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This guide describes processes for the human resources management and administration of the Air
Force (AF) nonappropriated fund (NAF) personnel and programs. It implements Department of
Defense Directives (DoDD) and Department of Defense Instructions (DoDI) in the 1400.25 series
specifically pertaining to NAF personnel. It also implements Air Force Policy Directive 34-3,
Nonappropriated Funds Personnel Management and Administration, AFI 34-301, Nonappropriated
Funds Personnel Management and Administration and AFMAN 34-302, Nonappropriated Fund
Personnel Employee Benefit Plans. This guide applies to all AF and AF Reserve personnel who have
authority over or work in or with Nonappropriated Fund Instrumentalities (NAFI) or NAF personnel.
It does not apply to Army and Air Force Exchange Service (AAFES) employees, the Air National
Guard, or any other category of employee unless they are seeking employment or are employed in
either a full or part time basis by a NAFI. Chapter 13 applies to Appropriated Fund (APF) employees
with respect to transfer of benefits when they transfer in or out of NAF employment. Major
commands (MAJCOM) may not supplement this guide.
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Chapter 1: General Provisions, Authorities and Responsibilities

1.1. Purpose. This guide describes basic procedures for managing and administering the Air
Force Nonappropriated Fund (AF NAF) Civilian Personnel Program. It also confers authority upon
those responsible for administration of the program.

1.2. Applicability. This guide applies to AF NAF employees. It does not apply to:

1.2.1. Employees of private organizations authorized to operate on installations in accordance with
AFI 34-223, Private Organizations (PO) Program.

1.2.2. Air Force Appropriated Fund (APF) civilian employees and military personnel who
perform assigned duties in Force Support Squadron (FSS) activities.

1.2.3. Independent contractors, such as professional entertainers and sports officials, where no
employer-employee relationship exists.

1.2.4. Individuals employed by contractors and concessionaires doing business with
Nonappropriated Fund Instrumentalities (NAFIS).

1.2.5. Local nationals or third country nationals employed in United States (U.S.) territories or
possessions and foreign areas when such nationals are subject to the requirements of treaties or
country to country agreements.

1.2.6. Employees of Army and Air Force Exchange Service (AAFES).

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

1.2.8. Air National Guard units and members.

1.3. Appointing Authority. (/Appointing authority is the authority to appoint, classify, promote,
reassign, discipline, demote, detail, compensate, separate, or affect other related personnel and
position transactions that involve NAF employees. This authority is granted to the Secretary of the
Air Force and delegated to installation commanders @ssigned an AF NAF Human Resources (HR)
Section. The Human Resources Officer acts for the installation commander in the administration of
this authority as it pertains to the NAF personnel program.

1.3.1. The Human Resources Officer has authority and responsibility for ensuring each personnel
action he or she approves conforms with all legal and regulatory requirements applicable to the AF
NAF Civilian Personnel Program.

1.3.2. Some instructions pertaining to NAF personnel administration assign authority and
responsibility for certain personnel management actions and decisions inherent to appointing
authority, to specified positions, organizations, or organizational levels. The delegation of
appointing authority as addressed in this section does not limit those with appointing authority, or
organization’s authority or responsibility to take these actions as specified in this guide and other
AF or Department of Defense (DoD) Instructions.

1.4. Roles and Responsibilities. The authority and responsibility to manage civilian employees of
AF NAFIs flows from the Secretary of the Air Force, who bears ultimate authority and
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responsibility, to the Chief of Staff, and successively, to commanders of MAJCOM, or comparable
organizations, subordinate commanders, and, ultimately, to first-level supervisors. Each level in the
chain of command has personnel management responsibilities, from overall policy-making
responsibilities at the top management level to immediate supervisory responsibilities at the
operating level.

1.4.1. Deputy Chief of Staff (DCS), Manpower, Personnel and Services (AF/Al). Develops and
adjusts Air Force policies for all matters pertaining to the AF NAF personnel management program.

1.4.2. Director, Civilian Force Management Division (HAF/ALC) shall:

1.4.2.1. Under the authority and direction of the AF/A1, direct development and implementation of
the AF NAF civilian personnel program.

1.4.2.2. Publishes appropriate headquarters level guidance.
14.2.3. Designated as waiver authority for the NAF civilian personnel program.

1.4.3. HQ Air Force Services Center (HQ AFSVC), Human Resources and Benefits Division
(SVXH).

1.4.3.1. Provide operational guidance and policy interpretation for the AF NAF personnel
management program for HQ USAF/A1C.

1.4.3.2. Develops and adjusts Air Force procedures for quality assessments.

1.4.3.3. Develops and conducts human resources training to FSS management and human resources
staff at all levels.

1.4.4. Installation Commander. Each installation commander through the FSS
commander/director and Human Resources Officer:

1.4.4.1. Ensures serviced organization management officials and supervisors are fully informed of
and comply with this guide and other legal and regulatory requirements pertinent to the AF NAF
personnel program.

1.4.4.2. Ensures all personnel actions are authorized and comply with legal, policy, and regulatory
requirements.

1.4.5. Human Resources Officer

1.4.5.1. (Administers the use of appointing authority: This authority remains in effect unless limited
or withdrawn in writing by the installation commander. The @ppointing authority is delegated only to
persons whose training and experience enables them to review the background material on a
proposed action and determine whether it meets the necessary legal and regulatory requirements. In
carrying out this role, the Human Resources Officer advises and helps management meet personnel
needs and solve personnel problems.

1.4.5.2. Ensures programs and actions comply fully with the spirit and intent of laws, regulations,
and policies.
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1.4.5.3. Approves and issues all required notices of personnel and position actions. Approval of
actions is a serious responsibility that should not routinely be assigned to clerical or other technical
support personnel who may lack the necessary background and training to make the decision to
approve or disapprove an action.

1.4.5.4. Makes final pre-appointment determinations regarding citizenship, preference eligibility,

minimum and maximum age limits (where appropriate), suitability, qualifying experience and
education.

1.4.5.5. Ensures the position to which the employee is assigned has been established and properly
classified.

1.4.5.6. Provides training for program managers and supervisors.

1.4.6. Supervisors. Supervisors know the mission requirements, job needs, and the employees
assigned to their organizations and carry out personnel management responsibilities.

1.4.6.1. Selects employees and assures their proper placement and use; recommend employees for
promotion and reassignment.

1.4.6.2. Assigns duties and certifies the accuracy of position guides (PG) and position descriptions
(PD).

1.4.6.3. Establishes work standards and evaluates employee performance and conduct; takes or
initiates corrective action when an employee’s performance or conduct is not acceptable; and
recognizes superior performance.

1.4.6.4. ldentifies training needs; conducts on-the-job training (OJT); recommends other training;
and evaluates training results.

1.4.6.5. Resolves complaints, grievances, and maintains discipline.

1.4.6.6. Carries out affirmative actions in support of equal opportunity objectives.

1.4.6.7. Observes the laws, policies, and guidelines applicable to the NAF Civilian Personnel
Program and merit system principles in 5 U.S.C. 2301(b), and prohibited personnel practices in 5
U.S.C. 2302(b).

1.4.6.8. Discharges all duties without regard to race, color, religion, sex (including pregnancy,
gender identity, and sexual orientation), religion, age (40 or older), national origin, disability, or
genetic information or any other non-merit factor.

1.4.6.9. When required, coordinates proposed actions and decisions with, or obtains prior approval
of a higher-level supervisor and/or the Human Resources Officer. When a supervisor does not use
an authority properly, the FSS commander/director may withdraw the authority and assign it to a
higher-level supervisor pending the outcome of an inquiry.

1.4.6.10. Treat employees with respect and consideration and motivate employees to improve.

1.4.6.11. Create a work environment free from harassment.

1.4.6.12. Complete personnel management actions without unnecessary delay.
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1.4.6.13. Attend required supervisory training and implement same.

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

1.5. Legal Status of NAF Civilian Employees. INAF employees are Federal employees within the
DoD, but are not subject to many personnel laws administered by the Office of Personnel
Management (OPM) for APF employees. Section 2105(c) of 5 U.S.C. explains this status and
identifies the OPM-administered laws that cover NAF employees unless otherwise specifically
stated. Because these employees are paid with NAFs, they are distinguished from other AF civilian
employees paid from funds appropriated by Congress.

1.6. Terms Explained.
1.6.1. APF Employee. A person paid from funds appropriated by the Congress.

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

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

1.6.4. NAF-HR. The personnel office that services AF NAFIs.

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

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

1.6.7. Manager. An individual who executes all directives that apply and who administers an
activity or function.

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

1.6.9. NAF Accounting Office (AO). A support office that provides centralized professional
bookkeeping, accounting services, and financial management advice for all Morale, Welfare, and
Recreation (MWR) activities and NAFIs serviced (AFI 34-209, Nonappropriated Fund Financial
Management and Accounting).

1.6.10. NAF Employees. Persons who are employed in and receive compensation from a NAFI.
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1.6.11. NAFI. A NAFI is an integral DoD fiscal and organizational entity performing an
essential government function. It acts in its own name to furnish or to assist other DoD
organizations primarily in providing MWR or Lodging programs for military people, family
members, and authorized civilians. It is established and operated individually or jointly by the
heads of the service departments. Its custodians and designated representatives exercise
reasonable care to prudently administer, safeguard, preserve, and maintain those resources made
available to carry out its function.

1.6.12. Private Organization. A generally self-sustaining, nonfederal instrumentality,
incorporated or not, and constituted or established and operated on a military installation with the
written consent of the installation commander or higher authority, by individuals acting exclusively
outside the scope of any official capacity as officers, employees, or agents of the government.

1.6.13. Chief, Resource Management. The individual in charge of the Resource Management
Section which includes a NAF AO and financial section. The chief may also be the single
custodian of all serviced NAFIs, including the base restaurant and civilian welfare funds.

1.6.14. Service Computation Date (SCD):

1.6.14.1. The leave SCD is usually the date of appointment or conversion to Regular employment.
An employee with prior service has the date adjusted by the total amount of creditable DoD
service. Certain periods of military service may be creditable for leave SCD purposes.

1.6.14.2. Creditable service for the reduction-in-force (RIF) SCD does not include military service.
(NOTE: For AF NAF employees, RIF SCD is the same as the service computation date for Business
Based Actions.)

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

1.6.15. HQ Air Force Services Center Shared Service Center (SSC). The SSC provides central
processing of financial and payroll information Air Force wide.

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

1.7. Employee Categories and Entitlements.

1.7.1. Types of Employment Categories. There are two types of employment categories,
Regular and Flexible. Supervisors determine which type of category to use. The following
describes the compensation and benefits for each type of employment category.

1.7.1.1. Regular Employment Category. (Regular employment category is intended to facilitate
recruitment and retention of a continuing, stable workforce. Regular employees have a work
schedule that is scheduled in advance and is expected to continue for an extended period of time.
Regular employees are guaranteed a minimum of 20 hours to a maximum of 40 hours of work per
week, @nd they receive benefits. Regular category employees will be designated as having full-time
or part-time work schedules.
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1.7.1.1.1. (Regular full-time employees have a regular schedule of 35 to 40 hours per week. For
employees on compressed work schedules, the hours may be scheduled across the bi-weekly pay
period.

1.7.1.1.2. Regular part-time employees have a regular schedule of20-34 hours per week.

1.7.1.1.3. Regular employees must be given a 24-hour notice of a schedule change.
Employees appointed to Regular category positions are eligible for the following benefits and basic
compensation:

Health and life insurance

Dental plans

Performance Awards

Retirement Plan

401(k) Savings Plan

Leave: (annual, sick, military, administrative, maternity, paternity, and court)

Overtime pay

Holiday pay

Sunday premium pay

Shift differential

Workers’ Compensation

Unemployment Compensation

1.7.1.2. Flexible Employment Category. (Flexible employees are most appropriately used in
positions that meet temporary or seasonal workforce needs, or where the work schedule
fluctuates due to inconsistent workload. These employees may work @ minimum of zero hours to a
maximum of 40 hours per week, but do not receive benefits. The work may be scheduled in advance
or on an as-needed basis. Flexible employees must be given a 24-hour notice of a schedule change.
The Flexible employment category is generally not appropriate for employees who work a regularly
scheduled full-time work schedule on a continuing basis: Employees appointed to Flexible
employment category positions are eligible for the following basic compensation:

Overtime pay

Sunday premium pay

Shift differential

Performance Awards

Workers' Compensation
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Unemployment Compensation

Affordable Health Care Act Provisions (as applicable)

1.7.1.2.1. Identification of Appropriate Flexible Workforce. Semiannually; installation-level
management officials will review and evaluate all NAF Flexible positions for proper category
determinations. All NAF Flexible employees found to have worked in excess of an average of 30
hours per week over the past 6 months will either be changed to a Regular category, or the FSS
commander/director will request a waiver to change of category: AFSVC/SVI provides active
oversight to include review and approval of all waiver requests.

1.7.1.2.2. Process and Procedures:

1.7.1.2.2.1. On a semiannual basis, the NAF-HR, utilizing the Discover Viewer reporting tool,
reviews total hours worked for each Flexible employee. The report, Flexible Employee Hourly
Review, provides the hours worked data for each employee by cost center.

The first semiannual report contains (pay periods 1= 13 (A= M).

The second semiannual report contains jpay periods 14 — 26 (N — 2).

1.7.1.2.2.2. Management Review and Action. (The NAF-HR prepares a memo and forwards
listing for each Flexible employee whose hours worked for the semiannual period exceeds 780 hours
to the appropriate Flight Chief for review and action.

1.7.1.2.2.2.1. The memo advises the Flight Chief of those [Flexible employees working in excess of
780 hours during the reporting period and that he/she must take one of the following actions:

1.7.1.2.2.2.1.1. Change the Flexible employee to Regular employment category, or
1.7.1.2.2.2.1.2. Provide justification for number of hours worked and intent not to make employee
Regular. Examples of acceptable justification for working a Flexible employee in excess of thirty
hours per week on a temporary basis include:

To fill in for John/Susie Q. employee, Regular employment category who was:

Called to active duty for period .

On Leave Without Pay (LWOP) for personal reasons for period

On extended LWOP for Workers’ Compensation injury/illness for period

Other extenuating circumstances (must be explained in detail).

Per employee request. Any Flexible employee electing to decline a change to Regular employment
category is required to make such declination in writing only after being provided a full explanation
by the NAF-HR staff of the benefits of Regular employment category: Military spouse preference
(MSP) will be lost if the MSP was offered a continuing position and declined.

1.7.1.2.2.2.1.3. (The Flight Chief completes management action portion of the memo by taking the
following actions:
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Records a decision for each employee.
Obtains the FSS commander/director concurrence on the memo.

Initiates an electronic Request for Personnel Action (RPA) for each Flexible employee being changed
to Regular employment category. Management determines the guaranteed hours upon change to
Regular employment category and ensures they are established no lower than the minimum
requirement for Regular employment category, 20 hours per week.

Forwards the memo to the NAF-HR Section for action.

1.7.1.2.3. NAF-HR Final Action. Upon receipt of the memo from management, the INAF-HR takes
the following actions:

1.7.1.2.3.1. (Processes personnel actions on those Flexible employees identified for change to
Regular employment category.

1.7.1.2.3.2. For Flexible employees not being changed to Regular employment category, the NAF-
HR will prepare a request memo for the FSS commander/director’s signature and forwards the
request to AFSVC/SVI for review and approval.

1.7.1.2.3.3. AFSVC/SVI reviews written decisions for each submitted waiver to include rationale
for disapproval decisions. Upon receipt of AFSVC/SVTI’s decision, the NAF-HR actions:

1.7.1.2.3.3.1. If AFSVCI/SVI disapproves the FSS commander/director’s request, the NAF-HR
obtains RPA and processes a personnel action on each identified Flexible employee changing them to
Regular employment category: The €ffective date for the personnel action is the first day of the
first pay period immediately following the date of AFSVC/SVTI’s decision.

1.7.1.2.3.3.2. If AFSVC/SVI approves the FSS commander/director’s request, the NAF-HR retains
the memo and listings for those employees not being changed to Regular employment category in the
office’s official files.

1.7.1.2.4. Review Completion. [Each semiannual review is completed not later than 45 days
following the end of the review period to include receipt of AFSVC/SVTI’s decision and processing
any required personnel actions.

1.7.1.3. (timited Term Appointments. This type of appointment {is not expected to last
indefinitely. It is used to meet seasonal or nonrecurring one-time requirements, and summer
employment; to fill a continuing position when the incumbent is absent due to temporary duty
(TDY), extended leave, temporary promotion, etc.; or to fill a vacancy that is programmed for
cancellation within a specific timeframe.

1.7.1.3.1. (timited term appointments may be (Regular or Flexible category. Benefits and
compensation applicable to the normal Regular and Flexible appointments apply. Where the mission
requires the temporary assignment of a Regular category employee, time limitations may be established of
not less than one year and no more than five years.

1.7.1.3.2. When using this type of appointment, @ not-to-exceed (NTE) date must be established
prior to filling the position. If the position is advertised, the NTE date must be included in the
vacancy announcement. The @pplicant or employee is advised in‘advance that the appointment is a
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limited term appointment, the NTE date, and the appointment may be terminated at any time prior
to the NTE date.

1.7.1.3.3. The NAF-HR terminates the appointment effective on the NTE date, unless an approved
request to extend or terminate the employee is received prior to the NTE date. The appropriate
Nature of Action Code (NOAC) is(N046, Termination. The AF Form 2545, NAFI Notification of
Personnel Action, Block 25, must show the remark, "Expiration of Appointment.”

1.7.1.3.4. An employee hired on a limited term appointment is not eligible for severance pay at the
end of the appointment.

1.7.1.3.5. Process a limited term appointment using the NOAC and NOAC, N012, Appointment
NTE.

1.8. Hours of Work.

1.8.1. Administrative Work Week. The administrative workweek consists of Seven consecutive
calendar days. It does not have to coincide with the calendar week, and imay begin on any day
and at any hour. The basic workweek is established within this period.

1.8.2. Basic Work Week. Within the administrative workweek, the basic workweek for NAF
employees will not exceed 40 hours, exclusive of meal times. This does not include alternative work
schedules (para 1.8.13). When possible, two consecutive days off are provided during each
administrative workweek. However, the basic workweek may be scheduled over a period of six
days, provided the total scheduled hours do not exceed the number of hours, excluding overtime
hours, an employee is required to work, or to account for, within the established basic workweek.

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

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

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

1.8.6. Workday. The workday shall be scheduled within a 24-hour period and may extend over
two calendar days in succession (e.g., 6:00 p.m. Monday through 2:30 a.m. Tuesday).
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1.8.7. Rest Periods. Short compensable rest periods, for not more than 15 minutes during each
four hours of continuous work may be granted if the manager believes such rest periods are
necessary.

1.8.7.1. Break Time for Nursing Mothers. 1AW 29 U.S.C, 8207(r), NAFIs will provide a
reasonable break time for NAF employees to express breast milk for her nursing child for one year
after the child’s birth, each time such employee has a need to express the milk. This applies only to
employees who are not exempt from the requirements of the FLSA. (NAFIs are not required to
compensate employees who are nursing mothers for breaks taken at times other than already provided
(for example, rest periods of 15 minutes during each four hours of continuous work), for the purpose
of expressing milk. The frequency of breaks needed to express milk as well as the duration of each
break will likely vary according to the needs of the individual mother. [Employee may be allowed to
use annual leave, leave without pay, credit hours, or compensatory time. Management will make
arrangements to provide a place, other than a bathroom, that is shielded from view and free from
intrusion from coworkers and the public, for an employee to express breast milk.

1.8.8. Meal Periods. Regular meal or lunch periods are established atno less than 30 minutes nor
in iexcess of one hour and are ot considered as time worked, except for the purpose of
determining entitlement to night shift differential pay. If time off for meals is not feasible, an on-the-
job (OJT) meal period of not to exceed 30 minutes may be authorized and included in the
employee's regularly scheduled tour of duty. (No employee will work more than six consecutive
hours without a meal period of not less than 30 minutes.

1.8.9. Make Ready and Cleanup Time. Incidental duties directly connected with performing a job,
such as obtaining and replacing working tools or materials, undergoing inspections, donning or
removing prescribed work uniforms, and similar tasks, in established tours of duty are a part of
the job requirements. Work shifts are arranged so that time required for incidental duties are part
of the regularly scheduled workday.

1.8.10. Daylight Savings Time. A NAF employee working on a shift when daylight savings time
goes into effect, or when the return to standard time occurs, is credited with the actual number of
hours worked on that shift. For eligible employees, charge the hour lost as a result of the change, to
annual leave or LWOP.

1.8.11. Work Schedules. All employees must have access to a posted work schedule. Flexible
employees may be subject to "on call" work in addition to hours posted on the schedule.
Supervisors/managers may change work schedules by providing a minimum of 24-hours’ notice to
the employee. Use the Air Force standard timekeeping system to create and post work schedules.

1.8.11.1. Changes in Work Schedules. (Changes in the work schedule that do not decrease an
employee's basic hours may be made with @ minimum 24=hour notice. For example: If an employee
normally works Monday, Wednesday, and Friday, 0700 to 1600, the supervisor may change the
schedule to Monday, Wednesday, and Saturday, 0700 to 1600, provided the employee is given at
least the minimum 24-hour notice.

1.8.12. Guaranteed Hours. Employees must, at a minimum, be scheduled for their guaranteed
hours. If a Regular or Flexible employee is not scheduled for his or her guaranteed number of hours,
the schedule will be changed, providing at least a 24-hour notice, to make up for the hours not
scheduled in the employee's guaranteed hours. If this is not done, and the employee works fewer
hours than his or her guaranteed hours, he or she must be paid for the difference between hours
actually worked and hours guaranteed.
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1.8.12.1. Increase in Guaranteed Hours. (Increases in an employee's guaranteed hours may be
made at any time by submitting an RPA to the NAF-HR.

