
PLEASE HAVE 2 FORMS OF IDENTIFICATION 

AVAILABLE FOR VERIFICATION OF YOUR I-9

WELCOME TO NEW HIRE ORIENTATION



PROBATIONARY PERIOD FOR NEW EMPLOYEES

The probationary period for many new civilian employees hired by the Defense 

Department on or after December 31, 2022, has changed from two years to one 

year as part of the fiscal year 2022 National Defense Authorization Act.
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Notification of Personnel Action (NPA)



NPA (Cont’d)



NPA (Cont’d)



NPA (Cont’d)



▪ Waiting Period for First Paycheck – 4 weeks

▪ Pay Day – 2nd Thursday of Pay Period

▪ My Pay - https://mypay.dfas.mil

SALARY

https://mypay.dfas.mil/


2023 Pay Period
Calendar

Beginning of Pay Period = White on Blue 1st Friday Pay Day = Black on Pale Blue
End of Pay Period = Red on White (Pay Period Number for Tax Year)
Holiday = Black on Yellow 2nd Thursday Pay Day = Black on Light Green
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Federal: New Years Day Observed -2 Jan President's Day - 3rd Mon in Feb Independence Day - 4 Jul Columbus Day - 2nd Mon in Oct Thanksgiving - 4th Thurs in Nov
Holidays: ML King day - 3rd Mon in Jan Memorial Day - Last Mon in May Labor Day - 1st Mon in

Sept
Veterans' Day Observed - 10 Nov Christmas - 25 Dec

PPE 16 Dec 2023 - End of Tax Year for All Pay Days Juneteenth - 19 June



CIVILIAN LEAVE AND EARNINGS STATEMENT (LES) 

•1st LES will be mailed

•LES’s are available the Friday 
before payday. DFAS will send 
an email that Friday with a link 
to MYPAY notifying you that 
your LES is ready for viewing.

•If you make any changes to 
your benefits please verify the 
action on your LES.



PAYROLL CUSTOMER SERVICE 

REPRESENTATIVE (CSR)

If you need assistance or have any questions you can 

contact:

• Sonya Sheppard sonya.sheppard@us.af.mil

• Army Futures and Concept Center, Ms. Lisa Mitchell 

Lisa.M.Mitchell.civ@army.mil

• TRADOC, SDDC, Teresa P. Gholston, 

Teresa.p.Gholston.civ@army.mil

• Army University, Jennifer Gonzalez 

jennifer.a.gonzales12.civ@army.mil

mailto:sonya.sheppard@us.af.mil
mailto:lisa.m.Mitchell.civ@army.mil
mailto:jennifer.a.gonzales12.civ@army.mil


• NAIL 11; Everett Glover- everett.b.glover.civ@army.mil
(MICC, ASA, IMCOM, 128th, CASCOM SCOE, MTD, 406th, TACOM, MEDDAC)

• NAIL 21: Glenn Crump - glenn.a.crump.civ@army.mil
(93rd Sig)-If applicable

• AFGE 1643- Arneda Powell - arneda.h.powell.civ@army.mil
(597th, ATSC, Army University)

• NAGE R4-12 Robert Novak - robert.j.novak4.civ@army.mil
(TRADOC, MICC FDO)

Union Representatives 

mailto:everett.b.glover.civ@army.mil
mailto:glenn.a.crump.civ@army.mil
mailto:arneda.h.powell.civ@army.mil
mailto:robert.j.novak4.civ@army.mil


LEAVE ACCRUAL

Employee Type
Less than 3 years of 

service
3 years but less than 

15 years of service
15 or more years of 

service

Full-time employees 4 hours a pay period / 
13 days a year

6 hours a pay period / 
20 days a year

8 hours a pay period / 
26 days a year

Part-time employees 1 hour for each 20 
hours in a pay status

1 hour for each 13 
hours in a pay status

1 hour for each 10 
hours in a pay status

Annual Leave

A civilian employee may accumulate up to 240 hours in any one-leave year. Any annual leave 
over 240 will be forfeited when the leave year ends. (Some employees may accumulate more 
than 240 hours based on overseas tour or because of an uncommon tour of duty.) At separation, 
an employee is entitled to payment for all annual leaves/they have earned.



