OCKO Onboarding Schedule
Welcome to OCKO!  This checklist will streamline your Onboarding process with required documents and training.  Please send all completed documents and training certificates to your designated Sponsor or Action Officer.  


PHASE I: Pre-CACDay 1

0800 – 0830	Arrive at TRADOC Headquarters (Building 950, Fort Eustis). You will be greeted in the Front Lobby by your Sponsor, assisted with obtaining your Temporary Building Pass, and escorted to your workspace.  
0830 – 0930		Introduction to Supervisor, OCKO key personnel, and facilities tour
0930 – 1030		OCKO Welcome Brief and desk set-up (receive supplies)
1030 – 1100		First Week Activities Brief (work schedule etc.)
1100 – 1300		Complete Information Assurance Training/ Cyber Awareness
Cyber Awareness Training
1300 – 1330		Lunch
1330 – 1400		Complete In-Out Processing Form

[bookmark: _MON_1687083360]			
1400 – 1415	Complete Work Schedule Form (only if working a compressed schedule approved by your supervisor). This needs to be returned to the Command Group POC.
1415 – 1430 	Complete SF 380-1 Form

	

1430 –1600	Benefits Review and Set-up

[bookmark: _MON_1705484450]	
	Begin FEHB Enrollment
		Vision/dental plans comparison tool and enrollment:
Vision/Dental Plans Comparison Tool
Health benefits plans comparison tool:
Health Benefits Plans Comparison Tool
Thrift Savings Plan Information 


1600-1630	Complete SF312-13 Form (NDA) * required for new government hires only; have witnessed by HR professional


Day 2

0800 – 0830	Arrival at TRADOC Headquarters (Building 950). Become acclimated and prepare for the day.
0830 – 0930		Read Employee Handbook 


0930 – 1030 	Benefits Review and Set-up

	
	Begin FEHB Enrollment
[bookmark: _GoBack]Vision/Dental Plans Comparison Tool and Enrollment:
Vision/Dental Plans Comparison Tool
Health Benefits Plans Comparison Tool:
Health Benefits Plans Comparison Tool
Thrift Savings Plan Information 


1030 – 1200    	Introductory Meeting with Deputy Director (Introductory discussion of your role in support of the organization and the Army mission.)	
1200 – 1230		Lunch
1230 – 1400		Read CUI Slides and Complete Training. 
CUI Training
1400 – 1530	Complete Telework Training and Sign Agreement (Requires CAC)

Telework Training
1530 – 1600	Continue conversations with supervisor and colleagues to better understand expectations, culture, and practices.
1600 – 1630 		Daily Review, Analysis, and Checks on Learning	
 Day 3

0800 – 0830	Arrival at TRADOC Headquarters (Building 950). Become acclimated and prepare for the day.
0830 – 1030	Complete Derivative Classification Training
	Derivative Classification Training
1030 – 1130	Learn about military rank and insignia and titles of address for senior Civilians. Please refer to pages 11 – 13.

	
1130 – 1230 	Continue conversations with supervisor and colleagues to better understand expectations, culture, and practices	
1230 – 1300	Lunch
1300 – 1500		Review the following sections in the Army Acculturation Handbook: 
Army Acculturation Handbook
· Senior Executive Service (SES) (pp. 10-11)
· The Organization of the Army (pp. 29-34)
· Insignia and GS scale (pp. 40-42)
· Military time and phonetic alphabet (pp. 43)
· Holidays and pay (pp. 54-55)
· Leave information (pp. 58-63)
· Benefits and entitlements (pp. 65-76)
· Commonly Used Acronyms (pp. 102-109)

1500 – 1600		Review ATAAPS Process


[bookmark: _MON_1696759685]	
1600 - 1630		Daily Review, Analysis, and Checks on Learning 


PHASE II: Post-CACDay 4

0800 – 0830	Arrival at TRADOC Headquarters (Building 950). Become acclimated and prepare for the day.
0830 – 0900		Security Identification Badge (SIDB)

[bookmark: _MON_1687260640]			
0900 – 1100		Complete OPSEC Training. 
Instructions: 
Select “Mandatory Training” in the Quick Navigation area.
                           	OPSEC        
1100 – 1130 		Complete SAAR 

			
1130 – 1200 		Complete AUP


1200 – 1230	Complete Incoming Personnel Form
Incoming Personnel Form
1230 – 1300	Lunch
1300 – 1500		Complete Anti-Terrorism (Level 1) Training
Anti-Terrorism
1500 – 1600	Continue conversations with supervisor and colleagues to better understand expectations, culture, and practices.
1600 – 1630		Daily Review, Analysis, and Checks on Learning 
Day 5

0800 – 0830	Arrival at TRADOC Headquarters (Building 950). Become acclimated and prepare for the day.
0830 – 0900		Join JBLE (Team Calendar)

[bookmark: _MON_1687259918]			
0900 – 1030		Complete Foreign Disclosure Training. 
Instructions: 
Type “Foreign Disclosure in the Search Bar at the top of the page. 
Foreign Disclosure
1030 – 1100 	Register for ATCTS Account

[bookmark: _MON_1687260162]	
1100-1130	Set up voicemail


1130 – 1230	GFE Issued (sign for equipment) and Initial Set-up Assistance
1230 – 1300	Lunch
1300 – 1330 		ATHOC Notification System


1330 – 1400		Contact the Command Group ATAAPS POCs and provide:
Full name, SSN, work schedule, and copy back of CAC for DOD ID# and CAC ID#
1400 – 1500		Update work contact info in GAL 
Click on the DMD Self-Help icon on your Desktop  MilConnect Sign-In  Update Work Contact Info  Civilian  US Army  TRADOC Training Doctrine and Command  Joint Base Langley  Building 950
1500 – 1530		Update ADPASS
			ADPASS
1530 – 1600		Join Army 0365 Teams

[bookmark: _MON_1687336209]			
1600 – 1630		Daily Review, Analysis, and Checks on Learning 

0800 – 0830	Arrival at TRADOC Headquarters (Building 950). Become acclimated and prepare for the day.Day 6

0830 – 1030	Complete Information Security Training
Instructions: 
Select “Mandatory Training” in the Quick Navigation area.
Information Security Training
1030 – 1230 	Contact Command Group POC to ensure Defense Travel System (DTS) travel card initiation has been done. 


If your new position requires you to travel and you are not currently a Travel Card Holder, complete the application process IAW guidance provided by the Defense Travel Card Administrator
Programs & Policies – Travel Card Program (Travel Card 101):  All travel card holders must provide a current training certificate that is less than 3 years old or take the training at https://www.defensetravel.dod.mil/passport.                                            
1230 – 1300	Lunch
1300 – 1330	Introductory Meeting with CKO/Supervisor for Initial performance counseling session:  Review position description, work assignments, Total Army Performance Evaluation System, performance expectations, training & education requirements and Individual Development Plan (IDP), DPMAP
 1330-1400              Complete DPMAP Training

  DPMAP Training                                                                              
1400 – 1430	Create approved signature block for Outlook Email account
			Creating a Signature Block Vignette 
1430 – 1600		Complete Threat Awareness and Reporting Program (TARP) 
Instructions:
Select “Mandatory Training” in the Quick Navigation area.  
TARP
1600 – 1630		Schedule Review, Analysis, and Checks on Learning



New Employee ________________________________	Date: ____________


Supervisor ____________________________________	Date: ____________



ADDITIONAL RESOURCES:
OCKO KM MilBook Site 
Pay Calendar


OCKO Phone/Communication Instructions


Onboarding: KM Innovation  
Civilian Fitness Program (Select “Fitness and Wellness”) & Employee Assistance Program (EAP)
Milsuite Army Civilian HR COP
CPOL/Civilian Personnel Online
Onboarding: How to request assistance from OCKO
Onboarding: How to create an Outlook PST file
Onboarding: Connecting to VPN 
Onboarding: TRADOC KM Program 
Onboarding: Achieving TRADOC KM




ADDITIONAL TRAINING:
KM Basics Course
EEO/No Fear Training (2 hours)
Ethics Training (2 hours)
Identifying and Safeguarding Personally Identifiable Information Training (PII/PHI)(2 hours)
Insider Threat Awareness Training (2 hours)
Risk Management in Army Training and Development (2 hours)
Begin Foundation Course Training
“All Army Civilians hired after 30 Sep 06 are required to complete the Foundation Course. Enroll through the Civilian Human Resource Training Application System (CHRTAS) at. Provide a copy of your completed training certificate to the Admin Officer.”
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Instructions for FEHB Enrollment
Begin Enrollment Here

To Enroll in FEHB , you will need to process your request in GRB platform. The initial enrollment period is within 60 days from the date of hire.  Below are the instructions on how to enroll in FEHB in GRB Platform:

Please go to the ABC website at https://abc.chra.army.mil/abc/ then click on the GRB Icon (CAC Enabled) then click launch.  Once inside GRB you will see 8 boxes. Click on the box that says Health Insurance.  Now click on Submit a FEHB transaction (in RED Letters).  Then follow the steps from there.  When you make the transaction (election), GRB will provide you the effective date of the action and the new premiums.  Your transaction will remain in a “pending” status until the effective date has passed.  
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Information on Thrift Savings Plan
Government Retirement Benefit (GRB) and Thrift Savings Plan (TSP) Guide









Victory Starts Here!

Purpose of this guide

Specifically wanted to know how to change contributions from a Traditional to a Roth IRA or vice versa 

Grasp a better understanding of GRB 

Provides guidance during the onboarding process

Better understanding of TSP 









Victory Starts Here!



Please copy and paste the link above into your web browser (Preferably Chrome). 

https://www.platform.army.mil/app/employee?license=1120 









Victory Starts Here!

GRB



When you have clicked on the link provided in the previous slide, you will be directed to this page. 

The website will log you in using your CAC. 

Once you are on this page, click the “Launch” button.









Victory Starts Here!

GRB



After clicking “Launch” you will be directed to this page.

Here you can check any of your benefits as they pertain to you. 

For now, click on Thrift Savings Plan (TSP).









Victory Starts Here!

GRB



This page will show you your contributions per pay period. 

If you look below “contributions per pay period” you can see that 5% of the pay check is going into a Traditional IRA. 

To change contributions from a Traditional to Roth IRA, click on “Submit a TSP Transaction.” 









Victory Starts Here!

GRB



Click on the drop down arrow and select “Start/Stop/Change Contributions.” 

Now you will be able to change the percentage amounts for Traditional and/or Roth.

For this example we have 5% going into a Traditional IRA but we want it in a Roth instead. Under Traditional Contributions click on “stop.”

Then, under Roth Contributions click on “Percentage” and put whatever percentage of your pay check you want to contribute.    

Once you are satisfied with your contribution, click on “Next.”









Victory Starts Here!





After clicking “next” you will be brought back to the Thrift Savings Plan screen. 

On the lower left hand corner, you should see the most recent transaction you made. 

If you see that it is pending, it means that you have successfully completed your transaction. 









Victory Starts Here!

TSP



Log on to TSP. If you do not have a login with TSP then you will need to contact them at 1-(877)-968-3778. They will guide you through the process of setting up a login account. 

Once you are logged in, it will take you to your account balance.









Victory Starts Here!

TSP





To change your contribution allocations, click on “Contribution Allocations.”

You will then be taken to this page.

 If you want to change to amount you are contributing to one fund to another fund, click on “Request Contribution Allocation.”









Victory Starts Here!

TSP



After you have clicked “Request Contribution Allocation”, you will be taken to this screen. 

For example, say we no longer want 100% contribution in the L 2055 fund. Instead we want it in the C Fund. 

Underneath “New%” you will put in the new percentage you want for one fund or multiple funds. (Just make sure the total at the bottom says 100%)

When you are done, click continue and then click submit. 









Victory Starts Here!

TSP





Interfund Transfers: allows to take a percentage of money you already have and transfer it to another fund. 

You can only do this twice in the same calendar moth. If you try to do it a third time, then the money being transferred will be put into the G fund.  

To move a percentage of your money, click on “Request Interfund Transfer.”









Victory Starts Here!

TSP



Put in the new percentage you want transferred to a new fund underneath “New%” and then click continue. 

You will then review your new transaction and then click submit. 









Victory Starts Here!

Key Takeaway’s

GRB: is where you go if you want to switch IRA types. (From a Traditional to a Roth or vise versa or you could have both a Roth and a Traditional)

GRB: you can change the percentage contribution towards your account. For example- instead of contributing 5% of my pay I can change it to 10%. (You can change to whatever you want) 

TSP: where you go to check your account balance.

TSP: you change contribution amounts with a single fund or multiple funds.

TSP: you can transfer all of your money from one fund within TSP to another fund. 

If you need further assistance please contact TSP.

Contact a financial advisor for advice.  









Victory Starts Here!
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Army Benefits Center-Civilian (ABC-C)
GRB Platform formerly EBIS

At 1700 CT on 19 April 2019, EBIS will go offline and on 22 April 2019, employees will be able to log into its
replacement, the GRB Platform. The location remains the same, https://www. ebis.army.mil. The Platform wil
continue to provide the same basic functionality as EBIS but with more user-friendly features. The best news
is the Platform eliminates the need for a USERNAME and PIN. Instead, the Platform remains restricted by
requiring the user to log in with their Common Access Card (CAC). With the Platform's new features,
‘employees will have a true *one-stop-shopping” experience for both obtaining benefits information and
making benefits transactions.

When accessing the GRB Platform, users will immediately notice the visually friendly design. Unlink the
‘smaller benefits icons found at the top of the page in EBIS, the Platform displays much larger, easier to find
benefi iles on the home screen.
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YYou have successfully signed into the GRB Platform.

Your current browser: Google Chrome
Site best viewed with Chrome, Intemet Explorer 11, or Edge

Security Notice

“This system, including all related equipment, networks, and network devices (specifically including internet access), are provided only for authorized
‘only. This computer system may be monitored for all lawful purposes, including to ensure that ts use is authorized, for management of the system,
facilitate protection against unauthorized access, and to verify security procedures, survivability and operational security. Monitoring includes active
attacks by authorized entiies to test o verify the security of this system.

Use of this computer system, authorized or unauthorized, constitutes consent to monitoring of this system. Unauthorized use may subject you to
criminal prosecution. Evidence of unauthorized use collected during monitoring may be used for administrative, criminal or other adverse action.
this system constitutes consent to monitoring for these purposes.

by pressing "Launc, | acknowledge tht | hve read and cceptth above ncice,
To start using the GRB Platform for employee click the “Launch* button.
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Thrift Savings Plan

X}

‘The Thrift Savings Plan (TSP) is a defined contribution retirement savings and investment plan for Federal employees and members of the niformed services.
Eligible employees can contribute up to the IRS elective deferral limit each year and invest in any of the available funds. Beginning in the year an employee reaches
2ge 50, the elective deferral limit is increased to include the additional catch-up deferral amount. Employees may also receive automatic and matching
contributions from their employing Agency, depending on the employee's retirement coverage. Employees may make Traditional contributions (pre-tax) and/or
Roth contributions (after-tax) on a regular pay period basis either in whole percent increments or whole dollar amounts. Under certain circumstances, employees
can borrow their own contributions or request an in-service withdrawal. When an employee leaves Federal service there are multiple withdrawal options available
including a single payment, a series of monthly payments, a life annuity, or a combination of these options. In order to participate in the TSP, employees must be
covered by an eligible retirement system and be in a pay status. The Thrift Savings Plan (TSP) is administered by the Federal Retirement Thrift Investment Board, and
the assets are held in the Thrift Savings Fund.

Account Balances

Investment Funds

Contributions per Pay Period

Traditional: 5000
5000

Total: 5000

Retrieve/Enter my TSP Info

Estimated Value

Fund

Allocation

ional Roth
Balance

Traditional:
Roth: 5000

Balance

Employee
(5%) AR

No fund balance or allocations have been entered.

To enter TSP info, ust

Single Life Monthly Annuity:

Project TSP Account B8
Loan Calculator B8
Withdrawal Calculator B8

Transactions

Submit a TSP Transaction +

: Retrieve/Enter my TSP Info

Agency
Traditional:

Total:
Contributions Calculstor 88

Resources

Entered Effective

Type

Status.

Type Description

05/04/202112:04PM  05/09/2021

Start/Stop/Change Regul.

Voided

Thrift Savings Plan for FERS Employees

Financial Planning

New Employee Benefits Orientation

New Employee 8enefits Orientation for Congressional Employees
TSP Plan Description
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Submit a TSP Transaction - Choose Type

Select the type of transaction you would like to submi
[Start/Stop/Change Contributions ]

Select the type and amount of TSP contributions you would like to make:

You may elect to make contributions as  percentage or 2 whole dollar amount to Traditional (pre-tax) or Roth (after-tax) or both
simultaneously. Combined amounts will be deducted from your basic pay. Your contributions will automatically cease once you
reach the IRS elective deferral limit. However, if you are eligible for catch-up contributions (beginning in the calendar year you
reach age 50), your contributions will continue until reach the additional IRS catch-up contribution limit.

You may contribute up to 100% of your basic pay or 2 dollar amount, therefore please ensure that you don't unintentionally
contribute 100% of your salary. Any amount or percentage elected for Traditional and/or Roth contributions below will supersede
2ll other election on file.
You are auto-contributing 5% to Traditional (pre-tax)
Traditional (pre-tax) Contributions:

@ Percentage - Contribute a whole percentage of my basic pay each pay period

(O Amount - Contribute 2 fixed whole dollar 2mount each pay period

Ostop
You are not currently contributing to Roth (after-tax)

Roth (after-tax) Contributions:
(O Percentage - Contribute a whole percentage of my basic pay each pay period

(O Amount - Contribute 2 fixed whole dollar 2mount each pay period
® No Contributions
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Transactions

Entered Effective _ Type Status
05/04/20211225PM  05/09/2021 Start/Stop/Change Regul... Pending =
05/04/20211204PM  05/09/2021 Start/Stop/Change Regul... Voided
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Account Balance: Civilian

Your account balance below is based on share prices as of close of business 05/04/2021.

‘Account balance information is updated by 6 a.m., Eastern time, each business day. On occasion, heavy volume during the nightly
processing cycle may delay the update by a few hours.

Account batance as o [mmcdyyy 0 Dounioad G e

Generate an account balance or verfication letter

Account Balance by Fund || Account Balance by Contributon | Contribution Summeary )
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1Fund Intemationa Stk Index 00000 s375765 s0.00 o000% o0%
Total g 10000% 1000%
@ View your 12-Month Personal Investment Performance (PIP)







image11.PNG

Online Transactions
Contribution Allocations.
Interfund Transfers
TSP Loans.

Withdrawals and Changes to
Instaliment Payments.
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Contribution Allocations: Civilian

As of 05/0412021, your TSP contributions (including loan payments and transers from other plans, if applicable) are being
invested as shown below. You can change your contribution allocation by clicking Request Contribution Allocation. Your new
contribution allocation vill apply to all new money being deposited to your account. A contribution allocation requested before
12:00 noon, Eastern time, on a business day will generally be processed that night.

ey rurs |
= o =
| = o = |
L20ss p— 100%
= = =
e oo = |
| o oo = |
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Lincame 00 o
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| Fund. temstions Stk ndes 00 o
Tout -— o

Request Contribution Allocation
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Online Transactions
Contribution Allocations
Interfund Transfers
TSP Loans.

Withdrawals and Changes to
Instaliment Payments.
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SF312-13 Form  (NDA)


SF312-13 Form (NDA)
CLASSIFIED INFORMATION NONDISCLOSURE AGREEMENT

AN AGREEMENT BETWEEN AND THE UNITED STATES

(Name of Individual - Printed or typed)

1. Intending to be legally bound, | hereby accept the obligations contained in this Agreement in consideration of my being granted
access to classified information. As used in this Agreement, classified information is marked or unmarked classified information,
including oral communications, that is classified under the standards of Executive Order 13526, or under any other Executive order or
statute that prohibits the unauthorized disclosure of information in the interest of national security; and unclassified information that
meets the standards for classification and is in the process of a classification determination as provided in sections 1.1, 1.2, 1.3 and
1.4(e) of Executive Order 13526, or under any other Executive order or statute that requires protection for such information in the
interest of national security. | understand and accept that by being granted access to classified information, special confidence and
trust shall be placed in me by the United States Government.

2. | hereby acknowledge that | have received a security indoctrination concerning the nature and protection of classified information,
including the procedures to be followed in ascertaining whether other persons to whom | contemplate disclosing this information have
been approved for access to it, and that | understand these procedures.

3. | have been advised that the unauthorized disclosure, unauthorized retention, or negligent handling of classified information by me
could cause damage or irreparable injury to the United States or could be used to advantage by a foreign nation. | hereby agree that |
will never divulge classified information to anyone unless: (a) | have officially verified that the recipient has been properly authorized by
the United States Government to receive it; or (b) | have been given prior written notice of authorization from the United States
Government Department or Agency (hereinafter Department or Agency) responsible for the classification of information or last granting
me a security clearance that such disclosure is permitted. | understand that if | am uncertain about the classification status of
information, | am required to confirm from an authorized official that the information is unclassified before | may disclose it, except to a
person as provided in (a) or (b), above. | further understand that | am obligated to comply with laws and regulations that prohibit the
unauthorized disclosure of classified information.

4. | have been advised that any breach of this Agreement may result in the termination of any security clearances | hold; removal from
any position of special confidence and trust requiring such clearances; or termination of my employment or other relationships with the
Departments or Agencies that granted my security clearance or clearances. In addition, | have been advised that any unauthorized
disclosure of classified information by me may constitute a violation, or violations, of United States criminal laws, including the
provisions of sections 641, 793, 794, 798, *952 and 1924, title 18, United States Code; *the provisions of section 783(b}, title 50,
United States Code; and the provisions of the Intelligence Identities Protection Act of 1982. | recognize that nothing in this Agreement
constitutes a waiver by the United States of the right to prosecute me for any statutory violation.

5. I hereby assign to the United States Government all royalties, remunerations, and emoluments that have resulted, will result or may
result from any disclosure, publication, or revelation of classified information not consistent with the terms of this Agreement.

6. | understand that the United States Government may seek any remedy available to it to enforce this Agreement including, but not
limited to, application for a court order prohibiting disclosure of information in breach of this Agreement.

7. 1 understand that all classified information to which | have access or may obtain access by signing this Agreement is now and will
remain the property of, or under the control of the United States Government unless and until otherwise determined by an authorized
official or final ruling of a court of law. | agree that | shall return all classified materials which have, or may come into my possession or
for which | am responsible because of such access: (a) upon demand by an authorized representative of the United States
Government; (b) upon the conclusion of my employment or other relationship with the Department or Agency that last granted me a
security clearance or that provided me access to classified information; or (¢) upon the conclusion of my employment or other
relationship that requires access to classified information. If | do not return such materials upon request, | understand that this may be
a violation of sections 793 and/or 1924, title 18, United States Code, a United States criminal law.

8. Unless and until | am released in writing by an authorized representative of the United States Government, | understand that all
conditions and obligations imposed upon me by this Agreement apply during the time | am granted access to classified information,
and at all times thereafter.

9. Each provision of this Agreement is severable. If a court should find any provision of this Agreement to be unenforceable, all other
provisions of this Agreement shall remain in full force and effect.

10. These provisions are consistent with and do not supersede, conflict with, or otherwise alter the employee obligations, rights, or
liabilities created by existing statute or Executive order relating to (1) classified information, (2) communications to Congress, (3) the
reporting to an Inspector General of a violation of any law, rule, or regulation, or mismanagement, a gross waste of funds, an abuse of
authority, or a substantial and specific danger to public health or safety, or (4) any other whistleblower protection. The definitions,
requirements, obligations, rights, sanctions, and liabilities created by controlling Executive orders and statutory provisions are
incorporated into this agreement and are controlling.

(Continue on reverse.)

NSN 7540-01-280-5499 STANDARD FORM 312 (Rev. 7-2013)
Previous edition not usable. Prescribed by ODNI
32 CFR PART 2001.80 E.O. 13526





11. These restrictions are consistent with and do not supersede, conflict with, or otherwise alter the employee obligations, rights, or
liabilities created by Executive Order No. 13526 (75 Fed. Reg. 707), or any successor thereto section 7211 of title 5, United States
Code (governing disclosures to Congress); section 1034 of title 10, United States Code, as amended by the Military Whistleblower
Protection Act (governing disclosure to Congress by members of the military); section 2302(b) (8) of title 5, United States Code, as
amended by the Whistleblower Protection Act of 1989 (governing disclosures of illegality, waste, fraud , abuse or public health or
safety threats); the Intelligence Identities Protection Act of 1982 (50 U.S.C. 421 et seq.) (governing disclosures that could expose
confidential Government agents); sections 7(c) and 8H of the Inspector General Act of 1978 (5 U.S.C. App.) (relating to disclosures to
an inspector general, the inspectors general of the Intelligence Community. and Congress); section 103H(g)(3) of the National Security
Act of 1947 (50 U.S.C. 403-3h(g)(3) (relating to disclosures to the inspector general of the Intelligence Community); sections 17(d)(5)
and 17(e)(3) of the Central Intelligence Agency Act of 1949 (50 U.S.C. 403g(d)(5) and 403q(e)(3)) (relating to disclosures to the
Inspector General of the Central Intelligence Agency and Congress); and the statutes which protect against disclosure that may
compromise the national security, including sections 641, 793, 794, 798, *952 and 1924 of title 18, United States Code, and *section 4
(b) of the Subversive Activities Control Act of 1950 (50 U.S.C. section 783(b)). The definitions, requirements, obligations, rights,
sanctions, and liabilities created by said Executive Order and listed statutes are incorporated into this agreement and are controlling.

12. | have read this Agreement carefully and my questions, if any, have been answered. | acknowledge that the briefing officer has
made available to me the Executive Order and statutes referenced in this agreement and its implementing regulation (32 CFR Part
2001 , section 2001 .80(d)(2) ) so that | may read them at this time, if | so choose.

*NOT APPLICABLE TO NON-GOVERNMENT PERSONNEL SIGNING THIS AGREEMENT.

SIGNATURE DATE SOCIAL SECURITY NUMBER (See Notice below)

ORGANIZATION (IF CONTRACTOR, LICENSEE, GRANTEE OR AGENT, PROVIDE: NAME, ADDRESS, AND, IF APPLICABLE, FEDERAL SUPPLY CODE
NUMBER) (Type or print)

HQ, TRADOC
WITNESS ACCEPTANCE

THE EXECUTION OF THIS AGREEMENT WAS WITNESSED THE UNDERSIGNED ACCEPTED THIS AGREEMENT
BY THE UNDERSIGNED. ON BEHALF OF THE UNITED STATES GOVERNMENT.
SIGNATURE DATE SIGNATURE DATE

NAME AND ADDRESS  (Type or print) NAME AND ADDRESS  (Type or print)

HQ, TRADOC HQ, TRADOC

950 JEFFERSON AVE. 950 JEFFERSON AVE.

FORT EUSTIS, VA 23604 FORT EUSTIS, VA 23604

SECURITY DEBRIEFING ACKNOWLEDGEMENT

| reaffirm that the provisions of the espionage laws, other federal criminal laws and executive orders applicable to the safeguarding of classified
information have been made available to me; that | have returned all classified information in my custody; that | will not communicate or transmit
classified information to any unauthorized person or organization; that | will promptly report to the Federal Bureau of Investigation any attempt by an
unauthorized person to solicit classified information, and that | (have) (have not) (strike out inappropriate word or words) received a security debriefing.

SIGNATURE OF EMPLOYEE DATE

NAME OF WITNESS (Type or print) SIGNATURE OF WITNESS

NOTICE: The Privacy Act, 5 U.S.C. 552a, requires that federal agencies inform individuals, at the time information is solicited from them, whether the
disclosure is mandatory or voluntary, by what authority such information is solicited, and what uses will be made of the information. You are hereby
advised that authority for soliciting your Social Security Number (SSN) is Public Law 104-134 (April 26, 1996). Your SSN will be used to identify you
precisely when it is necessary to certify that you have access to the information indicated above or to determine that your access to the information
indicated has been terminated. Furnishing your Social Security Number, as well as other data, is voluntary, but failure to do so may delay or prevent you
being granted access to classified information.

STANDARD FORM 312 BACK (Rev. 7-2013)
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WELCOME to the Army Civilian Corps!
Yk k

It is an exciting time to be a part of the Army and supporting its worldwide
mission. The duties you perform are important and may affect Soldiers in the
field, or at home, in one way or another.

This handbook contains important that will help make your transition to the US
Army Civilian Corps a success. For your convenience, it is divided into sections
by topic. As time permits, you may view the handbook in its entirety, or select
topics of interest to you.

The Army exists for one reason, to serve the nation; the Army Civilian Corps
exists to support the Constitution of the United States, the nation, the Army and its

Soldiers, in war and at peace.
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SECTION 1

History of the Civil Service and its Employees

Soldiers and civilians have been working alongside each other since the Revolutionary War.
In 1775, the first Army civilians were employed as clerks, skilled tradesmen or craftsmen,
physicians, teamsters and unskilled laborers. Just as the Army’s missions and demands upon it
have grown more complex, so too have the positions that civilians occupy. Whether they are
human resources specialists, historians, supply clerks, lawyers, physicians, contractors or food
service workers, civilians perform vital military support functions. Without them, the ability to
accomplish the mission would be seriously impaired, and by extension, national interests would
not be served.

During the Civil War, 25,000 civilian trainmen, dispatchers and
superintendents ran the military railroads that transported supplies to
troops in the field. Union hospitals were staffed by more than
12,000 military and civilian employees, and more than half of the
surgeons in the Army were civilians. Military telegraph and several
engineer construction corps that was exclusively or predominantly
civilians contributed significantly to the war effort.

Prior to 1883, using the patronage system, the Federal bureaucracy was staffed with “cronies”
of the incoming administration. The assassination of President James Garfield in 1881 by
Charles Guiteau, a disappointed office-seeker, caused such a clamor that the old patronage
system had to be reformed. The history of public Civil Service has its origins in the Pendleton
Act of 1883, or commonly known as the Civil Service Act of 1883. This act regulated and
improved the Civil Service and its civilian employees.

In the late 1930’s, Franklin D. Roosevelt’s Administration strengthened the merit
principle, giving support to positive personnel programs and enhancing the
positive leadership of the Civil Service Commission. Roosevelt signed two
Executive orders that marked the beginning of modern personnel administration
in the Federal Government. On November 26, 1940, Roosevelt also signed the
Ramspeck Act that paved the way for an unprecedented extension of the merit
system that included competitive service, to more than 182,000 permanent
positions, almost all the non-policy determining positions in the executive civilian service.

Civilians served with distinction in research and development, intelligence,
logistics, communication and medicines during World War | and World War 1I.
Harry S. Truman became President after the death of Roosevelt in 1945. That






same year brought the end of World War II hostilities, and the Civil Service Commission faced
the task of drastically reducing the huge wartime civilian workforce. An employment and
advisory service was established to assist returning veterans. Applicants for Civil Service
positions were accepted only from persons with veteran preference entitled to have examinations
reopened and from certain persons separated as a result of a reduction in force.

By 1948, Public Law 617 was enacted and affirmed the Commission's war-developed policy of
hiring the physically handicapped. It banned discrimination against
physically handicapped persons in filling any positions whose duties they
could perform efficiently without endangering themselves or others. The
Commission, with its World War 11 experience still fresh, entered into
agreement with the Army and other Federal agencies, giving them
authority to make “emergency-indefinite” appointments not leading to
permanent status at the start of the Korean War in 1950. The Federal
service experienced urgent recruiting needs due to the war.

The John F. Kennedy administration had the responsibility for ensuring
nondiscrimination and equal opportunity in the largest employment system in
the nation; policies and practices were reviewed to ensure that they did not
place barriers in employing women. The Federal Salary Reform Act of 1962
was passed to address: 1) how much to pay Federal Civil Service employees
and 2) on what basis this decision should be made.

President Lyndon B. Johnson, by Executive Order 11246,
assigned responsibility for Equal Employment
Opportunity (EEO) in the Federal service to the Civil
Service Commission. He declared that the Federal
Government would provide equal opportunity for all
qualified persons. Discrimination was prohibited in
employment due to race, creed, color, or national origin.
EEO would be a positive, continuing program in each
executive department and agency (This led the way for
the EEO Act of 1972 to take affirmative action to open
employment opportunities within the framework of a
long-established merit system of employment). Johnson
was also credited with creation of the Coordinated
Federal Wage System in 1965.

By the 1970’s the Army made a positive shift in giving increased attention to Army Civilians.
It focused on administrative and personnel management, new policies and programs, and
civilianization of military positions. Into the 1980’s, the Army maintained that a strong
peacetime civilian workforce was necessary not only to fulfill Army mission needs, but also to
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ensure that the Army was prepared for the first stages of war. It identified the need for civilian
training and development programs such as the Army Civilian Training, Education and
Development System. The Army recognized the need for leadership training and developed
many Civilian Leadership courses to develop core leadership skills.

Since the early 1990’s, Army civilians have deployed to
the Balkans, Bosnia, Hungary, Macedonia, Kosovo,
Kuwait, Iraq and Afghanistan in support of the national’s
defense commitments. Some are required to deploy
during times of national emergency with the military units
they support during peacetime. They perform equipment
maintenance, real estate function, engineering, auditing,
morale, welfare and recreation activities, safety, personnel
management, and other sustainment-related functions.
Just as they always have, they will continue to write a
proud and lasting legacy in our nation’s defense. Theirs
is a storied and sterling history of loyal and patriotic
support not altogether unlike their military counterparts.
In addition, they swear, upon entering office, ... to defend against all enemies, foreign and
domestic.” They too have their heroes and they too proudly serve.

Some of this information was taken from Office of Personnel Management’s Biography of an
Ideal webpage. For more information on the history of our Government’s workforce, their
webpage can be visited at http://www.opm.gov/BiographyofAnldeal/index.asp.

1. 0. 0. ¢

SECTION 2

Oath of Office

Becoming an employee of the Federal Government or
nonappropriated fund instrumentality within any of the civilian
employment systems brings with it special responsibilities. You
now work for the American people and their government —
loyalty to the government is a fundamental requirement of
Federal employment. As a Federal employee, you have an
obligation to the public because you are entrusted with work that
is financed by taxpayers’ dollars. Confirmation of that loyalty
and acceptance of that public trust is demonstrated by swearing or
affirming the Oath of Office.




http://www.opm.gov/BiographyofAnIdeal/index.asp



The oath you are required to take is almost identical to the oath US Army officers and enlisted
personnel take. Accepting the oath is a serious matter; it demands that all appointees fully
recognize they are undertaking solemn obligations and are pledging utmost loyalty to the United
Sates. The oath is legally binding — violation can serve as a basis for criminal prosecution. As
you read the oath you are administered, you become an official of our government. Conduct
yourself commensurate with this noble assignment and serve proudly.

“I_ [state your name], will support and defend the Constitution of the United States against all
enemies, foreign and domestic; that I will bear true faith and allegiance to the same; that | take this
obligation freely, without any mental reservation or purpose of evasion; and that I will well and
faithfully discharge the duties of the office on which I am about to enter. So help me God.”

). 0. 0. ¢

SECTION 3

Army Civilian Creed

A creed by its very definition is a system of belief. From an ideological perspective, a creed
helps its members focus on its reason for existing. The Army Civilian Corps Creed formulates
your value as a member of the Army team. Practice this creed every day of your working life,
for yours is an extremely proud profession and your contributions are inestimable. Practice the
Army values of honor, selfless service, loyalty, duty, respect, integrity and personal courage, and
you will be admired for your service to a grateful nation.

ARMY CIVILIAN CREED

a "\ I am an Army Civilian — a member of the Army Team.
¥ 3 ) | am dedicated to our Army, our Soldiers and Civilians.
=
' 1 will always support the mission.
| provide stability and continuity during war and
/' peace.

| support and defend the Constitution of the United
States and consider it an honor to serve our
Nation and our Army.

v
.
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| live the Army values of Loyalty, Duty, Respect, Selfless Service, Honor, Integrity, and
Personal Courage.

| am an Army Civilian.

). 0. 0. ¢

SECTION 4

The Army Structure

Now that you are officially an Army employee, it is important
to understand how the Army is organized and where you fit into the
command structure.

The Department of the Army (DA) is separately organized under the
Secretary of the Army. It operates under the authority, direction, and
control of the Secretary of Defense.

“The Secretary of Defense is the principal assistant to the President
in all matters relating to the Department of Defense (DOD) and subject to the direction of the
President and the provisions of the statute...have direction, authority, and control over the
DOD.” (Section 113 Title 10 U.S.C.).

The Secretary of the Army (SA) is the head of the DA. The SA represents the Army at the
Congressional level and operations under the authority, direction, and control of the Secretary of
Defense; and is responsible for and has the authority to conduct all affairs of DA, including
recruiting, organizing, supplying, equipping, training, and mobilizing.