1.8.12.2. Reduction in Guaranteed Hours. When a supervisor determines that fewer hours are
required routinely each week, and the only way to accomplish this requirement is to reduce an
employee's guaranteed hours, proper action will be taken to make the required changes. Guaranteed
hours will not be reduced solely to avoid payment of benefits, or to provide more hours for other
employees. These advance notification periods must be adhered to during normal, day-to-day
operations. \When emergency conditions exist, notification periods may be modified according to
the provisions outlined in Chapter 6, para 6.6.4.5. A reduction in an employee's guaranteed hours
that results in a change in employment category must be processed as a business based action (BBA)
(for example, reducing a Regular employee from 20 to 15 hours), according to the procedures in
Chapter 6. A reduction in an employee's guaranteed hours that does not require a change in
employment category (for example, reducing a Regular employee from 40 to 35 hours) must be
processed according to the following procedures:

1.8.12.2.1. When a decrease in hours is necessary, the supervisor must provide the employee a
written notice in advance of the action according to Figure 1.1.

Figure 1.1. Reduction in Guaranteed Hours

EMPLOYMENT GUARANTEED HOURS REQUIRED WRITTEN
CATEGORY ARE REDUCED INNADVANCE OF/ACTION
Regular 8 hours or more 15 calendar days

Regular less than 8 hours 7 calendar days

Flexible any amount of time 24 hours

1.8:12:2:2: As a minimum, the written notice must include:

1.8.12.2.2.1. A statement that the employee’s guaranteed hours are being reduced.
1.8:12:2.2:2, The effective date of the change.

1.8:12:2:2:3. A clear statement of the reasons for the change (be specific).

1.8:12.2.2.4, A statement that if he or she believes the action is unfair or disagrees with the reasons
for the action, the employee may submit a grievance.

1.8:12.2.2.5. Advice on how and where to file the grievance, and the time limits for filing such
grievance.

1.8.12.2.2.6. The name, location, and phone number of the person in the NAF-HR designated to
provide assistance.

1.8:12.2.3. Prior to issuance to the employee, the second-level supervisor reviews, and the NAF-
HR coordinates on the written notice.
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1.8.12.2.4. A copy of the memorandum, together with an RPA, requesting the change in the
guaranteed hours, is sent to the NAF-HR. The NAF-HR staff processes the form and issues an AF
Form 2545, to effect the change.

1.8.12.3. Reduction in Guaranteed Hours at Employee's Request. A decrease in guaranteed
hours at the employee's request that does not reduce the employment category, imay be taken at any
time, provided the employee submits the request in writing.

1.8.13. (Alternative Work Schedules (AWS). Section 1041 of the National Defense Authorization
Act for Fiscal Year 1996 amended Section 6121(2) of 5 U.S.C. This amendment added NAF
employees to the group of employees who are covered by P.L. 97-221, Federal Employees’
Flexible and Compressed Work Schedules Act of 1982, thereby removing them from the basic
overtime requirements imposed by FLSA and 5 U.S.C. for the purpose of AWS. Flexible and
compressed work schedules (jointly referred to as AWS) must strictly comply with the provisions
of P.L. 97-221; 5 U.S.C., Chapter 61, Subchapter Il, Flexible and Compressed Work Schedules; and
5 C.F.R., Part 610, Hours of Duty.

1.8.14. Telework Program. Department of Defense Instruction (DoDI) 1035.01, Telework Policy,
establishes policy, assigns responsibilities, and prescribes procedures for implementing DoD
telework programs. Telework is adiscretionary workplace flexibility. Telework is'not a right and
may be terminated at the discretion of the supervisor and/or commander, or in response to an
employee’s request.

1.8.14.1. Purpose. To establish telework guidance for Air Force Nonappropriated Fund (AFNAF)
employees under which eligible employees may participate in telework to the extent possible without
diminished employee work performance or customer Service; to establish a process that increases
options for continuity of operations (COOP) during emergency or pandemic situations; to promote
AFNAF as an employer of choice; to improve the recruitment and retention of high-quality
employees through enhancements to employees’ quality of life; to enhance efforts to employ and
accommaodate people with disabilities, including employees who have temporary or continuing health
problems, or who might otherwise have to retire on disability.

1.8.14.2. Terms Explained.

1.8.14.2.1. Alternative worksite means a place away from the traditional worksite that has been
approved for the performance of officially assigned duties. [t may be an employee’s home, a telework
center, or other approved worksite.

1.8.14.2.2. Approving Official. The individual who has final authority to approve or disapprove
telework agreements. The FSS commander/director at installation level, or the higher headquarters
equivalent at MAJCOMSs DRUs, and FOAs.

1.8.14.2.3. Eligibility. Characteristics of the job position and the employee that identify suitability for
teleworking as determined by the supervisor or other appropriate management official in the
employee’s chain of command.

1.8.14.2.4. Official worksite/duty station. Official duty station has been defined in federal travel
regulations as the employee’s designated post of duty, the limits of which will be: "....the corporate
limits of the city or town in which the employee is stationed. If the employee is not stationed in an
incorporated city or town, the official station is the reservation, station, or established area, or, in the
case of large reservations, the established subdivision thereof having definite boundaries within
which the designated post of duty is located.”
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1.8.14.2.5. Regular and recurring telework. An approved work schedule where eligible employees
work at an alternative workplace on a regular, recurring, and ongoing basis at least twice each
biweekly pay period.

1.8.14.2.6. Situational telework. Telework that occurs on an occasional non-routine or ad hoc basis.
Telework that occurs to complete short-term special assignments or to accommodate special
circumstances is also considered situational even though the telework may occur continuously for a
specific period. Examples of situational telework include telework as a result of inclement weather,
doctor appointment, or special work assignments and is sometimes also referred to as situational,
episodic, intermittent, unscheduled, or ad-hoc telework. Situational telework is approved on a case-
by-case basis.

1.8.14.2.7. Telework. The term telework refers to a work flexibility arrangement under which an
employee performs the duties and responsibilities of such employee’s position, and other authorized
activities, from an approved worksite other than the location from which the employee would
otherwise work.

1.8.14.2.8.Telework agreement. A written agreement, completed and signed by an employee and the
authorized management official(s) via the DD Form 2946, Department of Defense Telework
Agreement, that outlines the terms and conditions of the telework arrangement.

1.8.14.2.9. Telework center. A GSA facility or GSA-approved facility that provides a geographically
convenient office setting with workstations and other office facilities and services that are used by
civilian employees from more than one organization.

1.8.14.2.10. Telework site. Alternative worksite location where an employee performs assigned
official duties.

1.8.14.2.11. Traditional worksite. Location where an employee would work absent an alternative
workplace arrangement.

1.8.14.3. Supervisors/Managers shall:

1.8.14.3.1. Successfully complete the basic telework training modules (Telework 101) found on
www.telework.gov before entering into a written agreement to telework.

1.8.14.3.2. Determine which NAF positions in their organization are eligible for regular and
recurring or situational telework based on Air Force NAF criteria for position and employee
eligibility.

1.8.14.3.3. The first-level supervisor reviews the telework application for completeness and accuracy.
When the application is found to be acceptable, the Supervisor, within 5 calendar days, endorses the
application to the approving official with a recommendation for either approval or disapproval.

1.8.14.3.4.(Ensure completion of the DD Form 2946, prior to the commencement of either regular
and recurring or situational telework.

1.8.14.3.5. Establish and approve telework schedules to meet mission requirements.

1.8.14.3.6. Upon receipt of an employee’s DD Form 2946, forwards through the appropriate channel
to the approving official for approval/disapproval.
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1.8.14.4. Employees shall:

1.8.14.4.1. Successfully complete the basic telework training modules (Telework 101) found on
www.telework.gov before entering into a written agreement to telework.

1.8:14.:4.2: Complete the Telework Request and Eligibility Checklist (Figure 1.2) and DD Form 2946
and submit through appropriate channels for approval/disapproval.

Figure 1.2. Telework Request and Eligibility Checklist

PART A — To be completed by the Employee

1. NAME

2. POSITION TITLE

3. PAY PLAN, SERIES, and GRADE

4. TYPE OF TELEWORK REQUESTED Recurring Situational
5. DATE REQUESTED

6. SIGNATURE

PART B — To be completed by the Supervisor

1. Position Eligibility:

Position is not developmental in nature and does not require the employee to be in the office for on-
the-job training or to learn the organization

Position involves tasks and work activities that are portable and do not require the employee to be at
the traditional worksite

Position does not require handling of secure information
(Management determines what information is too secure or sensitive to be taken from the workplace)

Is not dependent on daily face-to-face contact with the supervisor, colleagues, customers or the
general public

Work performed is measurable

2. Employee Eligibility:

Demonstrated dependability and the ability to handle responsibility

Ability to prioritize work effectively and utilize good time management skills
Proven or expected minimum performance rating of —fully successfull or equivalent

Possesses experience in performing the tasks and duties of the position
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3. If all items above are checked, have employee complete the Telework Agreement and APPROVE
this request. If ANY of the items are not checked and accommodations cannot be made, DENY the
request.

Supervisor’s Signature

CC/CL Signature
APPROVED DENIED

1.8.14.4.3. Complete and sign a safety checklist that proclaims their home safe for an official home
worksite. The goal is to ensure that all requirements to do official work are met in an environment that
allows the tasks to be performed safely.

1.8.14.4.4. Ensure that a proper work environment is maintained in instances where the home is the
alternative worksite (e.g. dependent care arrangements are maintained and do not interfere with the
home office, personal disruptions such as non-business telephone calls and visitors are kept to a
minimum). Telework is not a substitute for dependent care.

1.8.14.4.5. Must have a written telework agreement (regardless of whether telework is regular and
recurring, or situational). The agreement is mandatory in order for any employee to participate in
telework.

1.8.14.5. NAF-HR shall:
1.8:14.5.1. Ensure supervisors and participants adhere to all policies and procedures.

1.8.14.5.2. Provide appropriate notification to local labor organizations and ensure labor relations
obligations are completed prior to local implementation of the telework program.

1.8:14.5.3. Serves as an advisor for installation leadership.
1.8.14.5.4. Serves as a resource for managers and employees on telework matters.

1.8.14.5.5. Track employee participation and provide usage data to AFSVC/SVXHR at the end of
each calendar year.

1.8:14.5.6. Distribute information on telework throughout the workplace and include in periodic
training events.

1.8.14.5.7. Brief new employees occupying telework eligible positions to ensure they are aware of
their telework responsibilities, should telework be offered or requested.

1.8.14.6. Telework Applicability. Telework is an effective strategy for mission accomplishment,
ensuring continuity of operations (COOP) in a crisis, and recruiting and retaining valued talent.
Telework for applicable NAF jobs can be used:

1.8.14.6.1. On aregular and recurring basis.

1.8.14.6.2. On a situational, non-routine, or ad hoc basis:
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1.8.14.6.2.1. To perform large projects or tasks that requires concentration and uninterrupted blocks of
time for successful completion.

1.8.14.6.2.2. For supervisor or commander directed Web-based distance and continuous learning,
including educational requirements required by law or regulation. Training requested by an employee
is subject to the supervisor’s or commander’s approval, as applicable, and must conform to the
provisions of applicable regulations.

1.8.14.6.2.3. When the traditional worksite is closed during adverse or inclement weather conditions
(e.g., snow emergencies, floods, hurricanes).

1.8.14.6.3. As a regular, situational, or ad hoc arrangement for employees with impairments, as
appropriate. The DoD Computer/Electronic Accommodations Program may provide services and
accommodations (e.g., assistive devices and technology) for employees with impairments teleworking
under an approved telework arrangement. In the case of covered employees, telework arrangements
may be a form of reasonable accommodation pursuant to sections 791 and 794a of title 29, United
States Code (U.S.C.) (also known as —The Rehabilitation Act of 1973, as amendedl). The
Rehabilitation Act of 1973, as amended, does not apply to military personnel.

1.8.14.6.4. Periodically (as practice) to prepare for COOP and an efficient transition to telework in the
event of an emergency situation.

1.8.14.7. Telework Eligibility. To the extent that mission requirements and customer service are not
jeopardized or diminished, the commander may permit employees to telework who exhibit suitable
work performance and occupy eligible positions (i.e., those positions that involve portable work and
are not dependent on the employee’s presence at the traditional worksite or face-to-face interaction
with customers) to the extent possible.

1.8.14.7.1. To be able to participate in telework, an employee must first be identified as eligible. The
Telework Act specifies two categories of employees who may not be deemed eligible under any
circumstances: an employee who "has been officially disciplined for being absent without permission
for more than 5 days in any calendar yearl and an employee who —has been officially disciplined for
violations of subpart G of the Standards of Ethical Conduct of Employees of the Executive Branch for
reviewing, downloading, or exchanging pornography, including child pornography, on a Federal
Government computer or while performing official Federal Government duties [Public Law 111-292,
6502(a)(2)(A)(B)]." The term —official disciplinel should be understood as a disciplinary action that
results in the placement of a document in an employee’s official personnel file (OPF). Specific
determinations for eligibility are left to the discretion of the FSS Commander/Director.

1.8.14.7.2. Telework eligibility criteria should be applied impartially and consistently. Supervisors or
commanders should allow flexibility for employees to telework to the extent that mission readiness or
accomplishment and customer service is not compromised. Regular, routine use of telework programs
will allow supervisors, and employees to identify and resolve technology, equipment,
communications, workflow, and associated issues that could impact the efficiency of mission
accomplishment and inhibit the transparency of remote work.

1.8.14.7.3. Telework is a discretionary workplace flexibility. Employees cannot be ordered to
telework, unless the employee’s duties are designated as mission-critical or the employee’s telework
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agreement addresses this requirement. Telework is not an entitlement and not all employees are
eligible to telework. Although there may be circumstances when employees in these positions may be
considered for telework on a situational basis, employees in the following types of positions are
typically not eligible for telework:

1.8.14.7.3.1. Employees in positions that require, on a daily basis, an on-site activity or face-to-face
personal contacts that cannot be handled remotely or at an alternate workplace (e.g., hands-on contact
with machinery, equipment, or vehicles).

1.8.14.7.3.2. Employees whose performance or conduct warrants more close supervisory direction
than telework may provide, whose rating of record is below fully successful (or its equivalent), whose
conduct has resulted in disciplinary action within the past 12 months, or who have unresolved security
issues.

1.8.14.7.3.3. Employees recently assigned or newly appointed to trainee or entry level positions.

1.8.14.7.3.4. The length of time for which the employee is deemed ineligible for telework is at the
commander’s/director’s discretion and should be based upon criteria identified and addressed in this
guidance (e.g., the employee’s performance within the first 6 months in the position or at mid-term
review is at an acceptable level).

1.8.14.7.3.5. Management is encouraged to review all positions for determining telework eligibility
based on the criteria in this guidance.

1.8.14.8. Telework Requirements.
1.8.14.8.1. Telework Agreements.

1.8.14.8.1.1. All employees who telework on a regular and recurring basis or situational basis must
complete a DD Form 2946. The DD Form 2946 shall be signed and dated by the employee and
supervisor and maintained by the employee’s supervisor. Completed DD Form 2946s should address
the logistics of alternate workplace arrangements such as the employee’s work schedule, security
requirements for DoD information, safety requirements for alternate workplace, supplies and
equipment used, the supervisor’s expectations of a teleworker’s performance, and the employee’s
emergency response telework responsibilities. All telework agreements, regardless of the employee’s
emergency response status, should address:

1.8.14.8.1.1.1. The employee’s telework location (e.g., the employee’s home or other approved
alternate workplace such as a telework center, when appropriate).

1.8.14.8.1.1.2. Whether the employee will telework when the traditional worksite is closed (e.g.,
emergency dismissal due to adverse weather conditions such as snow emergencies, floods, hurricanes,
or any other type of emergency situation).

1.8.14.8.1.2. If the employee’s home is the telework location, it is the responsibility of the employee
to make certain that a safe work environment is maintained while teleworking. Employees should
designate one section of the home as the telework work station for purposes of the telework
agreement and complete and sign a self-certification safety checklist as part of the initial submittal of
the DD Form 2946 prior to beginning the telework arrangement.
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1.8.14.8.1.3. Telework agreements shall be reviewed by the supervisor and teleworker, re-validated at
least every 2 years, and revised when appropriate. A new DD Form 2946 should be completed when a
new relationship is established between the employee and their supervisor.

1.8.14.8.1.4. Teleworkers may be required to return to the traditional worksite on scheduled telework
days based on operational requirements. A recall to the office for operational reasons is not a
termination of the telework agreement. Requests by teleworkers to change their scheduled telework
day(s) in a particular week or biweekly pay period should be accommodated by the supervisor where
practicable and consistent with mission requirements. A permanent change of the telework agreement
must be reflected by approval of a new DD Form 2946.

1.8.14.8.2. Official Worksite. Designation of the official worksite shall be established for an employee
on an approved regular telework schedule on a case-by-case basis consistent with the guidance set
forth in section 531.605 of title 5, Code of Federal Regulations. The official worksite for an employee
covered by a telework agreement is the location of the traditional worksite for the employee’s position
(i.e., the place where the employee would normally work absent a telework agreement), as long as the
employee is scheduled to report physically at least twice each biweekly pay period on a regular and
recurring basis to the traditional worksite.

1.8.14.8.3. Security Considerations. Employees are responsible for safeguarding all DoD information,
protecting government furnished equipment and government property, and performing assigned duties
while teleworking in support of mission requirements. Employees who telework from home must
comply with criteria and guidelines established by the installation for keeping Government property
and information safe and secure. Restrictions may apply to employees located outside the continental
United States (OCONUS).

1.8.14.8.4. Equipment and Office Supplies. Installations may provide the necessary equipment and
office supplies (e.g. paper, toner, and printer ink) for use by employees who telework on a regular and
recurring basis, within budgetary constraints, based on the nature and type of work performed.
Coordination with the Installation Comptroller and/or Resource Manager (in the case of
Nonappropriated Funds) is required to determine availability of funds for telework equipment.
Equipment and supplies may be furnished for employees who telework on a situational or ad hoc
basis upon availability of funds. Employees must comply with equipment usage requirements set forth
in the telework agreement. Installations may provide funding to install telephone lines, broadband, or
other necessary telecommunications equipment in a private residence for employees that telework on
a regular and recurring basis. The Air Force is not responsible for any operating costs associated with
employee's personal equipment and residence at alternative worksites. This includes maintenance,
insurance, and utilities.

1.8.14.8.5. Emergency Situations. Employees who perform mission-critical duties may be required to
work from home or an alternate workplace such as a telework center during an emergency situation.
Installations are strongly encouraged to have these employees complete a DD Form 2946. The
telework agreement should address the telework location and work expectations. To the extent
practicable, supervisors will include a description of emergency duties with the telework agreement if
emergency duties are different from the employee’s normal duties. In the event of a pandemic health
crisis, employees with COOP responsibilities may be asked to telework to prevent the spread of
germs. These employees should telework on a regular basis to ensure their proficiency and telework’s
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effectiveness in continuing operations. Employees in positions not typically eligible for telework
should telework on a situational basis when feasible. Employees who may be required to telework in
the event of a pandemic should have a signed DD Form 2946 in place.

1.8.14.8.5.1. Employees approved for regular and situational telework who are not able to report to
their assigned office location due to office closure or dismissal from a natural or man-made
emergency event (e.g., hurricane, earthquake, wild fire, snow storm, flooding, act of terrorism) shall
continue to telework each regularly scheduled work day during the emergency situation. Designated
employees who are unable to work due to injury or illness or dependent care responsibilities will
request leave appropriate for those circumstances. If circumstances permitting excused absence for
other non-teleworking employees also prevent the teleworker from working at the telework location
(e.g., loss of electrical power; evacuation by local authorities; or the employee cannot access materials
necessary to continue work during the emergency), the employee shall attempt to contact a supervisor
to be excused from duty. Supervisors may administratively excuse the designated teleworker from
teleworking on a case-by-case basis. If the teleworker is unable to communicate with their supervisor
to be excused from duty and cannot maintain their remote working status, the teleworker should
follow the installation’s emergency guidance, orders, and procedures (e.g., outlined in COOP and
other applicable emergency management plans). Any requirement that a teleworker continue to work
if the installation closes or dismisses employees early should be included in the employee’s DD Form
2946.

1.8.14.8.5.2. When an employee’s residence or other approved alternate workplace has been
designated as a safe haven during an emergency, such as a pandemic health crisis evacuation, the
supervisor may assign any work necessary, as long as the employee has the skills to perform the
assigned work, without regard to the employee’s grade or pay band level. In cases where a safe haven
is designated, a DD Form 2946 does not need to be in place.

1.8.14.8.5.3. Employees designated as mission-critical should telework on a regular basis to ensure
their proficiency and telework’s effectiveness in continuing operations in the event of an emergency
or pandemic. Mission-critical employees in positions not typically eligible for telework should
telework on a situational basis, when feasible. Such employees should have a signed DD Form 2946
in place.

1.8.14.8.6. Work Schedules and Compensation. Employees who telework must be at their alternate
worksite during their scheduled tours of duty. Employees may not use telework as a substitute for
dependent care, e.g., child or elder care. Employees who telework may also have alternate work
schedules at the discretion of the supervisor.

Employees may work part of the day at their approved alternate worksite and part of the day at the
traditional worksite to accommodate work schedules and personal commitments (e.g., to attend a
training course or a medical appointment located near the employee’s alternate worksite prior to
reporting to the traditional worksite). Premium pay provisions that apply to work at the traditional
worksite also apply to employees who telework. Employees may work overtime only when
specifically ordered and approved in advance by the supervisor. Instances in which employees
perform overtime work without prior supervisory approval may be cause for administrative or
disciplinary action.
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1.8.14.8.7. Time and Attendance. Time spent in a telework status must be accounted for and reported
in the same manner as if the employee reported for work at the traditional worksite. Supervisors
should establish appropriate procedures for documenting hours of work and approved leave for
teleworkers to ensure telework hours are appropriately coded as regular and recurring, situational, or
medical. Employees must record dates of telework accomplished so installation telework usage can be
tracked.

