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YOUR RECORDS AND THE OFFICIAL PERSONNEL FOLDER

An Official Personnel Folder (OPF) is established at the NAF Human Resources Office (HRO) at the time you enter on duty.  It will contain a complete record of your NAF work history.  Performance ratings, personnel actions, letters of commendation, orders, and other authorized documents are a part of the permanent file.  You will be provided copies of all documents as they are processed.  It is recommended that you establish and maintain your own file of these documents.  You have the right to review your OPF in the presence of a NAF HRO representative.  You must promptly report any changes such as address changes, name changes, or changes in beneficiaries to your representative who will ensure that payroll and employee benefits are notified as well.

EARNING SICK LEAVE AND ANNUAL LEAVE

Regular Full-Time and Regular Part-Time employees earn both annual and sick leave.  Flexible employees do NOT earn leave.    

Sick Leave is earned at the rate of 5% of the total hours you are in a pay status, up to a maximum of 40 hours per week.  All regular employees earn sick leave at the same rate, regardless of how many years of service you have.  There is no limit on the amount of sick leave you may accumulate.  However, when you leave NAF employment, you do not receive compensation for unused sick leave.  If you are re-employed with Army NAF, the sick leave balance at the time of your separation may be re-credited to your account.

Annual Leave is earned at rates based on your total creditable service.  The following rates apply:  

· Less than 3 years of service – 5% of the total hours in a pay status up to a maximum of 40 hours per week.

· 3 or more years, and less than 15 years of service – 7 ½% of the total hours in a pay status up to a maximum of 40 hours per week.

· 15 or more years of service – 10% of the total hours in a pay status up to a maximum of 40 hours per week.
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You will receive a lump-sum payment for your unused annual leave if separated from employment, or if your position is converted from a regular appointment to a Flexible appointment.  The lump-sum payment is paid out after you have been off the rolls for 30 days, or 30 days from conversion.

USE OF SICK LEAVE AND ANNUAL LEAVE

If you accrue sick leave it may be used when you are unable to work because of sickness, injury, pregnancy, or medical confinement, or when your presence at work would jeopardize others because of exposure to a contagious disease.  Sick leave may be used for medical, dental, optical examination or treatment.  There are a few simple rules on the use of sick leave:

· Use sick leave only for the reasons given above.  Sick leave is not to be used to supplement annual leave.

· If you are too sick to come to work, let your supervisor know before, or as soon as possible after, the time you are scheduled to report for duty.  

· If you have scheduled doctors’ appointments, it is your responsibility to request sick leave from your supervisor as soon as possible.  Don’t wait until the day of your appointment or when it’s time for you to leave for your appointment.  Remember, your absence impacts on your organization’s workload.  When you are away from your job site, someone else has to fill in.  Therefore, it is your responsibility to notify your supervisor in advance if you know you have a doctor’s appointment.

If you accrue annual leave you have a right to use the annual leave you earn.  However, your supervisor must approve your use of leave.  Your supervisor will make sure you are familiar with the leave policy of your activity.  You have a responsibility to cooperate by requesting and scheduling leave as far ahead as possible.  Remember that your supervisor has the responsibility for determining when you may use leave.  Planning ahead will avoid any possibility of conflict.  In emergency situations, where you could not foresee the need to schedule leave, you should request leave approval from your supervisor as soon as possible.
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CARRYING OVER ANNUAL LEAVE

Under normal circumstances, the maximum amount of annual leave you may save and carry forward from year to year is 30 days (240 hours).  You will forfeit any leave you have to your credit over and above 30 days.  There are very few exceptions to this rule and in some cases you may be able to carry over excess annual leave.  In order to request that your annual leave carry over, you must make a written request to your supervisor and be able to show that you had requested leave and it was denied, or you were unable to use your approved leave due to illness or other extenuating circumstances.

YOUR PAYCHECK

NAF employees normally receive their paycheck on the same day every 14 days, 26 times a year.  A delay can occur in getting your first paycheck, because of the time needed for processing your initial time and attendance record.  If you have questions about your pay, talk it over with your supervisor.  

Director deposit of your paycheck to a financial institution of your choice is a requirement of Defense Finance and Accounting Services (DFAS).  NAF personnel will provide you the proper form for direct deposit. 