LEAVE ACCRUAL

Full-time employees
4 hours a pay period/

13 days a year

Part-time employees
1 hour for each 20 hours 

in a pay status

Sick Leave

Sick leave is a qualified right of the employee and may be used only for the reasons defined below:

1. When the employee or one of his or her family members has a medical, dental or optical examination.
2. When the employee cannot work because of a physical or mental illness, injury, pregnancy, or childbirth.
3. When the employee provides care for one of his or her family members who requires it because of physical or
mental illness, injury, pregnancy, or childbirth.
4. When the employee arranges for or attends a family member’s funeral.
5. When the employee is exposed to a communicable disease.
6. When the employee adopts a child. Appointments with adoption agencies, social workers, and attorneys; 
court proceedings; required travel and any other activities necessary to allow the adoption to proceed are 
covered.
7. Grandparents and grandchildren, and spouses thereof;
8. Domestic partner and parents thereof, including domestic partners of any individual in 1 through 5 of this
definition; and
9. Any individual related by blood or affinity whose close association with the employee



DISABLED VETERAN LEAVE ENTITLEMENT

Disabled Veteran Leave (DVL) is only available to veterans who are hired on or 
after 5 Nov 2016 and who have (or will have) a service-connected disability 
rating of 30 percent, combined rating of 30%, or more (includes temporary 
ratings)

 DVL is available during the first 12 months of employment and may not 
exceed 104 hours for full time (part-time, etc is computed as (h/80) X 104)

 This new leave category is a one-time benefit

 Disabled veteran leave not used during the benefit period may not be 
carried over to subsequent years and will be forfeited

When can DVL be used?

 Medical treatment of a qualifying service-connected disability

 A period of rest, when specifically ordered by the health care provider as 
part of a prescribed course of treatment for qualifying service-connected 
disability



DVL CONTINUED

Retroactive Usage
 The employee did not provide certification of a qualifying service-connected 

disability before requesting leave

 For example, Block 23 (Veterans Preference) of the SF-50 is not coded 

with a 6 (30% or more).

 This applies in cases where the employee filed for disability claim with the 

Veterans Benefits Administration after the hire date (may substitute DVL 

from date claim filed as start of 12-month eligibility period which could have 

been coded under DVL)



WITHIN GRADE INCREASES FOR GS EMPLOYEES

Advancement from step:

1, 2, or 3 Must wait

52 Weeks 

Or

1 year

Advancement from step:

4, 5, or 6 Must wait

104 weeks 

Or

2 years

Advancement from step: 

7, 8, or 9 Must wait

156 weeks 

Or 

3 years

A within-grade-increase (WGI) is an increase in the employee’s rate of basic pay 
by advancement from one step of his/her grade to the next after meeting 
requirement for length of service and satisfactory performance. Personnel
actions affecting WGI's are generated automatically in the CPOL unless the 
supervisor has identified a performance problem with the employee, in which 
case it may be postponed or withheld.



WAITING PERIODS FOR WG EMPLOYEES

Advancement to step 2 26 calendar weeks
Advancement to step 3 78 calendar weeks
Advancement to step 4 
and 5 104 calendar weeks

Each Wage Grade(WG) has 5 steps.



BENEFIT INFORMATION



NEW EMPLOYEE ELECTION GUIDE



RETIREMENT

▪ The Federal Employees Retirement System (FERS) can best be 
described as a Three Tier Retirement System:

▪ If you look at the pyramid your FERS retirement would represent the tip 
of the pyramid, your Social Security would represent the middle, and 
your TSP would represent the base of your pyramid.  

FERS

Social 
Security

TSP



▪ Participation is mandatory

▪ Employees hired with FERS-FRAE retirement coverage 
contribute 4.4% of basic pay each pay period

▪ Agency also provides contribution

▪ Provides a monthly benefit called an annuity if you retire or 
become disabled

▪ May also provide death benefits to your survivors

RETIREMENT



THRIFT SAVING PROGRAM (TSP)

▪ Tax deferred savings/investment plan

▪ Participation is voluntary

▪ You can elect to contribute to the TSP at any time; there is 

no waiting period. You may elect to contribute any dollar 

amount or percentage (1 to 100) of your basic pay. The 

amount you can contribute changes annually. For 2023, 

the maximum dollar amount you can contribute is 

$22,500.

▪ Your agency contributions and matching contributions 

begin immediately

http://www.tsp.gov/features/def_contribution-limits.html


THRIFT SAVING PROGRAM (TSP)

▪ TSP program uses two websites:
▪ First, you will make your elections for a percentage of 

your salary, or dollar amount through the GRB Platform:  
▪ https://platform.chra.army.mil/account/security-notice?license=1120

▪ It will take several weeks for your first contribution to 
reach the TSP Board. It automatically disburses into the 
“General” or “G” fund.  Upon receipt, TSP will send you a 
password and pin.  With that password and pin, you can 
then go onto the TSP website:  www.tsp.gov and disburse 
your contribution into your desired fund or funds.