1.8.14.8.8. Telework Training. Employees participating in telework should take telework training
prior to teleworking. Supervisors should also take part in telework training. Comprehensive OPM
telework training courses for supervisors and employees are available at the joint OPM/GSA telework
website, http://www.telework.gov/tools_and_resources/training/index.aspx. Employees, supervisors,
and leaders shall be permitted to participate in telework training during the work day.

1.8.14.8.9. Performance Management. Performance standards for employees that telework should be
the same as performance standards for on-site employees. As with any supervisory relationship, work
assignments to be performed or training to be accomplished while on telework should be agreed to,
and understood, in advance of the telework event. Supervisor expectations of an employees’
performance should be clearly addressed in the DD Form 2946. As with on-site personnel, employees
shall be held accountable for the results they produce while teleworking. Supervisors shall
communicate expectations of telework arrangements, including work assignments, office coverage,
and staff communication to teleworking and non-teleworking employees in the workgroup.

1.8.14.8.10. Telework Denial and Termination. A telework request may be denied by the supervisor.
A telework agreement may be terminated at the discretion of the supervisor or at the employee’s
request. When an employee’s request to telework is denied or an agreement is terminated by the
supervisor, the reasons for denial or termination should be documented in writing and given to the
employee. Denial or termination of telework agreements should be based on business reasons (e.g.,
the telework agreement fails to meet the organization’s needs or the employee’s performance does not
meet the prescribed standard). Employees may dispute the denial of telework, the reasons given for a
denial, and the termination of an existing telework agreement through the negotiated grievance
procedures or administrative procedures per this guide, as applicable.

1.8.14.8.11. Workers’ Compensation and Other Liabilities. The Government is not liable for damages
to the employee’s personal or real property while the employee is working at the approved alternative
worksite, except to the extent the Government is held liable by the Federal Tort Claims Act. The
employee is covered by the Longshore and Harbor Workers’ Compensation Act (LHWCA) when
injured or suffering from work-related illnesses while conducting official Government business. The
employee agrees to notify the supervisor immediately of any accident or injury that occurs at the
alternative worksite while performing official duties and to complete any required forms.

1.9. NAF-HR Staffing Guide. Figure 1.2 prescribes the recommended number of NAF
authorizations in the NAF-HR. This figure is a guide for planning staffing requirements. It is not a
manpower standard for NAF-HRs. Actual staffing requirements are approved by the FSS
Commander/Director locally based on workload and resources needed to accomplish the mission.
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Figure 1.2. NAF-HR Staffing Guide

Number of NAF
Employees Serviced Recommended Staffing

0-161

162 - 312
313 - 462
463 - 612
613 - 761
762 - 901
902 - 1040
1041 - 1180
1181 - 1320
1321 - 1459 10
1460 - 1599 11
1600 - 1739 12
1740 - 1878 13
1879 - 2018 14

OCoOoO~NOoO O, WN -
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Chapter 2: Personnel Actions and Records Processing

2.1. Purpose. This chapter establishes (responsibilities and practices for personnel action
processing, and preparing and maintaining personnel records and other documents for NAF
employees. Personnel action codes and NOACS to be used to process personnel actions are at
Attachment 2. Forms used by the NAF-HR to formalize the employment process are at
Attachment 3. A checklist for NAF-HR staff to use to conduct new employee orientation is at
Attachment 4.

2.1.1. In compliance with the requirements of the Privacy Act of 1974, MAJCOMs, installations,
and NAFIs may not set up personnel records and forms other than those prescribed by this guide to
record employment history.

2.1.2. Use DCPDS, an automated personnel data system, to establish and maintain employee and
position data, establish suspenses, execute personnel actions, and provide a position control register.
Use of this system is mandatory within the AF. Instructions and guidance for the use of the system
are found in Defense Civilian Personnel Data System (DCPDS) Users Guide located at AFSVC
Portal.

2.2. Responsibilities.
2.2.1. The NAF-HR:

2.2.1.1. Maintains central custody of all employees' SF 66, Official Personnel Folders (OPF) or
its approved electronic equivalent; SF 66C, Merged Records Personnel Folders (MRPF) or its
approved electronic equivalent; and SF 66D, Employee Medical Folders (EMF) or its approved
electronic equivalent.

2.2.1.2. Ensures all records and forms used in the personnel administration of NAF employees are
maintained in accordance with AFMAN 33-363 and disposed of in accordance with RDS located in
the Air Force Records Information Management System (AFRIMS).

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

2.2.1.4. (Formalizes the employment process by completing all required forms (refer to Attachments
3 and 4) and conducting the in-processing appointment.

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

2.2.1.6. To comply with certification and accreditation requirements, and when requested by Child
Development/Youth Center Directors, the NAF-HR will provide copies of resumes (or equivalent),
college transcripts, documentation of satisfactory completion of Tier 1 investigation (Child Care
National Agency Check and Inquiries), Installation Records Check (IRC), and State Criminal History
Records Check (SCHRC), physicals and performance evaluations, for the supervisor's employee
work folder.

2.2.2. Managers and Supervisors of NAF Employees: Supervisors must have access to certain
types of information regarding the employees they supervise. The NAF-HR staff provides
employee information contained in the OPF or its approved electronic equivalent and DCPDS, and
provides instructions for the upkeep and use of the information. (The Supervisor’s Employee
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Work Folder (EWF) is a set of records used in managing the performance of employees. It
consists of specific job-related documentation generated throughout the course of the employee’s
employment. Each first-level supervisor maintains the employee folders in a secured place and
ensures records are maintained to protect employee privacy. Maintenance of and access to the
folders by administrative or clerical personnel who are not the first-level supervisor is prohibited.
In the absence of the first-level supervisor, the next higher-level supervisor may have access to
those records. Use a 6-part folder to maintain employee documentation. Managers and supervisors
maintain employee records according to AFMAN 33-363. Comply with this guide by initiating
actions and keeping the following records:

2.2.2.1. (AF Form 971, Supervisor’s Employee Brief (Computer Generated). This is the supervisor’s
automated record on each employee. Upon request, @n employee is permitted to review this record.
An automated record is generated when certain personnel actions occur and is sent to the supervisor.
Types of personnel actions that will generate a new Supervisor’s Employee Brief: (Appointment,
Transfer, Promotion, Change to Lower Grade, and Reassignment. Briefs may be generated more
frequently.

2.2.2.1.1. Part A will contain current personal employee data. The supervisor will enter employee’s
home address, home telephone, and necessary emergency information on each brief as soon as it is
received from the NAF-HR by obtaining up-to-date information from the employee.

2.2.2.1.2. (Part B of the brief provides an@rea for supervisors to record comments and remarks
occurring during the year. Record discussions with the employee on performance, emergency-
essential responsibilities, debt complaints, duty and travel restrictions, conduct of employee and
other pertinent data. Record letters of appreciation. Parts A and B are detachable and all
discussions which could potential lead to performance or disciplinary actions are retained and
attached to new employee’s brief. The current AF Form 971 is not destroyed if it contains
disciplinary or performance entries.

2.2.2.1.3. Part C contains employee’s €Xperience data, education, performance, training, and awards
information and is automatically updated when significant changes occur.

2.2.2.1.4. Additional Entries. Part B of the brief may also be used for additional information as
determined by applicable guidance.

2.2.2.2. Complaints of Indebtedness. Supervisors may retain debt complaint letters and employee’s
replies for not more than 2 years from the date of the complaint letter.

2.2.2.3. Leave schedules. Supervisors prepare a tentative leave schedule for their subordinates each
year.

2.2.2.4. AF Form 1702, Nonappropriated Fund (NAF) Position Guide, or AF Form 1065,
Nonappropriated Fund (NAF) Civilian Position Description. Supervisors keep a copy of PD and
PG for each basic position under their supervision.

2.2.2.5. Pending personnel actions. Supervisor keeps a copy of the document used to recommend or
request a personnel action until notified of approval or disapproval, of completion of the action.

2.2.2.6. (Copy of employee Performance Appraisal and Backup Information. Copies of appraisal
forms and documentation of periodic performance discussions may be maintained. By definition,
any records authorized or required by written directives are not personal notes; they are official
records and are subject to the Privacy Act.
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2.2.2.7. (Training records. Supervisors must keep a copy of the training needs and training plans that
are approved for employees.

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

2.2.4. Disposition of EWFs. Use the following procedures to dispose of the supervisor's EWF:

2.2.4.1. When a supervisor leaves the organization, retain the employee work folder for the new
supervisor.

2.2.4.2. When an employee moves to a different activity on the same installation, the losing
supervisor sends the EWF to the gaining supervisor in a sealed envelope within 10 workdays.

2.2.4.3. When an employee is transferred to another AF installation or another agency, destroy the
EWF after 60 days.

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

2.2.4.4.1. When an employee is separated as a result of an adverse action, forward the EWF to
the NAF-HR pending possible appeal, grievance, Equal Employment Opportunity (EEO)
complaints, or unfair labor practice (ULP) charges. Upon resolution of any of the stated charges,
the EWF may be destroyed.

2.2.4.4.2. When an employee is separated to enter the military service (military furlough), the
supervisor sends the EWF to the NAF-HR, who retains the folder with the OPF, pending the
expiration of the period of military furlough.

2.3. OPF. The NAF-HR prepare and maintain an OPF or its approved electronic equivalent for
each employee. The OPF contains records that accurately reflect the most essential information
from date of employment to date of separation. File OPFs alphabetically. The OPF, MRPF, and
EMF require the same type folder label. The position of the label on the right side of the folder
is indicated on the folder. The label must have the following items:

NAFI Employee: The label must clearly identify the employee as a NAFI employee.

Name: The employee’s name exactly as it is on the AF 2545.

Date of Birth (DOB): Type the DOB, month, day and year in six numerals with dashes between day,
month, and year. Example: January 14, 2015 is typed 01-14-15.

Social Security Number (SSN): Type the employee’s SSN directly under the name.

Example: (NAFI Employee
Doe, Jane E. DOB: 01-14-15
SSN: 999-99-9999
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2.3.1. Contents of OPF. Records are filed in the OPF to document events in an individual’s
employment history that have long-term consequences for the employee. Care should be exercised
in filing documents correctly to ensure all documents pertaining to an employee’s rights and benefits
are available in the personnel folder when needed. Documents in an employee's OPF are filed
according to long-term or temporary retention. Long term documents are records kept for the life of
the folder, usually 115 years from the employee’s DOB. These documents are filed in chronological
order on the right (or in the “Permanent” folder in eOPF) side of the personnel folder. Temporary
documents are documents not kept for the life of the personnel folder. These documents are filed on
the left side (or in the “Temporary” folder in eOPF) of the folder.

2.3.1.1. Long-term documents, filed in chronological order by effective date, include but not limited
to:

Applications/Resumes

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

AF Form 243, Statement of Physical Ability — NAF
OF 178, Certificate of Medical Examination

SF 61, Appointment Affidavits

OF 306, Declaration for Federal Employment

AF Form 2545, NAFI Notification of Personnel Action

Documentation, when the employee resigns, separates, or retires

Minor’s work permit
SF 1152, Designation of Beneficiary, Unpaid Compensation of Deceased Civilian Employee.

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

AF Form 1098, Special Task Certification, and Recurring Training.
Documentation on a separation for cause (i.e., Notice of Termination, Notice of Decision).

Documentation required by AFMAN 34-302, Air Force Nonappropriated Fund Employee Benefit
Plans.
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SF 1150, Record of Leave Data.

Documentation of satisfactory completion of Tier 1, IRC, and/or SCHRC.

AF Form 2549, Statement of Prior DoD NAF Civilian Service.

Records that document military service creditable for leave accrual, reduction in force, retirement, or
veteran’s preference DD 214, Certificate of Release or Discharge from Active Duty, and SF 813,
Verification of a Military Retiree’s Service in Nonwartime Campaigns or Expeditions.

OPMRI 20-103, Election of Retirement Coverage as a Result of a Move From a Civil Service
Position to a Nonappropriated Fund Position Within the DoD or the Coast Guard, Civil Service
Retirement System (CSRS).

OPMRI 92-27, Election of Retirement Coverage as a Result of a Move From a Civil Service Position
to a Nonappropriated Fund Position Within the DoD or the Coast Guard, Federal Employees’
Retirement System (FERS).

OPMRI 38-134, Election to Retain NonAppropriated Fund (NAF) Retirement Coverage As a Result
Of A Move From A NonAppropriated Fund Position To A Civil Service Position On or After
December 28, 2001

OPMRI 38-144, Election to Retain CSRS, CSRS Offset, or FERS Retirement Coverage as a Result Of
A Move From a Civil Service Position To a NonAppropriated Fund (NAF) Position On or after
December 28, 2001

Official notice memorandums notifying an employee of a BBA action.

Official memorandums notifying the employee of a decision to reassign, demote, or remove from
employment as a result of declining performance.

Official decision memorandums to demote, terminate, or remove an employee.

Serv Safe/food handler Training.

Notices informing the employee of a management reassignment.

Reconstruction Notice. A memorandum notice that the personnel folder was reconstructed.
Official memorandum notifying an employee of a reduction in guaranteed hours.
Documentation on a separation for cause (i.e., Notice of Termination, or Notice of Decision).

2.3.1.2. Temporary documents, filed in chronological order by effective date, include but not limited
to:

AF Form 1065, Nonappropriated Fund (NAF) Civilian Position Description
AF Form 1702, Nonappropriated Fund (NAF) Position Guide

AF Form 3527, NAF Employee Performance Evaluation
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RIP NAF-17, NAF Civilian Employee Data Brief

Disciplinary Memorandums. An official memorandum of reprimand.
USCIS Form 1-9, Employment Eligibility Verification

Identification (ID) Card Forms

In-Processing Memorandums

Performance Evaluation Forms

Memorandum signed by the supervisor documenting satisfactory completion of an employee's
probationary period.

Official memorandums notifying an employee of a temporary position change, such as a temporary
detail, reassignment, and promotion.

2.3.1.3. Place records that have personal information that is not work related, e.g., all forms that
pertain to health benefits, life insurance, AF Form 243, OF 178, and security investigation checklist,
in an envelope on the right side of the OPF.

2.3.2. Access to OPF. The NAF-HR maintains the OPF on each serviced employee. (Personnel
records must be kept in a secure room or locked cabinet to prevent access by anyone other than
official users and the individual concerned. Operating officials, supervisors, and employees may
have access to OPFs as follows:

2.3.2.1. Designated Officials. Although operating officials and supervisors may refer to OPFs in
considering employees for promotion or other assignments, these folders are restricted; that is, they
are not public records and are available to review for official purposes only. Therefore, access to
information in these folders is limited locally to designated officials.

2.3.2.2. Employee Access. Employees will have the right to review their record and to add to or
amend the record to correct any inaccuracy. An employee may see any of the contents of his or her
OPF except for certain examination papers, investigative reports, loyalty and security investigative
information, and confidential questionnaires and employment inquiries.

2.3.3.3. Handling the Folder. ([Each person who uses an OPF is responsible for: (1) safeguarding the
confidential nature of the information gained from the folder; (2) not removing or adding any
documents; and (3) promptly returning each folder to the secured location.

2.4. Employee Medical Folder (EMF). The EMF contains (@ccupationally related civilian
employee medical records created during an individual's employment. Occupational medical
records are records that contain employment-related information about an employee’s health status,
including personal and occupational health histories and the opinions and written evaluations
generated in the course of diagnosis and/or employment-related treatment/ examinations by medical
health care professionals and technicians. The EMF is created and maintained for any records that
are not maintained by the medical facility. (The EMF transferred to another agency may not include
drug testing records created under Executive Order 12564 or records relating to employee drug and
alcohol abuse counseling or treatment or other counseling programs conducted under Title 5, U.S.C.,
chapter 79.
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2.5. Merged Records Personnel Folder (MRPF). (The MRPF contains the personnel records of
employees moving between NAF and civil service within DoD, who are covered by portability
benefits.: Once an MRPF is established for an employee, use the folder to retain the employee's
records in all subsequent NAF and civil service employment. The ownership, maintenance, and
retention of MRPFs are according to the Memorandum of Understanding (MOU) between the OPM,
the National Archives and Records Administration, and the DoD NAF Employment System, 7 Aug
1992 at Attachment 5.

2.6. Disposition of Personnel Records and Folders. Dispose of personnel records and folders
according to the AFRIMS at: https://www.my.af.mil/afrims/afrims/afrims/rims.cfm.

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

2.6.2. Prior to transferring the personnel folder of a NAF employee to the NPRC, or to another
servicing personnel office within DoD, Human Resources staff attaches a statement to the folder
instructing that NAF records may not be purged from the folder without the approval of
AFSVC/SVXH.

2.7. Disclosure of Information in Personnel Folders. The Privacy Act gives employees the
right to know what personnel records are collected, maintained, and disseminated by the AF and the
right to correct and amend their personnel records. (DoD 5400.7-R_AFMAN 33-302, DoD Freedom
of Information Act Program, and AFI 33-332, Air Force Privacy and Civil Liberties Program,
apply when releasing information and documents in employee's personnel folders, when amending or
correcting those records, and when determining fees to be charged for furnishing such records.
Disclosure of any information in an employee's OPF is the responsibility of the servicing NAF-HR
Section.

2.8. Personnel Accountability. [Emergency contact information for NAF employees will be
collected and recorded IAW DoDI 3001.02, Personnel Accountability in Conjunction With Natural
or Manmade Disasters. Emergency contact information must be reviewed and validated by all NAF
employees annually, at a minimum.
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Chapter 3: Employment Policies, Requirements and Restrictions

3.1. Equal Employment Opportunity (EEO). The AF is dedicated to the full implementation of
federal laws mandating equality of opportunity for NAF employees. Personnel actions are based
solely on the principles of merit and qualifications.

3.2. Prohibited Personnel Practices. IAW 5 U.S.C. §2302, which is administratively extended to
NAF, any employee who has authority to take, direct others to take, recommend, or approve any
personnel action, shall not, with respect to such authority, engage in any of the following personnel
practices:

3.2.1. Discriminate for or against any employee or applicant for employment on the basis of race,
color, sex (including pregnancy, gender identity, and sexual orientation), religion, age (40 or older),
national origin, disability, or genetic information:;

3.2.2. Solicit or consider any employment recommendations based on factors other than personal
knowledge of records or characteristics;

3.2.3. Coerce the political activity of any person;
3.2.4. Deceive or willfully obstruct any person from competing for employment;

3.2.5. Influence any person to withdraw from competition for any position to improve or injure the
employment prospects of any other person;

3.2.6. Grant any unauthorized preference or advantage to any person to improve or injure the
employment prospects of a current employee or outside applicant;

3.2.7. Engage in nepotism;
3.2.8. Take or threaten reprisal for whistleblowing;

3.2.9. Take or fail to take, or threaten to take or fail to take, any personnel action against any
employee or applicant for employment for exercising a complaint or grievance right; testifying for or
assisting another in exercising such a right; cooperating with or disclosing to an inspector general
(IG) or other designated authority; or refusing to obey an order that would require the individual to
violate a law;

3.2.10. Discriminate on the basis of conduct which is not adverse to the performance of an
employee, applicant, or the performance of others;

3.2.11. Take or fail to take, recommend, or approve a personnel action if taking or failing to take
such action would violate an employment preference requirement; or

3.2.12. Take or fail to take a personnel action, if taking or failing to take action would violate any
law, rule, or regulation implementing or directly concerning the merit system principles contained
in5 U.S.C. 2301.

3.:3: Employment of \Veterans. Applicants who meet the eligibility criteria in Title 5, U.S.C. § 2108 and the
minimum service requirements in OPM’s Guide to Processing Personnel Actions, Chapter 7, receive
employment preference at initial appointment, provided they are equally qualified for the vacant position.
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Veterans shall have employment preference over all other applicants, with the exception of military spouse and
transition hiring preference (THP) applicants, and applicants on Re-employment Priority Listing (RPL).

3.3.1. Veterans applying for NAF positions are entitled to veteran’s preference under 5 U.S.C.
2108(2) if they establish that they:

3.3.1.1. Served on active duty in armed forces, including for training, and
3.3:1.2. Were discharged or released from active duty under honorable conditions; and either
3:3:1:3: Establish the present existence of a service-connected disability, or

3.3:1.4. Are receiving compensation, disability retirement benefits, or pension because of public
statue administered by the Department of Veterans Affairs or a military department.

3.3.2. In foreign areas, veterans will have preference over all other applicants with the exception of
military spouse and THP applicants, applicants on RPL, family members of military and civilian
personnel assigned to the host country, and off-duty military (ODM) personnel.

3.4. Employment of Relatives:

3.4.1. Under 5 U.S.C., 83110, a public official may not appoint, employ, promote, advance, or
advocate for appointment, employment, promotion, or advancement, in or to a civilian position in
the NAFI in which he or she is serving, or over which he or she exercises jurisdiction or control any
individual who is a relative of the public official. An individual may not be appointed, employed,
promoted, or advanced in or to a civilian position in the NAFI if such appointment, employment,
promotion, or advancement has been advocated by a public official, serving in or exercising
jurisdiction or control over the NAFI, who is a relative of the individual.

3.4.2. Public official means an officer, a member of the uniformed service, an APF or NAF
employee, or any other individual who has the authority or in whom the authority has been
delegated, to appoint, employ, promote, or advance individuals or to recommend individuals for
appointment, employment, promotion, or advancement in connection with employment in the NAFI,
e.g., FSS commander, FSS deputy, and Operations Officer, Group and Wing commander.

3.4.3. Relative means, with respect to a public official, an individual who is related to the public
official as father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece,
husband, wife, father-in-law, mother- in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-
law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-sister.