The Chief of Staff of the Army has the authority to: (1) transmit and provide advice on the
plans and recommendations of the Army Staff to the Secretary; (2) act as the agent of the
Secretary in the execution of approved plans and recommendations; (3) exercise supervision over
members and organizations of the Army as directed by the Secretary; and (4) perform the duties
prescribed as a member of the Joint Chief of Staff.

The Army is generally organized into combat arms, combat support and combat service
support units. In addition to combat, support and service units, there is a supporting structure
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that performs a wide range of Army activities. It is manned by both military and civilian
personnel responsible for command and control; training and military education; medical,
transportation, supply and maintenance; recruiting; research and development; and engineering
and base support.

). 0. 0. ¢

SECTION 5

Army Customs and Traditions

For generations, Army customs and traditions have been passed down through its Soldiers. A
custom is an established usage; a practice so long established that it has the force of law.
Customs include positive actions as well as taboos, handed down from generation to generation.
They may change as the need and/or circumstances change, for example, during war. Traditions,
too, are handed down but are considered much less formal than recognized customs. Traditions
are more far reaching than customs and in the military environment can be very specific to a
branch of the service, a particular organization within the branch, an out of the way post, station,
or unit.

One particular custom, respect and courtesy to our national flag and national anthem, is
observed by both military and civilian personnel.

Our National Anthem

Fort McHenry guarded the entrance to the Baltimore harbor during the War of 1812 with
Britain. After capturing Washington, D.C., the British set their ships towards Fort McHenry,
attacking with bomb ships on the morning of September 13, 1814. Francis Scott Key was a
Washington, D. C. lawyer who had spent the night on a sloop 8 miles from Fort McHenry. The
fighting lasted all night, by dawn the British attack had subsided. Having
only heard the action during the night, Key wondered if the fort had fallen to
the British. At dawn, Key looked through a telescope and saw the American
flag at the fort, blowing in the morning breeze. The US had prevailed!

On September 14, 1814, as Key peered through clearing smoke he saw an
enormous flag flying proudly. It was not the same flag that had flown the
day before. The Americans had replaced it with a larger flag sewn by a
Baltimore widow. The flag was requested by Fort McHenry’s commander, George Armistead,
so he could fly the large flag proudly, to show defiance to the British. Seeing the flag, Key was
inspired to write a poem, called Defence of Fort McHenry. Key's poem was set to music and
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renamed The Star-Spangled Banner; it was adopted in 1931 and would soon become a well-
known American patriotic song.

During any rendition of the national anthem when the flag is displayed, you should stand at
attention facing the flag with the right hand over your heart. Men are to remove their headdress
with their right hand and hold it at the left shoulder, the hand being over the heart until the last
note is played. When the flag is not displayed, those present should face toward the music and
act in the same manner they would if the flag were displayed there.

ox

Hail and Farewell

Hail and Farewell ceremonies are another custom in which both military and civilian
personnel participate. It is custom that newly joined employees be cordially welcomed to the
Army team. The “Hail” is a “welcome aboard” party. The “Farewell” is a fond goodbye to
those leaving for other positions, retirement, etc. The Hail and Farewell ceremonies are usually
held at the same time and vary in length and intensity from organization to organization. These
harmonious activities provide the foundation for personal relationships and builds camaraderie
within the organization. Hail and Farewell activities are conducted throughout the Army, but are
more common to overseas areas. A more formal welcome is in the designation of a sponsor to
provide the newcomer with advice and assistance to help with being acclimated to the new
organization, post, station, etc.

ok

Our Flag

When the flag is passing in a parade or in review on a
military reservation, all persons present except those in
uniform should face the flag and stand at attention with the
right hand over the heart. Those present in uniform should
render the military salute. Men not in uniform should remove
their headdress with their right hand and hold it at the left
shoulder, the hand being over the heart. WWomen not in
uniform should place the right hand over the heart.

Standards of Conduct:
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All Army civilian employees are expected to:

a. Report promptly to work in a condition that will permit them to perform assigned duties
(i.e., in appropriate clothing, ready for work).

b. Provide efficient and industrious service in the performance of assigned duties.
c. Notify their supervisor if insufficient work is assigned at any given time.

d. Give ready response to directions and instructions received from their immediate
supervisor, or higher-level supervisors in their supervisory channel.

e. Exercise courtesy and tact in dealings with fellow workers and the public.

f. Maintain a clean and neat personal appearance, appropriate to the climate and nature of
work, to the maximum extent practicable during working hours.

g. Conserve and protect Federal funds, property, equipment and materials.
h. Consistently conduct themselves in a manner that is above reproach.
i. Uphold with integrity the public trust involved in the position to which assigned.

J. Be responsible for performing their work to the best of their ability in accordance with
instructions furnished by the supervisor.

k. Refrain from ridiculing or abusing supervisors.

Yok ok

SECTION 6

Military Rank and Insignia

In understanding the Army, it is helpful to recognize military rank structure. The chart below
will help you to learn the military insigna and rank structure for Enlisted, Warrant Officers, and

Officers:
Enlisted Rank
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E-1 E-2

E-3 E-4 E-4
No Insignia A @ @ A

Private First
Class

A © B8 e

Sergeant First
Class

N

Command Sergeant Major
Sergeant Major of the Army

Warrant Officers

W-1 W-2 W-3 w-4 W-5

. |

Warrant Officer | Chief Warrant Chief Warrant Chief Warrant | Master Warrant

Private Private Specialist Corporal

Sergeant Staff Sergeant

Master Sergeant | First Sergeant

Sergeant Major

1 Officer 2 Officer 3 Officer 4 Officer 5
Officers
O-1 0-2 0-3 O-4 O-5
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Second Lieutenant

Lieutenant First Lieutenant Captain Major Colonel
0-6 0-7 0-8 0-9 0O-10
Colonel Brigadier Major General Lieutenant General
General General

2. 0. 0. ¢

SECTION 7

Army Knowledge Online:

The Army’s Enterprise Portal, Army Knowledge Online (AKO), is a primary component of
the Army Knowledge Management (AKM) strategy and The Army Transformation. As the
single point of entry into a robust and scalable knowledge management system, AKO is
strategically changing the way the Army does business. By enabling greater knowledge sharing
among Army communities, AKM fosters improved decision dominance by commanders and
business stewards in the battle space, organizations and Army’s mission process. Army accounts
are available to users who have a current entry in the Army Personnel system.

ok

How to Register:

To register for a full AKO account:

Go to https://www.us.army.mil

Click on “Register for AKO”

Choose the “Create Army Account”
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Validate Identity: To validate an employee’s identity, new users creating Army accounts must
present three pieces of information: Social Security number, date of birth, and pay entry base
date (PEBD). A new user then selects a username, enters a password, and answers three security
questions. Once the registration process is complete, a user may access the system within 15
minutes.

Dual Accounts: If a user corresponds to two categories — for instance, Army Retired and DA
Civilian — this user will receive dual-account status as long as both records appear in the Army
Personnel database.

To learn more about AKO, visit their Frequently Asked Questions (FAQSs) online on the front
page of the AKO webpage. For more information, visit AKO online at
https://www.us.army.mil/suite/page/242.

). 0. 0. ¢

SECTION 8

Common Access Card

DoD in accordance with Homeland Security Presidential Directive 12 (HSPD-12) has
standardized the issuance of DoD identification material for all services. As a new Government
employee currently on an active service status, you will be issued a Common Access Card
(CAC) for identification and DoD computer access purposes. The CAC supports encrypted
email and electronic signature capabilities and will support control access to federal buildings
and government controlled spaces when implemented by DoD organizations.

The CAC is designed with advanced “smart card” technology and can support the storing of
key personnel data that includes — Cardholder’s Name, Organizational Affiliation, Social
Security Number, Pay Grade, Date of Birth, Digital Fingerprints, Personnel Category, Digital
Photo and Benefits Information. This personnel data is protected from exploitation and identity
theft by utilizing Personnel Identification Number (PIN) technology and the supported database
“Defense Enrollment Eligibility Report System/Real-time Automated Personnel Identification
System (DEERS/RAPIDS) can only be accessed by trained certified Verifying Officials (VOs).

For issuance of the CAC, you must have been placed on an active service status through your
servicing Civilian Personnel Advisory Center (CPAC), the data feed from the Civilian Personnel
database will be transmitted, received, processed and updated in the DEERS/RAPIDS database.
This process takes between three to five workdays after your appointment. You are then eligible
to receive an initial CAC and will be required to present two forms of identification of which at
least one must be a primary source document with photo. Primary source documents include -
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Driver’s license, Passport, State ID and Secondary documents include - Social Security Card,
Birth Certificate, Voter Registration Card or Current School ID. If you require a reissuance of
the CAC, you must comply with your installation/organization reissuance policy, processes and
procedures.

The CAC is a DoD controlled document, as such, you are required to maintain personal
control of your CAC and PIN at all times. Do not leave your CAC in an unattended CAC reader;
do not allow co-workers to utilize and access government networks, computer systems or
facilities, if applicable, utilizing your CAC; do not release your PIN number. Immediately report
a lost CAC in accordance with installation/organization processes and procedures. If you depart
the government workforce, you are required to surrender the CAC in accordance with
installation/organization processes and procedures.

1. 0. 0.¢

SECTION 9

Federal Employees Compensation Act (FECA)

If you sustain a traumatic injury or occupational disease in the performance of duties, report
the injury or illness to your supervisor immediately. The Supervisor and you will complete the
electronic CA-1or CA-2 through the Electronic Data Interchange. The link to the electronic
form is https://diucs.cpms.osd.mil/forms/frmservlet?config=SAFER_ALONE_S.

If you are incapacitated, someone may take this action on your behalf, including a family
member, union official, representative, or agency official. The supervisor must print and
maintain a hard copy of the forms with original signature of the person reporting the injury.
Benefits include, but are not limited to, monetary compensation, medical care and assistance,
vocational rehabilitation and re-employment rights as needed.

For more information concerning the FECA, contact your Injury Compensation Program
Administer in the Civilian Personnel Advisory Center.

Yok X

SECTION 10

Benefits and Entitlements
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New Employee Enrollment Overview

o Health Insurance — enroll within 60 days of entry on duty date (enroll with ABC-C)

o Life Insurance — automatically covered under Basic, 31 days from entry on duty date to
enroll in optional coverage (enroll with ABC-C, https://www.abc.army.mil)

o Retirement — automatically covered if in an approved position

o Federal Dental and Vision Insurance Program (FEDVIP) — enroll within 60 days of entry
on duty date (enroll with BENEFEDS, https://www.benefeds.com). You have ONE
opportunity to enroll in dental insurance and ONE opportunity to enroll in vision
insurance. You can't make multiple changes within the 60-day window.

o Flexible Spending Account — enroll within 60 days of entry on duty date (enroll with
FSAFEDS, http://www.fsafeds.com)

e Long Term Care Insurance — enroll within 60 days of entry on duty date, if after 60 days
employee must complete an underwriting application for enroliment (enroll with Long
Term Care Partners, LTCFEDS, http://www.ltcfeds.com)

e Thrift Savings Plan (TSP) — New hires and reinstatement eligible ex-employees who
return to work are automatically enrolled in TSP at the withholding rate of 3%. You may
change this amount at any time (changes are made online at https://www.abc.army.mil)

ohx

Medicare: Whether subject to Social Security FICA or not, all Federal employees are subject to
health insurance taxes, that is Medicare. To answer questions about how Federal Employees
Health Benefits (FEHB) Program & Medicare work together to provide you with your health
benefits coverage at age 65. Visit the OPM web site at http://www.opm.gov and perform a
search on the word “Medicare.”

ohx

Army Benefits Center-Civilian (ABC-C) - Benefits counseling and processing
services for health and life insurance and retirement and Thrift Savings Plan are
provided centrally by the ABC-C, located at Fort Riley, KS. The ABC-C web
site at https://www.abc.army.mil offers extensive benefits information and the
Employee Benefit Information System feature allows employees to make
electronic enrollments/changes and view personal information.

Professional benefits counselors are only a phone call away. The ABC-C benefits counselors
are available to provide counseling and answer benefits questions. Counselors are available
Monday through Friday during the hours of 0600-1800 (6:00 a.m. to 6:00 p.m. Central Time).
The ABC-C’s toll-free number is -1-877-276-9287 and TDD at 1-877-276-9833 (OCONUS
numbers can be found on the ABC-C web site). Employees may speak with a counselor or
obtain information and makes changes via the Interactive VVoice Response System.
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Questions or concerns? As a new employee, you are welcome to visit the various websites to
learn more about your benefits; however, please direct your benefits questions and concerns to
your servicing CPAC or the ABC-C.

ox

Federal Employees Health Benefits (FEHB) Program: Health insurance is a valuable benefit
immediately available to eligible employees. However, you are without coverage for at least the
first two weeks of your employment. The FEHB program is the largest employer-sponsored
group health insurance program in the world, covering over 8 million Federal employees,
retirees, and family members. FEHB provides major medical coverage for hospitalization,
doctor visits, prescriptions and other medical services. There are no pre-existing coverage
stipulations and a physical examination is not required. Over 250 health plans participate in the
FEHB program, to include fee-for-service, health maintenance organizations, consumer-driven
and high deductible health plans.

Eligible new employees may elect FEHB within 60 days of hire. You can use your FEHB
benefits as soon as coverage is effective, usually the next pay period after your election. The
Department of Army makes a substantial contribution for the cost of the insurance, while you
pay the rest through payroll withholding on a pre-tax basis (see Premium Conversion for more
details).

There is an annual open enrollment opportunity and certain qualifying life events (QLE) may
permit enrollment or a change to your enrollment within a specified timeframe. If you
participate in the pre-tax treatment of your FEHB premiums (see ‘“Premium Conversion” below),
you cannot cancel your coverage outside of the open enrollment period without a QLE.
Employees may continue FEHB into retirement if you are enrolled in the FEHB program for five
years immediately preceding the retirement, or from the first opportunity to enroll.

Additionally, employees can elect supplemental dental and or vision insurance through the
Federal Employees Dental and Vision Insurance Program (FEDVIP) — see FEDVIP below for
more information.

FEHB Temporary Continuation of Coverage (TCC): Temporary Continuation of Coverage
(TCC) enrollment is available to continue FEHB benefits if you separate from service, or are not
eligible to carry FEHB into retirement. Family members whose eligibility ceases may also enroll
in TCC to continue benefits. Generally, TCC premiums consist of the full premium cost
(Government and employee share) and a 2% administrative fee. If eligible, certain involuntarily
separated employees or former spouses may pay a lesser amount. To learn more, visit
www.opm.goV and search on “TCC.”
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FEHB Premium Conversion (PC) means that your FEHB premiums are pre-taxed earnings,
thereby reducing the amount of taxes withheld from your pay. PC is automatic for your FEHB
enrollment unless you choose to waive it. To learn more about PC, visit www.opm.gov and
search on “Premium Conversion.”

Children’s Equity in FEHB: If you have a court order that requires you to provide health
benefits to your children, you can either voluntarily enroll them in FEHB or obtain insurance
through a private insurance plan.

If you do not comply with the court order, the Department of Army is required by law to
enroll you in Blue Cross and Blue Shield Benefit Plan (enroliment code 105), self and family
coverage if the court order is presented by any interested party.

NOTE: On March 23, 2010, President Obama signed into law the “Patient Protection and
Affordable Care Act (PPACA),” Public Law 111-148. While some aspects of this law will not
take effect until 2014, there are several major provisions that become effective before that time.
Among those is the coverage of a dependent until age 26. The effective date of this provision is
the first day of the plan year that is six months following enactment of the law. For the Federal
Employees Health Benefits (FEHB) Program, that means January 1, 2011. The Office of
Personnel Management (OPM) will take the necessary actions to comply with the new law by
this effective date. OPM will provide additional information on its website in the near future
about the changes to FEHB plans for the 2011 plan year occurring as a result of passage of the
PPACA so that employees and retirees have the information in time for the Open Season, which
begins in November.

For more detailed information on FEHB, including plan guides and brochures, see
www.opm.gov/insure. To obtain services pertaining to FEHB enrollment (elections, changes,
counseling, TCC, PC, etc.), call or visit the ABC-C web site provided above.

ox

Federal Employees Dental and Vision Insurance Program (FEDVIP): Employees eligible
for FEHB, even if not enrolled, are also eligible for FEDVIP, a supplemental dental and/or vision
benefit. Any dental/vision coverage offered through your FEHB plan is primary coverage;
however, FEDVIP provides comprehensive secondary coverage. Depending on the plan, some
major services require enrollment for a certain time duration before benefits can be received.
Employees pay the full premium for FEDVIP enrollment and deductions are withheld on a pre-
tax basis. Eligible new employees have 60 days to enroll in FEDVIP.

There is an annual open enrollment opportunity and certain qualifying life events may permit
enrollment or a change to your enrollment within a specified timeframe. Generally, you cannot
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cancel your coverage outside of the open enrollment period. FEDVIP can also be carried into
retirement.

FEDVIP is administered by BENEFEDS. Information is also available on the OPM web site.
For enrollment or premium questions regarding FEDVIP, contact BENEFEDS at 1-877-888-
3337. Toenroll in FEDVIP, please visit: www.BENEFEDS.com.

ox

Flexible Spending Accounts (FSAs): FSAFEDS allows you to set aside pre-tax dollars from
your pay for reimbursement for your eligible out-of-pocket health care and/or child/elder
dependent care expenses. FSAFEDS enroliment offers savings by lowering the amount of your
income tax deduction for use towards eligible expenses.

Generally, eligible new hires have 60 days to enroll, except for those hired late in a calendar
year that may enroll during the annual open enrollment period. Benefits must be elected each
year if you wish to continue to participate in the program.

There are many eligible expenses and accounts are conveniently managed by the program
administrator, FSAFEDS. To learn more, visit the OPM web site and search on “FSAFEDS,” or
at www.fsafeds.com, or call FSAFEDS toll-free at 1-877-FSAFEDS (372-3337), TTY: 1-800-
952-0450.

ox

Federal Employees’ Group Life Insurance (FEGLI): FEGLI is the largest group life
insurance program in the world, covering over 4 million eligible individuals. It consists of Basic
life insurance coverage and three options, including a Family Option, so you can choose a
desired level of insurance coverage. You must have Basic insurance in order to elect any of the
options. Unlike Basic, enrollment in Optional insurance is not automatic -- you must take action
to elect the options. FEGLI is group term life insurance and does not build up any cash value.

Eligible new Federal employees are automatically covered by Basic life insurance and the
affordable premiums are deducted from your pay unless you waive the coverage. You may elect
to cancel basic coverage at any time, but options must be elected within 31 days of your
appointment. For new hires, a physical examination is not required. There is not an annual open
season for FEGLI; opportunities to elect or increase coverage are infrequent and may require a
physical examination. If you are enrolled in Basic life, certain life events may allow you to
increase your level of coverage.
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Basic life features accidental death and dismemberment (AD&D) coverage, living benefits
payable to those diagnosed with a life expectancy of nine months or less, and a free extra benefit
payment when the decedent is under age 45. Option A — Standard also features AD&D benefits.

FEGLI elections are made via the ABC-C systems. For more information and an interactive
calculator to help you determine coverage and cost, visit the OPM web site at
http://www.opm.gov/insure/, view topics under the heading “Life.”

ohx

Federal Long Term Care Insurance Program (FLTCIP): FLTCIP provides long-term care
insurance to help pay for care associated with the need for help with everyday activities. This
insurance helps pay for long term care services in many settings, such as at home, a nursing
home, assisted living facility, and adult dependent care facility.

FLTCIP is medically underwritten; you will need to answer questions about your medical
history. Certain medical conditions, or combinations of conditions, will prevent some people
from being approved for coverage. You need to apply to find out if you qualify for coverage
under the FLTCIP.

Eligible new employees can apply within 60 days with abbreviated underwriting (fewer
questions on health). Even if you do not enroll, extended family members may be eligible to
apply. In addition, FLTCIP benefits can be continued into retirement. To learn more or to
enroll, contact the program administrator, Long Term Care Partners at 1-800-582-3337 or visit
www.ltcfeds.com.

ohx

Retirement Systems: Retirement system benefits offer deferred and immediate retirement
annuity benefits to eligible individuals. Retirement benefits also include benefits for long-term
disability (subject to OPM approval) and benefits payable to survivors in the event of death.

Retirement planning is a career-long endeavor. Educated
financial plans and decisions made throughout one’s career will help
to secure a more financially comfortable retirement posture.
Employees can query retirement eligibility and benefits by logging
into the ABC-C’s Employee Benefits Information System (EBIS).
ABC-C counselors provide retirement counseling and are available
to assist with your questions.
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The ABC-C prepares retirement estimates for employees within five years of retirement
eligibility. As you reach retirement eligibility, retirement application packages are submitted to
the ABC-C within 120 days of the intended date of retirement. All forms needed for retirement
are available on the ABC-C web site.

Below is some additional information about the Federal retirement systems:

Federal Employees Retirement System (FERS) - covers most employees hired in a position that
provides retirement coverage after January 1, 1984. Itis a three-part retirement system
consisting of Social Security benefits, a FERS basic benefit plan, and the Thrift Savings Plan
which is an integral part of FERS.

The Civil Service Retirement System (CSRS) is a closed system to employees hired after
January 1, 1984, but still covers a portion of the Department of Army civilian workforce.

FICA and CSRS Partial, which is called CSRS-Offset, cover certain employees who are
vested in the CSRS, but are subject to Social Security by law. If you are placed in CSRS-Offset
you have a six-month opportunity to elect coverage under FERS.

Retirement system coverage depends on various factors such as your service history and type
of appointment. To learn more about your retirement system coverage, visit
http://www.opm.gov/retire/pubs/pamphlets/index.asp.

Note: The National Defense Authorization Act (NDAA) for Fiscal Year 2010, Public Law 111-
84, was signed on October 28, 2009. Changes will apply to the following areas of the retirement
laws:

e Part-Time Reemployment

e Credit for unused sick leave under FERS

e Limited expansion of the class of individuals eligible to receive an actuarially reduced
annuity under the CSRS

e Computation of CSRS annuities based on part-time service

e Authority to deposit refunds under FERS

e Retirement credit for service of certain employees transferred from District of Columbia
service to federal service

e Non-foreign area retirement equity assurance

As of the date of this update, the Office of Personnel Management (OPM) is in the process of
updating guidance, booklets, forms, etc. Find more information at
http://www.opm.gov/retire/pubs/bals/2010/10-101.pdf
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Military Service: If you have served on active duty, regardless of which retirement system you
are under, you may make a deposit to the civilian retirement system for that service and receive
credit towards the civilian retirement for that service. For FERS and certain CSRS employees, a
deposit is required in order to receive credit for both retirement eligibility and annuity
computation.

You have a two-year, interest free period to make the deposit. After that, the deposit will
include compounded interest (restrictions apply to those who are retired military). For more
information visit the ABC-C web site at https://www.abc.army.mil, and select “Retirement.”
There is a separate heading for each retirement system as rules vary. View “Military
Buyback/Post-56-Deposit” information for your specific retirement coverage.

ohx

Service Credit Payments: You may make service credit deposits for periods of service where
retirement deductions were not withheld, such as in the case of temporary service before 01
January 1989. Additionally, you may make a redeposit to cover periods where you separated
from civilian service, applied for, and received a refund of retirement deductions.

Some service performed on or after 01 January 1989, generally is not creditable under FERS.
Various rules apply, to learn more visit the ABC-C web site at https://www.abc.army.mil and
select “Retirement.” There is a separate heading for each retirement system. View
“Deposit/Redeposit Service” information for your specific retirement coverage.

ohx

CSRS Voluntary Contributions: If you are under CSRS or CSRS Offset, you may elect to
make voluntary contributions into CSRS beyond the required level to obtain additional
retirement savings. To learn more, visit http://www.opm.gov/forms/pdfimage/R183-10.pdf.

NOTE: The ABC-C is the appropriate contact for retirement issues and questions.

ohx

Thrift Savings Plan (TSP): All employees in CSRS, CSRS Offset and FERS
are eligible to participate in the TSP.
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TSP participation is critical for you while planning for a retirement income that will meet
continued financial needs during non-working years. As a FERS employee, it is especially
important as less money is contributed to FERS during working years than CSRS. The FERS
annuity is computed at 1% a year for each year of service versus 1.5% to 2% per year for CSRS
annuities.

The TSP offers the same type of savings and tax benefits that many private corporations offer
their employees under 401k plans. Contributions are made by payroll deduction and are tax-
deferred. The contributions that you make to your TSP account are separate from your
contributions to FERS or CSRS. FERS employees receive an employer 1% and matching
contributions, while CSRS and CSRS-Offset employees do not.

TSP features a variety of investment options and transfers and rollovers
from other qualifying retirement plans may be eligible for acceptance into
your TSP account. TSP also offers various withdrawal options.

TSP Catch-Up Contributions (Age 50+): If you are already age 50 or better, or will turn 50
this year, you may be eligible to make TSP Catch-Up Contributions, additional tax-deferred
contributions to your TSP account. For information, see: http://www.tsp.gov/forms/oc03-

03.pdf.

NOTE: The TSP web site at: www.tsp.gov offers extensive program information. Elections
and changes for employee and catch-up contributions are made via the ABC-C. Changes to your
investments, inquiries concerning account balance, etc., are made via the TSP system. TSP will
contact new employees with account access information.

The Thrift Savings Plan Enhancement Act of 2009, Public Law 111-31, signed into law on
June 22, 2009, authorizes a number of changes to the Thrift Savings Plan (TSP). One change is
"automatic enrollment;” it applies to FERS and CSRS employees hired or rehired after July 31,
2010. Agencies must enroll their newly hired or rehired FERS and CSRS employees in the TSP.
Your pay will have an automatic contributions deducted from your pay at a rate of 3% of basic
pay per pay period and deposited into your TSP account. You may elect to change or stop a TSP
contribution at any time. Find more information at: http://www.tsp.gov/bulletins/10-3.pdf.
Beneficiary Designations: You may make beneficiary designations to dictate whom benefits
should be payable to in the event of your death. Beneficiary designations are also encouraged
for CSRS and FERS retirement benefits; however, designation does not disentitle anyone eligible
to a survivor annuity by law.

It is critical for you to keep any beneficiary designations current with regard to intentions for
payment. Some employees forget to consider designations in connection with a life event such
as marriage, divorce, death of spouse, etc.
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To obtain designation forms and instructions, visit https://www.abc.army.mil/Forms/BeneficiaryForms.htm.

ok

Active Duty Military Service (LWOP US): If you will enter active duty
military service, please contact your local Civilian Personnel Advisory Center
(CPAC) for special information pertaining to your status. Additionally,
please see the Uniformed Services section of the ABC-C web site at
https://www.abc.army.mil before, during and upon return from deployment.

Civilian Deployment: If you will be deployed in connection with your
civilian service, contact your CPAC for information pertaining to FEGLI
and other benefits.

Leave Without Pay (LWOP): LWOP may affect your benefits and
entitlements. Please contact your servicing CPAC or an ABC-C counselor
to obtain additional information.

ok

Change of Address: It is very important for you to remember to update your address of record
in the DFAS myPay system at www.dfas.mil. DFAS will flow the change to the human
resources and TSP databases as well. An accurate address is needed to ensure that tax and
certain other withholdings are correct and will allow your servicing offices the ability to reach
you if needed, for example, if you should apply for a TSP loan, TSP may need to send forms to
you.

Additionally, if you are enrolled in FEHB, you must contact your health plan to report your
change of address. If you are enrolled in FEDVIP, FSAs, and/or FLTCIP, you will need to
update your account profile contact information.

Relocation may also necessitate a change in health plan, FEDVIP enrollment, etc. Please
review your benefits information and promptly make any necessary changes.

ok

Life Events: Certain life events may permit enrollment or changes to benefits such as FEHB,
FEGLI, FEDVIP, FSAs, FLTCIP, etc., in addition to creating the need to review or update your
beneficiary designations.
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These events may include, but are not limited to marriage, divorce, gaining a new family
member(s), death of family member, change in spouse’s employment/benefits, relocation,
terminal illness or disability.

For more information on life events, visit the OPM web site at
http://www.opm.gov/insure/lifeevents/index.asp, or the ABC-C web site at
https://www.abc.army.mil. Additionally, ABC-C benefits counselors are able to assist you from
Monday through Friday during the hours of 6:00 a.m. — 6:00 p.m. (Central Time). The ABC-C’s
toll-free number is -1-877-276-9287 and TDD at 1-877-276-9833 (OCONUS numbers can be
found on the ABC-C web site).

). 0. 0. ¢

SECTION 11

Appropriated Fund Appointment Types

Appropriated Funds Positions - Permanent Appointments in the Competitive Service:
Most permanent appointments to the Federal Wage System (FWS) or General Schedule (GS)
system begin as career-conditional. Career-conditional employees attain career tenure after
completing three years of substantially continuous creditable service. The first year of a career-
conditional appointment is a probationary period used to determine the new employee’s
suitability as a Federal government employee.

ox

Permanent Appointments in the Excepted Service: Some Federal employees begin their
Federal careers in the excepted service. Appointments in the excepted service are acquired either
by virtue of the position held or by virtue of the legal authority used for appointment. For
example, if you were hired using the Veterans Recruitment Appointment or Schedule A
authorities for employment of physically handicapped individuals, you are appointed to the
excepted service for two years. After serving in the excepted service for the required two years,
and with your supervisor’s recommendation, you will be converted to the competitive service.
An additional year of service is then required before you obtain career tenure.

Within the Department of the Army, certain positions, such as Attorney-Advisors and Defense
Civilian Intelligence Personnel Systems (DCIPS) positions, are classified as excepted service.
Persons employed in one of these positions are considered to be in the excepted service for the
duration of their service. The first year of an excepted service appointment is a probationary
period that is used to determine the new employee’s suitability as a Federal government
employee.
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Time-Limited Appointments: Temporary and Term appointments are time-limited
appointments and confer no status or competitive appointment eligibility. Under the GS or FWS
system, a temporary appointment is limited to one year or less with the possibility of an
extension of up to one additional year. A Term appointment is limited to 13 months or more, but
may not exceed 4 years.

ohx

Temporary Appointments: Temporary employees may be terminated at any time with 7 days
written notice with the exception of a termination based on misconduct. As a temporary
employee, you are not eligible for promotion. You earn annual leave if your appointment is over
90 days and you earn sick leave regardless of the length of the appointment. However, if you are
on an intermittent work schedule, you do not earn either annual leave or sick leave. Temporary
employees are not eligible for life insurance. Should your appointment be extended past one
year, you will become eligible for health benefits.

ohx

Term Appointments: Term employees are required to serve a one-year probationary period and
may be terminated at any time during the probationary period for performance or conduct
deficiencies. As a Term employee, you may be eligible for promotion if hired into a career-
ladder position. Otherwise, you must re-apply as an external applicant. You will earn annual
and sick leave and are eligible for both health and life insurance.

). 0. 0. ¢

SECTION 12

Payroll Information

APF-Salary and Wage Information: Payday is every other Thursday. You will be paid every
other week based on hours worked during the preceding pay period, resulting in 26 pay periods
per year. As a condition of employment, you are required to enroll and participate in Direct
Deposit/Electronic Funds. Any discrepancies in pay, deductions, or leave should be reported to
your organization’s timekeeper. A pay period is two weeks from Sunday through Saturday. An
employee is paid the first full pay period after start date.
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Law requires certain deductions from your salary. These include Federal and State income
taxes, Social Security/Medicare and/or retirement deductions. Optional deductions, for
employees who qualify and elect, include Federal Employees Health Benefits (FEHB)
premiums, Federal Employees Group Life Insurance (FEGLI) premiums, Thrift Savings Plan
contributions, Union dues, U.S. Savings Bonds, and allotments to a Credit union or other savings
institution.

_ The Defense Finance and Accounting Service (DFAS) strongly
m encourages use of the “myPay” web site
(https://mypay.dfas.mil/mypay.aspx) to print your Leave and Earnings
Statements (LES). Your LES provides detailed information concerning your pay, deductions and
leave. In addition, you can use the myPay web site to change the address where your LES is

mailed; make state tax changes; start, stop, or change allotments; and download and print your
W-2 forms.

To access myPay, you will request a Personal Identification Number (PIN) by following the
instructions on the myPay web site. If you encounter problems, you can obtain assistance online
or you can call customer support at 1-800-390-2348, Monday through Friday, between 7 a.m.
and 7:30 p.m. (Eastern Time).

To access Defense Finance and Accounting online go to: Bl A Pial
http://www.dfas.mil/. If you are unable to find what you are looking for on
the website you may contact DFAS by phone at 1-888-DFAS411. This @SKHF S
number accesses Call Centers for inquiries about Military Retired and
Annuitant Pay, Military Pay, Travel Pay computed by DFAS, Military Debt,
myPay, Garnishment and additional options.

). 0. 0. ¢

SECTION 13

Salary increases

Within-Grade Increases (for GS and FWS employees only): Rate of pay is determined by
your pay grade and step. The General Schedule (GS) salary system is divided into 15 grades,
each of which has 10 steps. The Federal Wage System (FWS) — sometimes called the Wage-
Grade (WG) or prevailing rate system, has 5 steps in each grade. When first appointed in the
Federal service, your pay is normally set at the first step of the grade. You will be advanced to
the next higher step when you meet requirements for length of service and satisfactory
performance as follows.
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A GS employee must wait:

52 weeks for each increase from step 1 through step 4
104 weeks for each increase from step 4 through step 7
156 weeks for each increase from step 7 through step 10

A copy of the most current GS pay tables can be found at http://www.opm.gov/oca/10tables/index.asp

ohx

An FWS employee must wait:

26 weeks for advancement from step 1 to step 2
78 weeks for advancement from step 2 to step 3
104 weeks for advancement to steps 4 and 5

A copy of the most current FWS pay tables can be found at http://www.cpms.osd.mil/wage/.

For those of you who are in pay for performance systems, such as Laboratory and Acquisition
Workforce Demonstration Projects, you will receive salary increases through pay for
performance once per year.

). 0. 0. ¢

SECTION 14

ONSPS

The DoD announced that the majority of NSPS employees are scheduled to transition to non-
NSPS personnel systems by 30 September 2010, more than a year earlier than required by the
National Defense Authorization Act (NDAA) for FY 2010. This statute requires all employees
to transition from NSPS by no later than 1 January 2012 with no loss of or decrease in pay upon
conversion. Most employees will transition into the General Schedule (GS) personnel system.

NSPS Transition Planning Continues

Components and DoD organizations are in the final stages of determining their transition
dates, and plans are being submitted to the NSPS Transition Office for approval. If you are
currently in a NSPS organization, you will be notified of the transition date once plans are
approved.
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Based on application of GS classification criteria to your assigned duties and responsibilities,
your permanent position will convert to a GS grade. Once the grade is determined, your current
salary will be set on a step within the rate range for your assigned grade using GS compensation
rules as follows:

= |f the NSPS adjusted salary falls between two steps, your salary will be set at the higher
step.

= |f the NSPS adjusted salary falls below step 1 of the grade, your salary will be set at the
step 1 rate.

= |f your NSPS adjusted salary exceeds step 10 of the grade, you will be placed on retained
pay. Retained pay is a provision under the GS system that allows those employees whose
salary exceeds Step 10 of their assigned grade to keep their pay. A Human Resources
Specialist, or a supervisor/manager with delegated classification authority, determines
your grade using GS classification criteria. This determination is based on the duties and
responsibilities assigned by your supervisor.

The NSPS Transition Office has a series of Frequently Asked Questions (FAQ’s) regarding the
NSPS Transition and can be found at
http://www.cpms.osd.mil/nsps/docs/TransitionFAQs022210.pdf

). 0. 0. ¢

SECTION 15

Holidays

Government employees are entitled to the following holidays each year:

New Year’s Day January 1°

Birthday of Martin Luther King, Jr. 3" Monday in January
Presidents’ Day 3" Monday in February
Memorial Day Last Monday in May
Independence Day July 4™

Labor Day 1% Monday in September
Columbus Day 2" Monday in October
Veterans Day November 11"
Thanksgiving Day 4" Thursday in November
Christmas Day December 25"
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SECTION 16

Work Schedules and Working Conditions

Work Schedules: Supervisors have the responsibility for establishing work schedules consistent
with mission and workload requirements. Most work schedules are either full-time (40 hours per
week), part-time (16 to 32 hours per week), or intermittent (irregular with no prearranged tour of
duty). Changes to individual workdays and shifts may be made by the supervisor to meet
mission workload and other operational requirements. In most cases, fourteen (14) days advance
notification of changes to established work schedules is required for bargaining unit employees.
Be sure to check your local Collective Bargaining Agreements for details regarding your site.
Below are different work schedule options that may (or may not) involve you:

a. A full-time work schedule requires most employees to work 40 hours during the
workweek.

b. A part-time work schedule requires an employee to work less than full-time, but for a
specific number of hours (usually 16-32 hours per administrative workweek) on a prearranged
scheduled tour of duty.