▪ Designation of TSP beneficiaries can be made online at 
www.tsp.gov

https://platform.chra.army.mil/account/security-notice?license=1120
http://www.tsp.gov/
http://www.tsp.gov/


▪ Your agency will automatically contribute an amount equal to 
1 percent of your basic pay each pay period. You will receive 
these contributions whether or not you contribute your own 
money.

▪ You will automatically be enrolled to contribute 5% to your 
TSP account.

▪ Agency Matching contributions
▪ First 3% of pay= $1.00 per $1.00
▪ Next 2% of pay= $.50 per $1.00
▪ Always Traditional (tax-deferred) contributions and earnings

THRIFT SAVING PROGRAM (TSP)



TSP AGENCY AND MATCHING 

CONTRIBUTIONS CHART

Percent of Basic Pay Contributed to Your Account
(FERS Employees Only)

You put in: Your agency puts in:
And the total
contribution is:

Automatic
(1%)

Contribution

Agency
Matching

Contribution

0% 1% 0% 1%

1% 1% 1% 3%

2% 1% 2% 5%

3% 1% 3% 7%

4% 1% 3.5% 8.5%

5% 1% 4% 10%

Amounts that you contribute above 5% are not matched.



FEDERAL EMPLOYEES HEALTH BENEFITS 

(FEHB)

▪ You have 60 days from EOD to elect coverage

▪ Benefits of FEHB:
▪ Guaranteed Coverage

▪ No Medical examination required

▪ No restrictions for preexisting conditions

▪ Pay premiums with pre-tax dollars

▪ Continued coverage into retirement



FEDERAL EMPLOYEES HEALTH BENEFITS 

(FEHB)

▪ Visit http://www.opm.gov/insure to see a list of available 
plans.

▪ To elect coverage visit http://www.abc.army.mil.

▪ After the 60 day window you can only change your coverage 
with a Qualifying Life Event (QLE) or during the annual Open 
Season. 

▪ A few examples of a QLE are marriage, birth of a child, divorce, 
etc.

▪ Open season begins the 2nd Monday in November and runs 
through the 2nd Monday in December. The change is effective 
the 1st full pay period in January. 

http://www.opm.gov/insure


FEDERAL EMPLOYEES GROUP LIFE INSURANCE 

(FEGLI)

▪ Life insurance is a term policy with no cash value. You are automatically enrolled in Basic coverage unless you waive 
it

▪ There are no regularly scheduled Open Seasons for life insurance.  Once offered, if you elect to waive it, you will have 
to wait at least one year, obtain a physical at your own expense, and upon notification from the Office of Personnel 
Management, you will be able to sign up.

▪ Basic  coverage= Annual basic pay rounded to the next higher $1000 plus an additional $2000

Optional Life Insurance

▪ Option A: $10,000

▪ Option B: Provides an amount 1-5 multiples of your annual basic pay rounded to the next higher $1000

▪ Option C: Provides coverage for your spouse and eligible children equal to 1-5 multiples; 5,000 per multiple for your 
spouse and $2,500 per multiple for your eligible children.

▪ You have 60 days from your EOD to elect Optional Life Insurance

▪ Employees with a Break in Service of LESS than 180 days will maintain their previous coverage with NO option to 
elect changes.

▪ Employees with a Break in Service of MORE than 180 days will maintain their previous coverage with a 60 day 
window to elect changes.



FLEXIBLE SPENDING ACCOUNTS 

(FSAFEDS)

▪ Ability to pay certain health and dependent care expenses with pre-tax dollars.

▪ Contributions exempt from federal tax, most State and Local taxes and FICA taxes 
(Social Security and Medicare)

▪ New Employees have 60 days from EOD to enroll 

▪ Health Care FSA (HCFSA) - Allotments may be used to pay for certain health care expenses that are 
not reimbursed by FEHB or any other source and not claimed on the participant’s income tax return. 
The maximum amount an employee may set aside in any tax year is $2,700 and the minimum is $100. 

▪ Dependent Care FSA (DCFSA) - Allotments may be used to pay for eligible dependent care expenses. 
The maximum amount an employee may set aside in any tax year is $5,000 ($2,500 if the employee is 
married and filing a separate income tax return) and the minimum amount is $100. 

▪ Limited Expense Health Care FSA (LEXHCFSA) - Allotments may be used to pay for eligible dental 
and vision expenses and is only for employees enrolled in high deductible health plans with health 
savings accounts. The maximum amount an employee may set aside in any tax year is $2,700 and the 
minimum is $100. 