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

3.4.5. When necessary to meet urgent needs resulting from an emergency posing an immediate
threat to life or property, or a national emergency, an official may employ a relative to meet those
needs without regard to this policy. Where relatives are hired under such circumstances, extreme
care must be taken to ensure the employment decision adheres to the principles of ethical conduct in
DoD 5500.7-R, Joint Ethnics Regulation (JER). Such employment at installation level requires
justification to and approval of AFSVC/SVI; and such employment at AFSVC level requires
justification to and approval of Director of Services (HQ USAF/A1S), Deputy Chief of Staff,
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Manpower, Personnel and Services. In either case, such employment is limited to 30 calendar
days without justification for extension from employing official and approval of HQ USAF/A1S.

3.4.6. This policy shall not be construed to prohibit the appointment of an individual who is a
preference eligible in any case in which the passing over of that individual will result in the selection
for appointment of an individual who is not a preference eligible.

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

3.5. Employment of Minors. The law and implementing regulations protect young workers from
employment that might interfere with their educational opportunities or be detrimental to their
health or well-being. When both State and Federal child labor laws apply, the law setting the
more stringent standard must be observed. (The employment of persons less than 16 years of age is
prohibited. The employment of persons ages 16 and 17 must be in accordance with the following:

3.5.1. The FLSA, federal, state, and local laws that relate to the employment of minors.

3.5.2. Must not be employed in a position requiring the operation of a motor vehicle, unless the
minor employee is eligible to obtain a U.S. Government operator's permit and possess a valid state
driver's license, where required. Minors shall not be given work declared to be hazardous by the
Department of Labor (DOL).

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

3.5.4. IAW DoDI 1015.10, Military Morale, Welfare, and Recreation (MWR) Programs, employees
with responsibility to dispense alcohol will meet these criteria:

3.5.4.1. Inthe U.S., no person under 21 years of age may be employed to dispense, handle, or serve
alcoholic beverages unless permitted by the laws of the State in which the installation is located. In
such cases, the State minimum age laws may be followed.

3.5.4.2. Outside the U.S., no person under 18 years of age may be employed to dispense, handle, or
serve alcoholic beverages. A higher service age will be based on international treaties and
agreements and on the local situation, as determined by the installation commander.

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

3.7. Employment of Retired U. S. Military Personnel:

3.7.1. Restrictions. Retired members of the Armed Forces shall be afforded the same rights and
considerations as all other applicants for civilian employment in NAFIs. However, their employment
shall be subject to the restrictions imposed by Title 5 U.S.C. §3326, 85531 and DoD Instruction
1402.1, Employment of Retired Members of the Armed Forces. Most notably, these restrictions apply
to the timing of an appointment.
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3.7.1.1. (Avoid the practice and appearance of preferential treatment. This is essential not only in the
interest of the public and federal employees, but also to protect such retired personnel from
unwarranted allegations that they obtained their positions through influence based on prior military
service.

3.7.1.2. Make every reasonable effort to locate other qualified candidates before appointing a
retired member of the military services to a NAF position to avoid the appearance of preferential
treatment.

3.7.1.3. Do not hold positions open pending the retirement of a member of the military services to
provide that person with a preferential opportunity to apply for the position.

3.7.1.4. If the position was last occupied by the proposed appointee or another military incumbent,
clearly demonstrate that the proposed change to civilian incumbency is to meet a management
need and not for the purpose of affording civilian employment to the proposed appointee.

3.7.2. Timing. Appointments or transfers of retired members of the Armed Forces to positions in
any DoD Component during the 180 days immediately following retirement may be made only when
one of these conditions is met:

3.7.2.1. The appointment is to a position for which the minimum rate of basic compensation has
been increased in accordance with title 5, U.S.C. §5305;

3.7.2.2. A state of national emergency exists; or

3.7.2.3. The proposed appointment is approved by the installation commander and the
appointment is to a position for which:

3.7.2.3.1. Candidates are not available for consideration through the DoD Priority Placement
Program, the Reemployment Priority List, and the Interagency Career Transition Assistance Plan for
Displaced Employees, as described in part 330 of title 5, Code of Federal Regulations (CFR); and

3.7.2.3:2. More highly qualified personnel are not available among the employees being
considered.

3.7.2:4. Each appointment of a retired member of the Armed Forces during the 180-day period
following retirement from active duty must comply with the spirit and intent of the law and this
Instruction. Appointments made pursuant to 5 U.S.C. §3326(b) (1) must be fully documented unless
the criteria in subparagraphs 3.7.2.1 or 3.7.2.2 apply. Documentation shall include the following
information, at a minimum, and shall be retained for 2 years from the date of appointment.

3.7.24.1. The effective date (YYMMDD) of retirement from the Armed Forces.

3.7.2:4.2.) The rank at the time of retirement.

3.7.24.3. The pay grade and Armed Force at the time of retirement.

3.7.2.4.4. The application or resume submitted to apply for the position.

3.7.24.5. The date (YYMMDD) the position was established.

3.7.2.4.6. The date (YYMMDD) the position was last occupied.
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3.7.2.4.7, Whether the position was converted from military to civilian status.
3.7.24.8. The date (YYMMDD) of conversion (if converted).

3.7.24.9. The reason for conversion.

3.7.24:10. Whether the proposed appointee was the last military occupant.
3.7.2.4.11. A current position description.

3.7.2:4.:12. Whether the position is permanent, term, or temporary.

3.7.2:4.13. The qualification requirements and any selective placement factors used to qualify
applicants for the position.

3.7.2.4.14. A statement that efforts to fill the position have been continuous since it became vacant
and, if not, the reasons for the delay in recruitment.

3.7.24.15. Include the commander's approval or disapproval of each request for appointment under
paragraph 3.7.2 in the return correspondence. Place a copy of the approval correspondence on the
right-hand side of the employee's OPF.

3.8. Employment of Off Duty Military Personnel. Subject to the provisions of DoD Directive
5500.07, Standards of Conduct and if there is no preferential treatment in the selection process, U.S.
enlisted personnel may be hired as NAF employees during their non-duty hours, on less than a full-
time basis.

3.8.1. Off-duty enlisted personnel employed as Regular employees (20-34) hours may qualify for
benefits earned by other Regular employees. However, they are ot eligible for group health
insurance, workers' compensation, or retirement.

3.8.2. Off-duty enlisted personnel maynot work more than 34 hours a week under any
circumstances.

3.8.3. Active duty commissioned and warrant officers are prohibited from receiving compensation
in any form except on an intermittent fee basis for services rendered in such capacities as officials at
athletic events and participation in miscellaneous recreational and entertainment activities as
approved by appropriate authority under an individual services contract.

3.8:4. When hiring off-duty enlisted personnel assigned to FSS organizations as their prime
military duty, these additional rules apply:

3.8.4.1. These enlisted personnel must ot be hired to perform duties in the same FSS activity to
which assigned while carrying out their assigned military duties.

3.8.4.2. The selecting official must prepare a written certification to show there is no violation of
DoD 5500.7-R, and there was no preferential treatment in the selection process. The certification is
sent to the NAF-HR Section and filed in the OPF.

3.8.5. Active duty military members who are retiring from military service may continue their
NAF employment if the employee is currently on the rolls of the employing NAFI at the time of
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retirement and also, if the 180-day waiver requirement in accordance with title 5 U.S.C., Section
3326 and DoDI 1400.25, Volume 1403 has been approved before the active duty military members
official retirement date.

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

3.9. Selective Service Registration. The requirements of 5 U.S.C., §3328(a) are administratively
extended to all individuals selected for a DoD NAF position. Any individual who was required to
register with Selective Service and who is not registered or knowingly and willfully did not register
before the requirement terminated or became inapplicable to the individual, will not be appointed.

3.10. Military Spouse Preference (MSP). Preference for employment shall be provided in
accordance with DoD Instruction 1400.25, Volume 315.

3.10.1. (The spouse of an active duty member of the Armed Forces (including the U.S. Coast Guard
and full-time Reserve or National Guard), who relocates via a Permanent Change of Station
(PCS) move to the military sponsor’s new permanent duty station, is entitled to MSP for all
positions in the commuting area of the new duty station if he or she:

3.10.1:1. Married the military sponsor prior to the date of the military sponsor’s orders authorizing a
permanent change of station.

3.10:1:2. Meet all pre-employment criteria and is immediately appointable under the applicable
recruitment procedures.

3.10.1.3. Meetbasic qualifications and is among the best qualified for the position.

3.10.1:4. Furnish a copy of the PCS order identifying a dependents-authorized move and the
sponsor’s reporting date to the new duty location.

3.10.1.5. Submit a current application or resume.

3.10.2. Except as provided in para 3.10.2.2, the time period for IMSP eligibility begins 30 days
before the military sponsor’s reporting date to the new duty station, if accompanied, or at any time
thereafter during the tour. (Eligible spouses retain preference for the duration of the sponsor’s tour
unless preference terminates sooner under 3.10.4. Military spouse preference does not apply when
the military member sponsor's move is a PCS in conjunction with retirement or separation except
when that retirement or separation is based upon 100 percent disability.

3.10.2.1. In foreign areas, spouses do not receive preference until arrival at the overseas location.

3.10.2.2. Spouses who do not initially relocate with their sponsors are not eligible for preference
until they are actually residing in the commuting area of the new duty station.

3.10.3. (Military spouse preference will remain intact until used; however, spouses of military
sponsors who are within six months of their tour rotation date may be non-selected for continuing
positions without regard to preference. (There is no limit to the number of times MSP may be
applied to referral and selection for non-continuing positions: Spouses may be simultaneously
referred for continuing and non-continuing positions, until such time as eligibility is lost due to
acceptance or declination of an offer of a continuing position. Continuing positions are defined as
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positions to which appointments are made without time limitation, and which are required to have a
fixed work schedule; i.e.; part-time or full-time. Non-continuing positions:

3.10.3.1. Any temporary position, regardless of work schedule.
3.10.3.2. Any NAF position for which the employment category is identified as Flexible.
3.10.4. Spouse preference eligibility is terminated upon:

3.10.4.1. Acceptance or refusal of a continuing position in the Federal Service for which the
spouse has registered or applied for employment, whether or not preference was applied (Note:
includes management initiated action to change employment category from Flexible to Regular);

3.10.4.2. Refusal to participate in established recruitment procedures (e.g., interview, responding to
evaluation criteria); or

3.10.4.3. Loss of MSP status due to divorce, death of the sponsor, or sponsor’s retirement
or separation from active duty.

3.10.5. Military spouses may apply for any position in @ll'employment categories in payband NF-11I
and below, CY positions, and equivalent hourly paid crafts and trades positions. However,
preference applies only when the grade/payband for which the spouse has applied is no higher than
that previously held in the federal service. On initial appointment in the federal service, MSP
applies to all positions in (paybands NF-I through NF-I1I; CY positions, and equivalent hourly-paid
crafts and trades positions for which qualified. A qualified military spouse exercising preference
for NAF employment will receive preference over a nonpreference eligible spouse.

3.10.6. Spouse preference eligibles apply by submitting an application for NAF employment; a copy
of the sponsor's PCS orders identifying a dependents-authorized move and, other written evidence or
documentation which verifies appointment eligibility.

3.10.6.1. Verification of MSP eligibility is the responsibility of the NAF-HR staff. The
application for NAF employment must be annotated with the military spouse preference eligibility.
The application for NAF employment along with documentation verifying spouse preference will be
made a part of the employee's official record when appointed, because of exercising MSP
entitlement.

3.10.6.2. Spouses seeking appointment based on their military sponsors active duty status must also
submit documentation verifying marriage to the Service member (i.e., a marriage license or other
documentation verifying marriage);

3.10.6.3. Spouses seeking appointment based on the fact that their military sponsor retired from
active duty with a service-connected disability rating of 100 percent while serving on active duty in
the Military Services shall submit documentation showing the Service member was released or
discharged from active duty due to a service-connected disability; documentation showing the
Service member retired, or was released or discharged from active duty, with a disability rating of
100 percent, and documentation verifying the marriage to the Service member (i.e., a marriage
license or other documentation verifying marriage); or

3.10.6.4. Spouses seeking appointment based on the fact that their military sponsor was killed while
on active duty shall submit documentation showing the Service member was released or discharged
from active duty due to his or her death while on active duty; documentation verifying the Service
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member was Killed while serving on active duty; documentation verifying the marriage to the Service
member (i.e., a marriage license or other documentation verifying marriage); and a statement
certifying that he or she is the un-remarried widow or widower of the Service member.

3.10.7. Spouses eligible for preference must be included as part of the minimum consideration area
in the competitive process. The Selecting supervisor reviews all applications for the position and,
based on an evaluation of each application, decides which applicants are best qualified as defined in
para 3.10.1.3. Normally, a best-qualified determination is not made for entry level and other
lower graded positions where relative distinctions are rarely discernible. In foreign areas, off-duty
military members and military spouses are given equitable consideration for part- time
employment. If, however, selection is made from a group of competitive candidates, the MSP
eligible must be selected, without regard to other priorities, if among the best qualified.

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

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

3.11. Transition Hiring Preference (THP):

3.11.1. Title 10 U.S.C., chapter 58, §1143(d) mandates the Services provide certain categories of
involuntarily and certain voluntarily separated military members, and in some cases, their family
members, benefits and services to ease the transition process from military to civilian life. AF
NAFI’s role in implementing the act will be to administer THP by providing employment preference
for certain NAF positions for eligible members and their family members.

3.11.2. Eligibility criteria for THP include involuntarily and certain voluntarily separated members
i.e., a member of the Armed Forces who separated under the “Special Separation Benefits (SSB)”
program or the “Voluntary Separation Incentive,” program of the Armed Forces and their
dependents. Members of the Armed Forces, and their dependents, who were on active duty on 30
Sep 90, and who were involuntarily separated under honorable conditions on or after 1 Oct 90 are
eligible for THP. Eligible THP applicants will possess a transition assistance identification card,
DD Form 1173, United States Uniformed Services Identification and Privilege Card, over-stamped
with “TA.” This will give them hiring preference over all other applicants, with the exception of
military spouse preference applicants.

3.11.3. Preference may be used for@ny NAF job open to competition according to merit practices,
at CY, NFIll'and below and crafts and trades positions. This applies even if there are enough in-
house eligibles to limit competition just to them under merit procedures. Preference will not be
limited to just those vacancies where it is necessary to hire outside the organization. The following
rules apply:

3.11.3.1. A person may receive THP in hiring only once.
3.11.3.2. THP eligibles must apply for employment and be fully qualified.

3.11.3.3. Qualified THP applicants will be referred for selection @nly if among the best- qualified
candidates after being competitively screened.
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3.11.3.4. Preference is given for one year and may be used until a position is accepted or declination
of a valid offer of employment in a continuing position.

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

3.12. Family Member Preference.

3.12.1. Overseas NAFIs may locally recruit U.S. citizens and U.S. nationals residing in the host
country according to established country-to-country agreements. Except in those instances where
placement must be made under the provisions of paragraphs 3.10, 3.11, and 6.7, first priority must
be given to the employment of dependents of military and civilian personnel assigned in the host
country, without regard to other priorities in this document, when such actions are not at variance
with the Status of Forces Agreements (SOFA), treaties or country-to-country agreements. Family
member preference shall be applied IAW DoDI 1400.25, DoD Civilian Personnel Management,
Volume 1232. Preference applies to all DoD positions, with the exception of NF-6 (Senior
Executive) positions. The family member preference is separate from other NAF employment
preferences such as MSP.

3.12.1.1. Overseas commanders shall ensure that job information is provided in a manner reasonably
designed to reach family members of military members and civilian employees whose permanent
duty stations are in the same commuting area as the area where the available position is located.
Commanders should ensure that family members are advised on arrival in theater of their eligibility
for various employment assistance programs.

3.12.1.2. Family members may apply for employment with overseas NAF-HR Sections 30 days
before their anticipated arrival within the command. However, family members may not receive
preference until arrival at the foreign location.

3.12.1.3. Family members who have less than 6 months remaining in an area are not entitled to
family member preference when a position is filled without time limitation.

3.12.1.4. Family member employment preference shall be terminated when a family member
receives an appointment without time limitation or a time-limited appointment expected to last more
than one year at his or her sponsor’s assigned duty station. Acceptance of a temporary appointment
of one year or less does not terminate family member preference. If a family member employed at an
overseas location is removed from employment through no fault of his or her own (e.g., BBA), the
entitlement to family member employment preference at that location is reinstated.

3.13. Priority Consideration and Preference in Hiring. Applicants will be afforded priority
consideration or preference in hiring based on the factors outlined in this instruction. The order in
which consideration and preference will be applied is shown in table 3.1.

Table 3.1. Order of Precedence in Hiring

1 | NAF Reemployment Priority Lists (RPL) — priority placement at installation
where separated
2 | Military Spouse Preference (MSP)

Off-duty Military Members (part-time positions in foreign areas only)
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3 | Involuntarily and Certain VVoluntarily Separated Service Member Preference
(THP)

Family Member Preference (FMP) (foreign areas only)

NAF RPL — priority consideration within commuting area

Veteran’s Preference

Applicants who do not fall into one of the categories above, and therefore do
not have a hiring preference.

~N (oo~

3.14. Entitlements and Benefits of Overseas Service. See Chapter 16.
3.15. Dual Compensation and Dual Employment:

3.15.1. Title 5 U.S.C., 85533(a), states that a civilian employee will not be entitled to receive basic
compensation from more than one civilian office or position of the Government of the U.S. for
more than an aggregate of 40 hours of work in one calendar week (Sunday through Saturday).
The intent of the law is generally to prohibit an individual from holding more than one full-time
government position.

3.15.2. A part-time employee may be employed in another position as long as the total hours worked
in all jobs do not exceed 40 hours per week. Employees may be employed in a Regular and a
Flexible position, or in multiple Flexible positions, however, they may not be employed in two
Regular full-time positions. When the positions that an employee holds are with different DoD
Components, or different NAFIs within a DoD Component, the supervisors will coordinate to
determine which position is the employee’s primary position and will coordinate with respect to work
schedules, benefits, and disciplinary matters.

3.15.3. This restriction applies to all positions within the U.S. Government, including APF and
AAFES positions: Employment with the U.S. Postal Service does not fall under these dual
compensation restrictions.

3.15.4. This also applies to foreign nationals employed and paid by a NAF organization in a foreign
area.

3.16. Movement Between NAF Positions:

3.16.1. (Reappointment. Any NAFI may reappoint a former employee regardless of which DoD
NAFI previously employed the individual. (A'reappointment may be noncompetitive when to the
same or lower grade or payband previously held with a DoD NAFI.

3.16.2. Reemployment. Use NOAC N024 Reemployment to reappoint a prior Regular employee
who has been off the NAFI rolls for more than six months but less than one year. A reemployment
may be noncompetitive when to the same or lower grade or payband previously held with a DoD
NAFI.

3.16.3. Reinstatement. Regular employees who satisfactorily complete a probationary period and
who separate voluntarily or who are separated involuntarily, other than for cause, may be reinstated
by any DoD NAFI within six months of the date of their separation. Use NOAC NO016 Reinstatement
for this purpose. Reinstated personnel must be considered to have been in continuous service in
LWORP status for the purpose of retaining benefits other than grade or pay retention, retirement, and
group life and health insurance benefits. /Areinstatement may be noncompetitive when'itiis to a
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position at the same or lower grade or payband level as the position that the individual previously
held.

3.16.4. Transfer. A transfer is the movement of an employee without a break in service between
installations or NAFIs. A transfer may be noncompetitive when to the same or lower grade or
payband level: Leave and benefits will be handled IAW DoDI 1400.25, Volumes 1406 and 1408
respectively.

3.16.5. Regular employees who have left NAF employment to fill a like APF position in the same
NAFI, and have continually served in the APF position since appointment may be reinstated by any
DoD NAFI indefinitely. Such personnel must be considered to have been in continuous service for
the purpose of retaining benefits other than grade or pay retention, retirement, and group life and
health insurance.

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

3.17. Personal Services Contracts. NAFI personal services contracts are @uthorized only when
there is no employer-employee relationship, such as sports officials, and instructors in educational,
recreational, religious, and entertainment activities. They may not be used to effect an appointment
to a position that requires employing an individual on a continuing basis. Such positions must be
classified and paid under the appropriate pay schedule. Personal Services Contracts are not used to
provide services that an individual is obligated to provide the NAFI as a result of his or her military
or civilian employee position. Personal Services Contracts are not to be used to provide services
where the performance of such service would create a conflict of interest or creates an appearance of
impropriety. A NAF employee can sign a personal services contract within the same Squadron in
which they are employed, provided the employee is not contracted to perform services that the
employee performs in their NAF position.

3.18. Reemployment of NAF Annuitant. (If a retired NAF employee is rehired ina Regular
employment category, the annuity will be suspended while he or she remains on the active rolls. A
reemployed annuitant may elect to be reinstated in the retirement plan to increase the annuity. If an
annuitant whose annuity is based on disability is hired, regardless of the employment category, the
NAF-HR staff must immediately give written notice to AFSVC/SVXHB. (The annuity payments of
the retired NAF employee are not affected if the annuitant is hired into a flexible employment
category position.

3.19. Veteran Reemployment Rights. Reemployment rights after military service must be
administered according to the provisions in 38 U.S.C., Chapter 43. The Uniform Services
Employment and Reemployment Rights Act of 1994 (USERRA) provides protection and assistance
to military veterans and members of the Reserve Components of the Military Departments. These
include:

Protection from discrimination in employment due to military obligations.

Guarantee of prompt reemployment in their civilian jobs on return from military service.

Protection of employment rights and benefits.

Employment and reemployment assistance from the Department of Labor’s Veteran’s Employment
and Training Service for any federal employee or applicant who requires it.
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3.19.1; When a Regular or Flexible employee other than those on NTE appointments, enters the
U.S. Armed Forces and signifies his or her intent in writing to return to employment within the same
Squadron the NAF-HR staff takes these actions:

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

3:19.1:2. Initiates payment of employee's accrued annual leave.
3:19.1:3. Maintains sick leave credits in the employee's account.

3:19.1:4. Counsels the employee about continuing or terminating participation in the NAFI
Group Insurance Plan according to pre-established instructions from AFSVC/SVXHB, and informs
the employee of his or her reinstatement option upon the employee’s return to active status.