¢. Job sharing is when two employees voluntarily share the duties and responsibilities of a
full-time position. Job sharers are part-time employees and are subject to the same personnel
policies on that basis. It is a way for management to offer part-time work schedules in positions
where full-time coverage is needed.

d. An intermittent work schedule requires an employee to work on an irregular basis for
which there is no prearranged scheduled tour of duty.

e. An employee on-call works as needed during periods of heavy workload with expected
cumulative service of at least 6 months in pay status each year.

f. A seasonal employee works on an annually recurring basis for periods of less than 12
months (2080 hours) each year. Snow removal workers and grounds maintenance crews are
examples of seasonal employees.

Firefighter Work Schedules: The basic tour of duty for firefighters whose positions require a

substantial amount of standby time shall be a 72-hour week of three (3) alternate 24-hour shifts.
Each 24-hour shift shall include eating and sleeping time, standby time and actual hours of work.
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Alternative Work Schedules (AWS): A flexible schedule splits the workday into two types of
time: core time and flexible time. During core time all employees must be at work. Additional
periods of flexible time are established during which employees have the option of selecting and
varying their starting and quitting time within limits set by management for the organization or
installation. Employees interested in working an alternative work schedule (AWS) may request
consideration through their supervisors. Employees must have supervisory approval prior to
working an AWS. The following are the two categories of AWS:

a. Compressed Work Schedules (CWS) are fixed work schedules, but they enable full-
time employees to complete the basic 80-hour biweekly work requirement in less than 10
workdays.

b. Flexible Work Schedules (FWS) consist of workdays with both core hours and flexible
hours. Core hours are the designated period of the day when all employees must be at work.
Flexible hours are the part of the workday when employees (within limits or “bands”) choose
their time of arrival and departure. Within limits set by their agencies, FWS can enable
employees to select and alter their work schedules to better fit personal needs and help balance
work, personal, and family responsibilities. For additional information use the following link:
http://www.opm.gov/oca/aws/index.asp.

ohx

Tardiness: Supervisors may excuse tardiness and other unavoidable or necessary absences of
less than one hour or charge the absence as annual leave. You may be charged as Absent
Without Leave (AWOL) for excessive tardiness or unapproved absences that could result in
disciplinary action. Adjusting work schedules, if feasible, can often eliminate excessive
tardiness.

ox

Lunch Periods: A lunch or other meal period is an approved period of time in a non-pay and
non-work status that interrupts a basic workday or a period of overtime work for the purpose of
permitting employees to eat or engage in permitted personal activities. An agency may establish
policies for meal periods for most GS and FWS employees. The law does not provide you with
an explicit entitlement to a meal period. Each agency has the authority to establish its own
requirements for meal periods. An agency may require or permit unpaid meal periods during
overtime hours, and the policy may be different from the one for the basic workweek. For
example, an agency could permit you to work 8 overtime hours on a Saturday or Sunday without
any requirement for a meal period. In exceptional circumstances, an agency may permit you to
eat your meal while working.
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Duration: In most circumstances, an agency is prohibited from scheduling a break in working
hours of more than 1 hour during a basic workday. This limitation applies to lunch and other
meal periods. An agency may permit or require shorter meal periods. A basic workday is
usually 8 hours, but the basic work requirement may be longer for certain days under alternative
work schedules (i.e., flexible or compressed work schedules). The normal 1-hour meal period
limitation does not apply if an agency permits an employee who works under a flexible work
schedule to elect to take a longer unpaid meal period.

Combination with Rest Periods is Prohibited: An agency may not extend a regularly
scheduled lunch break by permitting you to take an authorized rest period (with pay) prior to or
immediately following lunch, since a rest period is considered part of the compensable basic
workday. The lunch period may be extended only under limited circumstances.

Interruptions: Unpaid meal periods must provide bona fide breaks in the workday. If an
employee is not excused from job duties, or if he or she is recalled to job duties, you are entitled
to pay for compensable work, including work that is not minimal in nature. Note that there is no
authority to compensate employees for being placed on-call or being required to carry a pager or
cell phone.

ox

Rest Periods: Rest periods protect health, remove fatigue, and/or increase the quality and/or
quantity of work. Hours of work include rest periods authorized by a supervisor that do not
exceed 20 minutes and are within the same workday. Work less than four hours in duration will
normally not entitle you to a rest period except in unusual cases as determined by the supervisor.
Rest periods will not extend the lunch period or end your workday early.

). 0. 0. ¢

SECTION 17

Premium Pay

Overtime: Overtime work means all hours of work in excess of eight hours in a day or forty
hours in an administrative workweek, which is officially ordered and approved by management.
Supervisory approval for overtime is required before it is worked. Eligible employees may
receive one and one-half times of their basic hourly rate of pay not to exceed the overtime ceiling
for performing authorized overtime work. If you are a Non-exempt employee under the Fair
Labor Standards Act (FLSA), you must receive overtime pay unless you request compensatory
time off in lieu of payment.
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Compensatory (Comp) Time: Compensatory (Comp) time may be authorized in lieu of
payment for overtime. When requested and authorized, non-exempt employees may work and
take comp time (one hour off for each hour worked) in lieu of receiving overtime pay. Exempt
employees paid at a rate higher than GS-10/Step 10 may receive overtime pay, or may be
required to take comp time. Comp time earned should be scheduled and used as soon as
possible. Comp time not used within 26 pay periods of the date earned automatically converts to
overtime and is paid at the rate it was earned. One (1) hour of compensatory time off is granted
for each hour of overtime work.

Travel: According to the “Federal Workforce Flexibility Act of 2004,” if you must travel for
business outside normal working hours, you will receive compensatory time off for the travel
time, if the travel time is not otherwise compensable.

Night Pay: If you are a General Schedule employee, you are not paid premium pay for night
work solely because you elect to work credit hours, or elect a time of arrival or departure, at a
time when night pay is authorized. However, agencies must pay night pay to GS employees for
those hours that must be worked between 6 p.m. and 6 a.m. to complete an 8-hour tour of duty.
Agencies must also pay night pay for all designated core hours worked between 6 p.m. and 6
a.m. and for any regularly scheduled overtime work between those hours.

Note: For prevailing rate (wage) employees, see 5 U.S.C. 6123(c)(2).

Holidays: On holidays, a full-time Federal Wage System (FWS) employee is limited to 8 hours
of basic pay. A part-time FWS employee is entitled to basic pay for the number of hours
scheduled for the holiday, not to exceed 8 hours. In the event the President issues an Executive
Order granting a “half-day” holiday, full-time FWS employees are entitled to basic pay for the
last half of “basic work requirement” (i.e., non- overtime hours) on that day, not to exceed 4
hours.

Holiday Premium Pay: Holiday premium pay (equal to 100 percent of the rate of basic pay) is
limited to non-overtime hours worked, not to exceed a maximum of 8 non-overtime hours per
holiday.

Sunday Premium Pay: Sunday premium pay is paid for non-overtime work performed by full-
time employees only. A full-time FWS employee earns Sunday premium pay for an entire non-
overtime regularly scheduled tour of duty (not to exceed 8 hours) that begins or ends on Sunday.
It may not be paid for periods of non-work, including leave, holidays, and excused absence.

Adjustment of Work Schedules for Religious Observance: If modifications in work
schedules do not interfere with the efficient accomplishment of an agency’s mission, you may
work alternative work hours to fulfill religious obligations that require you to abstain from work
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at certain times of the workday or workweek. The hours worked in lieu of the normal work
schedule do not create any entitlement to premium pay (including overtime pay). Adjustments
of work schedules for religious observances may be approved for those employed in or under an
executive agency. Agencies may require you to submit a written request for an adjusted work
schedule in advance. Specifically state the request is for an adjusted work schedule for religious
purposes and provide acceptable documentation of the need to abstain from work (e.g.,
attendance at church services).

Failure to Report to Work: Failure to report to work as scheduled may terminate a temporary
employee’s appointment immediately upon written notification. If your appointment is not time
limited and you fail to report to work, your timecard may reflect an absent without leave status or
Absent Without Leave (AWOL). Failure to report for work (AWOL) and/or failure to follow
proper leave procedures may result in formal disciplinary action up to and including removal.

). 0. 0. ¢

SECTION 18

Leave Entitlements

Leave Entitlements: If you are on permanent appointments and time limited appointments over
90 days, you are entitled to annual and sick leave benefits. Management, however, has certain
options in granting use. Leave is charged only for absences on days when you would otherwise
work.

Annual Leave: Annual Leave is paid leave used for personal reasons, primarily vacations and
taking care of personal business; it may be used in lieu of sick leave. The accrual rate will
depend on an employee's type of appointment and years of Federal service, both civilian and
creditable military service.

New Full-time employees earn 13 days (4 hours per pay period); those with three years but less
than 15 years earn 20 days (6 hours per pay period, plus 4 additional hours on the last pay
period); and those with over 15 years of Federal service earn 26 days a year (8 hours per pay
period);

New Part-time employees with less than three years earn one hour for each 20 hours in a pay
status; those with three but less than 15 years earn one hour for each 13 hours in a pay status; and
those with 15 years or more Federal service earn one hour of annual leave for each 10 hours in a
pay status;
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You may accumulate and carry forward a balance of 30 days (240 hours) of annual leave,
unless you are stationed overseas, then you may accumulate 45 days. After returning from
overseas, you may retain the extra 15 days until the balance is reduced by leave usage.

Except for emergencies, your immediate supervisor or a designee must authorize annual leave,
in advance and before it is started. Should you need annual leave because of an emergency make
every attempt to notify your supervisor prior to the beginning of the work shift or as soon as
possible thereafter.

ohx

Service Credit for Leave Rate Accrual and Retirement for Veterans

Not Retired from Uniformed Service: For non-retired members, full credit for uniformed
service (including active duty and active duty for training) performed under honorable conditions
is given for leave accrual purposes, and for retirement purposes provided a deposit, as required
by law, is made to the retirement fund. Uniformed service means the Armed Forces, the
commissioned corps of the Public Health Service, and the commissioned corps of the National
Oceanic and Atmospheric Administration. Veterans in a position covered by the Federal
Employee Retirement System (FERS) on or after January 1, 1984, must make a deposit to the
retirement fund of 3 percent of basic military pay to obtain retirement credit.

Retired from Uniformed Service: Credit for uniformed service is substantially limited for
retired members. In enacting the Dual Compensation Act in 1964, Congress adopted a
compromise between the view that retired members should receive preference and full credit for
their service and the view that there should be no advantage for retired members.

Retirees receive leave accrual credit for the following reasons:

a. Actual service during a war declared by Congress (includes World War 11 covering the
period December 7, 1941, to April 28, 1952) or while participating in a campaign or expedition
for which a campaign badge is authorized; or

b. All active duty when retirement was based on a disability received as a direct result of
armed conflict or caused by an instrumentality of war and incurred in the line of duty during a
period of war as defined in 38 U.S.C. 101(11). "Period of war" includes World War Il, the
Korean conflict, Vietnam era, the Persian Gulf War, or the period beginning on the date of any
future declaration of war by the Congress and ending on the date prescribed by Presidential
proclamation or concurrent resolution of the Congress.
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For retirement: An employee must waive military retired pay to receive any credit for military
service unless the retired pay is awarded based on a service-connected disability incurred in
combat with an enemy of the United States or caused by an instrumentality of war and incurred
in the line of duty during a period of war.

ox

Sick Leave: Sick leave is a qualified right and you may use it for the reasons: (1) Due to a
medical, dental or optical examination for you or a family member; (2) As a physical or mental
illness, injury, pregnancy, or childbirth prevents you from working; (3) If you are required to
provide care for a family member due to physical or mental illness, injury, pregnancy, or
childbirth; (4) While making funeral arrangements for or attending a family member’s funeral;
(5) When your presence at work exposes others to a communicable disease; and (6) for child
adoption (For more information on adoption benefits click on: Adoption Benefits Guide for
Federal Employees). The provisions of the Family Friendly Leave Act will be adhered too while
providing care for family members.

It is not always possible to obtain sick leave in advance unless you know about medical,
dental or optical examinations or treatment or an operation, convalescence, lengthy illness, or
something similar. You must contact your immediate supervisor, or designee, as early in the day
as possible, after the beginning of the official workday to obtain authorization to use sick leave.
Check your local Collective Bargaining Agreement (CBA) for appropriate leave request
procedures. You may be required to submit administratively acceptable evidence of illness and
incapacitation for periods in excess of three workdays, or for a lesser period when determined
necessary by your supervisor. It is your responsibility to obtain authorization in this situation
and that means talking to your supervisor or designee to obtain the authorization.

You may be required to provide acceptable medical certification of the illness within 15
calendar days of the absence, if you are absent for sick-leave related reasons for three or more
days. However, if a supervisor feels that you are abusing sick leave, the supervisor can request
in writing that you bring in acceptable medical certification of the illness no matter how brief
your absence.

If a Full-time employee, you will earn 13 days a year (4 hours per pay period); or if part-time,
you earn one hour for every 20 hours in a pay status. Sick leave may be used in ¥2-hour
increments. There is no restriction on the number of hours of sick leave that may be
accumulated. No lump sum payment is made when you separate from the Federal service.
However, if you return to work, the sick leave is re-credited to your account.

Note: Retirees under the Civil Service Retirement System (CSRS) are entitled to time credit in
the calculation of retirement annuity for all unused sick leave to their credit at the time of
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retirement. (This provision does not currently apply to Federal Employee Retirement
System (FERS) employees, but is subject to change soon).

Advanced Sick Leave: Advanced Sick Leave (ASL) may be requested for up to a maximum of
240 hours at any given time. The request must be in writing stating the purpose of the leave.
Submit the appropriate medical documentation (diagnosis, prognosis and length of
incapacitation) and memo to the supervisor for approval/disapproval. If you leave federal
service prior to paying the ASL back, you will incur a federal debt.

Family Friendly Leave Act: The Family Friendly Leave Act (FFLA) allows you to use sick
leave to provide care for a family member (Spouse, and parents thereof; Sons and daughters, and
spouses thereof; Parents, and spouses thereof; Brothers and sisters, and spouses thereof;
Grandparents and grandchildren, and spouses thereof; Domestic partner and parents thereof,
including domestic partners of any individual mentioned above; and any individual related by
blood or affinity whose close association with the employee is the equivalent of a family
relationship). As a full-time Federal employee, you may use up to 104 hours (13 days) of sick
leave in a leave year for family care or bereavement. As a part-time employee, or an employee
with an uncommon tour of duty, you may use up to the number of hours of sick leave normally
accrued during the leave year. You are not required to maintain a minimum balance in your sick
leave account in order to use the maximum amount of sick leave provided for family care and
bereavement purposes.

Family and Medical Leave Act: To be eligible for Family and Medical Leave Act (FMLA)
leave, employees must have completed at least one year of civilian service with the government.
FMLA entitles employees to a total of 12 administrative work weeks of leave without pay
(LWORP) in any 12-month period for the birth of a child and care of the newborn; the placement
of a child with you for adoption or foster care; the care of your spouse, child, or parent with a
serious health condition; or your own serious health condition that makes you unable to perform
the duties of your position. Employees must fill out an OPM 71 and provide medical
certification to their supervisor for approval prior to taking FMLA leave.

Exclusions: FMLA excludes some employees: You may be included in a group of employees
serving under intermittent appointments or temporary appointments with a time limitation of one
year or less; or be an employee with less than 12 months of Federal Service; or fall into another
category of exclusion from FMLA. If you are uncertain whether you are eligible for FMLA,
please contact your local CPAC for more information.

ox

Voluntary Leave Transfer Program: An employee who has been affected by a medical
emergency and is facing at least 24 hours without available paid leave (i.e., insufficient sick or
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annual leave to cover the period of time) may apply to become a leave recipient by submitting a
written request through supervisory channels. You must submit an OPM 630, obtain supervisor
approval, and provide medical certification for the illness.

ox

Leave Without Pay (LWOP): LWORP is an approved absence without pay and may be granted
at the discretion of the agency for such purposes as covering absences due to insufficient leave
balances, attending to parental or other family responsibilities, education which would be of
benefit to the agency, recovery from illness or disability, or protection of employee status and
benefits pending action on claims for disability retirement or injury compensation. You may
substitute LWOP time with accumulated annual or sick leave during the LWOP timeframe.

Generally, the effects of leave without pay vary depending on the length of absence. Extended
periods of leave without pay will affect your service computation date, waiting period for within-
grade increases, accumulation of annual and sick leave, and benefit contributions such as
insurance premiums going into arrears. If you are approved for LWOP for 30 or more
consecutive days, please contact the CPAC for details of how this will affect your benefits.

Absence Without Leave (AWOL): AWOL is any absence from the duty station that has not
been authorized or approved by your supervisor. If you fail to request leave in advance or if the
request is denied, in accordance with directives, you are considered AWOL. This means you
receive no pay and may face disciplinary action.

ox

Inclement Weather Leave: Liberal leave policies may be an option during adverse weather;
however, you must call in to request annual leave be granted. Annual leave is charged for the
entire workday, or for the appropriate number of hours requested. Early release during inclement
weather is considered excused absence only if you are present for duty at the time of the release.
Status of post operations are usually announced on local radio/television stations. Please check
with the local CPAC for additional information. You will be notified in advance if you have
been designated as “emergency essential”; if so, you should report for duty unless otherwise
instructed by your supervisor.

ox

Maternity Leave: There is no maternity leave in the federal service. Employees must use their
existing sick leave and/or annual leave to cover appointments or to bond with the baby after
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birth. You may request LWOP from your immediate supervisor to cover that time if you do not
have enough leave time built up. You are entitled to the Leave Transfer and /or Advanced Sick
Leave programs, as stated above.

ok

Telework: Telework: The Telework (TW) program is designed to provide individuals an
opportunity to have some personal control over their work location. You will need to follow
your organization’s procedures for requesting TW. If your organization does not have a TW
policy, then contact your local CPAC representative for assistance. TW plans are fully
integrated into all local Emergency Preparedness and Continuity of Operations Plans (COOP).

Xk

Holiday Leave: While in pay status, on either the regularly scheduled workday preceding a
holiday or on the regularly scheduled workday succeeding a holiday, you are entitled to straight-
time pay for the holiday, regardless of your status on the holiday not worked. (Regular full-time
employees receive regular straight-time pay, including night and shift differential, for holidays
on which they are not required to work.)

ok

Court Leave:

Employee Absences For Court For Court-Relate Service

Type of Service Type of Absence Fee Retention or Travel Expenses
Not
Jury Service:
(a) US or DC Court Court Leave No No
Court Leave Yes*(turn into agency) No

(b) State/local

*NOTE: if Civil Matter,
NO court leave. If
Criminal Matter,
Court Leave if City,
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County, or State is
processing.

Witness Service

(a) On behalf of State Official Duty No Yes*
or DC Government

(b) On behalf of State

or local governmentin | Official Duty Yes* (turn into agency) | Yes*
official capacity

Court Leave Yes* (turn into agency)
(c) On behalf of State
or local government No
but not in an official
capacit

S Official Duty Yes* (turn into agency)
(d) On behalf of private
party in official
capacity

Yes*

Court Leave Yes* (turn into agency)

(e) On behalf of private
party that is U.S., D.C., Yes No
State or local
government but when
not in an official

capacit
pacity Annual Lv or LWOP Yes No

(f) On behalf of private

). 0. 0.

SECTION 19

Performance Management

Employee Performance Evaluation: Employee Performance Evaluation: The Performance
Management process includes five phases: (1) Planning performance and assigning work; (2)
Monitoring performance; (3) Developing performance; (4) Appraising performance; and (5)
Rewarding performance.

You should receive a copy of your position description and written performance plan from
your supervisor within the first 30 days of your new job. This plan states performance
expectations and objectives during a rating period. Your performance plan is reviewed and
approved by your supervisor at the beginning of each rating period. At a minimum, you will
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meet with your supervisor to discuss your performance at the mid-point and end of the rating
period. A written evaluation is prepared and provided to you at the end of each rating cycle. For
more specific information, refer to AR 690-400, Chapter 4302, on the Internet at
http://cpol.army.mil/library for GS and WG employees, SC9901.400 Subchapter 400 for NSPS
employees at http://www.cpms.osd.mil/nsps/docs/implementing_issuances/1940depsec.pdf.

Rewarding Good Performance: Receiving recognition for a job well done should be an
ongoing, natural part of any employee’s day-to-day work experience. Everyone appreciates
hearing comments from his/her supervisors such as “You’re doing a great job!” However,
employees can receive a broad range of awards for good employee performance such as cash,
time-off, and many non-monetary awards such as medals and certificates of achievement.
Employees can find out more by reviewing AR 672-20, Incentive Awards that is located at
http://www.army.mil/usapa/epubs/pdf/r672_20.pdf.

Temporary Employees: Temporary Employees: If you are in a temporary position not
expected to exceed 120 days, in a consecutive 12-month period, an agency may exclude you
from the performance appraisal process. However, if you are in a position with a NTE date of
more than 120 days, you should be placed on standards and rated under the Total Army
Performance System (TAPES). For more information, go to
http://www.army.mil/usapa/epubs/pdf/r690_400.pdf.

Yok ok

SECTION 20

Labor-Management Relations

The Civil Service Reform Act of 1978 provides the legal foundation for the operation of the
Federal labor-management relations program. Under the provisions of the program, Department
of the Army employees may elect a labor organization to represent them in a bargaining unit and
participate in an election vote for union representation. In addition, an employee may choose to
serve as a representative of the labor organization in presenting the union's views to management
officials and in negotiating a collective bargaining agreement. The CPAC has been designated
as the principal point of contact for conducting business with labor organizations.

ok

Bargaining Unit Status (BUS) Codes: To determine an employee’s bargaining unit status an
employee can look on block 37 of his/her latest SF 50 and if the number is not 8888 or 7777,
then you are a bargaining unit employee that is represented by a local union. The number 8888
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means that an employee is excluded and the number 7777 means that an employee is eligible but
not represented by a union.

ox

Recognized Union(s): There are twenty-four (24) different unions that represent federal
employees. To find out which union is present at a location and its representative, please contact
your local CPAC Labor Relations Specialist. If a conflict appears between information
presented in this handbook and the policies and procedures of a negotiated agreement, the
provisions of the negotiated agreement take precedence and must be observed.

ohx

Employee Rights: Federal employees are entitled to submit a grievance if they are
dissatisfied with any aspect of their working conditions, relationships, or employment status. An
employee complaint should always be discussed first with the immediate supervisor in an
attempt to resolve the problem in an informal manner.

ox

Grievances: Bargaining unit employees must submit grievances in accordance with the
procedures described in the appropriate collective bargaining agreement. For general
information on negotiated grievance procedures, click on the following link
http://cpol.army.mil/library/permiss/416.html. Non-bargaining unit employees (block 37 of your
SF 50 will be either 8888 or 7777) must submit grievances in accordance with Administrative
Grievance Procedures. For more information on administrative grievance procedures employees
can contact their local CPAC Labor Relations Specialist or use the following link
http://cpol.army.mil/library/permiss/5aa.html.

ox

Discipline: Maintaining discipline among civilian employees is extremely important. The
broad objective of discipline is to prevent prohibited activities and to motivate employees to
conform to acceptable standards of conduct. The most effective means of maintaining discipline
is through cooperation, sustained effective working relationships and the self-discipline and
responsible performance expected of mature employees.

Disciplinary actions fall into two categories: (1) informal actions involving oral
admonishments and written warnings or (2) formal actions including letters of reprimand,
suspensions, demotions, and removal.
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Similarly, employee conduct falls into two categories: behavioral offenses for which
disciplinary action aimed at correcting the behavior is appropriate, and violations of regulations
or laws that require punitive sanctions. The Table of Penalties for various offenses serves as a
general guide in imposing disciplinary action. The Table of Penalties for disciplinary actions can
be found at http://www.cpol.army.mil/library/permiss/5al111.htmi.

Top of Page
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SECTION 21
Discrimination
Discrimination that violates Title VI of the Civil Rights Act of 1964 applies to employers

with 15 or more employees, including state and local governments. It also applies to
employment agencies and to labor organizations, as well as to the federal government.

The Army is an Equal Employment Opportunity employer and discrimination in any form is
prohibited by the law and will not be tolerated! The Equal Employment Opportunity
Commission (EEOC) provides an employee with relevant laws, regulations and policy guidance,
fact sheets, Q&As, best practices, and other pertinent information regarding discrimination and
sexual harassment.

Age discrimination involves treating someone (an applicant or employee) less favorably
because of his/her age.

Disability discrimination occurs when an employer or other entity covered by the Americans
with Disabilities Act, as amended, or the Rehabilitation Act, as amended, treats a qualified
individual with a disability who is an employee or applicant unfavorably because he/she has a
disability.

Equal Pay Act requires that men and women in the same workplace be given equal pay for
equal work. The jobs need not be identical, but they must be substantially equal. Job content
determines whether jobs are substantially equal. All forms of pay are covered by this law.

Under Title 11 of the Genetic Information Nondiscrimination Act (GINA), it is illegal to
discriminate against employees or applicants because of genetic information. Title Il of GINA
prohibits the use of genetic information in making employment decisions, restricts acquisition
of genetic information by employers and other entities covered by Title 11, and strictly limits
the disclosure of genetic information.

National origin discrimination involves treating people (applicants or employees)
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unfavorably because they are from a particular country or part of the world, because of
ethnicity or accent, or because they appear to be of a certain ethnic background (even if they
are not). National origin discrimination also can involve treating people unfavorably because
they are married to (or associated with) a person of a certain national origin or because of their
connection with an ethnic organization or group.

Pregnancy discrimination involves treating a woman (an applicant or employee) unfavorably
because of pregnancy, childbirth, or a medical condition related to pregnancy or childbirth.

Race/Color discrimination involves treating someone (an applicant or employee)
unfavorably because he/she is of a certain race or because of personal characteristics
associated with race (such as hair texture, skin color, or certain facial features). Color
discrimination involves treating someone unfavorably because of skin color complexion.
Race/color discrimination also can involve treating someone unfavorably because the person
is married to (or associated with) a person of a certain race or color or because of a person’s
connection with a race-based organization or group, or an organization or group that is
generally associated with people of a certain color.

Religious discrimination involves treating a person (an applicant or employee) unfavorably
because of his or her religious beliefs. The law protects people who belong to traditional,
organized religions, such as Buddhism, Christianity, Hinduism, Islam, and Judaism, and others
who have sincerely held religious, ethical or moral beliefs. Religious discrimination can also
involve treating someone differently because that person is married to (or associated with) an
individual of a particular religion or because of his or her connection with a religious
organization or group.

An unwelcome sexual advances occur when requests for sexual favors explicitly or implicitly
affects an individual's employment, unreasonably interferes with work performance, or creates
an intimidating, hostile, or offensive work environment. Verbal or physical conduct that creates
these same conditions constitutes sexual harassment.

All of the laws we enforce make it illegal to fire, demote, harass, or otherwise “retaliate”
against employees because they filed a charge of discrimination, because they complained to
their employer or other covered entity about discrimination on the job, or because they
participated in an employment discrimination proceeding (such as an investigation or lawsuit). It
is also unlawful to retaliate against an individual for opposing employment practices that
discriminate based on sex or for filing a discrimination charge, testifying, or participating in any
way in an investigation, proceeding, or litigation under Title VII.

For more information, you can find EEOC online at www.eeoc.gov or by contacting your
local Equal Employment Opportunity Office.
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SECTION 22
Employee Professional and Self Development

The Army offers a variety of training and self-development opportunities to assist with your
career development. Traditional classroom courses taught by Army, DoD, other Government
and non-government schools, university professors and contracted vendors are available to
enhance your knowledge and skills. Most often, you will find out about training opportunities
through your supervisor, a Human Resources advisor, a workforce development advisor, or your
organization’s Training Coordinator. Distributed learning courses, desk side briefings,
developmental assignments, mentoring, and on-the-job training are ways that management may
choose to develop and train you. Your supervisor will work with you in creating an Individual
Development Plan (IDP). An IDP is a written schedule or plan designed to meet particular goals
for development that are aligned with the organization's strategic plan and action plan. It helps
you plan for individual training and development by assessing your needs. The IDP is the place
to formulate and record your professional development goals.

Your CPAC HR Advisor can provide guidance and information on any training questions you
may have. In addition, there are many on-line resources available. You may find the list of links
below to be helpful: CHRTAS — The Civilian Human Resources Training Application System.
Register for a variety of training courses. Completion of your employee profile in CHRTAS is
required before you can register for training.
https://www.atrrs.army.mil/channels/chrtas/default.asp. CPOL ACTEDS Catalog — For leader
positions, senior specialists, and employees in an Army Career Program -
http://cpol.army.mil/library/train/catalog/. ACTEDS PLANS — Training plans for the Army’s
Civilian Career Programs http://cpol.army.mil/library/train/acteds/. MyBiz — Training and
Education Updates — https://compo.dcpds.cpms.osd.mil/. Note: These functions allow you to
update your official training and education records Army Knowledge On-Line —
https://www.us.army.mil. Army e Learning — Over 1500 on-line courses are available, access
through AKO.

ox

Program Descriptions

Army Civilian Training, Education, and Development System (ACTEDS) is a requirements-
based system that ensures planned development of civilian members of the force through a
blending of progressive and sequential work assignments, formal training, and self-development
for individuals as they progress from entry level to key positions. ACTEDS seeks to assure the
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systematic development and sustainment of Army's civilian workforce, and the development of
technically competent and confident civilian leaders so essential to Army readiness.

Civilian Education System (CES) Leader Development Program is a progressive and
sequential leader development program that provides enhanced educational opportunities for
Army Civilians throughout their careers. The curriculum focuses on the transfer of knowledge
using the Army’s Lifelong Learning Philosophy, with the emphasis on leader development. The
instruction provides students with real world issues and problems they will encounter as direct or
indirect leaders. CES provides these levels of Civilian development: Foundation Course (FC),
Basic Course (BC), Intermediate Course (IC), Advanced Course (AC), and Continuing
Education for Senior Leaders (CESL). The method of delivery is comprised of distributed
Learning (dL) and resident instruction. Register for these classes in CHRTAS.

Human Resources for Supervisors — A 3.5-day class designed to train new supervisors in their
authorities and responsibilities for Civilian Human Resources (CHR) Management. The course
covers such topics as classification, staffing, employee development, performance management,
and management-employee and labor relations. Register for this class in CHRTAS.

MyBiz Training and Education Updates - My Biz and associated web pages are web-based
tools created by the DoD as part of the Defense Civilian Personnel Data System (DCPDS) to
allow DoD employees access to and management of selected portions of their personnel records.
This capability allows individual employees to update their education and training records.

Army el earning - At no cost to employees or their organization, all Army civilian employees
are authorized to access over 1,500 Information Technology, Business Skills, and Interpersonal
Skills courses from any location, around the clock (24/7). All you have to do to use Army e
Learning is get an Army Knowledge On-Line account and sign up. Log into AKO and go to My
Training. Look for ATRRS User Tools and click on ‘Sign up for the Army e-Learning
Program.’

Yok X

SECTION 23
INTERNET RESOURCES
Webpage Link
Army Benefits Center-Civilian https://www.abc.army.mil
Army Civilian Personnel Online www.cpol.army.mil
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Army Homepage

www.army.mil

Army Civilian Personnel Locator

http://acpol.army.mil/employment/findcpac/index.html

Code of Federal Regulations (Law)

WWW.access.gpo.gov/nara/cfr

Department of Veterans Affairs

Www.va.gov

DoD Civilian Personnel Mgmt Svc

www.cpms.osd.mil

DoD Dictionary of Acronyms and
Terms

http://www.dtic.mil/doctrine/dod_dictionary/

Job Information (OPM)

WWW. Usajobs.opm.gov

Joint Travel Regulations

http://www.dtic.mil/dtic/

Military Installation Locator

http://apps.mhf.dod.mil/pls/psgprod/f?p=MI:ENTRY:1985089423986618

Office of Personnel Management

WwWw.0opm.gov

Office of Workers Compensation

http://www.dol.gov/dol/topic/workcomp/index.htm

Programs (OWCP)

PERMISS http://cpol.army.mil/library/permiss
Thrift Savings Plan Www.tsp.gov

Flexible Spending Accounts www.fsafeds.gov

U.S. Department of Labor www.dol.gov

U.S. Equal Employment Opportunity  www.eeoc.gov

Commission

National Security Personnel System
(NSPS)

http://www.cpms.osd.mil/nsps/issuances.html

Army NSPS Site

http://cpol.army.mil/library/general/nsps

US Army Acquisition Support Center

http://asc.army.mil/

Total Army Performance System
(TAPES) Link

http://www.army.mil/usapa/epubs/pdf/r690 400.pdf
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This handbook was revised by the Civilian Human Resources Agency, Human Resources
Program Division, Strategic Recruitment Team, Aberdeen Proving Ground, Maryland. Any
suggestions for improvement may be sent to Cindy Sepulveda at cindy.sepulveda@us.army.mil.
The last update of this document was on 8 September 2010.
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Instructions for FEHB Enrollment
Begin Enrollment Here

To Enroll in FEHB , you will need to process your request in GRB platform. The initial enrollment period is within 60 days from the date of hire.  Below are the instructions on how to enroll in FEHB in GRB Platform:

Please go to the ABC website at https://abc.chra.army.mil/abc/ then click on the GRB Icon (CAC Enabled) then click launch.  Once inside GRB you will see 8 boxes. Click on the box that says Health Insurance.  Now click on Submit a FEHB transaction (in RED Letters).  Then follow the steps from there.  When you make the transaction (election), GRB will provide you the effective date of the action and the new premiums.  Your transaction will remain in a “pending” status until the effective date has passed.  




Information on Thrift Savings Plan
Government Retirement Benefit (GRB) and Thrift Savings Plan (TSP) Guide









Victory Starts Here!

Purpose of this guide

Specifically wanted to know how to change contributions from a Traditional to a Roth IRA or vice versa 

Grasp a better understanding of GRB 

Provides guidance during the onboarding process

Better understanding of TSP 









Victory Starts Here!



Please copy and paste the link above into your web browser (Preferably Chrome). 

https://www.platform.army.mil/app/employee?license=1120 









Victory Starts Here!

GRB



When you have clicked on the link provided in the previous slide, you will be directed to this page. 

The website will log you in using your CAC. 

Once you are on this page, click the “Launch” button.









Victory Starts Here!

GRB



After clicking “Launch” you will be directed to this page.

Here you can check any of your benefits as they pertain to you. 

For now, click on Thrift Savings Plan (TSP).









Victory Starts Here!

GRB



This page will show you your contributions per pay period. 

If you look below “contributions per pay period” you can see that 5% of the pay check is going into a Traditional IRA. 

To change contributions from a Traditional to Roth IRA, click on “Submit a TSP Transaction.” 









Victory Starts Here!

GRB



Click on the drop down arrow and select “Start/Stop/Change Contributions.” 

Now you will be able to change the percentage amounts for Traditional and/or Roth.

For this example we have 5% going into a Traditional IRA but we want it in a Roth instead. Under Traditional Contributions click on “stop.”

Then, under Roth Contributions click on “Percentage” and put whatever percentage of your pay check you want to contribute.    

Once you are satisfied with your contribution, click on “Next.”









Victory Starts Here!





After clicking “next” you will be brought back to the Thrift Savings Plan screen. 

On the lower left hand corner, you should see the most recent transaction you made. 

If you see that it is pending, it means that you have successfully completed your transaction. 









Victory Starts Here!

TSP



Log on to TSP. If you do not have a login with TSP then you will need to contact them at 1-(877)-968-3778. They will guide you through the process of setting up a login account. 

Once you are logged in, it will take you to your account balance.









Victory Starts Here!

TSP





To change your contribution allocations, click on “Contribution Allocations.”

You will then be taken to this page.

 If you want to change to amount you are contributing to one fund to another fund, click on “Request Contribution Allocation.”









Victory Starts Here!

TSP



After you have clicked “Request Contribution Allocation”, you will be taken to this screen. 

For example, say we no longer want 100% contribution in the L 2055 fund. Instead we want it in the C Fund. 

Underneath “New%” you will put in the new percentage you want for one fund or multiple funds. (Just make sure the total at the bottom says 100%)

When you are done, click continue and then click submit. 









Victory Starts Here!

TSP





Interfund Transfers: allows to take a percentage of money you already have and transfer it to another fund. 

You can only do this twice in the same calendar moth. If you try to do it a third time, then the money being transferred will be put into the G fund.  

To move a percentage of your money, click on “Request Interfund Transfer.”









Victory Starts Here!

TSP



Put in the new percentage you want transferred to a new fund underneath “New%” and then click continue. 

You will then review your new transaction and then click submit. 









Victory Starts Here!

Key Takeaway’s

GRB: is where you go if you want to switch IRA types. (From a Traditional to a Roth or vise versa or you could have both a Roth and a Traditional)

GRB: you can change the percentage contribution towards your account. For example- instead of contributing 5% of my pay I can change it to 10%. (You can change to whatever you want) 

TSP: where you go to check your account balance.