FEDERAL EMPLOYEES DENTAL AND VISION 

INSURANCE PROGRAM (FEDVIP)

▪ Available to eligible employees and their family members

▪ Can enroll in dental, vision or both.

▪ To enroll visit  http://www.benefeds.com

▪ Benefits do not transfer. Employee must contact BENEFEDS to update/reenroll in 
coverage.

▪ You have 60 days from your EOD to enroll. After the 60 day window you can only 
enroll during an Open Season.

http://www.benefeds.com/


FEDERAL LONG TERM CARE INSURANCE 

(FLTCIP) 

▪ Provides funds if you can no longer perform everyday tasks for 
yourself

▪ Includes services such as Nursing home, assisted living, 
inpatient/outpatient hospice care, formal and informal home 
care and adult care

▪ Qualifying relatives are eligible to apply if they meet the 
program requirements

▪ You have 60 days from your EOD to enroll



OFFICIAL PERSONNEL FOLDER

(OPF)

▪ The Department of Army has transitioned to an electronic
Official Personnel Folder (eOPF) which allows each
employee to have electronic access to their own personnel
folder. Access to eOPF can be gained via CPOL Portal once
you are in-processed. If updates are required to your
eOPF, please contact your CPAC POC.

▪ https://eopf.opm.gov/army/

https://eopf.opm.gov/army/


COMMON ACCESS CARD (CAC)

DEERS Section at Fort Eustis Rm.123
650 Monroe Ave 

Fort Eustis VA 23604

You will need two forms of I.D.

Please allow 3-4 days for your personnel action to process before attempting to obtain 
a Common Access Card

The Common Access Card (CAC) is used for:

▪Access to computer and network systems 

▪Entrance onto Post

▪Access to MWR facilities

APPOINTMENT WEBSITE: https://idco.dmdc.osd.mil/idco/#/

http://www.cac.mil/common-access-card/
https://idco.dmdc.osd.mil/idco/#/


Whistleblower disclosures can save lives as well as billions of taxpayer dollars. They 
play a critical role in keeping our government honest, efficient and accountable. 

Recognizing that whistleblowers root out waste, fraud and abuse, and protect public 
health and safety, federal laws strongly encourage employees to disclose wrongdoing. 
Federal laws also protect federal employees from retaliation.

•Your Rights as a Federal Employee
(https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Your%20Rights
%20as%20a%20Federal%20Employee%20Handout%20(Prohibited%20Personnel%20P
ractices,%20Whistleblower%20Disclosures,%20and%20the%20Hatch%20Act).pdf)

•Know Your Rights When Reporting Wrongs
(https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Know%20Your%
20Rights%20When%20Reporting%20Wrongs%20Handout.pdf)

PROHIBITED PERSONNEL PRACTICES AND 
WHISTLEBLOWER PROTECTION

https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Your%20Rights%20as%20a%20Federal%20Employee%20Handout%20(Prohibited%20Personnel%20Practices,%20Whistleblower%20Disclosures,%20and%20the%20Hatch%20Act).pdf)
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Your%20Rights%20as%20a%20Federal%20Employee%20Handout%20(Prohibited%20Personnel%20Practices,%20Whistleblower%20Disclosures,%20and%20the%20Hatch%20Act).pdf)
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Your%20Rights%20as%20a%20Federal%20Employee%20Handout%20(Prohibited%20Personnel%20Practices,%20Whistleblower%20Disclosures,%20and%20the%20Hatch%20Act).pdf)
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Know%20Your%20R%20ights%20When%20Reporting%20Wrongs%20Handout.pdf
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Know%20Your%20Rights%20When%20Reporting%20Wrongs%20Handout.pdf
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Know%20Your%20Rights%20When%20Reporting%20Wrongs%20Handout.pdf


✓ YOUR RIGHTS AS A FEDERAL 

EMPLOYEE

✓ Uniformed Services Employment 
and Reemployment Rights Act 

(USERRA)



EMPLOYMENT FORMS 



100%

SIGNATURE









Customer Excellence begins 

with me because…

• The purpose of ICARE is to create a culture of Customer Excellence

throughout CHRA. ICARE consists of five standards: Integrity,

Compassion, Advocacy, Resourcefulness and Excellence.

• We're only as good as our customers say we are. Please provide your 

feedback on ICE:  
https://ice.disa.mil/index.cfm?fa=card&sp=129316&s=1138&dep=*DoD 



QUESTIONS OR CONCERNS

****If you need further assistance or have any questions,

please feel free to contact your servicing HR Specialist. 
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