3.19.1.5. Requires the employee sign a PD/PG of the position to which assigned on the last day of
duty.

3:19:1:6. Retains the employee’s OPF in the active files of the NAF-HR Section.

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

3.19.2. If an employee resigns to enter the Armed Forces and indicates that he or she does not
intend to return to the employing Squadron on his or her release from active duty, an AF Form
2545, is processed as a voluntary separation. A separation in this case affects only the employee’s
seniority while gone; it does not affect his or her restoration rights.

3.19.3: Employees who return from service in the U.S. Armed Forces under honorable conditions are
given veteran reemployment rights in the Squadron where he or she was employed just before
entering military service. The rights of the veteran and the obligation of the employer are limited
to the same Squadron. The following rules must be followed when helping the veteran find NAFI
employment:

3.19.3.1. The veteran is reemployed by the same Squadron within 30 days after application,
subject to those terms in paragraphs 3.19.3.2 through 3.19.3.4.

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

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

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

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

3.19.5. A veteran restored under those terms in paragraph 3.19.3 may not be separated, other than
for cause, within one year after date of reinstatement by the same Squadron.

3.19.6. If the veteran believes he or she was denied reemployment by the same Squadron at the
time of his or her return from active military service, he or she may initiate an appeal in accordance
with the procedures in Chapter 9.

3.20. Voluntary Service. In accordance with 10 U.S.C., §1588, (certain voluntary services may be
accepted in programs providing services to military members and their families. Such programs
include family support, child development and youth services, library and education, religious,
housing referral, employment assistance, and MWR programs. Volunteers may be family members,
ODM, or members of the civilian community. They may perform services described in(AFI 34=
101, Air Force Morale, Welfare, and Recreation (MWR) Programs and Use Eligibility. Custodians
and managers may use volunteers to perform specific duties, similar to those of established NAF
positions.

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

3.20.2. NAF salary, wage, or other compensation is not authorized for volunteers, nor may any
volunteer be appointed retroactively to a NAF position.

3.21. Employment of Civil Service Retirement System (CSRS) and Federal Employees
Retirement System (FERS) Annuitants in NAF Positions. (Individuals who retired under CSRS or
FERS may be employed in a NAF position.

3.21.1. If the NAF position provides retirement coverage, the individual may be covered by the NAF
retirement plan, providing the individual did not previously elect, pursuant to 5 U.S.C. §8347(q) or
§8461(n) to continue CSRS or FERS coverage based on an earlier move to a NAF position.

3.21.2. Individuals who previously elected to remain in a civil service retirement plan pursuant to
88347(q) or §8461(n), and who later retired under that retirement plan, will be considered a
reemployed CSRS or FERS annuitant if hired into a NAF position.

3.21.2.1. The reemployed annuitant will be subject to the policies and procedures established in DoD
1400.25, Volume 300.

3.21.2.2. The reemployed Civil Service annuitant may not participate in a NAF retirement plan on
appointment to a NAF position.

3.21.3. Individuals, who have not had an earlier opportunity to elect to remain in CSRS or FERS on
a move to a NAF retirement-covered position, must be given an opportunity to make a retirement
portability election pursuant to §8347(q) or 88461(n) to either remain in CSRS or FERS or to join
the NAF retirement plan. Portability of benefits retirement election regulations in 5 CFR, part 847
apply. If the individual elects not to retain CSRS or FERS coverage as a NAF employee, he or she is
not treated as a reemployed annuitant and may participate in the NAF retirement plan. If the
individual elects to remain in CSRS or FERS as a NAF employee, he or she is treated as a
reemployed CSRS or FERS annuitant.
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3.22. Employment of Individuals Who Have Received a VVoluntary Separation Incentive Payment
(VSIP): Per DoDI 1400.25, Volume 1702, any individual who has received a VSIP and @ccepts any
employment for compensation with the Federal Government, including any employment with a DoD
NAFI, within 5 years after the date of the separation on which the payment is based, must repay the
entire amount of the VSIP before the individual’s first day of reemployment. A DoD employee who
receives a buyout may not be reemployed for a 12-month period beginning on the effective date of
the employee’s separation.

3.23. Agreement for the Movement of Personnel Between the Civil Service System and the NAFI
System in the DoD. In accordance with the authority provided in Title V, Section 6.7 of the Civil
Service Rules and pursuant to the agreement with the DoD, employees serving in NAFIs may be
appointed to positions in the competitive civil service, and employees serving in positions in the
competitive civil service may be appointed to NAFI positions, subject to the following conditions:

3.23.1. Type of Appointment Held Before Movement. To be eligible for movement under this
agreement, employees must be currently serving under a competitive career or career- conditional
appointment or under a NAFI appointment or have been involuntarily separated from such
appointment without personal cause within the preceding year. NAFI employees must be or have
been serving in continuing NAFI positions under appointments without time limits.

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

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

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

3.23.5. Type of Appointment Granted After Movement. NAFI employees who are appointed to
competitive positions under the terms of this agreement will have career or career conditional
appointments, depending upon whether they meet the three-year service requirement for career
tenure. The service, which commences with a permanent NAFI appointment, will be accepted
toward meeting the competitive service requirement. Employees of the competitive service who are
appointed to NAFI positions under the terms of this agreement will receive appointments without
time limit under DoDI 1400.25, DoD Civilian Personnel Management System.

3.23.6. Probationary and Trial Periods. Employees appointed under this agreement, who have
previously completed a probationary or trial period, will not be required to serve a new probationary
or trial period.
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3.23.7. Status. NAFI employees who are appointed in the competitive civil service under the
terms of this agreement will receive competitive civil service status. Thereafter, such employees will
be entitled to the benefits and privileges provided by the Civil Service Rules and by OPM's
regulations and instructions for persons having competitive civil service status. Employees of the
competitive civil service appointed to NAFI positions under the terms of this agreement will have
whatever privileges are normally provided to persons who initially receive appointments, under
DoDI 1400.25, to continuing NAFI positions.

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

3.24. Deployment of NAF Employees. (Per DoDI 1400.25; VVolume 1412, NAF employees may be
used to support deployment operations in foreign areas. NAF employees who volunteer for APF
positions in deployed locations have these options:

3.24.1. The employee may remain on the NAF rolls in a LWOP status and be appointed to the APF
position. All normal NAF LWOP provisions, as outlined in DoDI 1400.25, Volumes 1406 and 1408

apply.

3.24.2. The employee may resign the NAF position and be appointed to the APF positon without a
break in service of three days or less. All NAF to APF portability provisions will apply.
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Chapter 4: Employment Procedures

4.1. Establishment of Positions. Management establishes a position by writing a new PD and PG
to match the duties of the position and forwards it to the Chief, NAF-HR for classification. The
Chief, NAF-HR determines the official position title, occupational series, and appropriate grade or
payband.

4.2. Qualification Requirements:

4.2.1. Qualification standards are the minimum experience, training, education, and physical
requirements needed to perform the duties of the position involved, in a satisfactory manner. Job
qualification requirements must be based on factual job duties and established in a manner that
encourages competition for the job with the goal of hiring the most qualified person available:
Qualifications will include positive education requirements for positions where OPM or DoD
guidance have determined the duties of a position cannot be performed by an individual who does not
have the prescribed minimum education. Non-merit factors that can be obtained during a normal
acclimation period will not be used as minimum qualification requirements. In applying physical
standards, the employee must be able to perform his or her duties in a satisfactory manner and
without hazard to self or others.

4.2.2. Management decides what job experience and skills are needed for the position and
determines qualification requirements. Guidance is provided from the Chief, NAF-HR. OPM and
DoD qualification standards may be used as a guide in making determinations. Qualification
requirements are annotated on the AF Form 1702.

4.2.3. Waiving Qualifications. When an employee is facing separation by Business Based Action
(BBA), waiving qualifications may be considered when there are no other placement offers
available: Qualifications may be waived by the supervisor to assign such an employee to a vacant
position as long as the employee shows the capacity, adaptability, and special skills needed to
satisfactorily perform the duties and responsibilities of the position. Guidelines for the development
and use of gualification standards are found at Attachments 6 and 7.

4.2.4. Conditions of employment must be treated separately from qualification requirements.
Conditions of employment are personnel policies, practices, and matters, whether established by rule,
regulation, or otherwise, affecting working conditions. These conditions may include items such as
licenses, clearances, shift availability, travel, and working conditions.

4.3. Employment Requirements. To ensure the most suitable and qualified persons work in NAFIs
at all levels, installation commanders must ensure established recruiting procedures are followed to
the fullest extent practicable. Depending on the nature and extent of responsibilities of the position
being filled, employment procedures established include:

4.3.1. Submission of an employment application.

4.3.2. Medical evidence of satisfactory health condition.

4.3.3. Compliance with the dual compensation provisions of 5 U.S.C. 85531, if applicable.

4.3.4; Compliance with Public Law 99-603, "Immigration Reform and Control Act of 1986."

Employing offices within the United States (including Puerto Rico, Guam, the U.S. Virgin Islands,
and the Commonwealth of the Northern Mariana Islands) must ensure completion of U.S. Citizenship
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and Immigration Services (USCIS) Form I-9, for all U.S. citizens and non-U.S. citizens to document
verification of the prospective employee's identity and authorization at the time of hire. The
employment eligibility of all new hires required to complete the Form 1-9 will be verified using the
U.S. Citizenship and Immigration Services Employment Eligibility Verification Program (E-Verify)
found at http://www.uscis.gov. The OPM Operating guide, “Federal Wage System —
Nonappropriated Fund”, requires that each prevailing rate employee, be a U.S. citizen or a bona fide
resident of the United States or the District of Columbia.

4.3.5. Compliance with Air Force Policy for the Domestic Violence Misdemeanor Amendment
(Lautenberg Amendment) to the Gun Control Act of 1968.

4.3.6. Appropriate level of security clearance for sensitive positions. The OPM Position Designation
tool, found at http://www.opm.gov/investigations/background-investigations/position-designation-
tool/, will be used in determining the proper level of investigation and screening required for positions
based on an assessment of risk and national security sensitivity. The position risk and sensitivity
determination shall be recorded with the PD/PG and annotated on requests for personnel action.

4.3.7. Favorably completed Tier 1 if applicable. All new NAF civilian employees are required to
complete the OF 306. Investigation forms (SF 86, Questionnaire for National Security Positions,
for National Security Positions or SF 85, Questionnaire for Non-Sensitive Positions, for all others)
for initiation of the Tier 1 are required for locally identified positions and all positions requiring
access to an automated information system. These forms request background information concerning
arrests, violations of the law, employment, and financial history. For those positions where the
Tier 1 is required due to access to the automated information system, the Chief, NAF-HR will
make a preliminary suitability determination for Federal employment according to(DoDI1 1400.25,
Volume 731, based on the information provided on these forms. Applicants found not suitable are
not hired. Employees found suitable for Federal employment are eligible for appointment and may
be granted interim access to Federal computer activities pending completion of the Tier 1. When
completion of the Tier 1 is not practical prior to entry on duty, the Tier 1 must be initiated on or
before the date of appointment. The employee may occupy the position with the prior written
approval of the FSS commander/director or designated representative. A copy of the delegation
memo must be on file.

4.3.8. Favorably completed Tier 1, IRC, and SCHRC for employees in child and youth programs and
other positions that deal with children under 18 years of age in accordance with DoD Instruction
1402.5, Criminal History Background Checks on Individuals in Child Care Services. IRCswill be
completed prior to entrance on duty and consist of record checks on applicants for a minimum of two
years. When it is not possible to complete Tier 1s prior to entry on duty, the Chief, NAF-HR and the
manager must carefully review the application and complete pre-employment reference checks.
Pending satisfactory completion of the Tier 1, the selectee may immediately be brought on the rolls
under carefully regulated direct line of sight supervision. Prospective childcare employees complete
an Authority for Release of Information and Records to submit with their applications for
employment.

4.3.9. Verification of DD Form 214.

4.3.10. Satisfactory completion of any required physical examination or ServSafe/food handler
training. The AF Form 2545 for employees appointed to such positions must show satisfactory
completion of the physical examination within the first 60 days as a condition of employment.
Physical examinations completed within the three months prior to employment can be used to
meet the requirement as long as the physical included the elements described in the PD/PG;
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otherwise, the employee must complete a new physical examination that does cover the required
areas. Within the first 60 days of employment, the individual must provide a copy of the physical
examination results to the NAF-HR staff, which determines whether the individual meets the
physical requirements of the position.

4.3.11. Compliance with order of hiring preferences.

4.3.12. Ensure selectees meet the required qualifications of the position.

4.3.13. Ensure suitability of applicants using 5 CFR Part 731, Suitability, as a guide.
4.3.14. Ensure preliminary actions of selecting officials are proper.

4.3.15. Ensure selectees for all positions in youth or child development (including those not
classified to the CY pay plan) get or have required immunizations prior to employment. As a
condition of employment, these employees are administered appropriate vaccines in accordance
with AFI 48-110, Immunizations and Chemoprophylaxis for the Prevention of Infectious Diseases,
against communicable diseases IAW the Advisory Committee on Immunization Practices adult
immunization schedule recommendations, unless already immune, based on seroimmunity, physician
diagnosed illness, or documented proof of immunization.

4.3.16. Some positions may require mobility as a condition of employment when a legitimate
business reason exists. Applicants and employees should be clearly informed of mobility
requirements in advance.

4.4. Methods of Filling Positions. Positions may be filled by jpromotions, reassignments, details,
changes to lower grade or payband, or recruitment from outside sources. Job announcements must
include information to accurately describe the position and application process. /Announcements
should include information on salary; pay plan-series-grade; open and close dates, with cutoff(s), if
applicable; duties; qualifications; conditions of employment; and instructions explaining how to
apply. Job announcements should be posted for a minimum of five work days using methods that
provide maximum visibility to a wide variety of job seekers.

4.4.1. Applicants for positions will be screened, and referral lists will be generated after the closing
date of an announcement. Applicants who submit complete applications prior to the closing date may
be viewed before the final closing date of the announcement. However, the referral certificate may
not be generated prior to the closing date of the announcement. For announcements that are open to
solicit continuous collection of applications, the cutoff date for that referral certificate will be the date
or dates when a request is made to fill the position. The NAF-HR staff evaluates applications
received and annotates as “qualified” or “not qualified” for respective positions for which application
iIs made. Management reviews a candidate’s qualifications and selects the best-qualified candidate to
fill a position vacancy, being sure to observe preference entitlements (military spouse, transition
hiring, veterans, etc.) Management makes its selection without regard to person’s race, color,
religion, sex (including pregnancy), national origin, age (40 or older), disability or genetic
information.

4.4.2. Internal hiring procedures must include:

4.4.2.1. Ensuring vacancy announcements include the statement “This agency provides reasonable
accommodation to applicants with disabilities where appropriate. If you need a reasonable
accommodation for any part of the application and hiring process, please notify the agency.
Determinations on requests for reasonable accommodation will be made on a case-by-case basis.”’
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4.4.2.2. Ensuring vacancy announcements for positions covered by the Lautenberg Amendment
include the statement *“ The duties, activities, or responsibilities of this position require the employee
to do one or more of the following: use firearms or ammunition; sell or dispose of firearms or
ammunition; receive, possess, ship or transport firearms; or other duties, activities or responsibilities
covered by the Gun Control Act (Title 18, U.S. C. §8922). Any person who has been convicted of a
misdemeanor crime of domestic violence is not eligible for this position. Candidates selected for this
position will be required to certify they have not been convicted of a misdemeanor crime of domestic
violence prior to assuming the duties of the position. False or fraudulent information provided by
candidates is criminally punishable by fine or imprisonment (Title 18, U.S.C., 81001) and will result
in removal from federal service.”

4.4.2.3. Complying with RPL, MSP, and THP order of hiring preference.
4.4.2.4. Generating an RPA, attaching the PD and/or PG, and forwarding to the NAF-HR Section.

4.4.2.5. Obtaining Chief, NAF-HR validation on the selection prior to committing the position.
Selecting supervisors may not make firm, tentative, or implied commitment to any applicant without
first obtaining clearance from NAF-HR staff.

4.4.2.6. Notifying the losing supervisor and establishing the reporting date.
4.4.3. External hiring procedures include:

4.4.3.1. Ensuring vacancy announcements include the statement “This agency provides reasonable
accommodation to applicants with disabilities where appropriate. If you need a reasonable
accommodation for any part of the application and hiring process, please notify the agency.
Determinations on requests for reasonable accommodation will be made on a case-by-case basis.”

4.4.3.2. Ensuring vacancy announcements for positions covered by the Lautenberg Amendment
include the statement *“ The duties, activities, or responsibilities of this position require the employee
to do one or more of the following: use firearms or ammunition; sell or dispose of firearms or
ammunition; receive, possess, ship or transport firearms; or other duties, activities or responsibilities
covered by the Gun Control Act (Title 18, U.S. C. 8922). Any person who has been convicted of a
misdemeanor crime of domestic violence is not eligible for this position. Candidates selected for this
position will be required to certify they have not been convicted of a misdemeanor crime of domestic
violence prior to assuming the duties of the position. False or fraudulent information provided by
candidates is criminally punishable by fine or imprisonment (Title 18, U.S.C., §1001) and will result
in removal from federal service.”

4.4.3.3. Complying with RPL, MSP, THP, and veteran’s order of hiring preference guidance.

4.4.3.4. Notifying the NAF-HR staff of selection, sending the NAF-HR Section an RPA, along
with the PD and/or PG.

4.4.3.5. Obtaining NAF-HR staff validation on the selection prior to committing the position.

4.4.4. Management Initiated Reassignments. Career program participants may be management
reassigned from one Career Program position to another if the following criteria are met:

4.4.4.1. Both positions are covered by the Services NAF Career Program.
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4.4.4.2. Both positions must be within the same payband and salary.

4.4.4.3. Once the management reassignment action is processed, a NAF Career Program covered
position is left vacant, unless in an installation closure situation.

4.4.4.4. No increase of salary is authorized.

4.4.45. Routing Management Reassignment Requests. Management reassignment requests within
a MAJCOM are submitted through the local FSS chain of command to AFSVC/SVI for
endorsement. AFSVC/SVI submits the request to the Career Program office for submission to
USAF/A1C for approval. Management reassignments between MAJCOMs require written approval
of AFSVC/SVI. See Force Support Career Program Guide.

4.45. Job Swaps. A job swap of registrants may be requested if the following criteria are met:
4.4.5.1. Both positions are covered by the Services NAF Career Program.

4.4.5.2. Both positions are within the same payband and salary.

4.4.5.3. Both registrants meet the qualification requirements for the positions to which they are
being moved.

4.4.5.4. No career-covered position is left vacant.
4.4.5.5. No salary increase is authorized.
4.5. Applicant File.

4.5.1. The AF NAF authorized web-based system shall be used for the automated applicant
supply file. NAF-HR Section is responsible for ensuring:

4.5.1.1. A Certificate Log is established and each advertised vacancy is assigned a unique
announcement number (i.e. 16-001, 16-002, etc.) for each calendar year.

4.5.1.2. Positions are not advertised as “Always Open” unless specifically stipulated by a Collective
Bargaining Agreement.

4.5.1.3. All positions open for recruitment are announced via the authorized web-based system.
There is no restriction in using other recruitment sources as well; however, applicants must be
directed to make application via the authorized website. With the exception of covered positions, any
additional recruitment must be coordinated with Air Force Personnel Center (AFPC).

4.5.1.4. Announcements are made for a period of not less than 5 workdays. No selections are made
until after the closing date of the advertised vacancy.

4.5.1.5. Entitlements such as MSP, THP, and veteran’s preference (to include ODM and FMP
preference in overseas locations) are verified with appropriate documentation attached to the
applicant’s profile.

4.5.2. Aresume or any other format that contains all the required information is accepted for
employment consideration in NAF activities.
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4.5.3. Applicants for positions that require working with children under the age of 18 (IRC,
SCHRC, and Tier 1 required) must complete DD Form 2981, Basic Criminal History and Statement
of Admission. Applicants for youth program positions with a requirement to operate a motor vehicle
to transport youth must complete “My Driving Information” profile page, which will contain the
information in Figure 4.1. A copy of the applicant’s driving record must be included in the
applicant’s profile. Review of the driving record is accomplished by the selecting official as part of
application review process.

4.5.4. All forms and supporting documents are submitted by applicant through the website.

4.5.5. All current employees applying for any other NAF position must register and apply through
the website.

4.5.6. Retention of Applications:

4.5.6.1. Applications, including preference eligible candidates, will be retained IAW the authorized
web-based systems retention requirements.

4.5.6.2. Applications of current employees be retained for the same period as other candidates.

4.6. Probationary Period. The probationary period tests the employee's ability, suitability, and
fitness for the job, as shown by actual job performance. During this period, the employee's conduct
and performance are observed, and he or she may be separated if conditions warrant. A
separation may also be considered by management to lessen impact of a proposed BBA during the
probationary period. The NAF-HR Section processes a personnel action upon satisfactory
completion of the probationary period.

4.6.1. A probationary period is required for all Regular employees with exception of those
appointed to limited (NTE) appointments. Exceptions to this requirement are limited to:

4.6.1.1. The appointment of a person who has completed a probationary period, and who is
appointed either in the same Force Support Squadron within six months after separation without
cause, or as a result of a transfer of function.

4.6.1.2. The transfer-in of an AF NAF employee who has completed a probationary period, and
who is transferred in from another AF NAF position at another installation without a break in service
of a single workday, when work performed is in the same line of work. The Chief, NAF-HR makes
the same line of work determination.

4.6.1.2.1. Prior continuing AF NAF service is creditable toward the probationary period requirement
for AF NAF employees who transfer in from another AF NAF position at another installation
without a break in service of a single workday, when work performed is in the same line of work.