TSP: you change contribution amounts with a single fund or multiple funds.

TSP: you can transfer all of your money from one fund within TSP to another fund. 

If you need further assistance please contact TSP.

Contact a financial advisor for advice.  









Victory Starts Here!
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Army Benefits Center-Civilian (ABC-C)
GRB Platform formerly EBIS

At 1700 CT on 19 April 2019, EBIS will go offline and on 22 April 2019, employees will be able to log into its
replacement, the GRB Platform. The location remains the same, https://www. ebis.army.mil. The Platform wil
continue to provide the same basic functionality as EBIS but with more user-friendly features. The best news
is the Platform eliminates the need for a USERNAME and PIN. Instead, the Platform remains restricted by
requiring the user to log in with their Common Access Card (CAC). With the Platform's new features,
‘employees will have a true *one-stop-shopping” experience for both obtaining benefits information and
making benefits transactions.

When accessing the GRB Platform, users will immediately notice the visually friendly design. Unlink the
‘smaller benefits icons found at the top of the page in EBIS, the Platform displays much larger, easier to find
benefi iles on the home screen.
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YYou have successfully signed into the GRB Platform.

Your current browser: Google Chrome
Site best viewed with Chrome, Intemet Explorer 11, or Edge

Security Notice

“This system, including all related equipment, networks, and network devices (specifically including internet access), are provided only for authorized
‘only. This computer system may be monitored for all lawful purposes, including to ensure that ts use is authorized, for management of the system,
facilitate protection against unauthorized access, and to verify security procedures, survivability and operational security. Monitoring includes active
attacks by authorized entiies to test o verify the security of this system.

Use of this computer system, authorized or unauthorized, constitutes consent to monitoring of this system. Unauthorized use may subject you to
criminal prosecution. Evidence of unauthorized use collected during monitoring may be used for administrative, criminal or other adverse action.
this system constitutes consent to monitoring for these purposes.

by pressing "Launc, | acknowledge tht | hve read and cceptth above ncice,
To start using the GRB Platform for employee click the “Launch* button.
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Thrift Savings Plan

X}

‘The Thrift Savings Plan (TSP) is a defined contribution retirement savings and investment plan for Federal employees and members of the niformed services.
Eligible employees can contribute up to the IRS elective deferral limit each year and invest in any of the available funds. Beginning in the year an employee reaches
2ge 50, the elective deferral limit is increased to include the additional catch-up deferral amount. Employees may also receive automatic and matching
contributions from their employing Agency, depending on the employee's retirement coverage. Employees may make Traditional contributions (pre-tax) and/or
Roth contributions (after-tax) on a regular pay period basis either in whole percent increments or whole dollar amounts. Under certain circumstances, employees
can borrow their own contributions or request an in-service withdrawal. When an employee leaves Federal service there are multiple withdrawal options available
including a single payment, a series of monthly payments, a life annuity, or a combination of these options. In order to participate in the TSP, employees must be
covered by an eligible retirement system and be in a pay status. The Thrift Savings Plan (TSP) is administered by the Federal Retirement Thrift Investment Board, and
the assets are held in the Thrift Savings Fund.

Account Balances

Investment Funds

Contributions per Pay Period

Traditional: 5000
5000

Total: 5000

Retrieve/Enter my TSP Info

Estimated Value

Fund

Allocation

ional Roth
Balance

Traditional:
Roth: 5000

Balance

Employee
(5%) AR

No fund balance or allocations have been entered.

To enter TSP info, ust

Single Life Monthly Annuity:

Project TSP Account B8
Loan Calculator B8
Withdrawal Calculator B8

Transactions

Submit a TSP Transaction +

: Retrieve/Enter my TSP Info

Agency
Traditional:

Total:
Contributions Calculstor 88

Resources

Entered Effective

Type

Status.

Type Description

05/04/202112:04PM  05/09/2021

Start/Stop/Change Regul.

Voided

Thrift Savings Plan for FERS Employees

Financial Planning

New Employee Benefits Orientation

New Employee 8enefits Orientation for Congressional Employees
TSP Plan Description
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Submit a TSP Transaction - Choose Type

Select the type of transaction you would like to submi
[Start/Stop/Change Contributions ]

Select the type and amount of TSP contributions you would like to make:

You may elect to make contributions as  percentage or 2 whole dollar amount to Traditional (pre-tax) or Roth (after-tax) or both
simultaneously. Combined amounts will be deducted from your basic pay. Your contributions will automatically cease once you
reach the IRS elective deferral limit. However, if you are eligible for catch-up contributions (beginning in the calendar year you
reach age 50), your contributions will continue until reach the additional IRS catch-up contribution limit.

You may contribute up to 100% of your basic pay or 2 dollar amount, therefore please ensure that you don't unintentionally
contribute 100% of your salary. Any amount or percentage elected for Traditional and/or Roth contributions below will supersede
2ll other election on file.
You are auto-contributing 5% to Traditional (pre-tax)
Traditional (pre-tax) Contributions:

@ Percentage - Contribute a whole percentage of my basic pay each pay period

(O Amount - Contribute 2 fixed whole dollar 2mount each pay period

Ostop
You are not currently contributing to Roth (after-tax)

Roth (after-tax) Contributions:
(O Percentage - Contribute a whole percentage of my basic pay each pay period

(O Amount - Contribute 2 fixed whole dollar 2mount each pay period
® No Contributions
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Transactions

Entered Effective _ Type Status
05/04/20211225PM  05/09/2021 Start/Stop/Change Regul... Pending =
05/04/20211204PM  05/09/2021 Start/Stop/Change Regul... Voided
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Account Balance: Civilian

Your account balance below is based on share prices as of close of business 05/04/2021.

‘Account balance information is updated by 6 a.m., Eastern time, each business day. On occasion, heavy volume during the nightly
processing cycle may delay the update by a few hours.

Account batance as o [mmcdyyy 0 Dounioad G e

Generate an account balance or verfication letter

Account Balance by Fund || Account Balance by Contributon | Contribution Summeary )
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@ View your 12-Month Personal Investment Performance (PIP)
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Online Transactions
Contribution Allocations.
Interfund Transfers
TSP Loans.

Withdrawals and Changes to
Instaliment Payments.
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Contribution Allocations: Civilian

As of 05/0412021, your TSP contributions (including loan payments and transers from other plans, if applicable) are being
invested as shown below. You can change your contribution allocation by clicking Request Contribution Allocation. Your new
contribution allocation vill apply to all new money being deposited to your account. A contribution allocation requested before
12:00 noon, Eastern time, on a business day will generally be processed that night.
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Request Contribution Allocation
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Online Transactions
Contribution Allocations
Interfund Transfers
TSP Loans.

Withdrawals and Changes to
Instaliment Payments.
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Agreement  (Requires CAC)


Agreement (Requires CAC)
DEPARTMENT OF DEFENSE
TELEWORK AGREEMENT

PRIVACY ACT STATEMENT

AUTHORITY: 10 U.S.C. 113, Secretary of Defense; DoD Instruction 1035.01, Telework Policy.

PRINCIPAL PURPOSE(S): Information is collected to register individuals as participants in the DoD alternative workplace program; to manage and
document the duties of participants; and to fund, evaluate and report on program activity. The records may be used by Information Technology offices to
determine equipment needs, to ensure appropriate safeguards are in place to protect government information, and for assessing and managing

technological risks and vulnerabilities.
ROUTINE USE(S): None.

DISCLOSURE: Voluntary; however, failure to provide the requested information may result in your inability to be a participant in the telework program.

TERMS OF TELEWORK AGREEMENT

The terms of this agreement must be read in conjunction with
Department of Defense (DoD) telework policy, available on the
DoD Issuances Web Site at http://www.dtic.mil/whs/directives/ or
on the Civilian Personnel Management Service Web Site at
www.cpms.osd.mil and any additional guidance provided by the
employing organization. Signatories certify they will abide by this
agreement, DoD telework policy, and all supplemental terms
established by the employing organization.

1. Work schedules and hours of duty may be modified as
necessary, but are subject to local management procedures and
approval and/or collective bargaining agreement requirements. A
copy of the employee's approved work schedule should be kept on
file with the signed telework agreement. In emergency situations
(as indicated in Section I, Block 12 of the telework agreement), the
teleworker's work hours may be subject to change. Emergency
schedules will be set based on mission needs.

2. If the employee reports to the regular worksite at least twice
per pay period, the regular worksite is the official worksite as
defined in part 531.605, subpart F of title 5, Code of Federal
Regulations.

3. If the employee does not report to the regular worksite at
least twice each biweekly pay period, the official worksite is the
location of the employee's telework site. Exceptions to the twice
each biweekly pay period requirement may be made during
emergencies (including a pandemic) and for short-term situations
(e.g., special projects, medical accommodation).

4. All pay (to include locality pay or local market supplement),
leave, and travel entitlements are based on the employee's official
worksite as documented on a Notice of Personnel Action.

5. Prior to signing this Telework Agreement, the supervisor and
employee will discuss:

a. Office procedures (e.g., procedures for reporting to duty,
procedures for measuring and reviewing work, time and
attendance, procedures for maintaining office communications);

b. Safety, technology and equipment requirements; and

c. Performance expectations.

6. Employee will not work in excess of the prescheduled tour of
duty (e.g., overtime, holiday work, or Sunday work) unless he or
she receives permission from the supervisor. By signing this form,
the employee acknowledges that failure to obtain proper approval
for overtime work may result in cancellation of the telework
agreement and may also include appropriate disciplinary action.

7. If designated employee (as indicated in Section |, Block 12 of
this agreement) is unable to work due to illness or dependent care
responsibilities, the employee must take appropriate leave.
Supervisors may, on a case-by-case basis, administratively excuse
the designated teleworker from teleworking if circumstances, such
as a power failure or weather related emergency, prevent the
employee from working at the telework site. To the extent
practicable, managers will include a description of emergency
duties with this agreement if emergency duties are different from
the employee's prescribed duties and responsibilities.

8. Teleworkers may be required to return to the regular worksite on scheduled
telework days based on operational requirements. In situations where the employee
is called to return to the office outside normal work hours, the recall shall be handled
in accordance with established policy and/or collective bargaining agreements, if
applicable.

9. If the employee uses Government-furnished equipment (GFE), the employee will
use and protect the equipment in accordance with the DoD Component's
procedures. GFE will be serviced and maintained by the Government.

10. The employee agrees to comply with the terms of computer software license
and copyright agreements, computer virus and protection requirements and
procedures.

11. No classified documents (hard copy or electronic) may be taken to, or
created at, an employee's alternative worksite. If classified telework is
authorized at an approved alternative secure location, teleworkers must comply with
the procedures established by DoD 5200.01-R and the DoD Component regarding
such work. For Official Use Only (FOUO) and controlled unclassified
information (CUI) data may be taken to alternative worksites if necessary
precautions are taken to protect the data, consistent with DoD regulations.

12. When CUI including competition sensitive or source selection data is authorized
for use at the telework location, criteria for the proper encryption and safeguarding of
such information and data must be consistent with Enclosure 3, subparagraphs
3.1.(1) through (3) of DoDI 1035.01, Telework Policy. Component specific
instructions must be included in the space allowed for Component specific
comments or cite the appropriate Component references that contain these
instructions.

13. The supervisor will determine how frequently, if at all, backup copies of data onto
network drives or removable disks must be made to protect against loss of data.

The supervisor may also require the employee to periodically send backup copies to
the main work facility.

14. The employee may be reimbursed for authorized expenses (e.g., installation of
broadband or telephone lines) incurred while conducting business for the
Government, as provided by statute and implementing regulations and as articulated
in this agreement. (Approved authorizations are filed with this agreement.)

15. The employee will apply approved safeguards to protect Government
records from unauthorized disclosure or damage and will comply with Privacy
Act requirements set forth in the Privacy Act of 1974, and codified at section
552a of title 5, United States Code. The use of personal email accounts for
transmission of Personally Identifiable information (Pll) is strictly prohibited.

PIl may only be emailed between government email accounts and must be
encrypted and digitally signed.

16. The DoD Component may inspect the home worksite, by appointment only,
if the DoD Component has reason to suspect that safety standards are not being
met and GFE is not being properly maintained.

17. The DoD Component will not be responsible for operating, maintenance, or any
other costs (e.qg., utilities) associated with the use of the employee's residence.

18. The DoD Component is not liable for damages to an employee's personal or
real property while the employee is working at home, except to the extent the
Government is held liable by the Federal Tort Claims Act or from claims arising
under the Military Personnel and Civilian Employees Claims Act.

DD FORM 2946, DEC 2011
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TERMS OF TELEWORK AGREEMENT (Continued)

19. Employees paid from appropriated funds are covered under the
Federal Employee's Compensation Act if injured in the course of
performing official duties while at the official alternative worksite.
Employees paid from nonappropriated funds are covered under the
Longshore and Harbor Workers' Compensation Act. Any accident or
injury occurring at the alternative workplace must be brought to the
immediate attention of the supervisors who will investigate all reports
as soon as practical following notification.

20. The employee acknowledges that telework is not a substitute for
dependent care.

21. The employee acknowledges that telework is a discretionary
alternative workplace arrangement. The employee may be required to
work at the regular worksite on scheduled telework day(s) if necessary

to accomplish the mission.

22. Either the employee or the supervisor can cancel the telework
agreement. When possible, advance written notice should be provided.
Management will terminate the telework agreement should the
employee's performance or conduct not meet the prescribed standard
or the teleworking arrangement fail to meet organizational needs.

23. The employee continues to be covered by DoD Component
standards of conduct while working at the alternative worksite.

24. The employee has assessed the telework location against the
attached safety checklist and certifies the location meets all safety
requirements.

25. DoD Component-specific conditions may be included below.

COMPONENT-SPECIFIC TERMS AND CONDITIONS

DD FORM 2946, DEC 2011
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DEPARTMENT OF DEFENSE
TELEWORK AGREEMENT

(Read Privacy Act Statement and Terms of Agreement before completing this form.)

SECTION I - This document constitutes the terms of the telework agreement for:

1. EMPLOYEE (Last Name, First, Middle Initial) 2. OFFICIAL JOB TITLE
3. PAY PLAN/SERIES/GRADE/PAY BAND 4. ORGANIZATION
5. REGULAR OFFICIAL WORKSITE (Street, Suite Number, City, 6. ALTERNATE WORKSITE ADDRESS (Street, Apartment Number,
State and ZIP Code) City, State and ZIP Code) (May be TBD under emergency situations)
7. ALTERNATE WORKSITE TELEPHONE NUMBER (Include Area 8. ALTERNATE WORKSITE EMAIL ADDRESS (Address for official
Code) emails if different from office email address. Identification of personal
email address is not required.)
9. TELEWORK ARRANGEMENT IMPLEMENTATION DATES 10. TOUR OF DUTY (X one) (Attach copy of biweekly work schedule)
(Agreement should be revalidated at least once every 2 years) FIXED
a. START (YYYYMMDD) b. END (YYYYMMDD)
[ ]FLEXIBLE
[ ] comPRESSED
11. TELEWORK ARRANGEMENT (X one)

[ | REGULAR AND RECURRING | | SITUATIONAL
Regular and Recurring Telework Schedule: Number of Days per Week or Pay Period
Days of the Week (e.g., Mon, Wed, Thur)

All employees who are authorized to telework on a Regular and Recurring or Situational basis to include emergency situations shall have a
telework agreement in place.

12.

CONTINUITY OF OPERATIONS DURING EMERGENCY SITUATIONS

Employee is expected to telework for the duration of an emergency pursuant to:

1) Component policy; 2) a pandemic; 3) when the regular worksite is closed or closed to the public due to natural or manmade emergency
situations (e.g., snowstorm, hurricane, act of terrorism, etc.); or 4) when Government offices are open with the option for unscheduled telework
when weather conditions make commuting hazardous, or similar circumstances compromise employee safety. Employees unable to work due to
personal situations (e.qg., illness or dependent care responsibilities), must take appropriate leave (e.g., annual or sick). If the worksite is closed or
closed to the public, the employee may be granted administrative leave, on a case-by-case basis, when other circumstances (e.g., power failure)
prevent the employee from working at the telework site. Managers will include a description of emergency duties with this agreement if emergency
duties are different from the employee's prescribed duties and responsibilities.

13. SUPERVISOR OR AUTHORIZED MANAGEMENT OFFICIAL (Name and Signature) 14. DATE (YYYYMMDD)
| also verify that | have completed approved telework training.
15. EMPLOYEE SIGNATURE |:| | also verify that | have completed approved telework training. 16. DATE (YYYYMMDD)

DD FORM 2946, DEC 2011 Page 1 of 4 Pages






SECTION Il - SAFETY CHECKLIST

SAFETY FEATURE )| ves NO

1. Temperature, ventilation, lighting, and noise levels are adequate for maintaining a home office.

2. Electrical equipment is free of recognized hazards that would cause physical harm (frayed,
exposed, or loose wires; loose fixtures; bare conductors; etc.).

3. Electrical system allows for grounding of electrical equipment (three-prong receptacles).

4. Office (including doorways) is free of obstructions to permit visibility and movement.

5. File cabinets and storage closets are arranged so drawers and doors do not enter into walkways.

6. Phone lines, electrical cords, and surge protectors are secured under a desk or alongside a baseboard.

7. If material containing asbestos is present, it is in good condition.

8. Office space is free of excessive amount of combustibles, floors are in good repair, and
carpets are well secured.

| verify that this safety checklist is accurate and that my home office is a reasonably safe place to work.

9. EMPLOYEE SIGNATURE 10. DATE (YYYYMMDD)
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SECTION Ill - TECHNOLOGY/EQUIPMENT CHECKLIST

D)

TECHNOLOGY/EQUIPMENT

(Indicate all that apply)

(2)
REQUIREMENT
(Y or N)

®3) (4)

OWNERSHIP: REIMBURSEMENT
AGENCY OR PERSONAL BY COMPONENT
(AorP) (Y orN)

1. COMPUTER EQUIPMENT

a. LAPTOP

b. DESKTOP

c. PDA

d. OTHER:

2. ACCESS

a. IPASS/VPN ACCOUNT

b. CITRIX - WEB ACCESS

c. OTHER:

3. CONNECTIVITY

a. DIAL-IN

b. BROADBAND

4. REQUIRED ACCESS CAPABILITIES

a. SHARED DRIVES (e.g., H or P Drive)

b. EMAIL

c. COMPONENT INTRANET

d. OTHER APPLICATIONS:

5. OTHER EQUIPMENT/SUPPLIES

a. COPIER

b. SCANNER

c. PRINTER

d. FAX MACHINE

e. CELL PHONE

f. PAPER SUPPLIES

g. OTHER:

6. SUPERVISOR'S SIGNATURE

7. DATE (YYYYMMDD)

8. EMPLOYEE SIGNATURE

9. DATE (YYYYMMDD)

DD FORM 2946, DEC 2011
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SECTION IV - NOTICE OF TELEWORK ARRANGEMENT CANCELLATION
(Complete this section when the telework agreement is cancelled.)

1. CANCELLATION DATE (YYYYMMDD) 2. INITIATED BY (X one)

[ |empLovee [ | MANAGEMENT

3. REASON(S) FOR CANCELLATION

4. GOVERNMENT-FURNISHED EQUIPMENT/PROPERTY RETURNED
LIST PROPERTY AND DATE OF RETURN: I:l YES I:l NO

5. SUPERVISOR'S SIGNATURE 6. DATE (YYYYMMDD)

7. EMPLOYEE SIGNATURE 8. DATE (YYYYMMDD)
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WELCOME to the Army Civilian Corps!
Yk k

It is an exciting time to be a part of the Army and supporting its worldwide
mission. The duties you perform are important and may affect Soldiers in the
field, or at home, in one way or another.

This handbook contains important that will help make your transition to the US
Army Civilian Corps a success. For your convenience, it is divided into sections
by topic. As time permits, you may view the handbook in its entirety, or select
topics of interest to you.

The Army exists for one reason, to serve the nation; the Army Civilian Corps
exists to support the Constitution of the United States, the nation, the Army and its

Soldiers, in war and at peace.
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SECTION 1

History of the Civil Service and its Employees

Soldiers and civilians have been working alongside each other since the Revolutionary War.
In 1775, the first Army civilians were employed as clerks, skilled tradesmen or craftsmen,
physicians, teamsters and unskilled laborers. Just as the Army’s missions and demands upon it
have grown more complex, so too have the positions that civilians occupy. Whether they are
human resources specialists, historians, supply clerks, lawyers, physicians, contractors or food
service workers, civilians perform vital military support functions. Without them, the ability to
accomplish the mission would be seriously impaired, and by extension, national interests would
not be served.

During the Civil War, 25,000 civilian trainmen, dispatchers and
superintendents ran the military railroads that transported supplies to
troops in the field. Union hospitals were staffed by more than
12,000 military and civilian employees, and more than half of the
surgeons in the Army were civilians. Military telegraph and several
engineer construction corps that was exclusively or predominantly
civilians contributed significantly to the war effort.

Prior to 1883, using the patronage system, the Federal bureaucracy was staffed with “cronies”
of the incoming administration. The assassination of President James Garfield in 1881 by
Charles Guiteau, a disappointed office-seeker, caused such a clamor that the old patronage
system had to be reformed. The history of public Civil Service has its origins in the Pendleton
Act of 1883, or commonly known as the Civil Service Act of 1883. This act regulated and
improved the Civil Service and its civilian employees.

In the late 1930’s, Franklin D. Roosevelt’s Administration strengthened the merit
principle, giving support to positive personnel programs and enhancing the
positive leadership of the Civil Service Commission. Roosevelt signed two
Executive orders that marked the beginning of modern personnel administration
in the Federal Government. On November 26, 1940, Roosevelt also signed the
Ramspeck Act that paved the way for an unprecedented extension of the merit
system that included competitive service, to more than 182,000 permanent
positions, almost all the non-policy determining positions in the executive civilian service.

Civilians served with distinction in research and development, intelligence,
logistics, communication and medicines during World War | and World War 1I.
Harry S. Truman became President after the death of Roosevelt in 1945. That






same year brought the end of World War II hostilities, and the Civil Service Commission faced
the task of drastically reducing the huge wartime civilian workforce. An employment and
advisory service was established to assist returning veterans. Applicants for Civil Service
positions were accepted only from persons with veteran preference entitled to have examinations
reopened and from certain persons separated as a result of a reduction in force.

By 1948, Public Law 617 was enacted and affirmed the Commission's war-developed policy of
hiring the physically handicapped. It banned discrimination against
physically handicapped persons in filling any positions whose duties they
could perform efficiently without endangering themselves or others. The
Commission, with its World War 11 experience still fresh, entered into
agreement with the Army and other Federal agencies, giving them
authority to make “emergency-indefinite” appointments not leading to
permanent status at the start of the Korean War in 1950. The Federal
service experienced urgent recruiting needs due to the war.

The John F. Kennedy administration had the responsibility for ensuring
nondiscrimination and equal opportunity in the largest employment system in
the nation; policies and practices were reviewed to ensure that they did not
place barriers in employing women. The Federal Salary Reform Act of 1962
was passed to address: 1) how much to pay Federal Civil Service employees
and 2) on what basis this decision should be made.

President Lyndon B. Johnson, by Executive Order 11246,
assigned responsibility for Equal Employment
Opportunity (EEO) in the Federal service to the Civil
Service Commission. He declared that the Federal
Government would provide equal opportunity for all
qualified persons. Discrimination was prohibited in
employment due to race, creed, color, or national origin.
EEO would be a positive, continuing program in each
executive department and agency (This led the way for
the EEO Act of 1972 to take affirmative action to open
employment opportunities within the framework of a
long-established merit system of employment). Johnson
was also credited with creation of the Coordinated
Federal Wage System in 1965.

By the 1970’s the Army made a positive shift in giving increased attention to Army Civilians.
It focused on administrative and personnel management, new policies and programs, and
civilianization of military positions. Into the 1980’s, the Army maintained that a strong
peacetime civilian workforce was necessary not only to fulfill Army mission needs, but also to
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ensure that the Army was prepared for the first stages of war. It identified the need for civilian
training and development programs such as the Army Civilian Training, Education and
Development System. The Army recognized the need for leadership training and developed
many Civilian Leadership courses to develop core leadership skills.

Since the early 1990’s, Army civilians have deployed to
the Balkans, Bosnia, Hungary, Macedonia, Kosovo,
Kuwait, Iraq and Afghanistan in support of the national’s
defense commitments. Some are required to deploy
during times of national emergency with the military units
they support during peacetime. They perform equipment
maintenance, real estate function, engineering, auditing,
morale, welfare and recreation activities, safety, personnel
management, and other sustainment-related functions.
Just as they always have, they will continue to write a
proud and lasting legacy in our nation’s defense. Theirs
is a storied and sterling history of loyal and patriotic
support not altogether unlike their military counterparts.
In addition, they swear, upon entering office, ... to defend against all enemies, foreign and
domestic.” They too have their heroes and they too proudly serve.

Some of this information was taken from Office of Personnel Management’s Biography of an
Ideal webpage. For more information on the history of our Government’s workforce, their
webpage can be visited at http://www.opm.gov/BiographyofAnldeal/index.asp.

1. 0. 0. ¢

SECTION 2

Oath of Office

Becoming an employee of the Federal Government or
nonappropriated fund instrumentality within any of the civilian
employment systems brings with it special responsibilities. You
now work for the American people and their government —
loyalty to the government is a fundamental requirement of
Federal employment. As a Federal employee, you have an
obligation to the public because you are entrusted with work that
is financed by taxpayers’ dollars. Confirmation of that loyalty
and acceptance of that public trust is demonstrated by swearing or
affirming the Oath of Office.




http://www.opm.gov/BiographyofAnIdeal/index.asp



The oath you are required to take is almost identical to the oath US Army officers and enlisted
personnel take. Accepting the oath is a serious matter; it demands that all appointees fully
recognize they are undertaking solemn obligations and are pledging utmost loyalty to the United
Sates. The oath is legally binding — violation can serve as a basis for criminal prosecution. As
you read the oath you are administered, you become an official of our government. Conduct
yourself commensurate with this noble assignment and serve proudly.

“I_ [state your name], will support and defend the Constitution of the United States against all
enemies, foreign and domestic; that I will bear true faith and allegiance to the same; that | take this
obligation freely, without any mental reservation or purpose of evasion; and that I will well and
faithfully discharge the duties of the office on which I am about to enter. So help me God.”

). 0. 0. ¢

SECTION 3

Army Civilian Creed

A creed by its very definition is a system of belief. From an ideological perspective, a creed
helps its members focus on its reason for existing. The Army Civilian Corps Creed formulates
your value as a member of the Army team. Practice this creed every day of your working life,
for yours is an extremely proud profession and your contributions are inestimable. Practice the
Army values of honor, selfless service, loyalty, duty, respect, integrity and personal courage, and
you will be admired for your service to a grateful nation.

ARMY CIVILIAN CREED

a "\ I am an Army Civilian — a member of the Army Team.
¥ 3 ) | am dedicated to our Army, our Soldiers and Civilians.
=
' 1 will always support the mission.
| provide stability and continuity during war and
/' peace.

| support and defend the Constitution of the United
States and consider it an honor to serve our
Nation and our Army.

v
.
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| live the Army values of Loyalty, Duty, Respect, Selfless Service, Honor, Integrity, and
Personal Courage.

| am an Army Civilian.

). 0. 0. ¢

SECTION 4

The Army Structure

Now that you are officially an Army employee, it is important
to understand how the Army is organized and where you fit into the
command structure.

The Department of the Army (DA) is separately organized under the
Secretary of the Army. It operates under the authority, direction, and
control of the Secretary of Defense.

“The Secretary of Defense is the principal assistant to the President
in all matters relating to the Department of Defense (DOD) and subject to the direction of the
President and the provisions of the statute...have direction, authority, and control over the
DOD.” (Section 113 Title 10 U.S.C.).

The Secretary of the Army (SA) is the head of the DA. The SA represents the Army at the
Congressional level and operations under the authority, direction, and control of the Secretary of
Defense; and is responsible for and has the authority to conduct all affairs of DA, including
recruiting, organizing, supplying, equipping, training, and mobilizing.

The Chief of Staff of the Army has the authority to: (1) transmit and provide advice on the
plans and recommendations of the Army Staff to the Secretary; (2) act as the agent of the
Secretary in the execution of approved plans and recommendations; (3) exercise supervision over
members and organizations of the Army as directed by the Secretary; and (4) perform the duties
prescribed as a member of the Joint Chief of Staff.

The Army is generally organized into combat arms, combat support and combat service
support units. In addition to combat, support and service units, there is a supporting structure
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that performs a wide range of Army activities. It is manned by both military and civilian
personnel responsible for command and control; training and military education; medical,
transportation, supply and maintenance; recruiting; research and development; and engineering
and base support.

). 0. 0. ¢

SECTION 5

Army Customs and Traditions

For generations, Army customs and traditions have been passed down through its Soldiers. A
custom is an established usage; a practice so long established that it has the force of law.
Customs include positive actions as well as taboos, handed down from generation to generation.
They may change as the need and/or circumstances change, for example, during war. Traditions,
too, are handed down but are considered much less formal than recognized customs. Traditions
are more far reaching than customs and in the military environment can be very specific to a
branch of the service, a particular organization within the branch, an out of the way post, station,
or unit.

One particular custom, respect and courtesy to our national flag and national anthem, is
observed by both military and civilian personnel.

Our National Anthem

Fort McHenry guarded the entrance to the Baltimore harbor during the War of 1812 with
Britain. After capturing Washington, D.C., the British set their ships towards Fort McHenry,
attacking with bomb ships on the morning of September 13, 1814. Francis Scott Key was a
Washington, D. C. lawyer who had spent the night on a sloop 8 miles from Fort McHenry. The
fighting lasted all night, by dawn the British attack had subsided. Having
only heard the action during the night, Key wondered if the fort had fallen to
the British. At dawn, Key looked through a telescope and saw the American
flag at the fort, blowing in the morning breeze. The US had prevailed!

On September 14, 1814, as Key peered through clearing smoke he saw an
enormous flag flying proudly. It was not the same flag that had flown the
day before. The Americans had replaced it with a larger flag sewn by a
Baltimore widow. The flag was requested by Fort McHenry’s commander, George Armistead,
so he could fly the large flag proudly, to show defiance to the British. Seeing the flag, Key was
inspired to write a poem, called Defence of Fort McHenry. Key's poem was set to music and
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renamed The Star-Spangled Banner; it was adopted in 1931 and would soon become a well-
known American patriotic song.

During any rendition of the national anthem when the flag is displayed, you should stand at
attention facing the flag with the right hand over your heart. Men are to remove their headdress
with their right hand and hold it at the left shoulder, the hand being over the heart until the last
note is played. When the flag is not displayed, those present should face toward the music and
act in the same manner they would if the flag were displayed there.

ox

Hail and Farewell

Hail and Farewell ceremonies are another custom in which both military and civilian
personnel participate. It is custom that newly joined employees be cordially welcomed to the
Army team. The “Hail” is a “welcome aboard” party. The “Farewell” is a fond goodbye to
those leaving for other positions, retirement, etc. The Hail and Farewell ceremonies are usually
held at the same time and vary in length and intensity from organization to organization. These
harmonious activities provide the foundation for personal relationships and builds camaraderie
within the organization. Hail and Farewell activities are conducted throughout the Army, but are
more common to overseas areas. A more formal welcome is in the designation of a sponsor to
provide the newcomer with advice and assistance to help with being acclimated to the new
organization, post, station, etc.

ok

Our Flag

When the flag is passing in a parade or in review on a
military reservation, all persons present except those in
uniform should face the flag and stand at attention with the
right hand over the heart. Those present in uniform should
render the military salute. Men not in uniform should remove
their headdress with their right hand and hold it at the left
shoulder, the hand being over the heart. WWomen not in
uniform should place the right hand over the heart.

Standards of Conduct:
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All Army civilian employees are expected to:

a. Report promptly to work in a condition that will permit them to perform assigned duties
(i.e., in appropriate clothing, ready for work).

b. Provide efficient and industrious service in the performance of assigned duties.
c. Notify their supervisor if insufficient work is assigned at any given time.

d. Give ready response to directions and instructions received from their immediate
supervisor, or higher-level supervisors in their supervisory channel.

e. Exercise courtesy and tact in dealings with fellow workers and the public.

f. Maintain a clean and neat personal appearance, appropriate to the climate and nature of
work, to the maximum extent practicable during working hours.

g. Conserve and protect Federal funds, property, equipment and materials.
h. Consistently conduct themselves in a manner that is above reproach.
i. Uphold with integrity the public trust involved in the position to which assigned.

J. Be responsible for performing their work to the best of their ability in accordance with
instructions furnished by the supervisor.

k. Refrain from ridiculing or abusing supervisors.

Yok ok

SECTION 6

Military Rank and Insignia

In understanding the Army, it is helpful to recognize military rank structure. The chart below
will help you to learn the military insigna and rank structure for Enlisted, Warrant Officers, and

Officers:
Enlisted Rank
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E-1 E-2

E-3 E-4 E-4
No Insignia A @ @ A

Private First
Class

A © B8 e

Sergeant First
Class

N

Command Sergeant Major
Sergeant Major of the Army

Warrant Officers

W-1 W-2 W-3 w-4 W-5

. |

Warrant Officer | Chief Warrant Chief Warrant Chief Warrant | Master Warrant

Private Private Specialist Corporal

Sergeant Staff Sergeant

Master Sergeant | First Sergeant

Sergeant Major

1 Officer 2 Officer 3 Officer 4 Officer 5
Officers
O-1 0-2 0-3 O-4 O-5
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Second Lieutenant

Lieutenant First Lieutenant Captain Major Colonel
0-6 0-7 0-8 0-9 0O-10
Colonel Brigadier Major General Lieutenant General
General General

2. 0. 0. ¢

SECTION 7

Army Knowledge Online:

The Army’s Enterprise Portal, Army Knowledge Online (AKO), is a primary component of
the Army Knowledge Management (AKM) strategy and The Army Transformation. As the
single point of entry into a robust and scalable knowledge management system, AKO is
strategically changing the way the Army does business. By enabling greater knowledge sharing
among Army communities, AKM fosters improved decision dominance by commanders and
business stewards in the battle space, organizations and Army’s mission process. Army accounts
are available to users who have a current entry in the Army Personnel system.

ok

How to Register:

To register for a full AKO account:

Go to https://www.us.army.mil

Click on “Register for AKO”

Choose the “Create Army Account”
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Validate Identity: To validate an employee’s identity, new users creating Army accounts must
present three pieces of information: Social Security number, date of birth, and pay entry base
date (PEBD). A new user then selects a username, enters a password, and answers three security
questions. Once the registration process is complete, a user may access the system within 15
minutes.

Dual Accounts: If a user corresponds to two categories — for instance, Army Retired and DA
Civilian — this user will receive dual-account status as long as both records appear in the Army
Personnel database.

To learn more about AKO, visit their Frequently Asked Questions (FAQSs) online on the front
page of the AKO webpage. For more information, visit AKO online at
https://www.us.army.mil/suite/page/242.

). 0. 0. ¢

SECTION 8

Common Access Card

DoD in accordance with Homeland Security Presidential Directive 12 (HSPD-12) has
standardized the issuance of DoD identification material for all services. As a new Government
employee currently on an active service status, you will be issued a Common Access Card
(CAC) for identification and DoD computer access purposes. The CAC supports encrypted
email and electronic signature capabilities and will support control access to federal buildings
and government controlled spaces when implemented by DoD organizations.

The CAC is designed with advanced “smart card” technology and can support the storing of
key personnel data that includes — Cardholder’s Name, Organizational Affiliation, Social
Security Number, Pay Grade, Date of Birth, Digital Fingerprints, Personnel Category, Digital
Photo and Benefits Information. This personnel data is protected from exploitation and identity
theft by utilizing Personnel Identification Number (PIN) technology and the supported database
“Defense Enrollment Eligibility Report System/Real-time Automated Personnel Identification
System (DEERS/RAPIDS) can only be accessed by trained certified Verifying Officials (VOs).

For issuance of the CAC, you must have been placed on an active service status through your
servicing Civilian Personnel Advisory Center (CPAC), the data feed from the Civilian Personnel
database will be transmitted, received, processed and updated in the DEERS/RAPIDS database.
This process takes between three to five workdays after your appointment. You are then eligible
to receive an initial CAC and will be required to present two forms of identification of which at
least one must be a primary source document with photo. Primary source documents include -
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Driver’s license, Passport, State ID and Secondary documents include - Social Security Card,
Birth Certificate, Voter Registration Card or Current School ID. If you require a reissuance of
the CAC, you must comply with your installation/organization reissuance policy, processes and
procedures.

The CAC is a DoD controlled document, as such, you are required to maintain personal
control of your CAC and PIN at all times. Do not leave your CAC in an unattended CAC reader;
do not allow co-workers to utilize and access government networks, computer systems or
facilities, if applicable, utilizing your CAC; do not release your PIN number. Immediately report
a lost CAC in accordance with installation/organization processes and procedures. If you depart
the government workforce, you are required to surrender the CAC in accordance with
installation/organization processes and procedures.