If you change banks, and want your paycheck to go to the new bank, you must notify your NAF Human Resources Office and submit a new SF-1199A, Direct Deposit Sign-Up Form.  Please do not close out your bank account until your paycheck has been deposited into the new account. 

If you resign or are separated from your employment, do not immediately close out your bank account in which your paycheck is being deposited.  Remember, your paycheck is 2 weeks behind the current date and you should leave your account open until your last paycheck has been deposited.
NAF NEWS BULLETIN                                                      OCTOBER 2002

FY-03 (1)

YOU AND YOUR SUPERVISOR

The day-to-day management of your activity and its employees is the basic responsibility of your immediate supervisor.  The role of the supervisor is to provide guidance and help you do your job better.  Your supervisor is responsible for and has the authority to:

· Select or separate employees.

· Approve/disapprove leave requests and certify time and attendance records.

· Set performance standards and goals.

· Assign work and evaluate performance.

· Train and develop subordinates.

· Recognize performance with appropriate awards

· Discipline employees as necessary.

· Review employee grievances and resolve complaints

· Determine requirements to conduct business based actions (BBAs).

You and your supervisor are working together to provide highly professional services to customers.  Your supervisor will answer any questions you may have concerning the performance of your job.  If there is something you do not understand about your job, discuss it with your supervisor.  If problems still exist and questions cannot be answered or resolved by your supervisor, you may discuss the matter with the next higher level of supervision.

DISCIPLINARY PROGRAM

The real purpose of discipline is to encourage all employees to meet performance and conduct expectations, and to behave responsibly at work.  The Fort Lee Nonappropriated Fund Morale, Welfare and Recreation community has used the Cooperative Improvement Program for several years.  This program – often referred to as the “CIP” – is a program which bases its success on the cooperative efforts of both supervisors and employees.
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The old traditional method of discipline – by threat, instilling fear, or by coercion or punishment is not always the best method to motivate employees to want to do a good job or deal with behavioral problems.  The CIP concept is “discipline without punishment.”  The CIP approach incorporates the following principles:

· Most people have adequate self-respect to want to do a good job.  When people have performance or conduct lapses, a “friendly reminder” is usually sufficient to correct any problem.  Severe punishment is normally not the answer to redirect behavior into more productive channels.  Instead, punishment generally produces many undesirable and few, if any, positive results.

· If friendly methods do not resolve the problem, then that person’s employment is no longer desired, and orderly means may be used to terminate his/her services.

The CIP is made up of two major components and requires a team effort and commitment between the supervisor and employee.  

· Day-To-Day Responsibilities:

Communicating Expectations

Coaching

Positive Reinforcement

· Formal Actions:

Performance Appraisal

Recognition

Formal Improvement (Reminders, Cautions, Decision Days)

The purpose of this news article is to make you aware of the Disciplinary Program – Cooperative Improvement Program.  If you have questions or want to know more about this program, you are strongly encouraged to talk to your supervisor.   
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EMPLOYEE BENEFITS LIMITED OPEN SEASON

The Employee Benefits Limited Open Season will be from 21 Oct 02 thru 15 Nov 02.  If you are an eligible employee, you will be able to make certain benefit program elections and make certain changes to programs in which you currently participate.  Brochures were mailed to employees’ home addresses.  In addition, each activity was provided brochures for employee review.  The NAF HRO also has a limited number of brochures.

Some of the highlights of the Health Benefit Plan are:

· Managed Choice automatically converts to Open Choice (it is not necessary for current enrollees to take any action).

· Employees are no longer required to select a Primary Care Physician, which means they can seek medical attention from any provider within the network.

· Referrals to specialists are no longer required.

· All enrollees and dependents will receive new ID cards before 1 Jan 03.

· Maximum annual benefit for dental increased from $1500 to $2000.

· Pre-Tax Health Premium Deductions automatically continue in effect for 2003.  If you are already in the Pre-Tax Health Premium Program, and wish to continue, no action is required.  If you are not enrolled in the Pre-Tax Health Premium Program, no action is necessary if you wish to continue in this status.  However, if you want to change your Pre-Tax status, this open season is the only time you can do this. 

· You may enroll in the Life Insurance and Accidental Death and Dismemberment Plan during this open season, without evidence of insurability.