4.6.1.3. Probationary periods do not apply to employees who have already completed a probationary
period in the same field of work with one of the other DoD NAF employers. An exception to this
rule is that a probationary period may be applied even if the field of work has not changed, if there
has been a break-in-service of more than one year immediately before employment by AF NAF.
4.6.1.4. The length of the probationary period is:

4.6.1.2.1.1. Six months for Payband NFI-NFII employees.
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4.6.1.2.1.2. Twelve months for Payband NFIII-NFV employees.
4.6.1.2.1.3. Twelve months for CY employees.
4.6.1.2.1.4. Six months for Crafts and Trades (NA and NL).

4.6.1.2.1.5. Twelve months for initial appointment to any supervisory and/or managerial position. If
an employee’s initial appointment is in a supervisory capacity, his or her supervisory probationary
period will be concurrent with the initial probationary period.

4.6.1.2.1.5.1. Inform the employee about the probationary period in writing before assignment to a
supervisory or managerial position. Include information on the entitlement to placement if the
employee does not satisfactorily complete the probation and the absence of appeal rights over such
placement. Recruitment notices and vacancy announcements must explain these requirements and
entitlements.

4.6.1.2.1.5.2. There is no legal prohibition against the supervision of DoD APF employees or active
duty members of the military by a DoD NAF employee.

4.6.2. The probationary period is extended by the number of calendar days in excess of 30 when the
number of calendar days in @ nonpay status exceeds 30. Extension of probationary periods for other
circumstances is not permitted.

4.6.3. Employees demoted or reassigned during probation are credited with the time served toward
completing probation. The probationary period completion date does not change. An employee who
does not satisfactorily complete the probationary period for a supervisory and/or managerial position
shall be returned to a position no lower in grade or payband and pay than the one held prior to
appointment to the supervisory or managerial position. Such action is not considered a disciplinary
action.

4.6.3.1. Give written notice of the reasons for the action to the employee.

4.6.3.2. Such an employee may continue to be considered for assignment to other supervisory or
managerial positions. Because position requirements and individual abilities vary, an employee who
is unsuited to one supervisory or managerial position may perform satisfactorily in another.

4.6.4. The following NAF service counts toward completing a probationary period:

4.6.4.1. Periods in a pay status, computed on a calendar basis.

4.6.4.2. Periods of LWOP of 30 days or less.

4.6.4.3. Absences of professional school personnel, employed by a NAFI, in a nonpay status
during school recess periods such as summer breaks.

4.6.5. Employees moved to a position with a requirement for a longer probationary period, must
serve the new probationary period. Time served in a previous probationary period is not
creditable toward completion of the new probationary period.

4.6.6. Separation During Probationary Period. An employee may be separated during probation
if he or she fails to demonstrate that he or she possesses the skills or character traits necessary for
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satisfactory performance in the position. Affected employees will be given written notice as to the
reasons for the separation and the effective date of the action.

4.6.6.1. The supervisor should start separation action if it becomes apparent that the employee's
conduct, general character traits, or performance are not acceptable.

4.6.6.2. The supervisor prepares a memorandum to notify the employee of the reason for
termination and the effective date of the action. The memorandum is coordinated with the Chief,
NAF-HR prior to giving to the employee. A minimum of 24 hours’ notice is required. The notice
memorandum will include:

4.6.6.2.1. A statement of the specific action to be taken, for example, "This is to officially
notify you that you will be separated from your position of "

4.6.6.2.2. A statement containing the specific reasons for the action.

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

4.6.6.2.4. The employee's duty status during the notice period. In most circumstances, the employee
is in a normal duty status during the notice period.

4.6.6.2.5. The name, location, and phone number of the person in the NAF-HR Section designated to
address any questions the employee may have.

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

4.6.6.3. The supervisor forwards a copy of the separation memorandum along with RPA,
documenting the action, to the NAF-HR Section for processing. The NAF-HR Section prepares
and issues an AF Form 2545.

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

4.6.8. Separation during the probationary period is not subject to the NAFI grievance or appeal
procedures; however, complaints that such separation was based, in whole or in part, on
discrimination because of race, color, religion, sex, national origin, age, disability or genetic
information are processed according to AFI 36-2706, Equal Opportunity Program Military and
Civilian.
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Figure 4.1. Continuation Page for Positions Driving Youth

An applicant for a position involving the operation of a motor vehicle to transport youth must
answer the following questions:

1. Have you ever been charged with driving while under the influence of alcohol or a controlled
substance? Yes No

2. If your answer to the preceding question is —yes, please explain. At a minimum, state the date
and location of the incident giving rise to the charge; the name of the law enforcement agency which
investigated the incident (e.g., XYZ Police Department, or the XYZ County Sheriff’s Office); the
name and address of the court which adjudicated the charge; and the disposition of the charge.

3. Have you ever refused a law enforcement official’s request to submit to a test (e.g., a blood
alcohol test, breath analysis, or urinalysis) related to the official’s suspicion that you were driving
while under the influence of alcohol or a controlled substance? Yes No

4. If your answer to the preceding question is —yes, please explain. At a minimum, state the date
and location of the incident; the name of the law enforcement agency which made the request; the
name and address of the court which adjudicated any charge which resulted from the refusal; and
the disposition of any charge which resulted from the refusal.

5. During the past 10 years, have you been involved in a traffic accident for which you were found to
be at fault? Yes No

6. If your answer to the preceding question is —yes, please explain. Ata minimum, state the date
and location of the accident; the name of the law enforcement agency which investigated the
accident; the name and address of the court which adjudicated any charge which resulted from the
accident; and the disposition of any charge which resulted from the accident.

7. During the past 5 years, have you been cited for any moving traffic violations?  Yes No

8. If your answer to the preceding question is —yes, please explain. At a minimum, state the date
and location of the violation; the name of the law enforcement agency which issued the citation; the
name and address of the court which adjudicated the citation; and the disposition of the citation.

(Option 1. Use this paragraph if the continuation page is executed outside the United
States.) | declare under penalty of perjury under the laws of the U.S. of America that the
foregoing is true and correct. | understand the penalty for perjury is a fine of up to $250,000 or
imprisonment for up to 5 years, or both.

(Option 2. Use this paragraph if the continuation page is executed within the United States.)
| declare under penalty of perjury that the foregoing is true and correct. | understand the penalty
for perjury is a fine of up to $250,000 or imprisonment for up to 5 years, or both.

A check of your driving record is required as a condition of employment. You are responsible for
obtaining a copy of your driving record at your own expense.

Signature Date
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Chapter 5: Position Changes and Separations

5.1. Details. A detail is a temporary assignment of an employee for a specified period, to a
position or set of duties different from the employee’s regular assignment, including higher or lower
graded positions, without a change in pay. Merit promotion procedures will be used for details to a
higher grade or payband for more than 120 days. An employee returns to his or her original position
at the end of a detail. Details are used to meet temporary needs, when work requirements cannot
be met by other desirable or practical means. The employee’s permanently encumbered position will
be used for pay and benefits purposes and a detail to a lower-level position or set of duties will not
adversely affect the employee’s salary, classification, or job standing.

5.1.1. Details are made a matter of record, in writing, because the experience and training gained
by the employee may be important for later permanent placement actions. An employee may not be
detailed to a higher grade for more than a combined total of 120 days in any 12-month period without
competition.

5.1.2. Repeated details of an employee, interrupted by short- term return to the permanent position,
are not authorized. NAF employees may not be detailed to positions or to perform duties where use
of NAF funding is not authorized as determined by DoDI 1015.15, Establishment, Management, and
Control of Nonappropriated Fund Instrumentalities and Financial Management of Supporting
Resources.

5.1.3. The following are not details:

5.1.3.1. Temporary Duty (TDY).

5.1.3.2. Loan of an employee to another AF NAF organization to meet temporary or limited work
situations of less than 120 calendar days, where the position has the same grade or payband,

series, and basic duties as his or her regularly assigned duties.

5.1.3.3. Assignment of an employee to perform duties occasionally or for short periods of time
that are related to the employee's official duties, responsibilities, and qualifications.

5.1.4. Do not detail an employee for more than 120 consecutive days to a higher grade or payband
position. Temporarily promote the employee rather than detail if the need for the detail is known to
be for more than 120 days.

5.1.5. Do not detail an employee for more than 120 consecutive days to a lower grade or payband
position.

5.1.6. Do not detail an employee for more than 120 consecutive days to a position in the same
payband or grade. Temporarily reassign the employee rather than detail if the need for the detail is
known to be needed for more than 120 days.

5.1.7. Failure or refusal by an employee to perform the duties of the position to which
detailed may be the basis for disciplinary action.

5.1.8. Anemployee who is improperly detailed to a higher grade or payband position is entitled to
retroactive temporary promotion with back pay.

5.1.9. Interim and detailing supervisors have these responsibilities:
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5.1.9.1. The interim supervisor:

5.1.9.1.1. Directs the work of the employee.

5.1.9.1.2. Prepares time and attendance records and sends to the detailing office.

5.1.9.1.3. Obtains or disapproves leave and other normal administrative actions.

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

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

5.1.9.1.6. Takes action to terminate or extend the detail.

5.1.9.2. The detailing supervisor:

5.1.9.2.1. Notifies the employee, in writing, of the detail.

5.1.9.2.2. Provides the NAF-HR Section a copy of the written notification for filing in the
employee’s OPF.

5.1.9.2.3. Obtains time and attendance records from the interim supervisor.

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

5.1.9.2.5. Makes sure the detail is promptly terminated or extended.
5.1.9.2.6. Records detail on AF Form 971 and ensures employee updates experience in the OPF.

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

5.1.11. In the event a BBA occurs, an employee on a detail competes under his or her officially
assigned position, not the position to which detailed.

5.1.12. Temporary details into career-covered positions must be coordinated, via memorandum,
through the NAF Career Program. The Chief, NAF-HR contacts the Career Program to notify them
of the detail and ensure the person being temporarily detailed is qualified. The memorandum request
includes a resume, SPG, proposed effective dates, and reason for the detail. The detailed position
must be an established position and be Regular employment category. A copy of the memorandum is
provided for coordination. No personnel action is processed for a temporary detail.

5.2. Reassignments: Reassignments may be processed noncompetitively to a position with no
known promotion potential beyond that of the employee’s current position or that which the
employee has held on a permanent basis. Reassigned employees must meet basic qualification
requirements of the position to which they are reassigned.
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5.2.1. Managers may management-initiate reassignment of crafts and trades employees to other
positions within the organization without changes in employment category, pay plan, grade,
guaranteed hours, and scheduled rate of pay to promote the efficiency of the organization.
Managers may management-initiate reassignment of crafts and trades employees to payband
positions without changes in employment category and guaranteed hours; pay is set according to
table 18.7, rule 7.

5.2.2. Managers may management-initiate reassignment of NAF payband (NF) employees to other
positions within the organization without changes in employment category, payband and guaranteed
hours to promote the efficiency of the organization. An employee's pay may be adjusted upward
based on increased level of responsibility of the new position. An employee’s pay may not be
reduced on a management-initiated reassignment. BBA procedures must be applied to reassign a
payband employee to a position with a lower rate of pay. Managers may management-initiate
reassignment of NF employees to crafts and trades positions without changes in employment
category and guaranteed hours; pay is set according to table 18.8, rule 7. Managers may
management-initiate reassignment of NF to Child and Youth (CY) positions, or vice versa, without
changes in employment category and guaranteed hours; pay is set according to table 18.8, rule 7.

5.2.3. Employees may request reassignment to other positions by applying via the website and
submitting a resume. This request could result in a decrease or an increase in the scheduled rate of
pay due to level of responsibility of the new position. Refer to tables 18.7 and 18.8 for guidance
on reassignments between pay systems.

5.2.4. Temporary Reassignments. A temporary reassignment is useful when an employee's
services are needed temporarily in a NAF position and in the same grade or payband. Accomplish a
reassignment by submitting an RPA along with the PD/PG to the NAF-HR Section. Terminate a
temporary reassignment when the need no longer exists.

5.2.4.1. A temporary reassignment must be expected to last at least 2 pay periods (4 weeks) and
may not extend beyond 6 months. Repeated temporary reassignments of an employee interrupted
by short- term return to the permanent position are not authorized.

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

5.2.4.3. In the event a BBA occurs, an employee on temporary reassignment competes under his
or her officially assigned position, not the temporary assignment.

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

5.2.4.5. Temporary reassignments into career-covered positions must be coordinated through the
NAF Career Program. The Chief, NAF-HR contacts the Career Program, via memorandum, to
ensure the person being temporarily reassigned is qualified. The memorandum must include a
resume, RPA, proposed effective date, reason for the reassignment, and if reassignment includes a
pay adjustment. Once the action is processed, the Chief, NAF-HR provides the Career Program a
copy of the AF Form 2545.

5.3. Promotions. A promotion is the change of an employee from one grade or payband to a
higher grade or payband within the same pay schedule. A promotion may also result when changing
from one pay schedule to another pay schedule. Promotions may occur on a permanent or temporary
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basis. Permanent promotions and temporary promotions that will last for more than 180 days must
be made in accordance with merit principles.

5.3.1. Temporary Promotions. Temporary promotions for a period of 180 days or less may be
made noncompetitively when an employee's services are needed in a higher grade or payband
position, and the employee meets the qualification requirements for the position. The supervisor
submits an RPA along with the PD/PG to the NAF-HR Section to process the action.

5.3.1.1. A temporary promotion must be expected to last for a minimum of two pay periods (four
weeks) and may not exceed six months. Repeated temporary promotions of an employee
interrupted by short-term return to the permanent position are not authorized.

5.3.1.2. In the event a BBA occurs, an employee on temporary promotion competes under his
or her officially assigned position, not the temporary assignment.

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

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

5.3.1.5. Temporary promotions into career-covered positions must be coordinated through the NAF
Career Program. The Chief, NAF-HR contacts the Career Program via memorandum to ensure the
employee being temporarily promoted is qualified. The memo must include a resume, RPA,
proposed effective date, reason for the promotion, and percentage of any pay adjustment. Once
the action is processed, the Chief, NAF-HR provides the NAF Career Program a copy of the AF
Form 2545.

5.3.2. Permanent Promotions. All permanent promotions are competitive unless one of the follow
applies:

5.3.2.1. The promotion is the result of job growth.

5.3.2.1.1. Job growth occurs when the position is upgraded due to accretion/assignment of
additional higher grade duties and responsibilities. The incumbent may be noncompetitively
promoted provided there is clear evidence that the employee continues to perform the same basic
functions as in the former position, there are no other employees serving in similar or identical
positions to which the duties could be assigned, and he or she meets all qualification and legal
requirements for promotion. In this case, there must be clear evidence that the newly classified
position is a successor to the former and that the higher-graded position has absorbed the major
duties of the former position as determined by the Chief, NAF-HR and the former position is
abolished.

5.3.2.1.2. The PD and/or PG must be rewritten and submitted to the NAF-HR Section for
classification when the duties of a position change significantly. The employee may be
noncompetitively promoted when the Chief, NAF-HR determines that the change in duties is due to
job growth and the new duties result in a higher grade or payband.

5.3.2.2. The promotion is the result of improper classification.

5.3.2.3. The promotion is required to comply with a new classification standard.
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5.3.2.4. The promotion follows competitive assignment to a developmental position.

5.3.2.4.1. A developmental position is a restructured position designed to help employees with
potential, but lacking qualifications, to become qualified for current or projected positions through
competitive selection for mission-supportive job experience and job- related training and education.
It normally occurs when candidates are not available at the full performance grade/payband level.

5.3.2.4.2. Selection for placement into a developmental opportunity position is accomplished
through competitive methods. Individuals may be selected for competitive promotions,
reassignments, or changes-to-lower grade/payband. Candidates are identified through self-
nomination under a vacancy announcement.

5.3.2.4.3. Candidates must meet basic eligibility requirements. Any minimum education, license, or
certification requirements must be met and cannot be waived. Promotions that are taken as a result of
an employee fulfilling the requirements of a developmental position, merit procedures are considered
to be fulfilled by the competition that took place for the initial appointment to that position.

5.3.3. Current employees must apply for open positions via the website for promotional
opportunities.

5.3.4. NF employees must receive a minimum pay increase of a 5%, or an increase to the
minimum rate of the higher band, whichever is greater; CY employees must receive a minimum of
6% within or between paybands; and CT employees receive a minimum 4% pay increase of the
representative rate when promoted, whether temporary or permanent.

5.3.6. All promotions are accomplished by submitting an RPA, the selectee's resume, and the
PD/PG, to the NAF-HR Section for processing.

5.4. Change to Lower Grade/Payband. Voluntary change to lower grade/payband actions at
employee’s request and with management approval may be noncompetitively processed if the
employee meets basic eligibility requirements and the position has no known promotion potential
beyond the employee’s current grade or payband previously held on a permanent basis. A change to
lower grade/payband at the employee’s request may be taken at any time, provided the employee
submits the request, in writing, to the supervisor.

5.5. Change of Employment Category. An employee on a Flexible appointment may be changed to
Regular at any time by the manager submitting an RPA to the NAF-HR Section for processing. A
change of employment category from Regular to Flexible, unless initiated at the employee's
request, is processed as a BBA in accordance with Chapter 6. A change from Regular to Flexible at
the employee’s request may be taken at any time, provided the employee submits the request, in
writing, to their supervisor.

5.6. Interview, Selection, and Release of Employees:

5.6.1. Interviews. The selecting supervisor may interview candidates and visit the NAF-HR Section
to get information from employee's records. Interviews are a useful tool that management should
use to assess personal characteristics and potential for assuming the duties of the position. This is
especially important when filling supervisory vacancies, because the success of any organization is
directly related to the capacity and skills of supervisors, line managers, and executives who make
decisions and direct or lead others in completing the organization's mission. Attachment 8
contains guidance on interview objectives and techniques.
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5.6.1.1. If the selecting official chooses to interview, he or she may interview one or more of the
candidates on the referral list. It is not required that all candidates be interviewed but for those who
are, the same interview questions will be used.

5.6.1.2. All questions used in a selection interview must be job related. The documentation and
interview questions/responses are maintained by the selecting official, as locally determined.

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

5.6.3. Release of Employees. The selecting supervisor contacts the losing supervisor and
arranges for a tentative release date; and notifies the NAF-HR Section, who establishes the effective
date. Employees usually are released within 15 calendar days after the losing supervisor is notified
of the selection. Losing and gaining supervisors may agree on an extension (of not more than 10
additional days) to train a replacement or other emergency needs; but, in no case is an employee's
release date conditioned on the ability to get a replacement.

5.7. Separations:

5.7.1. Retirement. Retirement is effected voluntarily, according to AFI 34-302, Air Force
Nonappropriated Fund Employee Benefits Plans.

5.7.2. Resignation (Regular and Flexible Employees). Resignations are voluntary, initiated by the
employee who should give sufficient written notice, preferably at least two weeks, to permit his or
her supervisor to get a replacement. A forwarding address is required. The effective date of the
action is the last day the employee expects to work. Inthe event of an oral resignation, the
supervisor submits an RPA and annotates on the remarks section the date the oral notice was
provided, effective date of the resignation, and forwarding address, if provided. A resignation may
not be withdrawn without prior approval of the supervisor, in consultation with the Chief, NAF-HR.

5.7.3. Termination. A Flexible employee may be terminated for any valid reason other than BBA
with a minimum of 24-hours written notice. For BBA terminations, a minimum seven (7) day notice
is required. Involuntary terminations are made without regard to race, color, sex, national
origin, religion, age, disability or genetic information, political affiliation, or membership in any
organization, including a labor organization.

5.7.4. Separation (Regular Employees). Management initiated actions will normally be
processed under BBA procedures as these actions are used to adjust resources in response to
reorganization, realignment of workload, elimination of duties or responsibilities from a position.
Prior to processing a separation action for a Career Program employee, the Chief, NAF-HR
reviews the employee’s records to ensure the transportation agreement has been fulfilled prior to
separation. The Career Program must be notified of pending resignation or separation actions. A
career-covered employee who resigns during the initial 12-month period must reimburse the central
AF fund, through his/her NAF Accounting Office, for all costs expended for their PCS move.

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

5.7.6. Resignation-Abandonment (Regular and Flexible Employees). An employee who fails to
report for work or notify management for 3 consecutive workdays without a reasonable explanation
is considered to have resigned.
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5.7.7. Other Separations, e.g., death; loyalty or security reasons; or, other valid reasons, such as
conflict of interest, which cannot be resolved except by separation without prejudice.

5.7.8. Disability. Separation for disability may be necessary when an employee's physical or
mental condition renders him or her incapable of continuing employment. Employees must not
be separated for an on-the-job injury without written approval from AFSVC/SVXHR.

5.8. Dissolution of a NAFI. BBA procedures are required when a NAFI is dissolved. The NAF-
HR Section processes all personnel actions. If an installation is deactivated before all personnel
actions have been processed, procedures must be established to ensure continued NAF-HR staff
support and any remaining personnel actions are completed.

5.9. Transfer of Function and Movement of Employees Between NAFIs:

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

5.9.2. All transfers of function between USAF NAFIs are subject to case-by-case written
agreements between losing and gaining NAFIs and approval by the installation commander or
commanders concerned. If the movement includes one or more NAFIs at the MAJCOM level, one
of the AF central NAFIs or the Army and Air Force Civilian Welfare Fund, all fund custodians
involved must concur with the NAFIs' agreements.

5.9.3. All transfers of function between USAF and non-USAF NAFIs are directed at
HQ USAF level.

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

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

5.9.4.2. If the employee who accepts the transfer offer cannot be placed in the gaining NAFI,
either in a vacant position or through BBA procedures, the employee is separated through BBA
procedures as if he or she had been employed by the gaining NAFI although the employee is not
physically moved nor a transfer action processed.

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

5.9.4.4. If the employee is not placed in the gaining NAFI or does not accept an offer of transfer of
function, he or she is offered placement assistance by the NAF-HR Section servicing the losing
NAFI.