1. 0. 0.¢

SECTION 9

Federal Employees Compensation Act (FECA)

If you sustain a traumatic injury or occupational disease in the performance of duties, report
the injury or illness to your supervisor immediately. The Supervisor and you will complete the
electronic CA-1or CA-2 through the Electronic Data Interchange. The link to the electronic
form is https://diucs.cpms.osd.mil/forms/frmservlet?config=SAFER_ALONE_S.

If you are incapacitated, someone may take this action on your behalf, including a family
member, union official, representative, or agency official. The supervisor must print and
maintain a hard copy of the forms with original signature of the person reporting the injury.
Benefits include, but are not limited to, monetary compensation, medical care and assistance,
vocational rehabilitation and re-employment rights as needed.

For more information concerning the FECA, contact your Injury Compensation Program
Administer in the Civilian Personnel Advisory Center.

Yok X

SECTION 10

Benefits and Entitlements
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New Employee Enrollment Overview

o Health Insurance — enroll within 60 days of entry on duty date (enroll with ABC-C)

o Life Insurance — automatically covered under Basic, 31 days from entry on duty date to
enroll in optional coverage (enroll with ABC-C, https://www.abc.army.mil)

o Retirement — automatically covered if in an approved position

o Federal Dental and Vision Insurance Program (FEDVIP) — enroll within 60 days of entry
on duty date (enroll with BENEFEDS, https://www.benefeds.com). You have ONE
opportunity to enroll in dental insurance and ONE opportunity to enroll in vision
insurance. You can't make multiple changes within the 60-day window.

o Flexible Spending Account — enroll within 60 days of entry on duty date (enroll with
FSAFEDS, http://www.fsafeds.com)

e Long Term Care Insurance — enroll within 60 days of entry on duty date, if after 60 days
employee must complete an underwriting application for enroliment (enroll with Long
Term Care Partners, LTCFEDS, http://www.ltcfeds.com)

e Thrift Savings Plan (TSP) — New hires and reinstatement eligible ex-employees who
return to work are automatically enrolled in TSP at the withholding rate of 3%. You may
change this amount at any time (changes are made online at https://www.abc.army.mil)

ohx

Medicare: Whether subject to Social Security FICA or not, all Federal employees are subject to
health insurance taxes, that is Medicare. To answer questions about how Federal Employees
Health Benefits (FEHB) Program & Medicare work together to provide you with your health
benefits coverage at age 65. Visit the OPM web site at http://www.opm.gov and perform a
search on the word “Medicare.”

ohx

Army Benefits Center-Civilian (ABC-C) - Benefits counseling and processing
services for health and life insurance and retirement and Thrift Savings Plan are
provided centrally by the ABC-C, located at Fort Riley, KS. The ABC-C web
site at https://www.abc.army.mil offers extensive benefits information and the
Employee Benefit Information System feature allows employees to make
electronic enrollments/changes and view personal information.

Professional benefits counselors are only a phone call away. The ABC-C benefits counselors
are available to provide counseling and answer benefits questions. Counselors are available
Monday through Friday during the hours of 0600-1800 (6:00 a.m. to 6:00 p.m. Central Time).
The ABC-C’s toll-free number is -1-877-276-9287 and TDD at 1-877-276-9833 (OCONUS
numbers can be found on the ABC-C web site). Employees may speak with a counselor or
obtain information and makes changes via the Interactive VVoice Response System.
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Questions or concerns? As a new employee, you are welcome to visit the various websites to
learn more about your benefits; however, please direct your benefits questions and concerns to
your servicing CPAC or the ABC-C.

ox

Federal Employees Health Benefits (FEHB) Program: Health insurance is a valuable benefit
immediately available to eligible employees. However, you are without coverage for at least the
first two weeks of your employment. The FEHB program is the largest employer-sponsored
group health insurance program in the world, covering over 8 million Federal employees,
retirees, and family members. FEHB provides major medical coverage for hospitalization,
doctor visits, prescriptions and other medical services. There are no pre-existing coverage
stipulations and a physical examination is not required. Over 250 health plans participate in the
FEHB program, to include fee-for-service, health maintenance organizations, consumer-driven
and high deductible health plans.

Eligible new employees may elect FEHB within 60 days of hire. You can use your FEHB
benefits as soon as coverage is effective, usually the next pay period after your election. The
Department of Army makes a substantial contribution for the cost of the insurance, while you
pay the rest through payroll withholding on a pre-tax basis (see Premium Conversion for more
details).

There is an annual open enrollment opportunity and certain qualifying life events (QLE) may
permit enrollment or a change to your enrollment within a specified timeframe. If you
participate in the pre-tax treatment of your FEHB premiums (see ‘“Premium Conversion” below),
you cannot cancel your coverage outside of the open enrollment period without a QLE.
Employees may continue FEHB into retirement if you are enrolled in the FEHB program for five
years immediately preceding the retirement, or from the first opportunity to enroll.

Additionally, employees can elect supplemental dental and or vision insurance through the
Federal Employees Dental and Vision Insurance Program (FEDVIP) — see FEDVIP below for
more information.

FEHB Temporary Continuation of Coverage (TCC): Temporary Continuation of Coverage
(TCC) enrollment is available to continue FEHB benefits if you separate from service, or are not
eligible to carry FEHB into retirement. Family members whose eligibility ceases may also enroll
in TCC to continue benefits. Generally, TCC premiums consist of the full premium cost
(Government and employee share) and a 2% administrative fee. If eligible, certain involuntarily
separated employees or former spouses may pay a lesser amount. To learn more, visit
www.opm.goV and search on “TCC.”
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FEHB Premium Conversion (PC) means that your FEHB premiums are pre-taxed earnings,
thereby reducing the amount of taxes withheld from your pay. PC is automatic for your FEHB
enrollment unless you choose to waive it. To learn more about PC, visit www.opm.gov and
search on “Premium Conversion.”

Children’s Equity in FEHB: If you have a court order that requires you to provide health
benefits to your children, you can either voluntarily enroll them in FEHB or obtain insurance
through a private insurance plan.

If you do not comply with the court order, the Department of Army is required by law to
enroll you in Blue Cross and Blue Shield Benefit Plan (enroliment code 105), self and family
coverage if the court order is presented by any interested party.

NOTE: On March 23, 2010, President Obama signed into law the “Patient Protection and
Affordable Care Act (PPACA),” Public Law 111-148. While some aspects of this law will not
take effect until 2014, there are several major provisions that become effective before that time.
Among those is the coverage of a dependent until age 26. The effective date of this provision is
the first day of the plan year that is six months following enactment of the law. For the Federal
Employees Health Benefits (FEHB) Program, that means January 1, 2011. The Office of
Personnel Management (OPM) will take the necessary actions to comply with the new law by
this effective date. OPM will provide additional information on its website in the near future
about the changes to FEHB plans for the 2011 plan year occurring as a result of passage of the
PPACA so that employees and retirees have the information in time for the Open Season, which
begins in November.

For more detailed information on FEHB, including plan guides and brochures, see
www.opm.gov/insure. To obtain services pertaining to FEHB enrollment (elections, changes,
counseling, TCC, PC, etc.), call or visit the ABC-C web site provided above.

ox

Federal Employees Dental and Vision Insurance Program (FEDVIP): Employees eligible
for FEHB, even if not enrolled, are also eligible for FEDVIP, a supplemental dental and/or vision
benefit. Any dental/vision coverage offered through your FEHB plan is primary coverage;
however, FEDVIP provides comprehensive secondary coverage. Depending on the plan, some
major services require enrollment for a certain time duration before benefits can be received.
Employees pay the full premium for FEDVIP enrollment and deductions are withheld on a pre-
tax basis. Eligible new employees have 60 days to enroll in FEDVIP.

There is an annual open enrollment opportunity and certain qualifying life events may permit
enrollment or a change to your enrollment within a specified timeframe. Generally, you cannot
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cancel your coverage outside of the open enrollment period. FEDVIP can also be carried into
retirement.

FEDVIP is administered by BENEFEDS. Information is also available on the OPM web site.
For enrollment or premium questions regarding FEDVIP, contact BENEFEDS at 1-877-888-
3337. Toenroll in FEDVIP, please visit: www.BENEFEDS.com.

ox

Flexible Spending Accounts (FSAs): FSAFEDS allows you to set aside pre-tax dollars from
your pay for reimbursement for your eligible out-of-pocket health care and/or child/elder
dependent care expenses. FSAFEDS enroliment offers savings by lowering the amount of your
income tax deduction for use towards eligible expenses.

Generally, eligible new hires have 60 days to enroll, except for those hired late in a calendar
year that may enroll during the annual open enrollment period. Benefits must be elected each
year if you wish to continue to participate in the program.

There are many eligible expenses and accounts are conveniently managed by the program
administrator, FSAFEDS. To learn more, visit the OPM web site and search on “FSAFEDS,” or
at www.fsafeds.com, or call FSAFEDS toll-free at 1-877-FSAFEDS (372-3337), TTY: 1-800-
952-0450.

ox

Federal Employees’ Group Life Insurance (FEGLI): FEGLI is the largest group life
insurance program in the world, covering over 4 million eligible individuals. It consists of Basic
life insurance coverage and three options, including a Family Option, so you can choose a
desired level of insurance coverage. You must have Basic insurance in order to elect any of the
options. Unlike Basic, enrollment in Optional insurance is not automatic -- you must take action
to elect the options. FEGLI is group term life insurance and does not build up any cash value.

Eligible new Federal employees are automatically covered by Basic life insurance and the
affordable premiums are deducted from your pay unless you waive the coverage. You may elect
to cancel basic coverage at any time, but options must be elected within 31 days of your
appointment. For new hires, a physical examination is not required. There is not an annual open
season for FEGLI; opportunities to elect or increase coverage are infrequent and may require a
physical examination. If you are enrolled in Basic life, certain life events may allow you to
increase your level of coverage.
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Basic life features accidental death and dismemberment (AD&D) coverage, living benefits
payable to those diagnosed with a life expectancy of nine months or less, and a free extra benefit
payment when the decedent is under age 45. Option A — Standard also features AD&D benefits.

FEGLI elections are made via the ABC-C systems. For more information and an interactive
calculator to help you determine coverage and cost, visit the OPM web site at
http://www.opm.gov/insure/, view topics under the heading “Life.”

ohx

Federal Long Term Care Insurance Program (FLTCIP): FLTCIP provides long-term care
insurance to help pay for care associated with the need for help with everyday activities. This
insurance helps pay for long term care services in many settings, such as at home, a nursing
home, assisted living facility, and adult dependent care facility.

FLTCIP is medically underwritten; you will need to answer questions about your medical
history. Certain medical conditions, or combinations of conditions, will prevent some people
from being approved for coverage. You need to apply to find out if you qualify for coverage
under the FLTCIP.

Eligible new employees can apply within 60 days with abbreviated underwriting (fewer
questions on health). Even if you do not enroll, extended family members may be eligible to
apply. In addition, FLTCIP benefits can be continued into retirement. To learn more or to
enroll, contact the program administrator, Long Term Care Partners at 1-800-582-3337 or visit
www.ltcfeds.com.

ohx

Retirement Systems: Retirement system benefits offer deferred and immediate retirement
annuity benefits to eligible individuals. Retirement benefits also include benefits for long-term
disability (subject to OPM approval) and benefits payable to survivors in the event of death.

Retirement planning is a career-long endeavor. Educated
financial plans and decisions made throughout one’s career will help
to secure a more financially comfortable retirement posture.
Employees can query retirement eligibility and benefits by logging
into the ABC-C’s Employee Benefits Information System (EBIS).
ABC-C counselors provide retirement counseling and are available
to assist with your questions.
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The ABC-C prepares retirement estimates for employees within five years of retirement
eligibility. As you reach retirement eligibility, retirement application packages are submitted to
the ABC-C within 120 days of the intended date of retirement. All forms needed for retirement
are available on the ABC-C web site.

Below is some additional information about the Federal retirement systems:

Federal Employees Retirement System (FERS) - covers most employees hired in a position that
provides retirement coverage after January 1, 1984. Itis a three-part retirement system
consisting of Social Security benefits, a FERS basic benefit plan, and the Thrift Savings Plan
which is an integral part of FERS.

The Civil Service Retirement System (CSRS) is a closed system to employees hired after
January 1, 1984, but still covers a portion of the Department of Army civilian workforce.

FICA and CSRS Partial, which is called CSRS-Offset, cover certain employees who are
vested in the CSRS, but are subject to Social Security by law. If you are placed in CSRS-Offset
you have a six-month opportunity to elect coverage under FERS.

Retirement system coverage depends on various factors such as your service history and type
of appointment. To learn more about your retirement system coverage, visit
http://www.opm.gov/retire/pubs/pamphlets/index.asp.

Note: The National Defense Authorization Act (NDAA) for Fiscal Year 2010, Public Law 111-
84, was signed on October 28, 2009. Changes will apply to the following areas of the retirement
laws:

e Part-Time Reemployment

e Credit for unused sick leave under FERS

e Limited expansion of the class of individuals eligible to receive an actuarially reduced
annuity under the CSRS

e Computation of CSRS annuities based on part-time service

e Authority to deposit refunds under FERS

e Retirement credit for service of certain employees transferred from District of Columbia
service to federal service

e Non-foreign area retirement equity assurance

As of the date of this update, the Office of Personnel Management (OPM) is in the process of
updating guidance, booklets, forms, etc. Find more information at
http://www.opm.gov/retire/pubs/bals/2010/10-101.pdf
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Military Service: If you have served on active duty, regardless of which retirement system you
are under, you may make a deposit to the civilian retirement system for that service and receive
credit towards the civilian retirement for that service. For FERS and certain CSRS employees, a
deposit is required in order to receive credit for both retirement eligibility and annuity
computation.

You have a two-year, interest free period to make the deposit. After that, the deposit will
include compounded interest (restrictions apply to those who are retired military). For more
information visit the ABC-C web site at https://www.abc.army.mil, and select “Retirement.”
There is a separate heading for each retirement system as rules vary. View “Military
Buyback/Post-56-Deposit” information for your specific retirement coverage.

ohx

Service Credit Payments: You may make service credit deposits for periods of service where
retirement deductions were not withheld, such as in the case of temporary service before 01
January 1989. Additionally, you may make a redeposit to cover periods where you separated
from civilian service, applied for, and received a refund of retirement deductions.

Some service performed on or after 01 January 1989, generally is not creditable under FERS.
Various rules apply, to learn more visit the ABC-C web site at https://www.abc.army.mil and
select “Retirement.” There is a separate heading for each retirement system. View
“Deposit/Redeposit Service” information for your specific retirement coverage.

ohx

CSRS Voluntary Contributions: If you are under CSRS or CSRS Offset, you may elect to
make voluntary contributions into CSRS beyond the required level to obtain additional
retirement savings. To learn more, visit http://www.opm.gov/forms/pdfimage/R183-10.pdf.

NOTE: The ABC-C is the appropriate contact for retirement issues and questions.

ohx

Thrift Savings Plan (TSP): All employees in CSRS, CSRS Offset and FERS
are eligible to participate in the TSP.
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TSP participation is critical for you while planning for a retirement income that will meet
continued financial needs during non-working years. As a FERS employee, it is especially
important as less money is contributed to FERS during working years than CSRS. The FERS
annuity is computed at 1% a year for each year of service versus 1.5% to 2% per year for CSRS
annuities.

The TSP offers the same type of savings and tax benefits that many private corporations offer
their employees under 401k plans. Contributions are made by payroll deduction and are tax-
deferred. The contributions that you make to your TSP account are separate from your
contributions to FERS or CSRS. FERS employees receive an employer 1% and matching
contributions, while CSRS and CSRS-Offset employees do not.

TSP features a variety of investment options and transfers and rollovers
from other qualifying retirement plans may be eligible for acceptance into
your TSP account. TSP also offers various withdrawal options.

TSP Catch-Up Contributions (Age 50+): If you are already age 50 or better, or will turn 50
this year, you may be eligible to make TSP Catch-Up Contributions, additional tax-deferred
contributions to your TSP account. For information, see: http://www.tsp.gov/forms/oc03-

03.pdf.

NOTE: The TSP web site at: www.tsp.gov offers extensive program information. Elections
and changes for employee and catch-up contributions are made via the ABC-C. Changes to your
investments, inquiries concerning account balance, etc., are made via the TSP system. TSP will
contact new employees with account access information.

The Thrift Savings Plan Enhancement Act of 2009, Public Law 111-31, signed into law on
June 22, 2009, authorizes a number of changes to the Thrift Savings Plan (TSP). One change is
"automatic enrollment;” it applies to FERS and CSRS employees hired or rehired after July 31,
2010. Agencies must enroll their newly hired or rehired FERS and CSRS employees in the TSP.
Your pay will have an automatic contributions deducted from your pay at a rate of 3% of basic
pay per pay period and deposited into your TSP account. You may elect to change or stop a TSP
contribution at any time. Find more information at: http://www.tsp.gov/bulletins/10-3.pdf.
Beneficiary Designations: You may make beneficiary designations to dictate whom benefits
should be payable to in the event of your death. Beneficiary designations are also encouraged
for CSRS and FERS retirement benefits; however, designation does not disentitle anyone eligible
to a survivor annuity by law.

It is critical for you to keep any beneficiary designations current with regard to intentions for
payment. Some employees forget to consider designations in connection with a life event such
as marriage, divorce, death of spouse, etc.
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To obtain designation forms and instructions, visit https://www.abc.army.mil/Forms/BeneficiaryForms.htm.

ok

Active Duty Military Service (LWOP US): If you will enter active duty
military service, please contact your local Civilian Personnel Advisory Center
(CPAC) for special information pertaining to your status. Additionally,
please see the Uniformed Services section of the ABC-C web site at
https://www.abc.army.mil before, during and upon return from deployment.

Civilian Deployment: If you will be deployed in connection with your
civilian service, contact your CPAC for information pertaining to FEGLI
and other benefits.

Leave Without Pay (LWOP): LWOP may affect your benefits and
entitlements. Please contact your servicing CPAC or an ABC-C counselor
to obtain additional information.

ok

Change of Address: It is very important for you to remember to update your address of record
in the DFAS myPay system at www.dfas.mil. DFAS will flow the change to the human
resources and TSP databases as well. An accurate address is needed to ensure that tax and
certain other withholdings are correct and will allow your servicing offices the ability to reach
you if needed, for example, if you should apply for a TSP loan, TSP may need to send forms to
you.

Additionally, if you are enrolled in FEHB, you must contact your health plan to report your
change of address. If you are enrolled in FEDVIP, FSAs, and/or FLTCIP, you will need to
update your account profile contact information.

Relocation may also necessitate a change in health plan, FEDVIP enrollment, etc. Please
review your benefits information and promptly make any necessary changes.

ok

Life Events: Certain life events may permit enrollment or changes to benefits such as FEHB,
FEGLI, FEDVIP, FSAs, FLTCIP, etc., in addition to creating the need to review or update your
beneficiary designations.
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These events may include, but are not limited to marriage, divorce, gaining a new family
member(s), death of family member, change in spouse’s employment/benefits, relocation,
terminal illness or disability.

For more information on life events, visit the OPM web site at
http://www.opm.gov/insure/lifeevents/index.asp, or the ABC-C web site at
https://www.abc.army.mil. Additionally, ABC-C benefits counselors are able to assist you from
Monday through Friday during the hours of 6:00 a.m. — 6:00 p.m. (Central Time). The ABC-C’s
toll-free number is -1-877-276-9287 and TDD at 1-877-276-9833 (OCONUS numbers can be
found on the ABC-C web site).

). 0. 0. ¢

SECTION 11

Appropriated Fund Appointment Types

Appropriated Funds Positions - Permanent Appointments in the Competitive Service:
Most permanent appointments to the Federal Wage System (FWS) or General Schedule (GS)
system begin as career-conditional. Career-conditional employees attain career tenure after
completing three years of substantially continuous creditable service. The first year of a career-
conditional appointment is a probationary period used to determine the new employee’s
suitability as a Federal government employee.

ox

Permanent Appointments in the Excepted Service: Some Federal employees begin their
Federal careers in the excepted service. Appointments in the excepted service are acquired either
by virtue of the position held or by virtue of the legal authority used for appointment. For
example, if you were hired using the Veterans Recruitment Appointment or Schedule A
authorities for employment of physically handicapped individuals, you are appointed to the
excepted service for two years. After serving in the excepted service for the required two years,
and with your supervisor’s recommendation, you will be converted to the competitive service.
An additional year of service is then required before you obtain career tenure.

Within the Department of the Army, certain positions, such as Attorney-Advisors and Defense
Civilian Intelligence Personnel Systems (DCIPS) positions, are classified as excepted service.
Persons employed in one of these positions are considered to be in the excepted service for the
duration of their service. The first year of an excepted service appointment is a probationary
period that is used to determine the new employee’s suitability as a Federal government
employee.
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Time-Limited Appointments: Temporary and Term appointments are time-limited
appointments and confer no status or competitive appointment eligibility. Under the GS or FWS
system, a temporary appointment is limited to one year or less with the possibility of an
extension of up to one additional year. A Term appointment is limited to 13 months or more, but
may not exceed 4 years.

ohx

Temporary Appointments: Temporary employees may be terminated at any time with 7 days
written notice with the exception of a termination based on misconduct. As a temporary
employee, you are not eligible for promotion. You earn annual leave if your appointment is over
90 days and you earn sick leave regardless of the length of the appointment. However, if you are
on an intermittent work schedule, you do not earn either annual leave or sick leave. Temporary
employees are not eligible for life insurance. Should your appointment be extended past one
year, you will become eligible for health benefits.

ohx

Term Appointments: Term employees are required to serve a one-year probationary period and
may be terminated at any time during the probationary period for performance or conduct
deficiencies. As a Term employee, you may be eligible for promotion if hired into a career-
ladder position. Otherwise, you must re-apply as an external applicant. You will earn annual
and sick leave and are eligible for both health and life insurance.

). 0. 0. ¢

SECTION 12

Payroll Information

APF-Salary and Wage Information: Payday is every other Thursday. You will be paid every
other week based on hours worked during the preceding pay period, resulting in 26 pay periods
per year. As a condition of employment, you are required to enroll and participate in Direct
Deposit/Electronic Funds. Any discrepancies in pay, deductions, or leave should be reported to
your organization’s timekeeper. A pay period is two weeks from Sunday through Saturday. An
employee is paid the first full pay period after start date.
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Law requires certain deductions from your salary. These include Federal and State income
taxes, Social Security/Medicare and/or retirement deductions. Optional deductions, for
employees who qualify and elect, include Federal Employees Health Benefits (FEHB)
premiums, Federal Employees Group Life Insurance (FEGLI) premiums, Thrift Savings Plan
contributions, Union dues, U.S. Savings Bonds, and allotments to a Credit union or other savings
institution.

_ The Defense Finance and Accounting Service (DFAS) strongly
m encourages use of the “myPay” web site
(https://mypay.dfas.mil/mypay.aspx) to print your Leave and Earnings
Statements (LES). Your LES provides detailed information concerning your pay, deductions and
leave. In addition, you can use the myPay web site to change the address where your LES is

mailed; make state tax changes; start, stop, or change allotments; and download and print your
W-2 forms.

To access myPay, you will request a Personal Identification Number (PIN) by following the
instructions on the myPay web site. If you encounter problems, you can obtain assistance online
or you can call customer support at 1-800-390-2348, Monday through Friday, between 7 a.m.
and 7:30 p.m. (Eastern Time).

To access Defense Finance and Accounting online go to: Bl A Pial
http://www.dfas.mil/. If you are unable to find what you are looking for on
the website you may contact DFAS by phone at 1-888-DFAS411. This @SKHF S
number accesses Call Centers for inquiries about Military Retired and
Annuitant Pay, Military Pay, Travel Pay computed by DFAS, Military Debt,
myPay, Garnishment and additional options.

). 0. 0. ¢

SECTION 13

Salary increases

Within-Grade Increases (for GS and FWS employees only): Rate of pay is determined by
your pay grade and step. The General Schedule (GS) salary system is divided into 15 grades,
each of which has 10 steps. The Federal Wage System (FWS) — sometimes called the Wage-
Grade (WG) or prevailing rate system, has 5 steps in each grade. When first appointed in the
Federal service, your pay is normally set at the first step of the grade. You will be advanced to
the next higher step when you meet requirements for length of service and satisfactory
performance as follows.
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A GS employee must wait:

52 weeks for each increase from step 1 through step 4
104 weeks for each increase from step 4 through step 7
156 weeks for each increase from step 7 through step 10

A copy of the most current GS pay tables can be found at http://www.opm.gov/oca/10tables/index.asp

ohx

An FWS employee must wait:

26 weeks for advancement from step 1 to step 2
78 weeks for advancement from step 2 to step 3
104 weeks for advancement to steps 4 and 5

A copy of the most current FWS pay tables can be found at http://www.cpms.osd.mil/wage/.

For those of you who are in pay for performance systems, such as Laboratory and Acquisition
Workforce Demonstration Projects, you will receive salary increases through pay for
performance once per year.

). 0. 0. ¢

SECTION 14

ONSPS

The DoD announced that the majority of NSPS employees are scheduled to transition to non-
NSPS personnel systems by 30 September 2010, more than a year earlier than required by the
National Defense Authorization Act (NDAA) for FY 2010. This statute requires all employees
to transition from NSPS by no later than 1 January 2012 with no loss of or decrease in pay upon
conversion. Most employees will transition into the General Schedule (GS) personnel system.

NSPS Transition Planning Continues

Components and DoD organizations are in the final stages of determining their transition
dates, and plans are being submitted to the NSPS Transition Office for approval. If you are
currently in a NSPS organization, you will be notified of the transition date once plans are
approved.
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Based on application of GS classification criteria to your assigned duties and responsibilities,
your permanent position will convert to a GS grade. Once the grade is determined, your current
salary will be set on a step within the rate range for your assigned grade using GS compensation
rules as follows:

= |f the NSPS adjusted salary falls between two steps, your salary will be set at the higher
step.

= |f the NSPS adjusted salary falls below step 1 of the grade, your salary will be set at the
step 1 rate.

= |f your NSPS adjusted salary exceeds step 10 of the grade, you will be placed on retained
pay. Retained pay is a provision under the GS system that allows those employees whose
salary exceeds Step 10 of their assigned grade to keep their pay. A Human Resources
Specialist, or a supervisor/manager with delegated classification authority, determines
your grade using GS classification criteria. This determination is based on the duties and
responsibilities assigned by your supervisor.

The NSPS Transition Office has a series of Frequently Asked Questions (FAQ’s) regarding the
NSPS Transition and can be found at
http://www.cpms.osd.mil/nsps/docs/TransitionFAQs022210.pdf

). 0. 0. ¢

SECTION 15

Holidays

Government employees are entitled to the following holidays each year:

New Year’s Day January 1°

Birthday of Martin Luther King, Jr. 3" Monday in January
Presidents’ Day 3" Monday in February
Memorial Day Last Monday in May
Independence Day July 4™

Labor Day 1% Monday in September
Columbus Day 2" Monday in October
Veterans Day November 11"
Thanksgiving Day 4" Thursday in November
Christmas Day December 25"
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SECTION 16

Work Schedules and Working Conditions

Work Schedules: Supervisors have the responsibility for establishing work schedules consistent
with mission and workload requirements. Most work schedules are either full-time (40 hours per
week), part-time (16 to 32 hours per week), or intermittent (irregular with no prearranged tour of
duty). Changes to individual workdays and shifts may be made by the supervisor to meet
mission workload and other operational requirements. In most cases, fourteen (14) days advance
notification of changes to established work schedules is required for bargaining unit employees.
Be sure to check your local Collective Bargaining Agreements for details regarding your site.
Below are different work schedule options that may (or may not) involve you:

a. A full-time work schedule requires most employees to work 40 hours during the
workweek.

b. A part-time work schedule requires an employee to work less than full-time, but for a
specific number of hours (usually 16-32 hours per administrative workweek) on a prearranged
scheduled tour of duty.

¢. Job sharing is when two employees voluntarily share the duties and responsibilities of a
full-time position. Job sharers are part-time employees and are subject to the same personnel
policies on that basis. It is a way for management to offer part-time work schedules in positions
where full-time coverage is needed.

d. An intermittent work schedule requires an employee to work on an irregular basis for
which there is no prearranged scheduled tour of duty.

e. An employee on-call works as needed during periods of heavy workload with expected
cumulative service of at least 6 months in pay status each year.

f. A seasonal employee works on an annually recurring basis for periods of less than 12
months (2080 hours) each year. Snow removal workers and grounds maintenance crews are
examples of seasonal employees.

Firefighter Work Schedules: The basic tour of duty for firefighters whose positions require a

substantial amount of standby time shall be a 72-hour week of three (3) alternate 24-hour shifts.
Each 24-hour shift shall include eating and sleeping time, standby time and actual hours of work.
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Alternative Work Schedules (AWS): A flexible schedule splits the workday into two types of
time: core time and flexible time. During core time all employees must be at work. Additional
periods of flexible time are established during which employees have the option of selecting and
varying their starting and quitting time within limits set by management for the organization or
installation. Employees interested in working an alternative work schedule (AWS) may request
consideration through their supervisors. Employees must have supervisory approval prior to
working an AWS. The following are the two categories of AWS:

a. Compressed Work Schedules (CWS) are fixed work schedules, but they enable full-
time employees to complete the basic 80-hour biweekly work requirement in less than 10
workdays.

b. Flexible Work Schedules (FWS) consist of workdays with both core hours and flexible
hours. Core hours are the designated period of the day when all employees must be at work.
Flexible hours are the part of the workday when employees (within limits or “bands”) choose
their time of arrival and departure. Within limits set by their agencies, FWS can enable
employees to select and alter their work schedules to better fit personal needs and help balance
work, personal, and family responsibilities. For additional information use the following link:
http://www.opm.gov/oca/aws/index.asp.

ohx

Tardiness: Supervisors may excuse tardiness and other unavoidable or necessary absences of
less than one hour or charge the absence as annual leave. You may be charged as Absent
Without Leave (AWOL) for excessive tardiness or unapproved absences that could result in
disciplinary action. Adjusting work schedules, if feasible, can often eliminate excessive
tardiness.

ox

Lunch Periods: A lunch or other meal period is an approved period of time in a non-pay and
non-work status that interrupts a basic workday or a period of overtime work for the purpose of
permitting employees to eat or engage in permitted personal activities. An agency may establish
policies for meal periods for most GS and FWS employees. The law does not provide you with
an explicit entitlement to a meal period. Each agency has the authority to establish its own
requirements for meal periods. An agency may require or permit unpaid meal periods during
overtime hours, and the policy may be different from the one for the basic workweek. For
example, an agency could permit you to work 8 overtime hours on a Saturday or Sunday without
any requirement for a meal period. In exceptional circumstances, an agency may permit you to
eat your meal while working.
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Duration: In most circumstances, an agency is prohibited from scheduling a break in working
hours of more than 1 hour during a basic workday. This limitation applies to lunch and other
meal periods. An agency may permit or require shorter meal periods. A basic workday is
usually 8 hours, but the basic work requirement may be longer for certain days under alternative
work schedules (i.e., flexible or compressed work schedules). The normal 1-hour meal period
limitation does not apply if an agency permits an employee who works under a flexible work
schedule to elect to take a longer unpaid meal period.

Combination with Rest Periods is Prohibited: An agency may not extend a regularly
scheduled lunch break by permitting you to take an authorized rest period (with pay) prior to or
immediately following lunch, since a rest period is considered part of the compensable basic
workday. The lunch period may be extended only under limited circumstances.

Interruptions: Unpaid meal periods must provide bona fide breaks in the workday. If an
employee is not excused from job duties, or if he or she is recalled to job duties, you are entitled
to pay for compensable work, including work that is not minimal in nature. Note that there is no
authority to compensate employees for being placed on-call or being required to carry a pager or
cell phone.

ox

Rest Periods: Rest periods protect health, remove fatigue, and/or increase the quality and/or
quantity of work. Hours of work include rest periods authorized by a supervisor that do not
exceed 20 minutes and are within the same workday. Work less than four hours in duration will
normally not entitle you to a rest period except in unusual cases as determined by the supervisor.
Rest periods will not extend the lunch period or end your workday early.

). 0. 0. ¢

SECTION 17

Premium Pay

Overtime: Overtime work means all hours of work in excess of eight hours in a day or forty
hours in an administrative workweek, which is officially ordered and approved by management.
Supervisory approval for overtime is required before it is worked. Eligible employees may
receive one and one-half times of their basic hourly rate of pay not to exceed the overtime ceiling
for performing authorized overtime work. If you are a Non-exempt employee under the Fair
Labor Standards Act (FLSA), you must receive overtime pay unless you request compensatory
time off in lieu of payment.
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Compensatory (Comp) Time: Compensatory (Comp) time may be authorized in lieu of
payment for overtime. When requested and authorized, non-exempt employees may work and
take comp time (one hour off for each hour worked) in lieu of receiving overtime pay. Exempt
employees paid at a rate higher than GS-10/Step 10 may receive overtime pay, or may be
required to take comp time. Comp time earned should be scheduled and used as soon as
possible. Comp time not used within 26 pay periods of the date earned automatically converts to
overtime and is paid at the rate it was earned. One (1) hour of compensatory time off is granted
for each hour of overtime work.

Travel: According to the “Federal Workforce Flexibility Act of 2004,” if you must travel for
business outside normal working hours, you will receive compensatory time off for the travel
time, if the travel time is not otherwise compensable.

Night Pay: If you are a General Schedule employee, you are not paid premium pay for night
work solely because you elect to work credit hours, or elect a time of arrival or departure, at a
time when night pay is authorized. However, agencies must pay night pay to GS employees for
those hours that must be worked between 6 p.m. and 6 a.m. to complete an 8-hour tour of duty.
Agencies must also pay night pay for all designated core hours worked between 6 p.m. and 6
a.m. and for any regularly scheduled overtime work between those hours.

Note: For prevailing rate (wage) employees, see 5 U.S.C. 6123(c)(2).

Holidays: On holidays, a full-time Federal Wage System (FWS) employee is limited to 8 hours
of basic pay. A part-time FWS employee is entitled to basic pay for the number of hours
scheduled for the holiday, not to exceed 8 hours. In the event the President issues an Executive
Order granting a “half-day” holiday, full-time FWS employees are entitled to basic pay for the
last half of “basic work requirement” (i.e., non- overtime hours) on that day, not to exceed 4
hours.

Holiday Premium Pay: Holiday premium pay (equal to 100 percent of the rate of basic pay) is
limited to non-overtime hours worked, not to exceed a maximum of 8 non-overtime hours per
holiday.

Sunday Premium Pay: Sunday premium pay is paid for non-overtime work performed by full-
time employees only. A full-time FWS employee earns Sunday premium pay for an entire non-
overtime regularly scheduled tour of duty (not to exceed 8 hours) that begins or ends on Sunday.
It may not be paid for periods of non-work, including leave, holidays, and excused absence.

Adjustment of Work Schedules for Religious Observance: If modifications in work
schedules do not interfere with the efficient accomplishment of an agency’s mission, you may
work alternative work hours to fulfill religious obligations that require you to abstain from work

Page 33 of 48





at certain times of the workday or workweek. The hours worked in lieu of the normal work
schedule do not create any entitlement to premium pay (including overtime pay). Adjustments
of work schedules for religious observances may be approved for those employed in or under an
executive agency. Agencies may require you to submit a written request for an adjusted work
schedule in advance. Specifically state the request is for an adjusted work schedule for religious
purposes and provide acceptable documentation of the need to abstain from work (e.g.,
attendance at church services).

Failure to Report to Work: Failure to report to work as scheduled may terminate a temporary
employee’s appointment immediately upon written notification. If your appointment is not time
limited and you fail to report to work, your timecard may reflect an absent without leave status or
Absent Without Leave (AWOL). Failure to report for work (AWOL) and/or failure to follow
proper leave procedures may result in formal disciplinary action up to and including removal.

). 0. 0. ¢

SECTION 18

Leave Entitlements

Leave Entitlements: If you are on permanent appointments and time limited appointments over
90 days, you are entitled to annual and sick leave benefits. Management, however, has certain
options in granting use. Leave is charged only for absences on days when you would otherwise
work.

Annual Leave: Annual Leave is paid leave used for personal reasons, primarily vacations and
taking care of personal business; it may be used in lieu of sick leave. The accrual rate will
depend on an employee's type of appointment and years of Federal service, both civilian and
creditable military service.