· During this open season, you may elect additional Optional Dependent Life Insurance coverage.  However, you must already be enrolled, or enrolling in the Basic Life Insurance.

All Limited Open Season changes will be effective 1 Jan 03, provided you are actively at work.
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ANNOUNCEMENT OF NAF GROUP LONG TERM CARE INSURANCE

The US Army Community and Family Support Center, NAF Employee Benefits Office has announced the latest addition to the NAF Employee Benefits Program – the US Army NAF Employee Group Long Term Care Plan.

This program is designed to meet the need for long term care you may need some time during your life.  This plan is provided by CNA and offers a wide range of features and benefit options, reasonable group rates by payroll deduction and guaranteed issue for active employees.  That means, as an active NAF employee, Regular Full-Time or Regular Part-Time, you cannot be turned down for coverage during the Open Enrollment Period, and your rates will not increase as you grow older.  Plus, your spouse, parents, grandparents, and in-laws are welcome to participate.

OPEN ENROLLMENT STARTS 1 OCT 02 AND ENDS 15 DEC 02

Eligible employees should have already received information in their mailboxes about this plan.  Live enrollment briefings are scheduled on 9 Dec 02 at the ALMC Dickerson auditorium.  Session times will be announced at a later date.  Please mark your calendar and don’t miss the opportunity to get more information about this program.  If you have access to the internet, you can go online and read up on all of the options and benefits.  You will need to go to www.NAFBENEFITS.com.  Your activity has been provided an advanced copy of the brochure if you are unable to get this information online.

Do not get this plan’s Open Enrollment confused with the Limited Open Season for Employee Benefits.  

FY03 HOLIDAY OBSERVANCES

14 October 2002


Columbus Day

11 November 2002


Veterans Day

28 November 2002


Thanksgiving

25 December 2002


Christmas

1 January 2003



New Year’s Day

20 January 2003


Birthday of Martin Luther King, Jr.

17 February 2003


Presidents’ Day

26 May 2003



Memorial Day

4 July 2003



Independence Day

1 September 2003


Labor Day

EMPLOYEE CODE OF ETHICS

When you were first hired in your NAF position, you were asked to sign a Code of Ethics.  For some of you it may have been several years ago, and others, just recently.  Nevertheless, as a US Army NAF Employee, we all have a standard to live up to.  Below is what you signed when you were hired.  Today, please read it again.  Are you continuing to live up to the Employee Code of Ethics?

I recognize that this code is designed to serve as a guide for the conduct of all employees and as a foundation for a successful employer-employee relationship.  In return for my continued employment, therefore, I will respect and support the Employer’s goals and agree to the following:

· I will conscientiously perform all of my assigned duties to the best of my ability.

· I will maintain a constructive and courteous attitude, respect supervisory authority, and obey supervisory orders.

· I will willingly cooperate and strive to maintain good working relations with my supervisors and fellow employees.  I will not fight or create a disturbance which would have an adverse affect on morale or production.

· I will actively participate in and support programs designed to improve work methods and conditions.

· I will seek to find and employ more efficient and economical ways of getting the job accomplished.

· I will assist my supervisor in efforts to shape and direct individual employee objectives toward attainment of the organization’s goal.

· I will give a full day’s work for a full day’s pay.

· I will not engage in, or involve co-workers in private business or profit-oriented endeavors while on official duty time.

· I will not sleep on duty.

· I will not loaf or otherwise delay or fail to work on my assigned duties.

· I will not gamble or duty.

· I will not drink intoxicants or ingest any controlled substance that would interfere with the proper performance of any job or result in a danger to the safety of persons or property.

· I understand that I have an obligation to conduct myself off-duty in such a way that no disgrace or disrepute will be brought upon the Department of the Army.

· I will not knowingly make false or malicious statements against other employees, supervisors or officials with the intent to harm or destroy their reputation, authority, or official standing.

· I will never discriminate unfairly by the dispensing of special favors or privileges to anyone, whether for remuneration or not and never accept, for self or family, favors or benefits under circumstances which might be construed by reasonable persons as influencing the performance of my duties.

· In addition, I understand that the following types of misconduct are of such seriousness that their infraction may result in immediate separation:

· Theft, fraud or other intentionally dishonest conduct.

· Misuse or abuse of Government property.

· Threatening or inflicting bodily harm
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