5.9.5. A Regular DoD component NAF employee who completes his or her probationary period,
and hired by a different DoD component NAFI within six months after removal from pay status
because of a BBA in the losing NAFI, is considered to have transferred to the gaining NAFI
only for purposes outlined in paragraphs 5.9.6, 5.9.8, and 5.9.10.
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5.9.6. When a NAF employee who is participating in the losing NAFI’s retirement plan terminates
employment for reasons other than retirement and is employed by another DoD component NAFI
within 90 calendar days, and the gaining NAFI offers a different retirement plan, the employee may
carry forward into the gaining NAFI’s retirement plan his or her credited service accrued for
retirement annuity purposes.

5.9.7. Upon transfer, if otherwise eligible for group health and life insurance coverage offered by
the gaining DoD NAFI, the employee must enroll in that group insurance plan within one month
from the date employment begins with the gaining NAFI. When applied for within this one month
period, coverage is effective with the date of application.

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

5.9.9. A NAF employee shall receive a lump-sum payment for any unused annual leave credited to
the employee's leave record when he or she separates from one of the six major NAF employers (the
Army, the Navy Personnel Command, the Navy Exchange Service Command, the Marine Corps, the
Air Force, or AAFES). However, if a NAF employee is transferring from one NAFI to another
NAFI, the employee’s annual leave credit and the funds to cover its cost may be transferred from the
losing to gaining employer if the two employers agree and the employee elects such a transfer of
credit instead of receipt of a lump-sum payment.

5.9.10. All accumulated sick leave credit is transferred by the losing NAFI to the gaining NAFI
provided the individual is placed in a pay status in the gaining NAFI within six months. However,
no transfer of funds is made from losing to gaining NAFIs for sick leave credits transferred. The
gaining activity assumes the financial obligation.
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Chapter 6: Business Based Actions (BBAs)

6.1. Definition. BBAs allow NAFIs to make necessary workforce adjustments to streamline
operations and improve efficiencies. Use BBAs to adjust resources in response to changes in
business revenue, budget, workload, organization, or mission. A BBA may also be used when there
is a lack of funding, transfer of function, dissolution of a NAFI, privatization of function, or closures
due to construction or renovations. A BBA is a reduction in pay rate, a furlough of a Regular
Category, Non-Probationary employee, change to lower grade or payband, change from Regular
category to Flexible employment category, change from a Regular full-time work schedule to a
Regular part-time work schedule, or a separation action initiated by management for non-disciplinary
reasons. Do not use a BBA to address a performance or conduct deficiency, or to downgrade a
position because of a change in classification standards, or correction of a misclassification.

6.1.1. Employees are affected by BBAs only if so identified after an objective, fair and equitable
ranking against other employees in the same employment category, occupational series, grade or
payband, and in the same NAF activity (e.g., Officers' Club, Bowling Center, Enlisted Club, etc.).
Employees on details, temporary reassignments, or temporary promotions compete under their
officially assigned position, not the temporary assignment.

6.1.2. Exceptions to the ranking procedures contained in paragraph 6.1.1, (i.e., ranking employees
against other employees in the same employment category, occupational series, grade or
payband), are made only when the Chief, NAF-HR, after review of the PDs/PGs of the affected
positions, determines the duties and qualifications when ranked together are so different, the
affected employees assigned to them could not move to other positions in the same ranking
without an inordinate amount of training, resulting in disruption of the activity. In this case, such
positions are ranked separately. For example, club operations assistant, NF-1101-111 and a
vending manager, NF-1101-11l, working in the same facility are not ranked against each other
should the Chief, NAF-HR decide the provisions for exception as stated above apply. Normally,
exceptions are not granted for lower graded positions where relative distinctions are rarely
discernible.

6.2. Coverage. BBA provisions cover both Regular and Flexible employees. However, Flexible
employees are not covered by BBA furlough procedures, nor do they have a right to Step 3 of the
appeal process (i.e., appeal above the installation level).

6.2.1. Regular category employees who have completed a probationary period as defined in para
4.6. This includes Regular category employees serving in a supervisory or managerial probationary
period, provided they completed a qualifying probationary period before the supervisory or
managerial assignment.

6.2.2. Flexible employment category employees who have been on the rolls of the NAFI
conducting the BBA for at least three continuous years.

6.2.3. Excluded from Coverage.
6.2.3.1. Regular category employees currently serving an initial probationary period.

6.2.3.2. Employees with less than satisfactory ratings.



Nonappropriated Fund Personnel Program Management and Administration Guide Page 73

6.2.3.3. Flexible employees who have been on the rolls of the NAFI conducting the BBA for less
than three continuous years. A change in a Flexible category employee’s work schedule is not
covered by BBA procedures.

6.3. Coordination. The initiation of a BBA requires approval of the FSS commander/director or
designated representative. The Chief, NAF-HR has an active role in the BBA process. All
proposed BBAs are reviewed by the Chief, NAF-HR prior to finalization. The Chief, NAF-HR
determines the order in which employees will be affected by the proposed BBA. All notice
memorandums of BBA will be reviewed by the Chief, NAF-HR, and the Chief, NAF-HR is
encouraged to coordinate BBA memorandums with the installation legal office before issuance.

6.4. Types of BBAs. The following actions are considered BBAS:

6.4.1. Reduction in Pay Rate. Such actions could result from reorganization, realignment of
workload, elimination of duties or responsibilities from a position, lack of funds, or from a need to be
competitive with pay in other organizations or the local labor market.

6.4.2. Furlough of a Regular Category, Non-probationary Employee. Furlough occurs when an
organization must reduce costs as a result of downsizing, lack of funding, diminished work, or
change in revenues. This may be due to closure of activities because of renovations, constructions, or
a government shut down due to lack of funding appropriation. Furloughed employees are placed in a
non-duty, LWOP status for the furlough period. Furloughs may be implemented on the basis of
consecutive days, 30 days or less, or on an intermittent basis, such as one or two days a week or in a
pay period. An employee may be placed on an extended furlough only when management plans to
recall the employee to his or her position within one year. A furlough may not exceed one year.

6.4.3. Change to Lower Grade or Payband. This reduction could result from a restructure due to
technology implementation, change in position responsibilities, or change in business scope.

6.4.4. Change from Regular Category to Flexible Employment Category. A change from the
Regular employment category to the Flexible category could result from such business needs as
reorganization, realignment of workload, change in workload, or change in revenues.

6.4.5. Change from a Regular Full-Time Work Schedule to a Regular Part-Time Work
Schedule. This reduction in the number of regularly scheduled hours results in an employee in the
Regular employment category being changed from a full-time status to a part-time status.

6.4.6. Separation. This results in removal from the rolls of the employing NAFI.

6.5. Factors to Consider. Careful planning is necessary to lessen adverse effects, prepare
employees, and to avoid administrative and morale problems. It is important to consider whether the
cause of the reduction or realignment is a temporary or permanent situation, along with each of the
various actions that may be taken. For example, a reduction in hours of work, a reduction in pay
rate, or a furlough may be more appropriate than separation. Prior to changing a Regular
employee to a Flexible employment category, management must determine whether the benefit
derived from the action can be accomplished by first reducing the Flexible employee work force.
Other initiatives that may be considered before BBAs are:

Hiring freeze

Freezing of promotion actions
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Reassignment to vacant positions in other activities

Limiting conversions of Flexible category employees to Regular category status
Separating Flexible or Regular category employees during probationary period
Reducing employees’ work hours at their request

Reducing Flexible category employees’ hours

Reducing hours of operations during non-peak periods

6.6. Procedures:

6.6.1. The FSS commander/director or authorized management official approves initiation of
BBA actions. The authorizing official submits to the Chief, NAF-HR a statement describing the
business case that necessitated the BBA action, accompanied by the proper supporting
documentation.

6.6.2. Covered employees are ranked to determine the order in which they are affected (unless all
employees are equally affected; separation due to installation closure, for example). The ranking
process takes into account both performance and seniority (length of creditable service).
Performance is the primary criterion. The Chief, NAF-HR performs the ranking process by using
the average of the total scores on the last two performance evaluations completed on the employee
and on file in the employee's OPF. The most recent rating must be at least 30 days old at the time the
official BBA notice is issued. Employees not working due to a workers’ compensation injury or
iliness are covered employees, and are affected by BBAs on the same schedule as other NAF
employees within the same activity as the incapacitated employee.

6.6.2.1. Determining Creditable Service for BBA Purposes. This includes:
6.6.2.1.1. All DoD NAF service as a Regular category employee in one or more DoD NAFIs.

6.6.2.1.2. Permanent DoD civil service employment of an employee who moved between DoD civil
service and a DoD NAF position on or after January 1, 1966 without a break-in-service of more than
three days.

6.6.2.1.3. DoD NAF service as a Flexible category employee, providing the service was over at least
three continuous years in the NAFI implementing the BBA.

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

6.6.2.3. If no performance evaluations are on file for the employee, then the Chief, NAF-HR
assigns a presumptive rating of satisfactory, rating code "3" on each of the Work Behavior Elements
on AF Form 3527 after which the total score will be used in the ranking process. The Chief,
NAF-HR annotates this rating as presumptive, signs the form, and files it in the BBA case file.
Presumptive ratings assigned as part of the BBA process are not grievable.
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6.6.2.4. If the group of covered employees to be ranked includes nonsupervisory and supervisory
employees, the supervisory elements are not used in the ranking process. If all covered employees
to be ranked are supervisors, then the total of all elements is used in the ranking process.

6.6.2.5. Employees are separated into two separate categories. The total score on the Work
Behavior Elements on the AF Form 3527 determines the order in which employees are ranked within
these categories. To effect the BBA, employees in Category 1 with the lowest total score are
affected first, the next lowest total score second, etc., until all Category 1 employees are
exhausted. After Category 1, employees in Category 2 are affected in the same order until
exhausted. If two or more employees have the same total score, the SCD for seniority for Regular
or the length of service for Flexible employees is used to determine the ranking. The two categories
are as follows:

6.6.2.5.1. Category 1. Flexible employees on the rolls of the NAFI effecting the BBA for at least
three continuous years.

6.6.2.5.2. Category 2: Regular employees who have completed a probationary period. This
includes Regular category employees serving in a supervisory or managerial probationary period,
provided they completed a qualifying probationary period before the supervisory or managerial
assignment.

6.6.2.6. The Chief, NAF-HR maintains the ranking of each covered employee, the process used to
determine the ranking, and a copy of the notice given to each employee in a separate BBA file apart
from any employee's OPF. Subject to the provisions of the Privacy Act, the BBA file is made
available for review upon request only by an affected employee, or by those whose official duties
require access.

6.6.3. Notification Requirements.

6.6.3.1. Announcing certain BBA separations, closure of installations, and realignments outside the
local commuting area will be coordinated and cleared within DoD before public notification of
actions or release of information outside DoD.

6.6.3.2. Congress shall be notified of decisions which include:

Release of 50 or more employees during a fiscal year at an installation, facility, or activity.

Closure or reductions in an installation workforce that may be expected to be of interest to members
of the Congress and the public.

Any BBA separation that is of special interest to Congress or the public.
Realignment of 50 or more NAF employees outside the local commuting area.

6.6.3.3. BBA separations reported IAW the above policy must not commence until 45 days after the
appropriate coordination and notification. Requests shall include:

The location(s) where the action is being affected.

The reason for the action.
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The criteria and methodology used to support this force structure decision.
The number of personnel affected by the action.
The total number of NAF employees.

The actions taken to mitigate the number of reductions (e.g., hiring freezes, terminating temporary
employees, reduction in work hours, retraining, curtailing discretionary spending).

The funding impact of the action (e.g., savings, costs, and estimated effect on the local economy).
Anticipated congressional interest, including the names and district(s) of the members to be notified.

A proposed draft press announcement that has been coordinated through the public affairs office or a
statement that no press announcement is planned.

Figure 6.1. Sample BBA Notification to Congress Format
Name of activity:
Location:
Gaining Location (if transfer of function or realignment):
Name of action and proposed effective date:
Reason for action:
Criteria and methodology used to support this force structure decision:
Number of civilian employees affected:
Actions taken to mitigate reductions:
(e.g., hiring freezes, terminating temporary employees, reduction in work hours, retraining, curtailing
discretionary spending).
Funding impact:
Savings: (salaries and other costs avoided by the proposed action)
Costs: (separation pay, severance pay, unemployment compensation, relocation costs, other)
Estimated effect on local economy:
Anticipated congressional interest, including names and districts of members to be notified:
Proposed unclassified press announcement or statement that no press announcement is planned:
6.6.4. Advance Notice. Management gives an employee affected by a BBA advance notice of the
effective date. In some individual cases, DoDI 1400.25, Vol 1417’s requirement for extended

employment for retirement and health insurance eligibility will affect the determination of the
effective date of separation. To enable employees to reach eligibility for a retirement annuity or



Nonappropriated Fund Personnel Program Management and Administration Guide Page 77

retiree health insurance, employees shall be carried in an annual leave status beyond the scheduled
separation date to the extent such leave is available in the employee’s annual leave account. An
employee may not be carried in a leave status to enable the employee to become eligible for optional
retirement if the employee is already eligible for early retirement. The length of the advance notice
varies, depending on the status of the employee and other factors. BBA notices of separation, other
than for cause, must not be issued or made effective on or between December 15 and January 3.

6.6.4.1. Regular Employees. The minimum advance notice period for Regular employees is
seven calendar days for a non-separation action and 30 calendar days for a separation action.

6.6.4.2. Flexible Employees. The minimum advance notice period for Flexible employees is 24
hours for a non-separation action and seven calendar days for a separation action.

6.6.4.3. Employees in the NAF Career Program Covered Positions. If the BBA is to separate an
incumbent of a NAF career program position, the employee is provided advance notice of a
minimum of 60 calendar days. Copy of the advance memorandum must be provided to the NAF
Career Program Office.

6.6.4.3.1. Career Program Priority Placement. If Chief, NAF-HR is unable to place the employee,
they must notify the Career Program (in writing) and request the employee be placed in the Priority
Placement Referral program. Prior to being placed in the PPR program, the MAJCOM must
determine if a management reassignment is possible within the MAJCOM. If the MAJCOM is
unable to place the employee, they must notify the Career Program (in writing) and request the
employee be placed in the PPR program. In addition, if a Career Program employee is offered an
equivalent position (i.e., equivalent grade or payband level, employment category, and work
schedule) and declines the offer, the employee is not entitled to severance pay (reference para
18.24.1.2).

6.6.4.3.2. LWOP Pending Offer. At the end of the 60-day period, individuals on a PPR
certificate, awaiting a job offer are placed on LWOP pending results of the selection to avoid a break
in service.

6.6.4.3.3. Election of LWOP. At the end of the 60-day period, individuals who have not received a
job offer may elect to be placed in LWOP status for a maximum of 30 calendar days. Those who
elect LWOP status will not receive severance pay until the end of the 30-day LWOP period. The
losing installation continues the employee’s insurance during the 30-day LWOP period provided the
employee continues to pay their portion of the premiums.

6.6.4.3.4. Changes During Notice Period. The Chief, NAF-HR must immediately notify
AFSVC/SVI and Career Program of any changes (i.e., installation extends the separation date).

6.6.4.4. Installation Closure Actions. Installation closure actions involving incumbents of
NAF career program positions are treated as BBAs. Advance notice of at least 60 calendar days is
provided. The installation commander reviews the proposed action prior to notifying the employee.
After review by the commander, a copy of the action is forwarded to the appropriate MAJCOM/AL,
AFSVC/SVI, and the NAF Career Program. NAF Career Program maintains oversight
responsibility for program administration. If the employee is not placed in a new position prior
to the end of the 60-day notice period, the employee is separated.

6.6.4.5. Emergency Conditions. Under emergency conditions (e.g., breakdown of equipment or
other emergency conditions requiring suspension of operations, heightened security conditions
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limiting entrance to the facilities or an unanticipated reduction in business such as occurs with a
sudden deployment of troops), no advance notice is required. However, management must make
every effort to provide a minimum of a 24-hours advance notice for other than separation actions. If
advance notice of the action is not possible, management will provide written notice as soon as
possible after the action.

6.6.5. Notice Memorandum. The notice to an affected employee is in writing and, whenever
possible, hand delivered by the supervisor. The notice memorandum is prepared by the supervisor,
and signed after it has been coordinated with the Chief, NAF-HR, and contains at a minimum:
6.6.5.1. The employee's position title, occupational series, grade or payband, and rate of pay.
6.6.5.2. A description of the BBA and the reason (be specific).

6.6.5.3. The effective date, which must comply with the applicable advance notice period prescribed
in paragraph 6.6.4.

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

6.6.5.5. A statement that the action taken is non-disciplinary.

6.6.5.6. Advice on loss of benefits, (insurance, retirement, 401K, annual or sick leave, or
eligibility for retirement, etc.) if applicable.

6.6.5.7. Information on claiming unemployment compensation, if applicable.

6.6.5.8. An explanation of the employee’s right to appeal, including how, where, and to whom to
send the appeal and the applicable time limits.

6.6.5.9. Additional information required if the action is separation:
6.6.5.9.1. A statement that the action is nondisciplinary and does not preclude reemployment.
6.6.5.9.2. Information on the placement assistance available through the RPL.

6.6.5.9.3. Information regarding hiring preference for certain contractor jobs, if applicable, IAW
DoD 1400.25, Volume 1417.

6.6.5.9.4. Information about civilian assistance benefits and eligibility IAW DoD 1400.25, Volume
1417 and 1702.

6.6.5.9.5. Information on eligibility for civil service positions for one year from the date of
separation under the terms of the DoD/OPM Interchange Agreement.

6.6.5.9.6. Advice on severance pay entitlement, if applicable (see para 18.24)

6.6.5.9.7. The name, location, and phone number of the person in the NAF-HR Section designated
to provide assistance.

6.7. Reemployment Priority List (RPL):
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6.7.1. Each NAF-HR Section servicing a NAFI that separates employees by a BBA establishes an
RPL to provide placement assistance to those separated by the BBA. Separated employees have
priority placement rights in the NAFI from which separated and priority consideration and referral
rights at other NAFIs in the local commuting area. Local commuting area means the geographic area
that usually constitutes one area for employment purposes. It includes any population center (or two
or more neighboring ones) and the surrounding localities in which people live and can reasonably be
expected to travel back and forth daily to their usual employment.

6.7.1.1. An employee who is separated by BBA, or per specific notice of a BBA separation, will be
advised of his or her RPL registration eligibility.

6.7.1.2. An employee registers for the RPL by submitting an employment application. Registration
for the RPL may commence as soon as an employee is given an official BBA notice of separation.
The employee must register for the RPL not more than 30 calendar days from the separation date.

6.7.2. The servicing NAF-HR must offer priority placement in the NAFI to qualified RPL candidates
before creating an external vacancy announcement. A person on the RPL will be offered
employment in a vacant position in the same NAFI from which he or she was separated if:

6.7.2.1. Management is filling the vacancy by other than detail or position change (promotion,
demotion, and reassignment).

6.7.2.2. The position is in the same or lower employment category as the position from which the
employee was separated.

6.7.2.3. The position is in the same or lower grade or payband as the position from which the
employee was separated.

6.7.2.4. The position is at the same work schedule as the position from which separated.

6.7.2.5. The servicing NAF-HR determines the individual is qualified for the vacant position.
6.7.3. Rehiring an individual on the RPL is a noncompetitive recruitment action. Therefore, such
individuals shall be rehired before those who receive preference in the competitive recruitment
process including military spouse preference.

6.7.4. A person on the RPL will also be offered priority consideration and referral for NAF jobs in
other NAFIs (other than the NAFI from which separated, to include NAFIs in a different DoD

Component) within the commuting area if:

6.7.4.1. Management is filling the vacancy by other than detail or position change (promotion,
demotion, and reassignment);

6.7.4.2. The position is in the same or lower employment category as the position from which
separated;

6.7.4.3. The position is in the same or lower grade or payband level as the position from which
separated.

6.7.4.4. The position is at the same work schedule as the position from which separated.
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6.7.4.5. The servicing NAF-HR determines the individual is qualified for the vacant position.

6.7.4.6. Priority consideration and referral does not mean the registrant must be selected. The
selecting official is only required to consider the priority candidate before considering other non-
priority candidates. This process may include referring an RPL registrant’s information to the
selecting official before other non-priority candidates, or including the RPL registrant as a candidate
on the standard selection certificate indicating his or her RPL priority status.

6.7.4.7. Management will document selection and reasons for non-selection decisions of RPL
registrants during the recruitment process.

6.7.5. A registrant will remain on the RPL until:

6.7.5.1. He or she accepts a continuing DoD NAF position in the Regular employment category, or
an APF appointment without time limit in any agency;

6.7.5.2. He or she declines an offer of a position in the same commuting area that is at least
comparable (i.e., equivalent grade or payband level, employment category, and work schedule) to the
position from which separated or;

6.7.5.3. One year from the date of separation, whichever comes first.

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

6.7.7. NAF-HR Section provides a copy of the RPL to all DoD NAF activities within the local
commuting area monthly to affect the above requirements.

6.7.8. For installation closures, a final RPL is prepared and issued 30 days prior to final closure of
the installation. The RPL is identified as the final RPL to be issued from that particular office.

6.7.9. RPL contain at a minimum: identification of the servicing NAF-HR Section; the employee's
name; the employment category, pay plan, series, grade, and position title of the position from
which separated by BBA; the employee's rate of basic pay at the time of separation; the date the
employee was placed on the RPL (the date of the separation); and the employee's address and
telephone number at the time of separation.

6.7.10. RPLs forwarded to other NAF activities within the commuting area will have a current
resume attached for each employee added to the RPL during the preceding month.

6.8. LWOP for NAF Career Program Covered Employees:

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



Nonappropriated Fund Personnel Program Management and Administration Guide Page 81

6.8.1.1. Chief, NAF-HR is notified by the NAF Career Program when an employee is on a
priority referral certificate. If at the end of the 60-day notice period, a selection decision has not
been made, the employee is placed on LWOP for a period not to exceed 30 calendar days.

6.8.1.2. If the employee is not selected for this position, or for another position before the
expiration of the 30 calendar day LWOP period, action is taken immediately to process the BBA
separation.