New Full-time employees earn 13 days (4 hours per pay period); those with three years but less
than 15 years earn 20 days (6 hours per pay period, plus 4 additional hours on the last pay
period); and those with over 15 years of Federal service earn 26 days a year (8 hours per pay
period);

New Part-time employees with less than three years earn one hour for each 20 hours in a pay
status; those with three but less than 15 years earn one hour for each 13 hours in a pay status; and
those with 15 years or more Federal service earn one hour of annual leave for each 10 hours in a
pay status;
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You may accumulate and carry forward a balance of 30 days (240 hours) of annual leave,
unless you are stationed overseas, then you may accumulate 45 days. After returning from
overseas, you may retain the extra 15 days until the balance is reduced by leave usage.

Except for emergencies, your immediate supervisor or a designee must authorize annual leave,
in advance and before it is started. Should you need annual leave because of an emergency make
every attempt to notify your supervisor prior to the beginning of the work shift or as soon as
possible thereafter.

ohx

Service Credit for Leave Rate Accrual and Retirement for Veterans

Not Retired from Uniformed Service: For non-retired members, full credit for uniformed
service (including active duty and active duty for training) performed under honorable conditions
is given for leave accrual purposes, and for retirement purposes provided a deposit, as required
by law, is made to the retirement fund. Uniformed service means the Armed Forces, the
commissioned corps of the Public Health Service, and the commissioned corps of the National
Oceanic and Atmospheric Administration. Veterans in a position covered by the Federal
Employee Retirement System (FERS) on or after January 1, 1984, must make a deposit to the
retirement fund of 3 percent of basic military pay to obtain retirement credit.

Retired from Uniformed Service: Credit for uniformed service is substantially limited for
retired members. In enacting the Dual Compensation Act in 1964, Congress adopted a
compromise between the view that retired members should receive preference and full credit for
their service and the view that there should be no advantage for retired members.

Retirees receive leave accrual credit for the following reasons:

a. Actual service during a war declared by Congress (includes World War 11 covering the
period December 7, 1941, to April 28, 1952) or while participating in a campaign or expedition
for which a campaign badge is authorized; or

b. All active duty when retirement was based on a disability received as a direct result of
armed conflict or caused by an instrumentality of war and incurred in the line of duty during a
period of war as defined in 38 U.S.C. 101(11). "Period of war" includes World War Il, the
Korean conflict, Vietnam era, the Persian Gulf War, or the period beginning on the date of any
future declaration of war by the Congress and ending on the date prescribed by Presidential
proclamation or concurrent resolution of the Congress.
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For retirement: An employee must waive military retired pay to receive any credit for military
service unless the retired pay is awarded based on a service-connected disability incurred in
combat with an enemy of the United States or caused by an instrumentality of war and incurred
in the line of duty during a period of war.

ox

Sick Leave: Sick leave is a qualified right and you may use it for the reasons: (1) Due to a
medical, dental or optical examination for you or a family member; (2) As a physical or mental
illness, injury, pregnancy, or childbirth prevents you from working; (3) If you are required to
provide care for a family member due to physical or mental illness, injury, pregnancy, or
childbirth; (4) While making funeral arrangements for or attending a family member’s funeral;
(5) When your presence at work exposes others to a communicable disease; and (6) for child
adoption (For more information on adoption benefits click on: Adoption Benefits Guide for
Federal Employees). The provisions of the Family Friendly Leave Act will be adhered too while
providing care for family members.

It is not always possible to obtain sick leave in advance unless you know about medical,
dental or optical examinations or treatment or an operation, convalescence, lengthy illness, or
something similar. You must contact your immediate supervisor, or designee, as early in the day
as possible, after the beginning of the official workday to obtain authorization to use sick leave.
Check your local Collective Bargaining Agreement (CBA) for appropriate leave request
procedures. You may be required to submit administratively acceptable evidence of illness and
incapacitation for periods in excess of three workdays, or for a lesser period when determined
necessary by your supervisor. It is your responsibility to obtain authorization in this situation
and that means talking to your supervisor or designee to obtain the authorization.

You may be required to provide acceptable medical certification of the illness within 15
calendar days of the absence, if you are absent for sick-leave related reasons for three or more
days. However, if a supervisor feels that you are abusing sick leave, the supervisor can request
in writing that you bring in acceptable medical certification of the illness no matter how brief
your absence.

If a Full-time employee, you will earn 13 days a year (4 hours per pay period); or if part-time,
you earn one hour for every 20 hours in a pay status. Sick leave may be used in ¥2-hour
increments. There is no restriction on the number of hours of sick leave that may be
accumulated. No lump sum payment is made when you separate from the Federal service.
However, if you return to work, the sick leave is re-credited to your account.

Note: Retirees under the Civil Service Retirement System (CSRS) are entitled to time credit in
the calculation of retirement annuity for all unused sick leave to their credit at the time of
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retirement. (This provision does not currently apply to Federal Employee Retirement
System (FERS) employees, but is subject to change soon).

Advanced Sick Leave: Advanced Sick Leave (ASL) may be requested for up to a maximum of
240 hours at any given time. The request must be in writing stating the purpose of the leave.
Submit the appropriate medical documentation (diagnosis, prognosis and length of
incapacitation) and memo to the supervisor for approval/disapproval. If you leave federal
service prior to paying the ASL back, you will incur a federal debt.

Family Friendly Leave Act: The Family Friendly Leave Act (FFLA) allows you to use sick
leave to provide care for a family member (Spouse, and parents thereof; Sons and daughters, and
spouses thereof; Parents, and spouses thereof; Brothers and sisters, and spouses thereof;
Grandparents and grandchildren, and spouses thereof; Domestic partner and parents thereof,
including domestic partners of any individual mentioned above; and any individual related by
blood or affinity whose close association with the employee is the equivalent of a family
relationship). As a full-time Federal employee, you may use up to 104 hours (13 days) of sick
leave in a leave year for family care or bereavement. As a part-time employee, or an employee
with an uncommon tour of duty, you may use up to the number of hours of sick leave normally
accrued during the leave year. You are not required to maintain a minimum balance in your sick
leave account in order to use the maximum amount of sick leave provided for family care and
bereavement purposes.

Family and Medical Leave Act: To be eligible for Family and Medical Leave Act (FMLA)
leave, employees must have completed at least one year of civilian service with the government.
FMLA entitles employees to a total of 12 administrative work weeks of leave without pay
(LWORP) in any 12-month period for the birth of a child and care of the newborn; the placement
of a child with you for adoption or foster care; the care of your spouse, child, or parent with a
serious health condition; or your own serious health condition that makes you unable to perform
the duties of your position. Employees must fill out an OPM 71 and provide medical
certification to their supervisor for approval prior to taking FMLA leave.

Exclusions: FMLA excludes some employees: You may be included in a group of employees
serving under intermittent appointments or temporary appointments with a time limitation of one
year or less; or be an employee with less than 12 months of Federal Service; or fall into another
category of exclusion from FMLA. If you are uncertain whether you are eligible for FMLA,
please contact your local CPAC for more information.

ox

Voluntary Leave Transfer Program: An employee who has been affected by a medical
emergency and is facing at least 24 hours without available paid leave (i.e., insufficient sick or
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annual leave to cover the period of time) may apply to become a leave recipient by submitting a
written request through supervisory channels. You must submit an OPM 630, obtain supervisor
approval, and provide medical certification for the illness.

ox

Leave Without Pay (LWOP): LWORP is an approved absence without pay and may be granted
at the discretion of the agency for such purposes as covering absences due to insufficient leave
balances, attending to parental or other family responsibilities, education which would be of
benefit to the agency, recovery from illness or disability, or protection of employee status and
benefits pending action on claims for disability retirement or injury compensation. You may
substitute LWOP time with accumulated annual or sick leave during the LWOP timeframe.

Generally, the effects of leave without pay vary depending on the length of absence. Extended
periods of leave without pay will affect your service computation date, waiting period for within-
grade increases, accumulation of annual and sick leave, and benefit contributions such as
insurance premiums going into arrears. If you are approved for LWOP for 30 or more
consecutive days, please contact the CPAC for details of how this will affect your benefits.

Absence Without Leave (AWOL): AWOL is any absence from the duty station that has not
been authorized or approved by your supervisor. If you fail to request leave in advance or if the
request is denied, in accordance with directives, you are considered AWOL. This means you
receive no pay and may face disciplinary action.

ox

Inclement Weather Leave: Liberal leave policies may be an option during adverse weather;
however, you must call in to request annual leave be granted. Annual leave is charged for the
entire workday, or for the appropriate number of hours requested. Early release during inclement
weather is considered excused absence only if you are present for duty at the time of the release.
Status of post operations are usually announced on local radio/television stations. Please check
with the local CPAC for additional information. You will be notified in advance if you have
been designated as “emergency essential”; if so, you should report for duty unless otherwise
instructed by your supervisor.

ox

Maternity Leave: There is no maternity leave in the federal service. Employees must use their
existing sick leave and/or annual leave to cover appointments or to bond with the baby after
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birth. You may request LWOP from your immediate supervisor to cover that time if you do not
have enough leave time built up. You are entitled to the Leave Transfer and /or Advanced Sick
Leave programs, as stated above.

ok

Telework: Telework: The Telework (TW) program is designed to provide individuals an
opportunity to have some personal control over their work location. You will need to follow
your organization’s procedures for requesting TW. If your organization does not have a TW
policy, then contact your local CPAC representative for assistance. TW plans are fully
integrated into all local Emergency Preparedness and Continuity of Operations Plans (COOP).

Xk

Holiday Leave: While in pay status, on either the regularly scheduled workday preceding a
holiday or on the regularly scheduled workday succeeding a holiday, you are entitled to straight-
time pay for the holiday, regardless of your status on the holiday not worked. (Regular full-time
employees receive regular straight-time pay, including night and shift differential, for holidays
on which they are not required to work.)

ok

Court Leave:

Employee Absences For Court For Court-Relate Service

Type of Service Type of Absence Fee Retention or Travel Expenses
Not
Jury Service:
(a) US or DC Court Court Leave No No
Court Leave Yes*(turn into agency) No

(b) State/local

*NOTE: if Civil Matter,
NO court leave. If
Criminal Matter,
Court Leave if City,

Page 39 of 48





County, or State is
processing.

Witness Service

(a) On behalf of State Official Duty No Yes*
or DC Government

(b) On behalf of State

or local governmentin | Official Duty Yes* (turn into agency) | Yes*
official capacity

Court Leave Yes* (turn into agency)
(c) On behalf of State
or local government No
but not in an official
capacit

S Official Duty Yes* (turn into agency)
(d) On behalf of private
party in official
capacity

Yes*

Court Leave Yes* (turn into agency)

(e) On behalf of private
party that is U.S., D.C., Yes No
State or local
government but when
not in an official

capacit
pacity Annual Lv or LWOP Yes No

(f) On behalf of private

). 0. 0.

SECTION 19

Performance Management

Employee Performance Evaluation: Employee Performance Evaluation: The Performance
Management process includes five phases: (1) Planning performance and assigning work; (2)
Monitoring performance; (3) Developing performance; (4) Appraising performance; and (5)
Rewarding performance.

You should receive a copy of your position description and written performance plan from
your supervisor within the first 30 days of your new job. This plan states performance
expectations and objectives during a rating period. Your performance plan is reviewed and
approved by your supervisor at the beginning of each rating period. At a minimum, you will
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meet with your supervisor to discuss your performance at the mid-point and end of the rating
period. A written evaluation is prepared and provided to you at the end of each rating cycle. For
more specific information, refer to AR 690-400, Chapter 4302, on the Internet at
http://cpol.army.mil/library for GS and WG employees, SC9901.400 Subchapter 400 for NSPS
employees at http://www.cpms.osd.mil/nsps/docs/implementing_issuances/1940depsec.pdf.

Rewarding Good Performance: Receiving recognition for a job well done should be an
ongoing, natural part of any employee’s day-to-day work experience. Everyone appreciates
hearing comments from his/her supervisors such as “You’re doing a great job!” However,
employees can receive a broad range of awards for good employee performance such as cash,
time-off, and many non-monetary awards such as medals and certificates of achievement.
Employees can find out more by reviewing AR 672-20, Incentive Awards that is located at
http://www.army.mil/usapa/epubs/pdf/r672_20.pdf.

Temporary Employees: Temporary Employees: If you are in a temporary position not
expected to exceed 120 days, in a consecutive 12-month period, an agency may exclude you
from the performance appraisal process. However, if you are in a position with a NTE date of
more than 120 days, you should be placed on standards and rated under the Total Army
Performance System (TAPES). For more information, go to
http://www.army.mil/usapa/epubs/pdf/r690_400.pdf.

Yok ok

SECTION 20

Labor-Management Relations

The Civil Service Reform Act of 1978 provides the legal foundation for the operation of the
Federal labor-management relations program. Under the provisions of the program, Department
of the Army employees may elect a labor organization to represent them in a bargaining unit and
participate in an election vote for union representation. In addition, an employee may choose to
serve as a representative of the labor organization in presenting the union's views to management
officials and in negotiating a collective bargaining agreement. The CPAC has been designated
as the principal point of contact for conducting business with labor organizations.

ok

Bargaining Unit Status (BUS) Codes: To determine an employee’s bargaining unit status an
employee can look on block 37 of his/her latest SF 50 and if the number is not 8888 or 7777,
then you are a bargaining unit employee that is represented by a local union. The number 8888
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means that an employee is excluded and the number 7777 means that an employee is eligible but
not represented by a union.

ox

Recognized Union(s): There are twenty-four (24) different unions that represent federal
employees. To find out which union is present at a location and its representative, please contact
your local CPAC Labor Relations Specialist. If a conflict appears between information
presented in this handbook and the policies and procedures of a negotiated agreement, the
provisions of the negotiated agreement take precedence and must be observed.

ohx

Employee Rights: Federal employees are entitled to submit a grievance if they are
dissatisfied with any aspect of their working conditions, relationships, or employment status. An
employee complaint should always be discussed first with the immediate supervisor in an
attempt to resolve the problem in an informal manner.

ox

Grievances: Bargaining unit employees must submit grievances in accordance with the
procedures described in the appropriate collective bargaining agreement. For general
information on negotiated grievance procedures, click on the following link
http://cpol.army.mil/library/permiss/416.html. Non-bargaining unit employees (block 37 of your
SF 50 will be either 8888 or 7777) must submit grievances in accordance with Administrative
Grievance Procedures. For more information on administrative grievance procedures employees
can contact their local CPAC Labor Relations Specialist or use the following link
http://cpol.army.mil/library/permiss/5aa.html.

ox

Discipline: Maintaining discipline among civilian employees is extremely important. The
broad objective of discipline is to prevent prohibited activities and to motivate employees to
conform to acceptable standards of conduct. The most effective means of maintaining discipline
is through cooperation, sustained effective working relationships and the self-discipline and
responsible performance expected of mature employees.

Disciplinary actions fall into two categories: (1) informal actions involving oral
admonishments and written warnings or (2) formal actions including letters of reprimand,
suspensions, demotions, and removal.
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Similarly, employee conduct falls into two categories: behavioral offenses for which
disciplinary action aimed at correcting the behavior is appropriate, and violations of regulations
or laws that require punitive sanctions. The Table of Penalties for various offenses serves as a
general guide in imposing disciplinary action. The Table of Penalties for disciplinary actions can
be found at http://www.cpol.army.mil/library/permiss/5al111.htmi.

Top of Page
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SECTION 21
Discrimination
Discrimination that violates Title VI of the Civil Rights Act of 1964 applies to employers

with 15 or more employees, including state and local governments. It also applies to
employment agencies and to labor organizations, as well as to the federal government.

The Army is an Equal Employment Opportunity employer and discrimination in any form is
prohibited by the law and will not be tolerated! The Equal Employment Opportunity
Commission (EEOC) provides an employee with relevant laws, regulations and policy guidance,
fact sheets, Q&As, best practices, and other pertinent information regarding discrimination and
sexual harassment.

Age discrimination involves treating someone (an applicant or employee) less favorably
because of his/her age.

Disability discrimination occurs when an employer or other entity covered by the Americans
with Disabilities Act, as amended, or the Rehabilitation Act, as amended, treats a qualified
individual with a disability who is an employee or applicant unfavorably because he/she has a
disability.

Equal Pay Act requires that men and women in the same workplace be given equal pay for
equal work. The jobs need not be identical, but they must be substantially equal. Job content
determines whether jobs are substantially equal. All forms of pay are covered by this law.

Under Title 11 of the Genetic Information Nondiscrimination Act (GINA), it is illegal to
discriminate against employees or applicants because of genetic information. Title Il of GINA
prohibits the use of genetic information in making employment decisions, restricts acquisition
of genetic information by employers and other entities covered by Title 11, and strictly limits
the disclosure of genetic information.

National origin discrimination involves treating people (applicants or employees)
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unfavorably because they are from a particular country or part of the world, because of
ethnicity or accent, or because they appear to be of a certain ethnic background (even if they
are not). National origin discrimination also can involve treating people unfavorably because
they are married to (or associated with) a person of a certain national origin or because of their
connection with an ethnic organization or group.

Pregnancy discrimination involves treating a woman (an applicant or employee) unfavorably
because of pregnancy, childbirth, or a medical condition related to pregnancy or childbirth.

Race/Color discrimination involves treating someone (an applicant or employee)
unfavorably because he/she is of a certain race or because of personal characteristics
associated with race (such as hair texture, skin color, or certain facial features). Color
discrimination involves treating someone unfavorably because of skin color complexion.
Race/color discrimination also can involve treating someone unfavorably because the person
is married to (or associated with) a person of a certain race or color or because of a person’s
connection with a race-based organization or group, or an organization or group that is
generally associated with people of a certain color.

Religious discrimination involves treating a person (an applicant or employee) unfavorably
because of his or her religious beliefs. The law protects people who belong to traditional,
organized religions, such as Buddhism, Christianity, Hinduism, Islam, and Judaism, and others
who have sincerely held religious, ethical or moral beliefs. Religious discrimination can also
involve treating someone differently because that person is married to (or associated with) an
individual of a particular religion or because of his or her connection with a religious
organization or group.

An unwelcome sexual advances occur when requests for sexual favors explicitly or implicitly
affects an individual's employment, unreasonably interferes with work performance, or creates
an intimidating, hostile, or offensive work environment. Verbal or physical conduct that creates
these same conditions constitutes sexual harassment.

All of the laws we enforce make it illegal to fire, demote, harass, or otherwise “retaliate”
against employees because they filed a charge of discrimination, because they complained to
their employer or other covered entity about discrimination on the job, or because they
participated in an employment discrimination proceeding (such as an investigation or lawsuit). It
is also unlawful to retaliate against an individual for opposing employment practices that
discriminate based on sex or for filing a discrimination charge, testifying, or participating in any
way in an investigation, proceeding, or litigation under Title VII.

For more information, you can find EEOC online at www.eeoc.gov or by contacting your
local Equal Employment Opportunity Office.
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SECTION 22
Employee Professional and Self Development

The Army offers a variety of training and self-development opportunities to assist with your
career development. Traditional classroom courses taught by Army, DoD, other Government
and non-government schools, university professors and contracted vendors are available to
enhance your knowledge and skills. Most often, you will find out about training opportunities
through your supervisor, a Human Resources advisor, a workforce development advisor, or your
organization’s Training Coordinator. Distributed learning courses, desk side briefings,
developmental assignments, mentoring, and on-the-job training are ways that management may
choose to develop and train you. Your supervisor will work with you in creating an Individual
Development Plan (IDP). An IDP is a written schedule or plan designed to meet particular goals
for development that are aligned with the organization's strategic plan and action plan. It helps
you plan for individual training and development by assessing your needs. The IDP is the place
to formulate and record your professional development goals.

Your CPAC HR Advisor can provide guidance and information on any training questions you
may have. In addition, there are many on-line resources available. You may find the list of links
below to be helpful: CHRTAS — The Civilian Human Resources Training Application System.
Register for a variety of training courses. Completion of your employee profile in CHRTAS is
required before you can register for training.
https://www.atrrs.army.mil/channels/chrtas/default.asp. CPOL ACTEDS Catalog — For leader
positions, senior specialists, and employees in an Army Career Program -
http://cpol.army.mil/library/train/catalog/. ACTEDS PLANS — Training plans for the Army’s
Civilian Career Programs http://cpol.army.mil/library/train/acteds/. MyBiz — Training and
Education Updates — https://compo.dcpds.cpms.osd.mil/. Note: These functions allow you to
update your official training and education records Army Knowledge On-Line —
https://www.us.army.mil. Army e Learning — Over 1500 on-line courses are available, access
through AKO.

ox

Program Descriptions

Army Civilian Training, Education, and Development System (ACTEDS) is a requirements-
based system that ensures planned development of civilian members of the force through a
blending of progressive and sequential work assignments, formal training, and self-development
for individuals as they progress from entry level to key positions. ACTEDS seeks to assure the
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systematic development and sustainment of Army's civilian workforce, and the development of
technically competent and confident civilian leaders so essential to Army readiness.

Civilian Education System (CES) Leader Development Program is a progressive and
sequential leader development program that provides enhanced educational opportunities for
Army Civilians throughout their careers. The curriculum focuses on the transfer of knowledge
using the Army’s Lifelong Learning Philosophy, with the emphasis on leader development. The
instruction provides students with real world issues and problems they will encounter as direct or
indirect leaders. CES provides these levels of Civilian development: Foundation Course (FC),
Basic Course (BC), Intermediate Course (IC), Advanced Course (AC), and Continuing
Education for Senior Leaders (CESL). The method of delivery is comprised of distributed
Learning (dL) and resident instruction. Register for these classes in CHRTAS.

Human Resources for Supervisors — A 3.5-day class designed to train new supervisors in their
authorities and responsibilities for Civilian Human Resources (CHR) Management. The course
covers such topics as classification, staffing, employee development, performance management,
and management-employee and labor relations. Register for this class in CHRTAS.

MyBiz Training and Education Updates - My Biz and associated web pages are web-based
tools created by the DoD as part of the Defense Civilian Personnel Data System (DCPDS) to
allow DoD employees access to and management of selected portions of their personnel records.
This capability allows individual employees to update their education and training records.

Army el earning - At no cost to employees or their organization, all Army civilian employees
are authorized to access over 1,500 Information Technology, Business Skills, and Interpersonal
Skills courses from any location, around the clock (24/7). All you have to do to use Army e
Learning is get an Army Knowledge On-Line account and sign up. Log into AKO and go to My
Training. Look for ATRRS User Tools and click on ‘Sign up for the Army e-Learning
Program.’

Yok X

SECTION 23
INTERNET RESOURCES
Webpage Link
Army Benefits Center-Civilian https://www.abc.army.mil
Army Civilian Personnel Online www.cpol.army.mil
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Army Homepage

www.army.mil

Army Civilian Personnel Locator

http://acpol.army.mil/employment/findcpac/index.html

Code of Federal Regulations (Law)

WWW.access.gpo.gov/nara/cfr

Department of Veterans Affairs

Www.va.gov

DoD Civilian Personnel Mgmt Svc

www.cpms.osd.mil

DoD Dictionary of Acronyms and
Terms

http://www.dtic.mil/doctrine/dod_dictionary/

Job Information (OPM)

WWW. Usajobs.opm.gov

Joint Travel Regulations

http://www.dtic.mil/dtic/

Military Installation Locator

http://apps.mhf.dod.mil/pls/psgprod/f?p=MI:ENTRY:1985089423986618

Office of Personnel Management

WwWw.0opm.gov

Office of Workers Compensation

http://www.dol.gov/dol/topic/workcomp/index.htm

Programs (OWCP)

PERMISS http://cpol.army.mil/library/permiss
Thrift Savings Plan Www.tsp.gov

Flexible Spending Accounts www.fsafeds.gov

U.S. Department of Labor www.dol.gov

U.S. Equal Employment Opportunity  www.eeoc.gov

Commission

National Security Personnel System
(NSPS)

http://www.cpms.osd.mil/nsps/issuances.html

Army NSPS Site

http://cpol.army.mil/library/general/nsps

US Army Acquisition Support Center

http://asc.army.mil/

Total Army Performance System
(TAPES) Link

http://www.army.mil/usapa/epubs/pdf/r690 400.pdf
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This handbook was revised by the Civilian Human Resources Agency, Human Resources
Program Division, Strategic Recruitment Team, Aberdeen Proving Ground, Maryland. Any
suggestions for improvement may be sent to Cindy Sepulveda at cindy.sepulveda@us.army.mil.
The last update of this document was on 8 September 2010.
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ATAAPS Employee
Common Error Messages:

1. Labor Duration Not Entered — A line was
inserted for labor, but no time was entered. De-
lete the line if not needed, or enter the appropriate
amount of time.

2. Scheduled Hours Exceeded — The time en-
tered for a particular day exceeds the amount al-
lowed for your Tour of Duty or Work Schedule.

3. Invalid Hour Entries — Fractional hours for
time were input incorrectly (entered 2.50 instead
of 2.30 — Hours.Minutes format for ATAAPS).

Common Leave Codes

RG | Regular (Graded)

LA Leave Annual

LS Leave Sick

CE Compensatory Time Earned

CT Compensatory Time Taken

CB | Travel Compensatory Time
Earned

CF Travel Compensatory Time Tak-
en

LY Time Off Award Used

TW | Telework—Regular Day

TM | Telework for Medical Purpose

TS Telework—Ad Hoc Basis
KA Leave Without Pay (LWOP)
KE | Furlough

CD | Credit Hours Earned

CN Credit Hours Taken

LG Advanced Sick Leave

LC Court
LH | Holiday
LM | Military

LN Administrative

Helpful Hints/Tips:

1. DO NOT hit the back arrow in the brows-
er to go back to another screen within ATAAPS.
Always hit the “Menu” button at the top to navi-
gate to another location.

2. You may input a timecard in advance. Just se-
lect the pay period you want to input for and input

all hours required.
See Inside for more details.

Your Own Hints/Tips:

UNITED STATES ARMY

HQ TRADOC
COMMAND GROUP

Automated Time Attendance
Production System

(ATAAPS)
Employee Quick Reference Guide

(QRG)






Logging In:

https://ataaps.csd.disa.mil/ataaps AR10/

Select “Army”

Select “TRADOC”

Select “Login”

NOTE: Logging in no longer requires User ID and Pass-
word. New accounts are generated from the DOD # on
the back of your CAC allowing your profile to

be linked automatically. Q

Step 1: Completing your Timecard %
1. Click the Laborlink on the ATAAPS

Menu screen.

2. (Optional) Click the drop-down next to the
Pay Period field and select the desired Pay Period.
Note: By default the current Pay Period dis-
plays. If corrections need to be made to prior timecards
(retroactive labor), select the desired Pay Period from
the list.

3. Click the InsertRowbutton.

Note: If Default Labor is run (DFAS pushes your
regular work schedule) for your organization, the time-
card is pre-populated with the daily hours from your
Permanent Tour Duty or Work Schedule. If not, you will
be required to input your RG hours. Your “Scheduled
Hours” row should match your “Reported to Scheduled
Hours” row.

4. Cost Center is pre-populated.

5. Click the drop-down below Job Order and select
“HQ TRADOC”.

6. Click the drop-down or hand icon next to the
“Type hr” field and click the 2-letter code for the
desired type hours.

Note: For leave codes (Type hr’s) see slides 14-16

. Enter the number of hours worked for each day
of your tour (work schedule).

Note: Time is entered in HH.MM format. Partial
hours can be entered in V4 (e.g., 1.15, 1.30, 1.45) hour
increments.

*New* old
15 mins = .15 . 15 mins = .25
30 mins = .30 Click 30 mins = .5 the Inser-
45mins = .45 IROW 45mins=.75 or Copy-
Row button to
add a row for a different Type hr to be entered.
Note: Each “Type hr” (e.g., RG, LA, LS, etc.) needs a
separate row for labor entry. If entering Leave, click the
View Leave link on the Employee Information window to
view a snap shot of leave balances.

8.

9. Click the Save button after entering all hours. ?. A

@ Delete a Row of Time

1.Click the check box on the far left side next to the row
to be deleted.

2. Click the “DeleteRow?” button.

Step 2: Concur Time (Initialing your Timecard) g

1. If you are on the Labor windowy Employee Information
box, click the Concur link.
Note: On the Employee Information window, next to
the word concur, either No or Yes displays indicating whether
the timecard for that period has been concurred or not.

OR
Click the “Labor/Leave Review” link on the ATAAPS
Main Menu.

2. Verify that the hours entered are correct.

3. Select the check box next to the statement stating that
you agree with the labor charges.

Note: You are acknowledging that the hours input on
this timecard are accurate.

4. Click the OK button. Once done, your certifier can
now approve your timecard.

Note: If changes are made to the timecard after it has
been concurred, you must concur the timecard again.

Step 3: Entering a Reason Code—Do you have any
Family Medical Leave Act (FMLA) codes, Tele-
work codes, etc?

1. Follow the steps for entering labor (Step 1) @

2. If you have entered a “Type hr” such as LS

and need to identify a reason for taking that leave, such
as FMLA, click the Nt/Diff/Haz/Oth button to expand
the timecard.

3. Next to the Hz/Oth row click the “Add” link below the
day requiring the reason code.

4. Select a Reason for the leave from the list.

5. Select any other check boxes for the days that this rea-
son code is applicable.

Note: The check box for the day on which you clicked
the Add link is already selected.

6. Click the Reason button. (Equivalent to clicking “OK”)
Note: The reason code displays below the date select-
ed.

. Click the Save button.

NOTE: For more detailed [ information see Slides 18-
35

Enter Night Differential (This is Not Common)

1. Follow the steps for entering labor.

2. Click the “Nt/Diff/Haz/Oth” button to expand the
timecard.

3. Enter the number of hours for night differential in the
NitDiff field for the applicable day.

4. Click the “Save” button. =

Note: If night differential time has not been ap-
proved for your tour of duty, or the amount of time entered
exceeds the amount of night differential authorized, the error
message: “Scheduled Hours Exceeded” displays. The error
must be corrected before the timecard can be saved.

What if I am not going to be here to input my
timesheet in ATAAPS? (Known Leave and Un-

known Leave)

Can I input my leave ahead of time? YES!

1. Follow the steps for entering labor (Step 1).

2. When you get to “Step 1’s” “Optional step 2” you
can select from any pay period for which you would like
to input leave.

3. If you select a future pay period, you will need to in-
put your RG (Regular Time) code for all the days
worked, because the auto fill (Default Labor) for that
pay period will not have yet run.

4. Input your leave for this pay period, remembering to
adjust your RG hours accordingly to ensure your total
hours for the pay period equal that of your work sched-
ule.

5. Click the “Save” button.

6. Follow “Step 2” for con- = curring your timesheet
normally, allowing your certifying official(s) the ability
to certify your time.

Note: Certifiers cannot certify until the certification
window for that pay period is open.

OR
Can someone input my time for me? YES!

If you are not going to be here to input your time and
cannot input it before your leave starts, your timekeeper
for your organization may input your leave on your be-
half following the above steps.

NOTE: To find out who your timekeeper is refer to
the back of this QRG.
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ATAAPS Revised
ATAAPS Instructions

· If your information is not entered into ATAAPS automatically within your first 2 weeks at OCKO, you must speak to our timecard point of contact

· Tell her you need to be added to the ATAAPS system and have your CAC available to give her your DoD ID (numbers on the back)

· She will add you to the system and you should be all set!



Timesheet Website: ATAAPS Timesheet Website

LES: https://mypay.dfas.mil

LES Questions:  1-888-332-7411




image10.emf
 Security  Identification Badge Instructions


 Security Identification Badge Instructions
How to Obtain your Security Identification Badge (SIDB):



You will need a building pass (SIDB) to go in and out of Building 950, where your workplace is located.  Day one you will be issued a temporary pass.  In order to receive your SIDB, you will need to make an appointment.

Appointments can be made for Mon-Fri 0800-1000. For an appointment dial #501-5007 or 757-775-9503.  Closed Federal and Training Holidays
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DD-2875 SAAR 
SYSTEM AUTHORIZATION ACCESS REQUEST (SAAR)

PRIVACY ACT STATEMENT

AUTHORITY: Executive Order 10450, 9397; and Public Law 99-474, the Computer Fraud and Abuse Act.
PRINCIPAL PURPOSE: To record names, signatures, and other identifiers for the purpose of validating the trustworthiness of individuals requesting
access to Department of Defense (DoD) systems and information. NOTE: Records may be maintained in both electronic

and/or paper form.

ROUTINE USES: None.

DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or
prevent further processing of this request.

TYPE OF REQUEST

INITIAL [ ] moDIFicATION [ | DEACTIVATE | | user I

DATE (YYYYMMDD)

SYSTEM NAME (Platform or Applications)

LOCATION (Physical Location of System)

PART | (To be completed by Requestor)

1. NAME (Last, First, Middle Initial)

2. ORGANIZATION

3. OFFICE SYMBOL/DEPARTMENT

4. PHONE (DSN or Commercial)

5. OFFICIAL E-MAIL ADDRESS

6. JOB TITLE AND GRADE/RANK

7. OFFICIAL MAILING ADDRESS

8. CITIZENSHIP
[ Jus []Fn
[ ] oTHER

9. DESIGNATION OF PERSON

|:| MILITARY D CIVILIAN

[ ] coNTRACTOR

10. IA TRAINING AND AWARENESS CERTIFICATION REQUIREMENTS (Complete as required for user or functional level access.)

| have completed Annual Information Awareness Training.

DATE (YYYYMMDD)

11. USER SIGNATURE

12. DATE (YYYYMMDD)

PART Il - ENDORSEMENT OF ACCESS BY INFORMATION OWNER, USER SUPERVISOR OR GOVERNMENT SPONSOR (If individual is a
contractor - provide company name, contract number, and date of contract expiration in Block 16.)

13. JUSTIFICATION FOR ACCESS

14. TYPE OF ACCESS REQUIRED:
[ ] AUTHORIZED

[ ] PRIVILEGED

15. USER REQUIRES ACCESS TO:

[ ]oTHER

[ ] uncLassiFiED

D CLASSIFIED (Specify category)

16. VERIFICATION OF NEED TO KNOW

| certify that this user requires access as requested.

[]

16a. ACCESS EXPIRATION DATE (Contractors must specify Company Name,
Contract Number, Expiration Date. Use Block 27 if needed.)

17. SUPERVISOR'S NAME (Print Name)

18. SUPERVISOR'S SIGNATURE

19. DATE (YYYYMMDD)

20. SUPERVISOR'S ORGANIZATION/DEPARTMENT

20a. SUPERVISOR'S E-MAIL ADDRESS

20b. PHONE NUMBER

21. SIGNATURE OF INFORMATION OWNER/OPR

2la. PHONE NUMBER

21b. DATE (YYYYMMDD)

22. SIGNATURE OF IAO OR APPOINTEE

23. ORGANIZATION/DEPARTMENT

24. PHONE NUMBER 25. DATE (YYYYMMDD)

DD FORM 2875, AUG 2009

PREVIOUS EDITION IS OBSOLETE.

Adobe Professional 8.0






26. NAME (Last, First, Middle Initial)

27. OPTIONAL INFORMATION (Additional information)

PART Ill - SECURITY MANAGER VALIDATES THE BACKGROUND INVESTIGATION OR CLEARANCE INFORMATION

28. TYPE OF INVESTIGATION

28a. DATE OF INVESTIGATION (YYYYMMDD)

28b. CLEARANCE LEVEL

28c. IT LEVEL DESIGNATION
[ ]LeveL [ JLEVEL I [ ]LeveLn

29. VERIFIED BY (Print name) 30. SECURITY MANAGER

TELEPHONE NUMBER

31. SECURITY MANAGER SIGNATURE 32. DATE (YYYYMMDD)

PART IV - COMPLETION BY AUTHORIZED STAFF PREPARING ACCOUNT INFORMATION

TITLE:

SYSTEM

ACCOUNT CODE

DOMAIN

SERVER

APPLICATION

DIRECTORIES

FILES

DATASETS

DATE PROCESSED
(YYYYMMDD)

PROCESSED BY (Print name and sign)

DATE (YYYYMMDD)

DATE REVALIDATED
(YYYYMMDD)

REVALIDATED BY (Print name and sign)

DATE (YYYYMMDD)

DD FORM 2875 (BACK), AUG 2009





INSTRUCTIONS
The prescribing document is as issued by using DoD Component.

A. PART I: The following information is provided by the user when
establishing or modifying their USER ID.

(1) Name. The last name, first name, and middle initial of the user.

(2) Organization. The user's current organization (i.e. DISA, SDI, DoD
and government agency or commercial firm).

(3) Office Symbol/Department. The office symbol within the current
organization (i.e. SDI).

(4) Telephone Number/DSN. The Defense Switching Network (DSN)
phone number of the user. If DSN is unavailable, indicate commercial
number.

(5)Official E-mail Address. The user's official e-mail address.

(6) Job Title/Grade/Rank. The civilian job title (Example: Systems
Analyst, GS-14, Pay Clerk, GS-5)/military rank (COL, United States
Army, CMSgt, USAF) or "CONT" if user is a contractor.

(7) Official Mailing Address. The user's official mailing address.

(8) Citizenship (US, Foreign National, or Other).

