement asto
the incapacitation, examination, or treatment that is
required by a health care provider.

o If applicable, a statement from the health care
provider that the son, daughter, spouse or parent of
the employee requires psychological comfort and/or
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physical care; needs assistance for basic medical,
hygienic, nutritional, safety, or transportation needs
or in making arrangements to meet such needs (e.g.,
care by a visiting nurse, placement in a special
school); and would benefit from the employee’s care
or presence.

* If applicable, a statement from the employee on the
care he or she will provide and an estimate of the
amount of time needed to care for his or her spouse,
son, daughter or parent.

* If applicable, a statement that the employee is
unable to perform the essential functions of his or
her position, based on written information provided
by management on the essential functions of the
employee's position (e.g., such as a copy of the
employee's PD and/or performance standards) or, if
not provided, discussion with the employee about
the essential functions of his or her position.

» If applicable, the dates on which planned medical
treatment is expected to be given and the duration of
such treatment (required to certify the need for
intermittent leave or leave on a reduced leave
schedule.)

14.14.12.2. In situations where an employee is unable to
provide requested medical certification before leave
begins, management grants the leave on a provisiona
basis (provisional leave). If ultimately, the employee fails
to provide the required certification, management may
allow the employee to have the provisional |eave charged
to LWOP, the employee's annual and/or sick leave
account, as appropriate, or may charge the employee as
AWOL. Appropriate disciplinary action should be taken
against an employee who knowingly provides false
medical certification of the need for leave.

14.14.12.3. To remain entitled to leave to care for a
family member or for the employee’s own illness, the
employee or the employee’'s spouse, son, daughter, or
parent must comply with any requirement from
management that he or she submit to examination (though
not treatment) to obtain a second or third medica
certification from a health care provider other than the
individual’s health care provider. If the individual refuses
to submit to such examination and the employee fails to
provide medical certification, the employee may be denied
family or medical leave.

14.14.12.4. When there is reason to doubt the validity of
the medical certification, management may require, at the
expense of the installation, that the employee obtain the
opinion of a second health care provider designated or
approved by management, concerning the information in
the origina certification. This health care provider
cannot be employed by the DoD or be under its
administrative oversight on a regular basis unless access
to health care is extremely limited--e.g., arural areaor an
overseas location where no more than one or two health
care providers practice in the relevant specialty, or the
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only health care providers available are employed by the
DoD.
14.14.12.5. In cases where the second opinion differs
from the original certification, management may require,
at the expense of the installation, that the employee obtain
the opinion of a third health care provider designated or
approved jointly by management and the employee,
concerning the information in the original certification.
Management and the employee must act in good faith to
reach agreement on the third health care provider. The
opinion of the third health care provider regarding the
need for leave is binding upon management and the
employee.
14.14.12.6. Management may require, at the installation’s
expense, subsequent medical recertification from the
health care provider on a periodic basis, not more often
than every 30 calendar days. Management may require
subsequent medical recertification more frequent