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Employment and HR News

	2004 COST OF LIVING PAY ADJUSTMENTS
This year’s cost of living pay adjustments were effective on the first day of the first pay period in 2004 – 8 Jan 04.  The pay adjustments have already been effected for all NF employees and CC employees.  However, the DOD Wage Fixing Authority has notified all installations that the pay tables have not been finalized for employees in the Crafts and Trades category.  If you are an NA, NL, or NS employee, you have not received your 2004 Cost of Living Pay Adjustment.  When the new pay scales are received, your NAF Human Resources Office (NAF HRO) will effect them and they will be retroactive to 8 Jan 04.  
LEAVING NAF:  RESIGNATIONS & SEPARATIONS

From time to time, it is necessary for employees to leave their jobs.  This can be voluntary (for personal reasons) or involuntary (at the request of your employer).  Examples of voluntary separation might be resigning due to leaving the area or accepting a non-government job locally.  An involuntary separation could occur if the agency was forced, because of budgetary restrictions, to reduce its number of employees.  Also, an employee could be removed for unsatisfactory conduct or poor work performance.

Key Points to Remember:

· Upon leaving your position, voluntarily or involuntarily, you are obligated to return all government property entrusted to you and in your possession (keys, ID cards, etc.) prior to your departure.  If you fail to do this, and you are indebted to the government, it could jeopardize receipt of your final pay check.

· If you are participating in any employee benefits such as the NAF Retirement and 401(K) Plan, visit your NAF HRO to receive information on your options.

· Be sure to provide a forwarding address to NAF HRO in order to receive important Federal tax documents as well as any other official correspondence from the Department of the Army. 
· If you know you will be resigning, it is recommended to give your supervisor at least 2 weeks notice.  This will assure that you can turn in any property that belongs to the government and settle your affairs with the Human Resources Office.  Ask your supervisor for a DA-4017 and complete the second page.

UNEMPLOYMENT COMPENSATION
Upon separation or resignation, you may be entitled to unemployment compensation benefits.  This program is the responsibility of the state of residence.  The NAF HRO provides to employees separating for any reason an SF-8 Form, Unemployment Compensation for Federal Employees.  It is your responsibility to complete it if you wish to apply for unemployment from the state.  A completed application is to be returned to the State Unemployment Commission – NOT your supervisor or NAF HRO.  The Unemployment Commission then forwards a  Request for Wage and Separation Information to NAF Financial Services Payroll Division.  Sometimes this form gets misrouted and is received by a supervisor or the NAF HRO.  When this happens the form is immediately forwarded to Payroll.  Payroll provides a salary history and reasons for separation to the Unemployment Commission.  Determinations of unemployment compensation are made by the State.  The applicant will be notified by the state if they are approved or disapproved for compensation.    

USE OF TIME OFF AWARDS

Employees who are granted Time Off Awards must request and schedule time off in the same manner as other leave is requested.  Time Off Awards must be used within one year of the award’s approval date.  If it is not used by the deadline, the award expires.  A Time Off Award is not converted to a cash payment under any circumstances.  Additionally, employees who are granted a time off award and transfer to another agency (other than Army) lose the award unless it is taken prior to the transfer.
WITHIN-GRADE INCREASES (WGI)

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 requirements for length of service, number of days worked and satisfactory performance.  Periods of leave without pay (LWOP) could affect the waiting period.

Only Crafts and Trades employees – employees whose pay category is NA, NL, or NS are eligible for WGIs.  Pay band employees and Child Care employees (NF & CC) are not eligible.

Within each grade there are 5 steps.  There is a waiting period before advancement to the next step:

The duration of waiting periods for employees with regular schedules are:

Step 2:  26 weeks

Step 3:  78 weeks

Step 4:  104 weeks

Step 5:  104 weeks

The duration of waiting periods for FLEX employees are determined by the number of days the employee has worked:

Step 2:  130 workdays in a pay status over a period of no fewer than 26 weeks.

Step 3:  390 workdays in a pay status over a period of no fewer than 78 weeks.

Step 4:  520 workdays in a pay status over a period of no fewer than 104 weeks.

Step 5:  520 workdays in a pay status over a period of no fewer than 104 weeks. 

 All eligible employees will be advanced successively to the next higher step at the beginning of the pay period following completion of the waiting period, provided their performance is satisfactory or better.  Employees who are promoted to a higher grade begin a new waiting period in the higher grade. 

2004 FEDERAL HOLIDAYS
When a holiday falls on a Saturday, the holiday is usually observed on the Friday before the holiday.  When a holiday falls on a Sunday, the holiday is usually observed on the Monday after the holiday.  

Thursday, January 1         New Year’s Day

Monday, January 19        Martin Luther King, Jr.’s Birthday

Monday, February 16      Washington’s Birthday

Monday, May 31              Memorial Day

Monday, July 5                 Independence Day

Monday, September 6    Labor Day 

Monday, October 11      Columbus Day

Thursday, November 11   Veterans Day

Thursday, November 25   Thanksgiving Day

Friday, December 24       Christmas Day

Friday, December 31       New Year’s Day 2005

PAY PERIOD CHART FOR 2004
Did you know that a pay period is two complete pay weeks and it runs from Thursday through Wednesday.  Payroll for a pay period runs 2 weeks behind.  Your pay check is deposited to your bank account 14 days after the end of the pay period 26 times a year.

Beginning of Pay Period
End of Pay Period         
Pay Day
8-Jan-04
21-Jan-04
4-Feb-04
22-Jan-04
4-Feb-04
18-Feb-04
5-Feb-04
18-Feb-04
3-Mar-04
19-Feb-04
3-Mar-04
17-Mar-04
4-Mar-04
17-Mar-04
31-Mar-04
18-Mar-04
31-Mar-04
14-Apr-04
1-Apr-04
14-Apr-04
28-Apr-04
15-Apr-04
28-Apr-04
12-May-04
29-Apr-04
12-May-04
26-May-04
13-May-04
26-May-04
9-Jun-04
27-May-04
9-Jun-04
23-Jun-04
10-Jun-04
23-Jun-04
7-Jul-04
24-Jun-04
7-Jul-04
21-Jul-04
8-Jul-04
21-Jul-04
4-Aug-04
22-Jul-04
4-Aug-04
18-Aug-04
5-Aug-04
18-Aug-04
1-Sep-04
19-Aug-04
1-Sep-04
15-Sep-04
2-Sep-04
15-Sep-04
29-Sep-04
16-Sep-04
29-Sep-04
13-Oct-04
30-Sep-04
13-Oct-04
27-Oct-04
14-Oct-04
27-Oct-04
10-Nov-04
28-Oct-04
10-Nov-04
24-Nov-04
11-Nov-04
24-Nov-04
8-Dec-04
25-Nov-04
8-Dec-04
22-Dec-04
9-Dec-04
22-Dec-04
5-Jan-05
23-Dec-04
5-Jan-05
19-Jan-05
*End of Leave Year for 2004

Your NAF Human Resources Office is here to assist you and answer any questions.  Please do not hesitate to contact us if you need more information or clarification on any of these articles or any other employment issue. 
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