(9) Designation of Person (Military, Civilian, Contractor).

(10) IA Training and Awareness Certification Requirements. User must
indicate if he/she has completed the Annual Information Awareness
Training and the date.

(11) User's Signature. User must sign the DD Form 2875 with the
understanding that they are responsible and accountable for their
password and access to the system(s).

(12) Date. The date that the user signs the form.

B. PART Il: The information below requires the endorsement from the
user's Supervisor or the Government Sponsor.

(13). Justification for Access. A brief statement is required to justify
establishment of an initial USER ID. Provide appropriate information if
the USER ID or access to the current USER ID is modified.

(14) Type of Access Required: Place an "X" in the appropriate box.
(Authorized - Individual with normal access. Privileged - Those with
privilege to amend or change system configuration, parameters, or
settings.)

(15) User Requires Access To: Place an "X" in the appropriate box.
Specify category.

(16) Verification of Need to Know. To verify that the user requires
access as requested.

(16a) Expiration Date for Access. The user must specify expiration
date if less than 1 year.

(17) Supervisor's Name (Print Name). The supervisor or representative
prints his/her name to indicate that the above information has been
verified and that access is required.

(18) Supervisor's Signature. Supervisor's signature is required by the
endorser or his/her representative.

(19) Date. Date supervisor signs the form.

(20) Supervisor's Organization/Department. Supervisor's organization
and department.

(20a) E-mail Address. Supervisor's e-mail address.

(20b) Phone Number. Supervisor's telephone number.

(21) Signature of Information Owner/OPR. Signature of the functional
appointee responsible for approving access to the system being
requested.

(21a) Phone Number. Functional appointee telephone number.

(21b) Date. The date the functional appointee signs the DD Form
2875.

(22) Signature of Information Assurance Officer (IAO) or Appointee.
Signature of the IAO or Appointee of the office responsible for
approving access to the system being requested.

(23) Organization/Department. 1AO's organization and department.
(24) Phone Number. IAQ's telephone number.
(25) Date. The date IAO signs the DD Form 2875.

(27) Optional Information. This item is intended to add additional
information, as required.

C. PART Ill: Certification of Background Investigation or Clearance.

(28) Type of Investigation. The user's last type of background
investigation (i.e., NAC, NACI, or SSBI).

(28a) Date of Investigation. Date of last investigation.

(28b) Clearance Level. The user's current security clearance level
(Secret or Top Secret).

(28c) IT Level Designation. The user's IT designation (Level I, Level Il,
or Level Ill).

(29) Verified By. The Security Manager or representative prints his/her
name to indicate that the above clearance and investigation
information has been verified.

(30) Security Manager Telephone Number. The telephone number of
the Security Manager or his/her representative.

(31) Security Manager Signature. The Security Manager or his/her
representative indicates that the above clearance and investigation
information has been verified.

(32) Date. The date that the form was signed by the Security Manager
or his/her representative.

D. PART IV: This information is site specific and can be customized
by either the DoD, functional activity, or the customer with approval of
the DoD. This information will specifically identify the access required
by the user.

E. DISPOSITION OF FORM:

TRANSMISSION: Form may be electronically transmitted, faxed, or
mailed. Adding a password to this form makes it a minimum of "FOR
OFFICIAL USE ONLY" and must be protected as such.

FILING: Original SAAR, with original signatures in Parts |, Il, and IIl,
must be maintained on file for one year after termination of user's
account. File may be maintained by the DoD or by the Customer's
IAO. Recommend file be maintained by IAO adding the user to the
system.

DD FORM 2875 INSTRUCTIONS, AUG 2009
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AUP
SOUTH ATLANTIC REGION INSTALLATION CAMPUS AREA NETWORK (ICAN)
ACCEPTABLE USE POLICY (AUP)

For use of this form, see AR 25-2, Army Best Business Practice 06-PR-M-0003, IA Control ECWM

SECTION | - ACCEPTABLE USE POLICY

Reference: AR 25-2 (Information Assurance). A well-protected DoD/Army network enables organizations to easily handle the increasing
dependence on the Internet. For a DoD/Army organization to be successful, it needs to integrate information that is secure from all aspects of
the organization. The purpose of this policy is to outline the acceptable use of computer equipment within Fort Eustis, Fort Story and Fort Lee,
Virginia. These rules are in place to protect the employee and the organization. Inappropriate use exposes DoD/Army units to risks including
attacks, compromise of network systems and services, and legal issues. This policy applies to all employees, contractors, consultants,
temporary employees, and other workers assigned to Fort Eustis, Fort Story and Fort Lee Virginia.

1. Understanding. | understand that | have the primary responsibility to safeguard the information contained in the Secret Internet Protocol Router
Network (SIPRNET) and/or Non-secure Internet Protocol Router Network (NIPRNET) from unauthorized or inadvertent use, modification, disclosure,
destruction, and denial of service.

2. Access. Access to this network is for official use and authorized purposes and as set forth in DoD Directives 5500.7-R Joint Ethics Regulation
(JER), AR 25-2 (Information Assurance) and Army network policy and accreditation.

3. Revocability. Access to Army Information Systems resources is a revocable privilege and is subject to content monitoring and security testing.

4. Classified information processing. SIPRNET is the primary classified Information System (IS) for Army units. SIPRNET is a classified only
system and approved to process SECRET collateral information as SECRET and with SECRET handling instructions.

a. The SIPRNET provides classified communication to external DoD agencies and other U.S. Government agencies via electronic mail.
b. The SIPRNET is authorized for SECRET level processing in accordance with an accredited SIPRNET Approval to Operate (ATO).
c. The classification boundary between SIPRNET and NIPRNET requires vigilance and attention by all users.

d. The ultimate responsibility for ensuring the protection of information lies with the user. The release of TOP SECRET information through the
SIPRNET is a security violation and will be investigated and handled as a security violation.

Writing to removable media such as USB and DVD/CD drives is prohibited on SIPRNET without express authorization from the
AO. Read only privileges are not impacted and are allowed for DoD personnel based on existing procedures, need-to-know and
mission need.

5. Unclassified information processing. The NIPRNET is the primary unclassified information system for Army units. NIPRNET provides
unclassified communication to external DoD and other United States Government organizations. Primarily, this is done via electronic mail and
Internet networking protocols such as a Web Access and Virtual Private Network (VPN).

a. NIPRNET is approved to process UNCLASSIFIED, SENSITIVE information in accordance with AR 25-2 and local automated information
system security management policies. A Authorizing Official (AO) has accredited this network for processing this type of information.

b. The NIPRNET and the Internet, for the purpose of the AUP, are synonymous. E-mail and attachments are vulnerable to interception as they
traverse the NIPRNET and Internet, as well as all inbound/outbound data, external threats (e.g. worms, denial of service, hacker) and internal
threats.

c. Public Key Infrastructure (PKI) Use:
(1). Public Key Infrastructure provides a secure computing environment utilizing encryption algorithms (Public/Private-Keys).

(2). Token/Smart Card (or CAC). The Cryptographic Common Access Card Logon (CCL) is now the primary access control mechanism for all
Army users (with very few exceptions). This is a two phase authentication process. First, the CAC is inserted into a middleware (reader), and then
a unique user PIN number provides the validation process.

(3). Digital Certificates (Public/Private-Key). CAC is used as a means for sending digitally signed e-mail and encrypted e-mail.

(4). Private Key (digital signature), as a general rule, should be used whenever e-mail is considered “Official Business” and contains sensitive
information (such as operational requirements). The digital signature provides assurances that the integrity of the message has remained intact in
transit, and provides for the non-repudiation of the message that the sender cannot later deny having originated the e-mail.

(5). Public Key is used to encrypt the information and verify the origin of the sender of an e-mail. Encrypted mail should be the exception, and
not the rule. It should only be used to send sensitive information, information protected by the Privacy Act of 1974, and information protected under
the Health Insurance Portability and Accountability Act (HIPPA).

(6). Secure Socket Layer (SSL) technology should be used to secure a web based transaction. DoD/Army Private (Intranet) web servers
should be protected by using this technology IAW DoD/Army PKI implementation guidance.
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6. User Minimum-security rules and requirements. As a SIPRNET and/or NIPRNET system user, the following minimum-security rules and
requirements apply:

a. | understand personnel are not permitted access to SIPRNET or NIPRNET unless they have met the appropriate DoD and Army personnel
security requirements for accessing the system.

b. | have completed the required security awareness training (Annual AT Awareness Training Level | or Computer Security for Users) and
provided proof of completion to my ISSO. IAW AR 25-2, prior to receiving network/system access, | will participate in all DoD/Army sponsored
Security Awareness Training and Certification programs inclusive of threat identification, physical security, acceptable use policies, malicious
content and logic identification, and non-standard threats such as social engineering. | understand that my initial training certificate will expire one
year from the date that | successfully complete training and that | will be required to complete annual refresher training (IAW AR 25-2). | understand
that my account will be disabled if | do not complete the annual certification training by the anniversary date.

c. | will protect my logon credentials (passwords or pass-phrases). Passwords will consist of at least 14 characters with two (2) each of
uppercase and lowercase letters, numbers, and special characters. | am the only authorized user of my account. | will not use my user ID,
common names, birthdays, phone numbers, military acronyms, call signs or dictionary words as passwords or pass-phrases. IAW AR 25-2,
Chapter 4, Section 1V, Para 4-12, passwords should be changed at least every 90 days to 150 days.

d. When | use my CAC to logon to the network, | will ensure it is removed and | am logged off prior to leaving the computer.

e. | will use only authorized hardware and software on the DoD/Army networks to include wireless technology. | will not install or use any
personally owned hardware (including removable drives), software, shareware, or public domain software.

f. To protect the systems against viruses or spamming, | will use virus-checking procedures before uploading or accessing information from any
system, diskette, attachment, compact disk, thumb storage device, or other storage media.

g. | will not attempt to access or process data exceeding the authorized IS classified level.
h. 1 will not alter, change, configure, or use operating systems, programs, or information systems except as specifically authorized.

i. I'will not introduce executable code (such as, but not limited to, .exe, .com, .vbs, or .bat files) without authorization, nor will | write malicious
code.

j- 'will safeguard and mark with the appropriate classification level all information created, copied, stored, or disseminated from the IS and will
not disseminate it to anyone without a specific need to know.

k. 1 will not utilize DoD or Army provided IS for commercial financial gain or illegal activities.
. Maintenance will be performed by the system Administrator (SA) only.

m. | will immediately report any suspicious output, files, shortcuts, or system problems to the SA and/or the Information System Support
Officer (ISSO) and cease all activities on the system.

n. | will address any questions regarding policy, responsibilities, and duties to my ISSO and/or the Network Enterprise Center (NEC) Information
System Security Manager (ISSM).

0. |understand that each Information System (IS) is the property of the Army and is provided to me for official and authorized use.

p. lunderstand that monitoring of SIPRNET and NIPRNET will be conducted for various purposes and information captured during monitoring
may be used for possible adverse administrative, disciplinary or criminal actions. | understand that the following activities are prohibited uses of an
Army IS:

(1.) Unethical use (e.g. spam, profanity, sexual misconduct, gaming, extortion).

(2). Accessing and showing unauthorized sites (e.g. Pornography, streaming videos, E-Bay, chat rooms).

(3). Accessing and showing unauthorized services (e.g. peer-to-peer, distributed computing).

(4). Unacceptable use of e-mail includes exploiting list servers or similar group broadcast systems for purposes beyond intended scope to
widely distribute unsolicited e-mail (SPAM); sending the same e-mail message repeatedly to interfere with recipient’s use of e-mail; sending or
broadcasting, e-mail messages or quotations, jokes, etc., to multiple addressees; and sending or broadcasting unsubstantiated virus

warnings (e.g. mass mailing, hoaxes, auto-forwarding) from sources to anyone other than the ISSM.

(5). Any use that could cause congestion, delay, degradation, or disruption of service to any government system or equipment is
unacceptable use (e.g. video, sound or other large files, “push” technology on the internet and other continuous data streams).

(6). Unauthorized sharing of information that is deemed proprietary or not releasable (e.g. use of keywords, phrases or data identification).

g. |understand that | may use an Army IS for limited personal communications by e-mail and brief internet searches provided they are before or
after duty hours, break periods, or lunch time or IAW local policies and regulations, as long as they do not cause an adverse impact on my official
duties; are of reasonable duration, and cause no adverse reflection on DoD. Unacceptable use of services or policy violations may be basis for
disciplinary actions and denial of services for any users.
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r. lunderstand that AR 25-2 is the implementation of Federal Law and is punitive in nature. Violations of paragraphs 3-2, 3-3, 4-5, 4-6, 4-7, 4-10,
4-11, 4-12, 4-13, 4-16, 4-17, 4-18, 4-20, 4-21, 4-22, 4-23, 4-25, 4-30, 6-1, 6-2, and 6-5 of this regulation may be punishable as violations of a lawful
general order under Article 92 of the Uniform Code of Military Justice (UCMJ) or under other disciplinary, administrative, or contractual actions as
applicable. Personnel are not subject to UCMJ who fail to comply with these requirements may be subject to disciplinary, administrative, or
prosecutorial actions.

s. lunderstand that | will not write to removable media on SIPRNET, such as USB or DVD/CD drives unless specifically authorized,
in writing to do so by 7SC AO.

7. By signing this document, | acknowledge and consent that when | access Department of Defense (DoD) information systems:

a. | am accessing a U.S. Government (USG) information system (IS) (which includes any device attached to this information system) that is
provided for U.S. Government authorized use only.

b. 1 consent to the following conditions:

(1). The U.S. Government routinely intercepts and monitors communications on this information system for purposes including, but not
limited to, penetration testing, communications security (COMSEC) monitoring, network operations and defense, personnel misconduct, law
enforcement (LE), and counterintelligence (Cl) investigations.

(2). Atanytime, the U.S. Government may inspect and seize data stored on this information system.

(3). Communications using data stored on U.S. Government information systems are not private, are subject to routine monitoring,
interception, and search, and may be disclosed or used for any U.S. Government authorized purpose.

(4). This information system includes security measures (e.g., authentication and access controls to protect U.S. Government interests; not
for my personal benefit or privacy.

(5). Notwithstanding the above, using an information system does not constitute consent to personnel misconduct, law enforcement, or
counterintelligence investigative searching or monitoring of the content of privileged communications or data (including work product) that are
related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Under these circumstances, such
communications and work product are private and confidential, as further explained below:

(a). Nothing in this User Agreement shall be interpreted to limit the user's consent to, or in any other way restrict or affect any U.S.
Government actions for purposes of network administration, operation, protection, or defense, or for communications security. This includes all
communications and data on an information system, regardless of any applicable privilege or confidentiality.

(b). The user consents to interception/capture and seizure of all communications and data for any authorized purpose (including personnel
misconduct, law enforcement, or counter-intelligence investigation). However, consent to interception/capture or seizure of communications and
data is not consent to the use of privileged communications or data for personnel misconduct, law enforcement, or counterintelligence investigation
against any part and does not negate any applicable privilege or confidentiality that otherwise applies.

(c). Whether any particular communication or data qualifies for the protection of a privilege, or is covered by a duty of confidentiality, is
determined in accordance with established legal standard and DoD policy. Users are strongly encouraged to seek personal legal counsel on such
matters prior to using an IS, if the user intends to rely on the protections of a privilege or confidentiality.

(d). Users should take reasonable steps to identify such communications or data that the user asserts are protected by any such privilege
or confidentiality. However, the user's identification or assertion of a privilege or confidentiality is not sufficient to create such protection where none
exists under established legal standards and DoD policy.

(e). A user's failure to take reasonable steps to identify such communications or data as privileged or confidential does no waive the
privilege or confidentiality if such protections otherwise exist under established legal standards and DoD policy. However, in such cases, the U.S.
Government is authorized to take reasonable actions to identify such communication or data as being subject to a privilege or confidentiality, and
such actions do not negate any applicable privilege or confidentiality.

(f). These conditions preserve the confidentiality of the communication or data, and the legal protections regarding the use and disclosure of
privileged information, and thus such communications and data are private and confidential. Further, the U.S. Government shall take all reasonable
measures to protect the content of captured/seized privileged communications and data to ensure they are appropriately protected.

c. In cases when the user has consented to content searching or monitoring of communications or data for personnel misconduct, law
enforcement, or counterintelligence investigative searching (i.e., for all communications and data other than privileged communications or data that
are related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants), the U.S. Government may, solely
at its discretion and in accordance with DoD policy, elect to apply a privilege or other restriction on the U.S. Government's otherwise-authorized
use or disclosure of such information.

d. All of the above conditions apply regardless of whether the access or use of an information system includes the display of a Notice and
Consent Banner. When a banner is used, the banner functions to remind the user of the conditions that are set forth in this User Agreement,
regardless of whether the banner describes these conditions in full detail or provide a summary of such conditions, and regardless of whether the
banner expressly references this User Agreement.

e. In the event of this User Agreement being revised or updated, | will read and re-sign the most recent version.
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Directorate/Division/Branch Phone Number with Area Code

Last Name, First, Ml (print) Rank/Grade

Digital Signature/Date: Q

SECTION Il - ADDENDUM ITEMS
Items 8, 9, 10, 11, 12, 13 & 14 require an ADDITIONAL SIGNATURE on page 6

8. Remote Access.
a. Remote access will be via Virtual Private Network (VPN), or Outlook Web Access (OWA). Government owned hardward and software will

be used. The employee is the only individual authorized to use this equipment. Access will be as authorized by the supervisor.
Requirements as indicated throughout this AUP are applicable for access to the USG resources.

b. | have completed required training at https://iatraining.us.army.mil and | acknowledge the following:
(a). lunderstand that | must always maintain physical control of my authorized device.
(b). lunderstand that | must take necessary precautions to reduce the exposure of sensitive data.
(c). 1understand that | am responsible backing up own data frequently.

(d). 1 understand the requirements for user authentication, anti-virus software, the use of a personal firewall when required, and the
requirement to encrypt Pll, sensitive, and operational data.

(e). lunderstand that I am only to enable wireless interfaces when needed.

(f). 1 understand the requirement to enable a VPN connection to the DoD network immediately after establishing a wireless connection.
(g). lunderstand that all Internet browsing will be done via a VPN connection to the DoD network.

(h). lunderstand that there will be no split tunneling of VPN.

(i). lunderstand the locations where wireless remote access is authorized or not authorized (i.e., home, airport, hotel, etc.).

(i). 1 understand the wireless client configuration requirements.

(k). | understand that | am required to use WPA2 Personal (AES) on my home WLAN.

(). 1understand the Home WLAN password and SSID requirements and | am to discontinue the use of devices suspected of being
tampered with and notify my site IAO.

(m). 1l understand that for iOS devices | must select the “Forget the Network” while still in physical range. (This will prevent the
device from automatically joining a network later that may share the same SSID. | understand that | will not be able to “forget”
individual networks when out of range and will need to reset all network settings.)

9. "Road Warrior" Laptop Security

Users of mobile computing devices (laptops, portable notebooks, tablet-PCs, and similar systems) are tasked with the physical security of
these mobile devices while administrators must protect the IS from compromise when used as a standalone system or when remotely
connected. | have read and understand the BBP, "Road Warrior" Laptop Security (found at
http://doim-knowledge.eustis.army.mil/twiki/pub/InformationAssurance/AcceptableUsePolicy/BBP_Road_Warrior_VER_1_3.pdf).
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10. Blackberry Devices
a. | will be held responsible for damage caused to a Government system or data through negligence or a willful act.

b. 1 am not authorized and will not use Bluetooth technology with Blackberry devices except for the authorized CAC sled found on the Army-
approved two way wireless email device listing.

c. | will not operate a wireless device in areas where classified information is electronically stored or processed.

d. | will ensure the Blackberry handheld device is cradled or synced at least once every 30 days to the Blackberry Enterprise server (BES) to
receive updated keys and/or software updates.

e. lunderstand that all charges incurred in excess of the normal monthly service charge will be the responsibility of the Blackberry user.
Charges will be incurred for the following misuses of the device: exceeding allocated minutes per month, use of text messaging,
downloading of any services, ring tones, games, etc.; neglect or abusive damage to the device or accessory.

f. 1 understand that should my Blackberry device be involved in an Unauthorized Disclosure of Classified Information (UDCI) on the NIPRNET,
the device will be wiped and secured by my organization (ISSO/ISSM) and that it will not be allowed to be used ont he NIPRNET again.

g. | have completed DoD wireless training at http://iase.disa.mil/eta/pedrm_v2/pedrm_v2/launchPage.htm and local wireless training at https://
airborne.bragg.army.mil/NEC_BB_Trg/. | have provided my certificates to my IMO and have ensured my training is updated in my ATCTS
profile. As a part of completing my required wireless training | acknowledge the following:

(a). I understand that personally-owned PEDs will not be used to transmit, receive, store, or process DoD information unless approved
by the DAA and | sign a forfeiture agreement in the case of a security incident.

(b). I understand the procedures for using wireless devices in and around classified processing areas.

(c). | understand the requirement that PEDs with digital cameras (still and video) are not allowed in any SCIF or other areas where
classified documents or information is stored, transmitted, or processed.

(d). I understand the requirement that wireless email devices and systems are not used to send, receive, store, or process classified
messages. (Exception: SME PED)

(e). | understand that smartphone devices and systems will not be connected to classified DoD networks or information
systems.

(f). I understand that | must immediately notify appropriate site contacts (i.e., IAO, smartphone management server administrator,
supervisor, etc.) when if my smartphone has been lost or stolen.

(g). | understand the additional requirements for Secure Bluetooth Smart Card Reader (SCR) usage if | have been authorized:
--Secure pairing procedures.
--Perform secure pairing immediately after the SCR is reset.
--Accept only Bluetooth connection requests from devices they control.
--Monitor Bluetooth connection requests and activity in order to detect possible attacks and unauthorized activity.

(h). I understand how to sign and encrypt email.

(i). I understand that if authorized the use of the Short Message Service (SMS) and/or Multi-media Messaging Service (MMS) are used
there are additional SMS/MMS security issues.

(j). I understand that Over-The-Air (OTA) wireless software updates should only come from DoD sources. Software updates from the
wireless carrier or other non-DoD sources will not be used until the download has been tested and approved by the IAO.

(k). If authorized the use of the carrier’'s Wi-Fi Service the | understand the following:
--Procedures for setting up a secure Wi-Fi connection and verifying that the active connection is to a known access point.
--Approved connection options (i.e., enterprise, home, etc.).
--Requirements for home Wi-Fi connections.
--The Wi-Fi radio must never be enabled while the smartphone is connected to a PC.

(I). I understand that | am not to discuss sensitive or classified information on non-secure (devices not FIPS 140-2 certified or NSA
Type-1 certified for voice) cellular phones, cordless phones, and two-way radios used for voice communications.

(m). | understand that | am not to connect PDAs and smartphones to any workstation that stores, processes, or transmits classified
data. (Exception: SME PED)

(o). I understand that | must manually download updates to antivirus and personal firewall application at least every 14 days if
automatic updating is not available. (Applies only if my specific PDA / smartphone device has an antivirus / personal firewall
application(s).
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11. Short Messaging Service (SMS) on Blackberry/Wireless Devices

| am aware of the following risks when utilizing the SMS service:

a. Messages are not encrypted and copies are stored in memory on the phone and in the wireless carrier database. Sensitive information will
not be sent via SMS/Text/Messages/Multimedia Messaging Service (MMS).

b. URL to hacker websites can be sent to a SMS/Text Message/MMS. If a user connects to the URL, malware could be downloaded on the
phone.

c. Executable files (including malware) can be embedded in SMS/Text Message/MMS.

d. Photos sent via SMS/Text Messages/MMS can have URLs to hacker websites embedded in the photo. When the photo is viewed the
phone will connect to the website of the embedded website.

e. Photos sent via SMS/Text Messages/MMS can have the executable files (including malware) embedded in the photo. When the photo is
viewed the phone will execute the file.

12. Data at Rest

OPORD 0910-300, 9th SC (A) has tasked all subordinate Commands with the requirements to implement one of three Data at Rest (DAR)
encryption solutions, which are Microsoft BitLocker, Mobile Armor or Microsoft Encrypting File System (EFS). This includes all Mobile
computing devices (e.g. laptops, PDAs and Blackberry devices), and all desktop systems with the enabled capability to write to CDs or host
USB mobile storage devices. Unlike BitLocker or Mobile Armor, EFS requires affirmative action on behalf of the end user to ensure important
data is encrypted and properly stored. All sensitive information must be stored in the encrypted file directory to be properly protected.
Individuals who do not take the proper steps to protect sensitive data are subject to administrative, disciplinary, and/or criminal penalties. If |
am using EFS | understand that | have the following responsibilities:

a. Ensure all compliance with this DAR Policy when using Mobile Computing Devices (MCDs).

b. Ensure files and folders that contain sensitive information are placed into the EFS folder when stored on any form of media to include MDCs
and Desktops.

c. Ensure the "My Documents" folder is not encrypted.

d. Ensure domain login based encryption recover keys (password or non-password protected) are not stored on desktops or MCDs that are
used to process or store sensitive information.

e. Ensure encrypted files are not forwarded, saved, or copied to a network share or MCD that is not formatted for NTFS, as it will result in a
loss of encryption.

f. When transporting files to another device, ensure the encryption key is imported to the designated desktop or MCD prior to transporting
encrypted files. Once a file is encrypted, the user will not be able to access the NTFS files from another device unless the encryption key
is imported to the device.

Should you not feel confident that you understand how to properly use EFS, it is your responsibility to contact your local ISSM/ISSO for further
guidance.

13. Writing to Removable Media on SIPRNET

IAW CTO 10-133, Writing to removable media on SIPRNET is prohibited unless authorized and approved.
I understand that | have the following responsibilities:

a. If authorized and approved to utilize 'write' capabilities on SIPRNET, | understand that | must utilize the two person integrity
(TPI) rule.

b. | must keep a log of each and every data transfer and ensure all required log items are completed, and that the second person
under the TPI rule will witness each and every data transfer and complete the log as a witness.

c. lunderstand that AR 25-2 is the implementation of Federal Law and is punitive in nature. Violations of paragraphs 3-3, 4-5, 4-6,
4-12, 4-13, 4-16, 4-20, and 6-5 of this regulation may be punishable as violations of a lawful general order under Article 92 of the
Uniform Code of Military Justice (UCMJ) or under other disciplinary, administrative, or contractual actions as applicable.
Personnel who are not subject to UCMJ who fail to comply with these requirements may be subject to disciplinary,
administrative, or prosecutorial actions.
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14. Social Media Usage Agreement

The Department of Defense does not necessarily endorse, support, sanction, encourage, verify or agree with the comments, opinions, or
statements posted on any social media website. Any information or material placed online, including advice and opinions, are the views and
responsibility of those making the comments and do not necessarily represent the views of the Department of Defense, the United States
Government or its third party service providers. By submitting a comment for posting, you agree that the Department of Defense, the United
States Government and its third party service providers are not responsible, and shall have no liability to you, with respect to any information or
materials posted by others, including defamatory, offensive or illicit material, even material that violates this Agreement. For more information
or to download the U.S. Army Social Media Handbook, go to https://www.army.mil/media/socialmedia/

a. | understand that everything written or posted on social media sites is public and may remain permanently in the public domain, even if |
attempt to delete it.

b. | will take personal responsibility for my posts -- including comments, photos, blogs and documents.

c. | will utilize the security settings provided by social media sites to ensure my accounts are configured properly to restrict the public
from accessing my personal data. | will also safeguard my passwords and the answers to my personal security questions.

d. 1 will not conduct official government business through my personal email account, file-sharing websites, or social media websites.

e. When posting to any website from ANY hardware or network, | will avoid mentioning:

(1). DoD unit locations. This includes posting photos that include geographical location data (also known as "geotagging"), which may
provide key location information of deployed DoD unit(s). This also includes current and future locations of military units and ships,
descriptions of overseas bases, or discussions of areas frequented by service members overseas.

(2). Troop movement dates/times -- information regarding times and dates of future formations that could be used to coordinate
attacks on military members. This includes drill schedules, training schedules and dates of upcoming exercises and deployments.

(3). Technical equipment specifications/capabilities and/or details of weapons systems.

(4). Daily military activities and operations, unit morale, and results of operations.

f.  While using DoD hardware or networks, | will refrain from posting comments or photos that:

(1). contain threats, obscenity, material that would violate the law if published, abusive, defamatory or sexually explicit material.

(2). contain obscene or threatening language or discrimination (hate speech) based on race, sex, gender, religion, national origin, age,
or disability.

(3). suggest or encourage illegal activity.
(4). attempt to defame or defraud any financial, commercial, governmental or non-governmental agency.

(5). contain credit card numbers, social security numbers, street addresses, personal phone numbers or other sensitive PIl (personally
identifiable information)

(6). contain my password(s) or answers to my security questions. | will protect my logon credentials (passwords and/or pass-phrases).

(7). contain material protected by copyright or trademark without express permission from the owner.

(8). contain derogatory comments expressed against the chain of command.

(9). contain the use of my rank, job and/or responsibilities in order to promote myself for personal or financial gain.

Digital Signature/Date: [
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Add JB L-E Calendar


Add JB L-E Calendar
Add JB L-E Shared Calendar

1) Go to the calendar icon on Outlook (bottom left corner)

2) [image: ]Click “Open Calendar” on the top banner

3) Select “From Address Book” 

4) [image: ]In the right search bar at the top of the pull-out labeled “Address Book,” select “Global Address List” from the dropdown menu

5) [image: ]In the search bar, type “USARMY JB L-E TRADOC Calendar HQ TRADOC CKO” and double click the first option

6) Select “OK” in the bottom right
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How to Create an ATCTS Account
INSTRUCTIONS TO CREATE AN ATCTS ACCOUNT:



1. Navigate to https://atc.us.army.mil/



2. Click LOGIN on the left side of the screen



3. Follow the instructions on the screen to create a new account.



   A. Click on REGISTER HERE



   B. Complete the user account questionnaire (name, both AKO and Enterprise

email, phone number, MIL/CTR/CIV, etc)



       a. For Signal Command/FCIO Unit: SEARCH for unit name (HQ Staff, 

TRADOC-Fort Eustis) - our whole path is 7th Signal Command (Theater)-Fort 

Gordon-->93rd Signal Brigade(93d Sig Bde)-->Installation_Joint Base 

Langley-Eustis, VA-->TRADOC Activities - JBL and Fort Eustis-->HQ TRADOC -

JBL 

and Fort Eustis-->HQ Staff, TRADOC-Fort Eustis



       b. SELECT your unit's name



       c. When the popup box asks if you want to also use the recommended HQ



AC Unit also, click YES



4. Wait for the email with your access code and then follow its

instructions.



IAW 7 SC AR 25-2, Chapter 3, Section 3-9: "Users will create and maintain an

ATCTS account before being granted access to 7th SC (T) managed system or

network."
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Voice Mail Instructions
(7~ Callware

— TACMEOLOGIE

Fort Eustis
Callegra Voicemail User — Quick Start Guide

The access number for voicemail:
e On Base Access Number: 878-7100
e Off Base Access Number: 878-7100 (Long Distance: 757-878-7100)
First Time Users:
e When prompted, enter the default temporary passcode 1234.
e Once you have entered your passcode, the system plays a short tutorial stepping you through entering a new
private passcode, recording a name, and recording a greeting for your mailbox.
e Once the tutorial is complete, your mailbox is set up, personalized, and ready for your use.
« You are not able to access your voice messages until you have completed the tutorial.

After Initial Setup:
« When prompted, enter the passcode that you created when you first set up your voice mailbox.
« When you enter your mailbox you are greeted with:
o The current number of messages in your mailbox.
o The system automatically plays any new messages that exist in your mailbox.
o If there are no new messages or after you have listened to your all of your new messages you are then
presented with a menu allowing you to choose what you want to do in your mailbox.

Please note the following system parameters:

e Your passcode must be 4 to 10 digits in length.

e Your passcode expires in 90 days.

e Your mailbox holds 50 messages (new and saved).

e The maximum length for a voicemail message is 5 minutes.

« New messages stay in your voicemail box until you delete them manually

« Saved messages stay in your voicemail box until you delete them manually.

o You can recover deleted messages for up to 14 days after the message was deleted.

e You must login to your voicemail box every 180 days or your voicemail box will be disabled automatically.
User Tips

e Accessing your voicemail:

From another internal telephone:

1. Dial 878-7100

2. Press the # key when the system starts to play. dial your 7-digit mailbox number (Example: XXx-XXXX).

From off base location:

1. Dial 878-7100 (Long Distance: 757-878-7100)

2. Press the # key when the system start to play. dial your 7-digit mailbox number (Example: xxx-XxxX).

e [f you know the next key to press you can press it at any time even before that option is played.
« After you have logged into your voice mailbox, you can press * (star) at any menu to be directed back to the main
menu or root menu of your voice mailbox






VOICE MAIL QUICK REFERENCE

LOGIN INITIAL SET UP

From your own telephone:
Call the Voice Mail System (878-7100)

e Enter your passcode (the system recognizes your mail
hox number)

From outside or another telephone

Call the Voice Mail System ( On Base 878-7100 or

Off Base 878-7100 LD: 757-878-7100)

e Press # sign, dial your mailbox number (4 digit
extension)

When asked for vowr Password?
e Enter your temporary password (system default
is 1234)

Note: As new features are added to the system,
they will be added to the basic menu of options.

TO RECORD YOUR GREETING

Afier logging in, from main menu:

e Dial 8 — Change Users Options,

e Then Dial 1 — Change Mailbox Setup

e Press 1 for Greeting Change

e Press 2 to activate a greeting.

e Press 3 to discard old greeting and rerecord,
press the number of greeting you want to record,
record at the tone.

e Press 7 to play the greeting, enter greeting
number you wish to play.

TO CHANGE YOUR PASSCODE

After logging in, from main menu:

e Dial 8 — Change Users Options,

e Then Dial 1 — Change Mailbox Setup

e Press 2 for Passcode Change

e Press 3 to delete and enter new passcode
e [Enter new passcode again

CHANGE MAILBOX NAME

After logging in, from main menu:

e Dial 8 — Change Users Options,

e Then Dial 1 — Change Mailbox Setup

e Press 3 to change Mailbox Name

e Press 3 again to discard current name and record
anew one.

e Press 7 to play Mailbox Name

RECORD AND SEND MESSAGES

To make a message, from main menu:
e Press 6 — Make New Message
e Enter mailbox extension, or to send to a
Distribution List press * followed by the list
number.
e Record Message

PLAY VOICE MESSAGES
After logging in, from main menu:
e Press 7—To access Voice Messages
- Press 7— To Play New Messages
- Press 8 — To Play Saved Messages
While Playing Message:
e Press * — Rewind 5 seconds
e Press #— To forward 5 seconds
e Press 1—To Pause
Options while playing or after hearing a message
e Press 7 - To replay message from beginning
e Press 8 — To hear the message date and time
Press 9 — To exit without saving message

e Press 2 —To Reply or Forward message
e Press 3 — To Delete

e Press 4 — To Go Back to Previous

e Press 5— To Save/Keep Message

Press 6 — To Skip to Next Message

DELIVERY OPTIONS — Optional
After recording a message, press# for further options:
e Press 9 —To Send/Deliver
- Press 9 — Normal delivery (optional)
- Press 1 — Urgent delivery (optional
e Press 7- To play back
e Press 3 — To discard and rerecord
e Press 5 — To deliver to another mailbox
e Press 2 —To add comment
e Press 6 — For Message Addressing Options
- Press 1 — Return Receipt
- Press 2 — Confidential
- Press 3 — Future Delivery
e Press 4 — To cancel the destination mailbox
e Press 1 —To cancel message
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ATHOC Instructions
How to resolve daily “Welcome to AtHoc!” messages with steps











Click on the At Hoc icon

found in your computer tray…

2. Click on “Access Self Service”

in the dialog box that follows.





3. Click on “My Profile”













4. Click on “Edit”

















5. Click the “Slash” mark



































6. Click “JBLE”; “Ft Eustis Associated Units”;

“TRADOC HQ”; then as appropriate









7. Click “Apply”



8. You are properly registered

when this line reflects your

changes







Final Step:
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Create Army 0365 Account
Create an Army 0365 Account

1) Call 866-335-2769

2) When prompted, click:

a. 1 for unclassified

b. 1 for enterprise

c. 1 for email services

3) Ask the representative to upgrade your email account from an army basic to an army business account

4) Once step 3 is complete, email someone from IMO and 1) ask them to create you an Army 0365 account and 2) tell them that you already upgraded to a business email account – they will take it from there
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Travel Card Application
Print

Save Clear

Individually Billed Account Travel Card Set Up Form

Citibank® Government Travel Card Program

Instructions:

This form must be completed by the Department of Defense employee, approving supervisor and the Agency
Program Coordinator (APC). Use this form to apply for a new Individually Billed Card Account to be used by

a Department of Defense employee. Information collected on this application is subject to the Privacy Act of
1974 (5 U.S.C. 552a) and applicable agency requlations. Questions? Contact Commercial Card Services toll-free Fax:
1-800-200-7056 from the U.S. and Canada or, if dialing from international locations, call 757-852-9076.

See pages 4-6 for detailed instructions on completing this form.

Contains personally identifiable information (PIll) and should be handled in accordance with Federal and DoD
Privacy Act Policy guidance.

866-671-5910
605-338-5745

Section I: Reporting Parameters (To be completed by APC. * = Required fields)

1. Citi
Account
Hierarchy*

Specify the complete 7-digit account Hierarchy Level (HL) numbers that pertain to your organization. Each Hierarchy Level
consists of 7 digits.

HL1 HL2 HL3 HL4

HLS5 HL6 HL7 HL8

Section lla: Cardholder Information (To be completed by employee. * = Required fields)

2. Applicant
Name*

Provide full name: First, Middle Initial and Last name of the applicant as it should appear on the card (maximum of 25
gharacters-includingspaces) e -

3. Applicant SSN*

) ) 4. Date of Birth* / /
(mm/dd/yyyy)

5. Applicant
Address
Details*

Address must be U.S., U.S. territory, APO/FPO/DPO. Application will not be processed if a foreign address is provided.

If your Primary Address is a P.O. Box, please complete the Home/Physical Address section below. If your card should be mailed
to an alternate address, please complete the Alternate Address section below and check the Ship Card to Alternate Address box.
Applications providing only a P.O. Box will not be processed; a physical address is required. For APO/FPO/ DPO addresses only,
aphysical address is not required. For Expedited Card Delivery a physical address is required in Primary or Alternate Address
section. Please note: for expedited cards, a signature is required at time of delivery.

[0 Expedited Card Delivery [J Ship Card to Alternate Address (One Time Mailing)

Primary Address* (this is where your statement will be mailed)

Mail to Attention

Address Line 1*

Address Line 2

Address Line 3

City or APO/
FPO/DPO*
Zip/Postal Code*
State* (La2t4digitsoptional) - Country

Citi Transaction Services
© 2020 Citibank, N.A. All rights reserved. Citi and Arc Design are registered service marks of Citigroup Inc.

9121_A  03/20 1969506
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Print Save Clear

Individually Billed Account Travel Card Set Up Form

Citibank® Government Travel Card Program

Section lla: Cardholder Information (Continued)

5. Applicant Home/Physical Address* (No Post Office Box)
Address
Details*

etails Mail to Attention
Address Line 1*
Address Line 2
Address Line 3
City or
APO/FPO/DPO*

Zip/Postal Code*
State* (LaEt4digitsoptional) - Country
Alternate Address (One Time Mailing)
Mail to Attention
Address Line 1*
Address Line 2
Address Line 3
City or
APO/FPO/DPO*
Zip/Postal Code*

State* (LaEMdigitsoptional) - Country

6. Applicant E-mail Address*

Contact
Details*
Business Office Phone* Business Extension
Primary Phone* E ms:;e Secondary Phone g Lﬂgﬂf

7.Employee ID* 10 digit number found on the back of the DoD issued CAC card.

Section IlIb: Cardholder Information (To be completed by employee.)

8. Mobile If you provide or have provided us with a mobile number or number later converted to a mobile number, you agree that
Phone Citibank or our service providers may contact you at that number about your Commercial Card account. This consent
Consent allows us to use text messages, automated voice messages and automated dialing technology for informational and

account service calls but not telemarketing calls. Message and data rates may apply. Opt out at any time by sending an
email to optoutcellconsent@citi.com

9. Paper-free | You have the option to receive your card account billing statement (“statement”) electronically and certain notices,
Option including legal notices, for your card account (“notices"”) electronically. If you select this option, your statement as well as

any notices that we make available electronically now orin the future will be available to you for viewing and printing on the

CitiManager web site and will not be mailed to you. We will send you an e-mail alert to the e-mail address provided above

when your statement or a notice is available. If you wish to select this option, please check the box below:

] By checking this box, | agree to receive statements and notices electronically as described above and to receive e-mail
alerts of statements and notices. | understand that | must register for CitiManager at www.citimanager.com/login in
order to view statements and notices electronically.

Citi Transaction Services
© 2020 Citibank, N.A. All rights reserved. Citi and Arc Design are registered service marks of Citigroup Inc.
9121_A 03/20 1969506 20f6






Print

Save Clear

Individually Billed Account Travel Card Set Up Form

Citibank® Government Travel Card Program

Section IlI: Cardholder Signature & Agreement (To be completed by employee. * = Required fields)

Signature &
Agreement*

By signing below, I: (i) acknowledge | have read the Citi® Cardholder Agreement; (ii) agree to be bound by the terms and
conditions as set forth in the Agreement; and (iii) understand that only the Department of Defense may request particular
Authorization Parameters (Section Ill). This application is for a Department of Defense Travel Card account, which may be
standard or restricted, as described in the Cardholder Agreement. | expressly agree to accept whichever type of account is
established. Pursuant to requirements of law, including the U.S.A. PATRIOT ACT, the bank is required to request additional
information to verify your identity.

IMPORTANT INFORMATION about opening a new Citibank® Travel Card account: To help the United States Government fight
terrorism and money laundering, Federal law requires us or your employer to obtain, verify, and record information that
identifies each person that opens an account. What this means for you: when you open an account, we or your employer

will ask for your name, a street address, date of birth, and an identification number, such as a Social Security Number, that
Federal law requires us or your employer to obtain. We or your employer may also ask to see your driver's license or other
identifying documents that will allow us or your employer to identify you. We appreciate your cooperation.

10. Applicant's Signature*

11. Date* / /
(mm/dd/yyyy)

Section Ill: Card

holder Signature & Agreement (7o be completed by employee. * =

Required fields) (Continued)

Signature &
Agreement*

AO I, as the cardholder,
“authorize the bank to obtain my credit
. score as described in the agreement.

12. Credit Score
Authorization*
(INITIAL ONE*)

B.OJ I, as the cardholder, DO NOT authorize
the bank to obtain my credit score. Therefore, |

have completed and submitted an alternate credit
worthiness assessment (DD Form 2883), and
understand | will not be eligible for a standard card.

13. Approving Supervisor's Signature*

14. Date* / /
(mm/dd/yyyy)

Section IV: Authorization (To be completed by APC. * = Required fields)

15. Authorized
APC*

By signing below, | hereby authorize, on behalf of the Agency/Organization indicated above, that a Department of Defense
Travel Card be issued to the employee named in Section | of this application. PLEASE RETAIN A COPY FOR YOUR RECORDS.

APC Name
(typeor print)*

E-mail Address*

APC Signature*

Date*
(mm/dd/yyyy)

Commercial Office

Phone* ( )

Citi Transaction Services
© 2020 Citibank, N.A. All rights reserved. Citi and Arc Design are registered service marks of Citigroup Inc.

9121_A  03/20 1969506
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Individually Billed Account Travel Card Set Up Form

Citibank® Government Travel Card Program

Instructions Sheet — Supplement to Cardholder Application

IMPORTANT INFORMATION about opening a new Citi® Department of Defense Travel Card account:

To help the United States Government fight terrorism and money laundering, Federal law requires us to obtain, verify, and record information
that identifies each person that opens an account. What this means for you: When you open an account, we will ask for your name, a street
address, date of birth, and an identification number, such as a Social Security Number, that Federal law requires us to obtain. We may also ask
to see your driver's license or other identifying documents that will allow us to identify you. We appreciate your cooperation.

Please maintain copies in the Cardholder and Agency Program Coordinator’s files.

Purpose:

Complete this form to apply for an individually billed cardholder travel card account for a Department of Defense employee.
This form should only be used to request the opening of a new account for a new cardholder.

Instructions:

Who: | Cardholders: This form is only to be used to open a new account. Fill out Section lla: Cardholder Information, Section
IIb: Mobile Phone Consent, Paper-Free Option and Section Ill: Cardholder Signature & Agreement, items 8, 9, 10, 11.
Please print or type all information. Required fields are identified by asterisk (*). Incomplete applications will not be
processed and may be returned at the direction of DTMO Travel Card Program Management Office.
Approving Supervisor: Complete Section Ill, items 13, 14. This form is only to be used to open a new account. Please
provide your signature and the date signed. Required fields are identified by asterisk (*). Incomplete applications will
not be processed and may be returned at the direction of the DTMO Travel Card Management Office.
APCs: Complete Section | and IV. This form is only to be used to open a new account. Please print or type all
information. Required fields are identified by asterisk (¥). Incomplete applications will not be processed and may be
returned at the direction of the DTMO Travel Card Management Office.

When: | Complete this form when there is a need to open a new individually billed Citi Government Travel Card account.

How: |SectionI: Reporting Parameters

(To be completed by an APC)

1. Citi Account Hierarchy (required): The Citi hierarchy unit number under which the new account will
be established. Complete as many hierarchical levels as are appropriate for your organization. Each
level of hierarchy consists of a seven-digit number; up to eight levels of hierarchy may be assigned.
Citi hierarchy levels are sequential and indicate the organization's pedigree as illustrated in the
EXAMPLE below:

HL1 = Department of Defense
HL2 = Branch of Military Service or DoD Independent Agencies
HL3 = Major Command or individual DoD Agency name
Etc.
A complete hierarchy level number always begins with Level 1 and contains successive level numbers,
down to the lowest level assigned. It is required to determine the reporting group to which a
cardholder’s account will belong.
Section lla: | Cardholder Information

(This section to be completed by Department of Defense Employee)

2. Applicant Name (required): Print or type the first, middle (if applicable) and last name of the applicant
(maximum of 25 characters including spaces).

3. Applicant SSN (Social Security Number) (required): Enter the employee's Social Security Number.
The accuracy of the SSN is critical for split disbursement payments to be posted accurately and
timely to the card account.

4. Date of Birth (required): Enter the date of birth for the individual applying for the card in mm/dd/yyyy
format (example: 01/01/1973). Applicants must be 18 years of age or older.

(continued on next page)

Citi Transaction Services
© 2020 Citibank, N.A. All rights reserved. Citi and Arc Design are registered service marks of Citigroup Inc.
9121_A 03/20 1969506
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Individually Billed Account Travel Card Set Up Form

Citibank® Government Travel Card Program

Section lla:
(continued)

5.

7.

Applicant Address Details (required):
+ Primary Address (required): Indicate the address to which the billing statements should be mailed

(includes Street, City or APO/FPO/DPO, State/Province, Zip/Postal Code). Address must be U.S.,
U.S. territory, APO/FPO/DPO. Application will be rejected if the address is outside of the card
issuing country. This is also the address the card will be mailed to unless an Alternate Address is
provided and the Ship Card to Alternate Address box is marked. If a P.O. Box is provided as the
Primary Address, a Home/Physical Address must also be provided.

Note: If indicating APO/FPO/DPO address, enter APO, FPO, or DPO in “City" field; AE, etc.
in “State" field.

+ Expedited Card Delivery: Indicate whether the card should be mailed within 2-3 business days.

A physical address must be provided for expedited card delivery. Please note: for expedited cards, a
signature is required at time of delivery.

+ Mail to Attention: Indicate the name of the individual to whom the new card should be mailed.
« Home/Physical Address: Complete this section if a P.O. Box is being provided as the Primary Address.
+ Alternate Address: Complete this section if the card is being sent to an alternate address.

Applicant Contact Details:

« E-mail Address (required): Indicate the e-mail address of the individual applying for the card.

+ Business Office and/or Home Phone (required): Indicate the business and/or home phone numbers
(including area code) of the individual applying for the card. For locations outside of the U.S.,
include the applicable two-to-three digit country code. Note: an international access code, such as
"OMN," is not required.

+ Cell phone number: Indicate the cell phone number (including area code) of the individual applying
for the card. For locations outside of the U.S., include the applicable two-to-three digit country
code. Note: an international access code, such as “011," is not required. If you provide or have
provided us with a mobile number or number later converted to a mobile number, you agree that
Citibank or our service providers may contact you at that number about your Commercial Card
account. This consent allows us to use text messages, automated voice messages and automated
dialing technology for informational and account service calls but not telemarketing calls. Message
and data rates may apply. Opt out at any time by sending an email to optoutcellconsent@citi.com

Employee ID: Enter the 10-digit ID number as it appears on the back of your CAC card.

Section llb:

8.
o.

Mobile Phone Consent

Paper-Free Option

(This section to be completed by Department of Defense Employee)

Check the box if you wish to receive statements and notices electronically on the CitiManager web site
and to receive e-mail alerts of statements and notices. To do so, you will need to register for CitiManager
at www.citimanager.com/login.

Section Il

Cardholder Signature & Agreement
(This section to be completed by Department of Defense Employee)

10.

1.

12.

13.

14.

Applicant’s Signature (required): The applicant's signature. Wet or Digital signature accepted.
Date (required): Enter the date the applicant signed the application.

Credit Score Authorization (required): Applicant reads options A and B and places first and last
initials next to the option they agree to. Option A is a soft credit inquiry.

Approving Supervisor's Signature (required): Signature of supervisor approving application.
Wet or Digital signature accepted.

Date (required): Enter the date the supervisor signed the application.

Citi Transaction Services

© 2020 Citibank, N.A. All rights reserved. Citi and Arc Design are registered service marks of Citigroup Inc.

9121_A  03/20 1969506

50f 6






Individually Billed Account Travel Card Set Up Form

Citibank® Government Travel Card Program

Section IV:

Authorization
(To be completed by APC)

15. Authorized APC (required): The name and contact information of the Agency/Organization Program
Coordinator, for this applicant, completing this section of the setup/application form.
Required information includes:

« APC Name (type or print)*

+ E-Mail Address (required): The APC's e-mail address.

+ Signature (required): The APC's signature. Wet or Digital signature accepted.
+ Date (required): The date the APC signed the application.

+ Commercial Office Phone: The APC's commercially accessible business phone number, including
the area code. For locations outside of the U.S., include the applicable two-digit to three-digit
country code. An international access code, such as “O11" is not required.

Submit the first and second pages of the request form ONLY via mail or fax as follows:
Citibank. N.A.

P.O. Box 6408

Sioux Falls, SD 57117-6408

CONUS FAX number: 1-866-671-5910
OCONUS FAX number: 1-605-338-5745

Citi Transaction Services

© 2020 Citibank, N.A. All rights reserved. Citi and Arc Design are registered service marks of Citigroup Inc.

9121_A  03/20 1969506
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DPMAP Information Update

(1)

DPMAP Rev.2 July 2016

Performance Management is a COLLABORATIVE EFFORT

between Supervisors and Employees

https://compo.dcpds.cpms.osd.mil/





Transition Message: Performance elements describe what work is being performed. Example: Provide accurate, timely customer service.



Instruction:



Performance plans must have a minimum of one critical performance element, maximum of 10, and each performance element must have associated standards that define expectations

The number of supervisory performance elements on performance plans for supervisors will equal or exceed the number of non-supervisory (technical) performance elements

An organization may have standardized performance elements
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Performance elements describe what work is to be performed



Performance plans must have a minimum of one critical performance element, maximum of 10, and each performance element must have associated standards that define expectations



The number of supervisory performance elements on performance plans for supervisors will equal or exceed the number of non-supervisory (technical) performance elements



An organization may have standardized performance elements



(2)

Performance Elements

DPMAP Rev.2 July 2016

DoD Instruction 1400.25, Vol. 431

Performance Management is a COLLABORATIVE EFFORT

between Supervisors and Employees





Transition Message: Performance elements describe what work is being performed. Example: Provide accurate, timely customer service.



Instruction:



Performance plans must have a minimum of one critical performance element, maximum of 10, and each performance element must have associated standards that define expectations

The number of supervisory performance elements on performance plans for supervisors will equal or exceed the number of non-supervisory (technical) performance elements

An organization may have standardized performance elements
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(3)

Standards

Standards describe how the requirements and expectations provided in the performance elements are to be evaluated



Should be written using SMART criteria



Must be written at “Fully Successful” level for each performance element



Avoid using absolute standards (e.g., 100 percent, always, or never) unless critical to life and safety

DPMAP Rev.2 July 2016

DoD Instruction 1400.25, Vol. 431

Performance Management is a COLLABORATIVE EFFORT

between Supervisors and Employees





Transition Message: Standards describe how the requirements and expectations provided in the performance elements are to be evaluated.



Instruction: Standards must be provided for each performance element and express how well an employee must perform to achieve the “fully successful” level. There are three rating levels in DPMAP:  “Outstanding (5) ,” “Fully successful (3) ,” and “Unacceptable (1).” Supervisors may also describe standards of success for the “Outstanding” level.



Standards should be written using the SMART criteria, which provide the framework for developing effective results and expectations. We’ll discuss SMART standards next.



Instructor Notes: Avoid using absolute standards (e.g., 100 percent, always, or never) unless critical to life and safety
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Writing SMART Standards

Measurable

Specific

Achievable

Relevant

Timely

S

M

A

R

T





(4)

DPMAP Rev.2 July 2016

Performance Management is a COLLABORATIVE EFFORT

between Supervisors and Employees





Transition Message: Writing strong standards will set everyone up for success.



Instruction: Standards should be written using the SMART criteria, which provide the framework for developing effective results and expectations.

 

Interactivity: Ask: How many people have heard of or written SMART standards?



In order to help you remember the criteria for an effective standard, we will utilize the acronym SMART, where the letters S-M-A-R-T have a particular meaning. Not every standard has to have a quantitative standard assigned to it, but whenever possible supervisors should include specific deadlines, time limitations, budget restrictions, or other standards for quality, quantity, timeliness, or cost-effectiveness. While not every standard lends itself to utilizing all five aspects of the SMART criteria, supervisors should strive to include as many of the SMART criteria as possible. Let’s take a look at what each of the letters means.



Instructor Notes: Do not spend too much time digging into the definition of each  element of SMART – the following slides have more than enough detail.
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Revising the Performance Plan

(5)

A change to the Performance Plan may be needed if there:

Minimum 90 calendar days for:

Monitoring of approved performance plans



Employee performance of new performance elements

DoD Instruction 1400.25, Vol. 431

DPMAP Rev.2 July 2016

Performance Management is a COLLABORATIVE EFFORT

between Supervisors and Employees





Transition Message: One benefit of continuous monitoring is the ability to quickly revise a plan when it is clear that the standards can’t be met.



Instruction: Although performance plans are initiated at the beginning of the performance appraisal cycle, they are flexible, living documents and can be updated to meet the organizational needs. 



Any number of events can take place during an performance appraisal cycle that would warrant changing a plan. 



A change to the Performance Plan may be needed if there:



Are new organizational goals

Is a change in assignment(s), position, or duties

Are outside influences beyond an employee’s control that make the original performance elements unachievable

Is a change in assumptions about what can be reasonably achieved during the performance appraisal cycle

Are new priorities 

Shifts or changes in mission



When necessary, performance plans are modified to reflect the new performance element and priorities and then communicated to employees. Just as when creating performance plans, changes should also be done with employee input. 



All approved modifications to performance elements or standards must be discussed with and communicated to the employee, and the employee should acknowledge the revisions in the MyPerformance appraisal tool or on the DD Form 2906.  



Changes to work requirements or assignment of new duties may require a supervisor to change an performance element or standard. If this occurs within 90 calendar days of the end of the performance appraisal cycle, the supervisor may: 



Revise the performance element or standard at the beginning of the next performance appraisal cycle,

Update the plan and, if the employee does not have an opportunity to perform the new performance element(s) for the minimum 90-calendar-day period, do not rate the revised performance element(s), 

OR

Extend the performance appraisal cycle by the amount of time necessary to allow 90 calendar days of observed performance under the revised performance element or standard. 



Note: Extending the performance appraisal cycle will affect the start date of the employee’s subsequent performance appraisal cycle; however, the subsequent performance appraisal cycle ends March 31 of the following calendar year.
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Are there new organizational goals





Is a change in assignment(s), position, or duties





Are outside influences beyond an employee’s control that make the original performance elements unachievable





Is a change in assumptions about what can be reasonably achieved during the performance appraisal cycle





Are new priorities





Are shifts or changes in mission



















(6)

Performance Discussions

No surprises for  either party at the end of the appraisal cycle

DPMAP Rev.2 July 2016

DPMAP requires three performance discussions between supervisor and employee during the performance appraisal cycle.  

     THEY ARE:

In addition to those required, more frequent and meaningful periodic discussions between supervisors and employees are HIGHLY encouraged. They help to:



Understand expectations toward goals

Facilitate supervisor-employee engagement

Increase the amount of feedback

Contribute to a more complete and accurately documented appraisal

Encourage supervisors to recognize and reward deserving employees in a more timely manner



All performance discussions should be given sufficient, uninterrupted time, in a suitable private location, and results documented.







Instruction: To recap, DPMAP requires three performance discussions and as you recall from previous lessons, they are:



Initial Performance Planning Meeting

Progress Review

Final Performance Appraisal Discussion.



In addition to those three, more frequent and meaningful periodic discussions between supervisors and employees is HIGHLY encouraged. 



Frequent performance discussions help to: 



• Understand expectations toward goals

• Facilitate supervisor-employee engagement

• Increase the amount of feedback

• Contribute to a more complete and accurately documented assessment

• Encourage supervisors to recognize and reward deserving employees in a more timely manner



Additionally, it is critical that and that each performance discussion be given sufficient, uninterrupted time, in a suitable private location, be given to each employee and results documented.
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Initial Performance Planning Meeting





Progress Review





Final Performance Appraisal Discussion











(7)

Finalize Performance Plan 

DPMAP Rev.2 July 2016

Performance Management is a COLLABORATIVE EFFORT

between Supervisors and Employees





Transition Message: Let’s look at buttoning up the Performance Plan



Instruction: Once supervisors have integrated the employee’s input, they can finalize the performance plan. It is the hope that both supervisors and employees agree with the performance elements and standards in the performance plan, but agreement is not required. 



For example, a supervisor may want an employee to make 100 widgets, but the employee may only want to be accountable for making 80. In that case, the supervisor is the one who decides, but the employee should be encouraged to provide input to the supervisors about why the higher expectations may not be attainable—perhaps due to training requirements, fire drills, all-hands meetings, or other events that get in the way of production. Maybe the employee knows that the facility doesn’t stock sufficient widget oil to make 100 each day, or maybe the widget machine only makes 10 per hour maximum. These are all things that would be considered in determining the standards, and an example of the collaborative nature of performance planning in a culture of high performance.
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After discussion(s), finalize a written performance plan.





It’s important that both the supervisor and the employee understand the performance plan, even if not in agreement.





Plans must be clearly communicated to and acknowledged by employees.



















Evaluating Performance 

(8)

No surprises for  either party at the end of the appraisal cycle

DPMAP Rev.2 July 2016

Prepared and documented in the MyPerformance Tool on DD 2906

Performance Appraisal Cycle  01 April to 31 March

Performance Ratings

5 - Outstanding

3 - Fully Successful

1 - Unacceptable







Transition Message:  We will cover much of this in the next few slides so discuss lightly



Instructor Note: Do not spend time going over each aspect.  All will be discussed later in the lesson.
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PERFORMANCE

APPRAISAL





Employee

Input





Performance 

Narrative





Employee

Performance Rating

































At the end of the appraisal cycle, an employee’s performance is rated by his or her supervisor against the employee’s performance plan.



Employee must be provided a written rating of record and been under an approved performance plans for 90 calendar days.

(9)

Employee Performance Ratings

No surprises for either party at the end of the appraisal cycle

DPMAP Rev.2 July 2016





Transition Message: At the end of the appraisal cycle, an employee’s performance is rated by their supervisor. 



Instruction:



Employees play an important role in the rating process as they document what they’ve accomplished and discuss those accomplishments during performance discussions. 



Employee performance is rated on what they’ve accomplished. This is done by evaluating each element in an employee’s performance plan. The employee then receives a rating of Outstanding, Fully Successful, or Unacceptable for each element.
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(5) OUTSTANDING





The average score of all performance element ratings is 4.3 or greater, with no element being rated a “1”, resulting in an overall rating of record that is a “5”.





(3) FULLY SUCCESSFUL





The average score of all performance element ratings is less than 4.3, with no element being rated a “1”, resulting in an overall rating of record that is a “3”.





(1) UNACCEPTABLE





Any performance element rated as a “1”.



















(10)

SAMPLE Performance Rating Narratives

No surprises for either party at the end of the appraisal cycle

DPMAP Rev.2 July 2016





Transition Message:  DODI 1400.25, Volume 431 provides some sample narratives based on rating being considered. 



Instructor Notes:  Give participant time to review and generate group discussion.
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Level 5 - Outstanding





Produces exceptional results or exceeds expectations well beyond specified outcomes





Sets targeted metrics high and far exceeds them (e.g., quality, budget, quantity)





Level 3 – Fully Successful





Effectively produces the specified outcomes, and sometimes exceeds them





Consistently achieves targeted metrics





Level 1 - Unacceptable





Does not meet expectations for quality of work; fails to meet many of the required results for the goal





Is unreliable; makes poor decisions; misses targeted metrics (e.g., commitments, deadlines, quality)





Handles roadblocks or issues exceptionally well and makes a long-term difference in doing so











Is widely seen as an expert, valued role model, or mentor for this work





Exhibits the highest standards of professionalism





Proactively informs supervisor of potential issues or roadblocks and offers suggestions to address or prevent them





Achieves goals with appropriate level of supervision





Lacks or fails to use skills required for the job











Requires much more supervision than expected for an employee at this level













A rating of record is official even if the employee does not sign it

If possible, differences should be resolved informally 

If they cannot be resolved, the employee:

May raise issues related to the performance appraisal process through the administrative grievance system or, where applicable, the negotiated grievance procedure.

Has the right to appeal performance-based actions.

Title 5, Code of Federal Regulations §432 and §752 



(11)

Resolving Differences

No surprises for  either party at the end of the appraisal cycle

DPMAP Rev.2 July 2016







Transition Message: So, what happens if an employee doesn’t agree with his or her rating of record?



Instruction: An employee may not necessarily agree with the rating of record. Additionally, an employee’s acknowledgment or signature on the performance appraisal does not indicate agreement with the rating of record, and the rating of record is official even if the employee does not acknowledge it or sign it. If the employee does not sign the performance appraisal, the supervisor notes that "Employee refused to sign" in the system and submits the performance appraisal as if it were signed. The MyPerformance tool has the capability to document the employee’s refusal to sign the form.  



When possible, the employee and supervisor should attempt to informally resolve any disagreements about the rating of record. If they cannot, employees may raise issues related to the performance appraisal process through either the administrative grievance system or, where applicable, the negotiated grievance procedure. Employees may also have the right to appeal performance-based actions under Title 5, Code of Federal Regulations (CFR) §432 and §752 to the Merit Systems Protection Board (MSPB).
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Planning Phase Roles and Responsibilities

(12)

		Employees: 

		Identify achievable performance elements and standards for themselves
Provide input to supervisor regarding the performance plan
Ask questions to clarify the supervisor’s expectations of their performance 



		Supervisors:

		Compile list of tasks
Establish  appropriate performance elements
Establish quantifiable and measureable standards
Communicate approved performance plan to employee and how performance expectations link to organizational goals
Encourage continuous, meaningful two-way communication
Proactively communicate the plan to the employee
Provide a copy of the approved performance plan
Conduct performance planning discussions
Modify the performance plan, as needed



DPMAP Rev.2 July 2016

Performance Management is a COLLABORATIVE EFFORT

between Supervisors and Employees





Transition Message: Again from Lesson 1, here are the planning roles and responsibilities for Employees and Supervisors.



Instruction: Lets look at some roles and responsibilities of both the employee and supervisor in the planning phase. 
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DPMAP Online Training

(13)

DPMAP Rev.2 July 2016

Performance Management is a COLLABORATIVE EFFORT

between Supervisors and Employees

-Log in EAMS-A at https://www.lms.army.mil/

 

-Click on "Search for Training" under "Home"

 

-Type in DPMAP then click the Search option

 

-Select DPMAP Training - Army, then register to take the training





Transition Message: Again from Lesson 1, here are the planning roles and responsibilities for Employees and Supervisors.



Instruction: Lets look at some roles and responsibilities of both the employee and supervisor in the planning phase. 
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IN-OUT PROCESSING CHECKLIST.doc
                                       HQ TRADOC IN/OUT-PROCESSING                                  Judy_____

        Pam_____


LAST NAME:  




   FIRST NAME:  



        Jodi______ 

RANK:  



                             SSN:  


               
                                                            

DUTY SECTION/POSITION: 

  
   OFFICE PHONE: 

      

          

HOME ADDRESS: 




   CITY:

 
    ZIP:  
 

HOME PHONE: 




   CELL PHONE:  



 

START DATE:  




   DEPARTURE DATE:  




		SECURITY

		IN 


INITIALS OF WHO COMPLETED

		OUT


INITIALS OF WHO COMPLETED



		SF312 & Clearance (Check in JPAS to ensure a SF 312 is signed)

		

		



		JPAS (In-/Out-Process) (Take Ownership & Grant Access Level)

		

		



		Security/OPSEC In-Briefing 

		

		



		Send Link to Initial Security Training (30 days to complete)

		

		



		Courier Card (Issue/Turn-in if required)

		

		



		Enter Badge Request & Access Controls for Buildings

		

		





		DEFENSE TRAVEL SYSTEM

		

		



		Receive or Detach

		

		



		Check for any outstanding vouchers before Detaching

		

		





		GOVERNMENT TRAVEL CARD

		

		



		Transfer In/Out Hierarchy

		

		



		Do they have a Balance

		

		





		ROSTERS

		

		



		Add/Delete to Sharepoint Database

		

		



		Add/Release in DTMS

		

		



		AtHOC  Want to contact personal phone?


Do you want to receive text messages?

		

		





		TIMECARD (civ)

		

		



		Add/Release in ATAAPS
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Phone/Comm.  Instructions


Phone/Comm. Instructions
Personal Computer and Communications Equipment Instructions

Useful Numbers

Quick Troubleshooting Guides



[image: ]
Emergency Numbers

· Military Police ......................... 878 – 4555

· Fire Department ………………….. 878 – 1008

Move Day Help Desk

· IT Help Desk ……….…………………. 878 – 4071

Normal Operations Help Desk

· Computers ……………………………. 878 – 4071

· Desk Phone …………………………... 878 – 5231

· VTC ……………………………………….. 878 – 5195



Please be ready to provide the following information:

User Name

Device type/ name 

Building Number 

Room/Cube location 

Callback number

Contact your IMO if you experience any of the following (please provide location):

Printers

· Can the printer access your CAC/PlN?

· Can you access the required functionality and did it complete properly (print, email, scan, copy, fax)?

· ls the printer out of toner/paper?

· ls there a paper jam?

Thin Client (TC)

· Is the TC plugged in/ turned on?

· Can the TC access your CAC/PIN?

· Can you access your files/ applications? 

· Has your network connection been lost/ desktop disappears?

Desktops/laptops

· Is the system/monitor plugged in/turned on?

· Is the brightness of contrast turned down?

· Any problems accessing the network/network drives?

Desk Phone

· Do you have a dial-tone?

· Is the phone display window blank?

· Do you have problems accessing available phone functions?

VOIP Phone Reset (After a power outage or phone logoff).

· Enter your 7-digit phone number (501-XXXX) as the Username. Press OK.

· Enter "1234" as the password. Press OK.

· If this process doesn't work, contact you IMO.

To Schedule a Conference Call

· Call 878-0073 or 878-1951. Provide the following information:

· Timeframe for call

· POC name/ email

· POC call back phone number

Dialing Information

· On post call....................... 7 digit number (ex. 501-XXXX or 878-XXXX)

· To make a local call: ............................ 99+

· To make a long distance Call: ............ 971+

· To make a toll free call: ..................... 971+

· To make a DSN call: ............................. 94+

· To access voice mail: .................. 878-7100

· Information: ............................... 878-1110



Call Intercept (must be part of call recipient group)

· Lift the handset

· Press "7 7"

· Answer the call

Last Number Redial

· Dial "##"

Deleting and Restoring Messages

· To delete, press "7 6" before, during or after playing a message

· To restore, including auto-deleted messages, return to the message and press "7 6"

Cancel Call Forwarding

· Lift the handset

· Press "*7 O"

· Listen for busy signal

· Hang up

Call Forwarding

· Lift the handset

· Press "*8 5"

· Four beeps then dial tone

· Dial the number to where calls will be forwarded and wait for answer (must be 99+ or 971+)

· Hang up

3-Way Call (caller must initiate)

· Dial the first number

· Press the "3-Way Call" button

· Dial second number

· Announce the conference

· When the conference is completed, hang up

Call Transfer (call recipient must initiate)

· While on the call, press the "3-Way Call" button

· Listen for the special dial tone (two short beeps, then regular dial tone)

· Dial the number

· Announce the caller in private, then hang up

Playing your Messages

· Login to your mailbox

· Press "2" to play current message

· Press "6" to play the next message

· Press "4" to play the previous message

· To disconnect, press "8 3", or hang up (Press * at any time for Help Prompts)

Recording Message Greeting

· Login to your mailbox

· Press "8 2"

· Use the following commands to access greetings:

· For External Greeting (all callers outside your organization will hear), Press "1"

· For Internal Greeting (all callers inside your organization will hear), Press "2"

· For Temporary Greeting (all callers will hear) Press "3"

· For Personal Verification, Press "9"

· Press 5 to record. Wait for the tone, then record your greeting or name

· Press # to end your recording

· To review your recording, press "2"

· To delete a greeting, press "7 6"

· Press "4" to return to your messages

Forgotten Password

· Call 878-5231

· You must provide the following information:

· Phone/ circuit number

· Trouble/problem description

· Building number

· POC name and number

· You have until midnight to change the password or you will have to resubmit the password reset request.

Changing your Password

· While logged in to your mailbox, press "8 4"

· Enter your current password, then press #

· Enter your new password, then press #

· Enter your new password again, then press #

Password Rules

· Minimum 6, maximum 16 characters

· Cannot set to current phone number

· Cannot be too short, simple, recently used, consecutive (123456) or contiguous (1111111)

Logging into your Mailbox

· Dial the Voicemail access number (878-7100) or press the "Msg Wait" key

· Press # (From another phone, dial your mailbox number (501XXXX), then press #)

· Enter your password, then press #

· NOTE: During initial login, your password will be 12 + your phone number (ex. 12501XXXX)



Single-Line Phone Features:

Desktop Phone
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Security Form 380-1


Security Form 380-1
CUI (wnen filled in)

REQUEST FOR SECURITY ACTION

this system.

PRIVACY ACT STATEMENT

AUTHORITY: 10 U.S.C. Section 3013, Secretary of the Army; AR 600-20, Army Command Policy; and E.O. 9397 (SSN).
PRINCIPAL PURPOSE(s): Use this form to request an initial security verification, Classified Access, Periodic Reinvestigation, and/or Upgrade.
ROUTINE USE(s): None. The “Request for Access" as set forth at the beginning of the Army’s Compilation of Systems of Record Notices also applies to

DISCLOSURE: Voluntary. However, failure to provide all the requested information could lead to rejection of compliant request for access.

NOTE: This form contains Personally Identifiable Information (PIl) when filled out, therefore, is protected as Controlled Unclassified Information (CUI).
INSTRUCTIONS: Security Managers complete Sections 1 - 5.

SECTION 1: APPLICANT INFORMATION

RANK/GRADE/NAME (Last, First, Middle):

SSN:

DATE OF BIRTH:

CITY OF BIRTH:

STATE OF BIRTH:

COUNTRY OF BIRTH:

.MIL EMAIL ADDRESS (if no .mil, enter email):

PHONE:

OTHER:

PERSON CATEGORY:

Military

Civilian Contractor

Volunteer

STUDENT:

Other O Yes O No School:

SECTION 2: INVESTIGATION & ACCESS REQUIREMENTS

Is this a Periodic
Reinvestigation (PR)?

Is the applicant going to retire

or separate in the next 18
Ores Ono | s

O Yes ONO

Has the applicant been advised they
have 2 weeks to complete eQIP? Yes No

In-process

Out-process

Indoctrinate

WHAT DOES THE APPLICANT NEED? SELECT ALL THAT APPLY

Interim Initial

Secret Top Secret

Medical

LRC

COMMENTS:

Is there more than 2 years break in Federal Affiliated Service? O Yes

O

Date of last Federal Affiliated Service:

SECTION 3: CONTRACTORS

Contract #:

Task #:

Company Name:

Contract Start Date:

Contract End Date: No. Option
Years:

SECTION 4: CHILDCARE

Is this a childcare related position? O Yes O

No

SECTION 5: SECURITY MANAGER — | certify the information entered above is accurate, as reflected in the system of record.

DATE:

SIGNATURE:

PHONE:

Controlled By:
Controlled By:
Category: PRVCY
Distribution/Dissemination Controls: FEDCON
POC:

RESET

SECURITY FORM 380-1, 20201211

(Previous versions obsolete)
CUI (when filled in)
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