6.8.2. NAF career program employees who reach the expiration of the 60-day notice period, and
who have not received a priority referral offer, may elect to be placed in LWOP status for a
maximum of 30 days. If at the end of the 30-day LWOP period and the employee has not been
selected for another position, action is immediately taken to process the BBA separation.

6.8.3. The notice memorandum of separation under BBA procedures must include the information
contained in paragraph 6.6.5, in addition to the following:

6.8.3.1. Information on LWOP procedures.

6.8.3.2. Notification that it is the employee’s responsibility to request the 30-day LWOP if they
have not received a priority referral offer by the expiration of the 60-day notice period.

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

6.8.4. Chief, NAF-HRs must counsel employees electing LWOP about their participation in the
retirement and insurance programs while on LWOP.

6.9. Documentation. The Chief, NAF-HR maintains the material used to support the action in a case
file. The documents related to a BBA are maintained in a separate BBA file apart from the
employee’s OPF. Subject to the provisions of the Privacy Act of 1974, the BBA file shall be made
available for review upon request only by an affected employee or by those whose official duties
require access. The BBA case file must include:

6.9.1. Management or authorizing official’s statement describing the business case that necessitated
the action, accompanied by the proper supporting documentation.

6.9.2. Process used to determine the order of the BBA.

6.9.3. Listing of the names of all employees included in the BBA and the actions taken on each.
6.9.4. Copies of the written notices to affected employees.

6.9.5. Copies of the procedures used at the time of the BBA.

6.9.6. Record of any appeals.
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Chapter 7: Performance Evaluations, Incentive Awards

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

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

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

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

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

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

7.1.1.5. Increase the efficiency of employees and supervisors.
7.1.1.6. Develop constructive relationships between supervisors and employees.

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

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

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

7.1.2. Performance Standards. Performance standards prescribe the quality, quantity, and
timeliness of job performance essential for fully satisfactory performance in a specific position.
Performance standards must clearly apprise the employee of the minimum standard of performance
required and must be reasonable, sufficient in the circumstances to permit accurate measurement of
performance, and adequate to inform the employee of what is necessary to achieve an acceptable
performance rating. Standards are defined in measurable, realistic, and reasonable terms for those
major tasks and functions specified for the position. They represent a level a competent employee
can expect to achieve. The need for specific standards and a common understanding of them is
particularly important during an employee’s probationary period.

7.1.2.1. First line supervisors will:

7.1.2.1.1. Develop performance standards, in writing, on the PG for each position supervised.
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Standards must be measurable and reflective of expected accomplishments and contributions for the
appraisal period. Performance standards must be commensurate with the duties and responsibilities
assigned to the employee and the salary paid to that employee.

7.1.2.1.2. Continuously evaluate employee’s performance. Conduct meaningful progress reviews
that address performance progress and developmental opportunities at least once during the
performance appraisal period, normally at the midpoint of the appraisal period. The employee
should be made aware the progress review is meant to provide feedback on performance that may
impact the rating of record at the end of the appraisal period. A copy of the form is provided to the
employee. The original is retained by the rating official in the EWF.

7.1.2.1.3. Acquaint each employee with the performance rating system and the performance
standards pertinent to the employee's position upon appointment to a new position, and during the
performance evaluation meeting.

7.1.2.1.4. Informally discuss with the employee from time to time the degree to which the
employee meets, fails to meet, or exceeds the standards. Provide the flexibility to accommodate
changing program objectives, as needed and an opportunity for the employee to provide input.

7.1.2.1.5. Counsel employees on how to become more effective members of the team.

7.1.2.1.6. Complete annual performance evaluations, retain copy for EWF, and provide a copy to the
employee. The original copy is forwarded to the NAF-HR Section for filing in the OPF.

7.1.2.1.7. Evaluate employees serving a probationary period, and recommend retention or separation.
7.1.2.1.8. Prepare justification to support outstanding and less than satisfactory ratings.

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

7.1.2.1.10. Initiate proposals for performance awards

7.1.2.1.11. Ensure performance pay adjustments and awards are linked to the employee’s
performance rating.

7.1.2.2. Establish performance standards for each major duty essential to successful performance.
Standards indicate the quality of satisfactory performance for a specific position. Standards must be
reasonable and of such a nature an employee meeting the minimum qualification standards for the
position can expect to perform satisfactorily within a reasonable time after assignment to the
position. Standards must be sufficiently high to assure an efficient operation, but not so high
outstanding performance is beyond the achievement of a competent employee.

7.1.2.3. Establish performance standards for any or all of the following aspects of a position. The
aspects listed are not all-inclusive and some may merit greater weight than others for a particular
position. They are not mutually exclusive; e.g., the quantity of work cannot be completely
separated from the ability to organize and schedule work. Supervisors should add to the following
list any aspects pertinent to a position and eliminate any which do not apply:

7.1.2.3.1. Quality of finished work

7.1.2.3.2. Quantity of work
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7.1.2.3.3. Adaptability to new assignments and to changes in instructions, work methods, work
situations, organization, or staff

7.1.2.3.4. Relationships with other employees

7.1.2.3.5. Relationships with employees of other agencies and outside organizations
7.1.2.3.6. Timeliness

7.1.2.3.7. Cost effectiveness

7.1.2.3.8. Achievement of desired goals

7.1.2.3.9. Leadership and initiative

7.1.2.3.10. Ability to use professional, technical, mechanical, clerical, or supervisory knowledge
and skills pertinent to the position

7.1.2.3.11. Courtesy to the public for jobs in which dealing with the public is important

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

7.1.2.3.12.1. Personal participation in EEO program leadership and administration
7.1.2.3.12.2. Fairness in making selections

7.1.2.3.12.3. Encouragement and recognition of employee achievements
7.1.2.3.12.4. Treatment of minority group employees and women

7.1.2.3.12.5. Training and upward mobility

7.1.2.3.12.6. Discipline--applies like penalties for like offenses

7.1.2.4. For positions in which accountability for property is critical, include effective
stewardship of this responsibility as an essential element of performance.

7.1.2.5. Performance standards for managers include internal control responsibilities. The
internal control-related content of performance standards must be tailored to their relative importance
and other circumstances associated with each manager.

7.1.2.6. For activity manager positions, include success of the total operation in terms of customer
satisfaction, participation and interest, profitability of operations, and financial management and
compliance with applicable policies, regulations, laws and standards.

7.1.3. Performance Evaluation Process:

7.1.3.1. Annual Evaluations. The annual performance evaluation cycle is 1 October through 30
September of each year. Performance evaluations are completed at the same time on all employees,
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both Regular and Flexible. Evaluations are completed on AF Form 3527 and are due to the NAF-HR
Section not later than 30 days after the closeout period. New employees with less than 90 days of
employment are not evaluated until they have completed at least 90 days. If the employee’s
supervisor leaves within 90 days of the closeout period, supervisor completes the employee’s
evaluation prior to departure. If the employee’s supervisor leaves prior to 90 days of the closeout
period, the gaining supervisor completes an evaluation after 90 days of supervision (Table 7.1 and
Table 7.2). The AF Form 3527 requires a rater and a reviewing official. The FSS
commander/director determines the level of the reviewing official, but it must be at least one
supervisory level above the rating official (who is the first-level supervisor).

Table 7.1. Management Responsibilities When Employee Changes Positions.

IF EMPLOYEE MOVES WITHIN BETWEEN THEN AND
THE AIR FORCE THESE DATES
FROM TO
NF, CT, or CY NF, CT, or CY Beginning of Losing supervisor | New supervisor
appraisal period prepares renders annual
to 1 Jul information rating of record at
concerning end of appraisal

performance and | cycle
forwards to new

supervisor
NF, CT, or CY NF, CT, or CY 1 Jul to 30 Sep Losing supervisor | Losing activity
renders annual pays approved

rating of record award

Table 7.2. Management Responsibilities When Supervisor Departs.

IF EMPLOYEE IS AND THE AND THE THEN
SUPERVISOR SUPERVISOR
DEPARTS
BETWEEN
NF, CT, or CY Beginning of Supervised Departing supervisor
appraisal periodto 1 | employee for any prepares information
Jul length of time concerning performance
and leaves it for new
supervisor
1 Jul to 30 Sep Supervised Reviewing official
employee fewer prepares annual rating of
than 90 days record with input from
departing supervisor
Supervised Departing supervisor
employee for 90 prepares annual rating of
days or more record and leaves it for
processing by reviewing
official

7.1.3.2. Performance Ratings

7.1.3.2.1. To maintain the merit system principle of fair and equitable competition, adjective ratings
are assigned as outlined in table 7.3.
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Table 7.3. Adjective Performance Ratings

Non-supervisory personnel | Supervisory personnel
Outstanding 25-24 points 35-33 points
Very Good 23-20 points 32-27 points
Satisfactory 19-15 points 26-21 points
Minimally Satisfactory 14-13 points 20-15 points
Unsatisfactory 12 or less points 14 or less points

7.1.3.2.2. Payband employees, including CY payband employees, who are rated less than satisfactory
shall not be granted a pay increase.

7.1.3.2.3. Within-grade increases for prevailing rate employees who are rated less than satisfactory
are not authorized in accordance with Office of Personnel Management Operating Manual —
Nonappropriated Fund.

7.1.3.2.4. In the case of employees who are returning to NAF positions following service in the
Military Services, NAF-HR Section will ensure that eligible employees are accorded all
reemployment rights provided by the USERRA, chapter 43 of title 38, U.S.C.

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

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

7.1.4. Declining Work Performance. Declining work performance occurs when the employee is not
performing all requirements of the position in a manner acceptable to the supervisor. Prior to
assigning a less than satisfactory performance evaluation, the supervisor must advise the employee
with a written warning, called a Performance Improvement Plan (PIP), regarding his or her work
performance deficiencies. A PIP is a written plan that communicates the standards governing the
employee’s performance and gives the employee adequate instructions on how to perform the
essential duties of his or her position. It provides a deadline for performance improvement and
specifies an action for unacceptable performance — reassignment, reduction in grade, or removal —
will be taken if improvement does not take place by that time. Written warnings may be issued at any
time during the evaluation cycle. Employees with performance deficiencies should be made aware of
these deficiencies as soon as they occur, so that they have a minimum of 90 days prior to the end of
performance rating period to correct the deficiencies. Discussions about performance that may be
used as a basis for issuing a written warning about performance must be documented in the AF Form
971. The supervisor must also provide reasonable assistance to help the employee improve. A
necessary part of the PIP process is careful monitoring. Management must keep a full record of every
incident of unacceptable performance, as well as of the efforts made to help the employee improve.

7.1.4.1. Early counseling regarding declining work performance must include the following:

7.1.4.1.1. Supervisors must be able to express in which performance standard the employee’s
performance is falling short or has become unacceptable.

7.1.4.1.2. Employees must be informed of examples and explanations of what is wrong with their
work performance.
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7.1.4.1.3. Supervisors must be able to explain how the work will be done correctly and must make
their expectations clear.

7.1.4.1.4. Supervisors should encourage employee participation in the discussion as a means of
discovering the cause of the employee’s performance difficulties.

7.1.4.1.5. Supervisors must summarize their comments in writing and provide the employee with a
copy of the summary.

7.1.4.1.6. The NAF Career Program must be notified of a PIP on covered employees. Servicing
NAF-HR Section must notify the NAF Career Program office of all pending actions affecting career-
covered employees.

7.1.4.2. Written Warning. The written warning is prepared by the supervisor, reviewed by the next
level supervisor, and coordinated through the Chief, NAF-HR before issuing to the employee. The
written notice includes:

7.1.4.2.1. A statement explaining the employee's deficiencies. Relate the performance deficiencies
to the performance standards of the position, and be specific. Include the language of the
performance standard in the performance improvement period notice. Include examples of
performance deficiencies to demonstrate what constitutes unacceptable performance.

7.1.4.2.2. A statement explaining assistance will be provided to help the employee meet his or her
performance standards. State the specific assistance which will be provided (e.g., training, if
appropriate). Make the supervisor’s role clear concerning how the employee should seek help.
NOTE: Formal training is not a requirement when providing an opportunity to improve.

7.1.4.2.3. A statement the employee will be given a performance improvement period of not less
than 30 days (in the case of a Regular employee), or not less than seven days (in the case of a
Flexible employee) to meet his or her performance standards.

7.1.4.2.4. A statement explaining the employee will be reassigned, demoted, or separated if he or
she fails to meet the performance standards within the applicable performance improvement period.
Be specific in describing what the intended action will be.

7.1.4.2.5. A statement explaining how the supervisor will monitor performance.

7.1.4.2.6. The notice will explain how the supervisor addressed an employee request for reasonable
accommodation, if any such request was made. If reasonable accommodation was made, the notice
should explain how that may impact on the opportunity to improve, if at all.

7.1.4.3. Expiration of the Performance Improvement Period. At the end of the performance
improvement period, the supervisor determines success or failure. If the employee has successfully
improved to the acceptable level, the employee will be provided with written notification. If the
employee's performance remains unacceptable, the supervisor must take appropriate action to either:
7.1.4.3.1. Reassign the employee (Regular or Flexible) to another position within the organization.

7.1.4.3.2. Prepare written notification to terminate the employee (Flexible only).

7.1.4.3.3. Prepare a notice of proposed demotion or a notice of proposed removal
(Regular only).
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7.1.4.3.4. If the employee appeals a personnel action, management must be able to show by
substantial evidence that it kept its side of the bargain, that the employee was given a genuine chance
to improve, and failed to do so.

7.1.4.4. Reassignment. If the supervisor decides to reassign the employee, the employee is advised
of the reasons the action is being taken. The supervisor prepares an RPA and forwards it to the
NAF-HR Section, who in turn processes and issues an AF Form 2545, documenting the
reassignment. Use reassignments for both Flexible and Regular employees.

7.1.4.5. Termination of Flexible Employees. If the supervisor decides to terminate a Flexible
employee, the supervisor notifies the employee in writing. The employee is provided advance
notification of at least 24 hours. The Notice of Termination is prepared and signed by the supervisor.
The supervisor will enlist the assistance of the Chief, NAF-HR in the preparation of the
memorandum. The memorandum must be hand-delivered or otherwise provided to the employee, or
a diligent effort to make delivery must be made and documented. The Notice of Termination must
be reviewed by the Chief, NAF-HR before issuing to the employee. It includes the following:

7.1.4.5.1. A statement of the action in specific terms, for example, "I have decided to terminate you
from AF NAF employment."

7.1.4.5.2. A statement identifying both the specific instances of unacceptable performance by the
employee on which the action is based, and the performance standards of the employee's position
involved in each instance of unacceptable performance.

7.1.4.5.3. The effective date of the action. The effective date is not earlier than 24 hours from the
date the employee receives the Notice of Termination.

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

7.1.4.5.5. A statement that any response must be received by the designated official, either:

7.1.4.5.5.1. Prior to the effective date of this action (if the notice period given is 24 hours), or

7.1.4.5.5.2. Not later than 24 hours prior to the effective date of the action (if more than 24
hours’ notice is given).

7.1.4.5.6. A statement that non-receipt of a response, or a response that does not affect the proposed
action, will result in the action-taking place on the effective date stated.

7.1.4.5.7. A statement that if a timely response results in a decision not to proceed, the action will
not be taken, or it will be reversed, whichever is applicable.

7.1.4.5.8. An explanation of the employee's right to file a grievance, including how and where to
file, and the time limits for filing. If the employee is a member of a bargaining unit subject to
negotiated grievance procedures, the employee must follow the bargaining agreement procedures.

7.1.4.5.9. The name, location, and phone number of the person in the NAF-HR Section
designated to provide assistance to the employee.

7.1.4.6. Notice of Proposed Action. If the supervisor wants to either demote or remove a Regular
employee, he or she affords the employee a 15-day advance notice of the proposed action. The
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Notice of Proposed Action is prepared and signed by the supervisor who will enlist the assistance of
the NAF-HR Section in the preparation of the Notice Memorandum. The Notice of Proposed Action
memo, clearly identified with the subject: "Notice of Proposed (Demotion/Removal),” is reviewed
by the Chief, NAF-HR and by the installation legal office before issuing to the employee. It includes
the following:

7.1.4.6.1. A statement, "The purpose of this letter is to notify you that | propose to (demote
you from to ) or (remove you from your NAF employment)”.

7.1.4.6.2. A statement that identifies both the specific instances of unacceptable performance by the
employee on which the proposed action is based and the performance standards of the employee's
position involved in each instance of unacceptable performance. Include examples of unacceptable
performance during the opportunity period which form the basis for the proposed action.

7.1.4.6.3. A statement summarizing the performance improvement plan, including any assistance
or training provided to the employee.

7.1.4.6.4. A statement explaining how the supervisor addresses an employee request for reasonable
accommodation, if any such request was made. If reasonable accommodation was made, the notice
will explain how that impacted the opportunity to improve, if at all.

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

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

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

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

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

7.1.4.6.10. A statement that the action is proposed but a decision has not been finalized, that the
employee's response made to the designated official will be considered, and that, regardless of
whether or not the employee responds, a final written decision will be issued.

7.1.4.6.11. The name, location, and phone number of the person in the NAF-HR Section designated
to provide assistance to the employee.

7.1.4.7. Notice of Decision. The supervisor issues a Notice of Decision to the employee regardless
of whether or not the employee's response to the Notice of Proposed Action was received, or even
if a decision is made to cancel the proposed action or take a lesser action than originally proposed
(e.q., reassignment). The supervisor prepares and signs the Notice of Decision. Supervisors will
enlist the assistance of the Chief, NAF-HR in the preparation of the Notice of Decision. The
memorandum is hand-delivered or otherwise provided to the employee on or before the date the
action is to be effective, or a diligent effort to make delivery is made and documented. The Notice
of Decision is clearly identified with the subject: "Notice of Decision”, and is reviewed by the



Nonappropriated Fund Personnel Program Management and Administration Guide Page 90

Chief, NAF-HR and the installation legal office before issuing to the employee. It includes the
following:

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

7.1.4.7.2. The specific reasons for the decision. The only reasons cited as a basis for the decision
are the reasons which were cited in the Notice of Proposed Action. The Notice of Decision may not
introduce any new allegations of unacceptable performance. The Notice must reflect consideration
of the employee’s response, if one was made.

7.1.4.7.3. The effective date of the action.

7.1.4.7.4. Advice on loss of benefits (insurance, retirement, annual or sick leave, etc.), if
applicable.

7.1.4.9.5. The name, location, and phone number of the person in the NAF-HR Section
designated to provide assistance.

7.1.4.7.6. An explanation of the employee's right to file an appeal, including how and where to
appeal, and the time limits for submitting the appeal. If the employee is a member of a bargaining
unit subject to negotiated appeal procedures, the employee follows procedures in the negotiated
agreement.

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

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

7.2. Incentive Awards. NAF employees play an important part in the effective and economical
operation of the activity, and should be recognized for exceptional and noteworthy performance. All
NAF employees are eligible for consideration for various types of cash awards. Awards recognize,
for example, superior accomplishments, productivity gains, length of service, suggestions, special
acts or services, or sustained performance.

7.2.1. Supervisors will use a systematic procedure to acknowledge better than expected performance.
Providing quick and appropriate recognition for good effort enhances morale and contributes to
productivity of the work force.

7.2.2. The commander or director ensures activity managers budget for awards. All activity
managers must be aware of how they may use the award money.

7.2.3. Award Criteria. Examples of award criteria may include:

7.2.3.1. Displaying initiative, perseverance, and dedication to duty
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7.2.3.2. Improving procedures or methods

7.2.3.3. Eliminating or minimizing safety hazards

7.2.3.4. Increased productivity

7.2.3.5. Saving time, money, and other NAF resources
7.2.3.6. Improving customer service

7.2.3.7. Other noteworthy contributions occurring at any time

7.2.4. Types of Awards:

7.2.4.1. Performance Awards. Performance awards are given to employees to recognize
outstanding performance of a continuing nature. These performance awards are given during the
annual performance evaluation cycle of each year. The supervisor initiates the award on AF Form
1001, Award Recommendation Transmittal, and forwards through the activity manager and flight
chief to the FSS commander or director for approval. Justification is entered on the AF Form 1001.
The NAF-HR staff inputs the award into DCPDS to generate an AF Form 2545, which is retained in
the employee's OPF. Prepare a separate AF Form 2545 for each approved performance cash award
using NOAC N840, Individual Cash Award.

7.2.4.2. Special Act or Service Awards. A special act or service award may be given to an
employee for a specific event that results in a unique contribution to the organization above and
beyond the scope of assigned duties. The amount of the award is determined by the actual dollar
savings, or intangible benefits. The FSS commander/Director is the approving authority
for amounts not exceeding $2,000. The supervisor completes AF Form 1001, and
forwards through the activity manager and flight chief to the FSS commander or
director for approval. Justification is entered on the AF Form 1001. The mission
support group commander approves awards of $2,001 up to $10,000. The NAF-HR staff inputs the
award into DCPDS to generate an AF Form 2545, which is retained in the employee's OPF. Prepare
a separate AF Form 2545 for each approved performance cash award using NOAC N840.

7.2.4.3. On-The-Spot Cash Awards. An on-the-spot cash award may be given to an employee
for a specific event or situation that results in a unique contribution to the activity or organization.
The maximum of the award is limited to $250. There is no limit to the number of such awards that
may be granted to an employee. The supervisor initiates AF Form 1001, with award justification,
and forwards to the appropriate approval authority. Approval for this award should be delegated at
the lowest level deemed appropriate by the commander or director. The NAF-HR staff inputs the
award into DCPDS to generate an AF Form 2545, which is retained in the employee's OPF. Prepare
a separate AF Form 2545 for each approved performance award using NOAC N840.

7.2.4.4. Service Recognition. This award reflects recognition of long and faithful service. Use
Federal service certificates and pins for all such awards. (See AFI 36-1004, The Air Force Civilian
Recognition Program). Give recognition to Regular employees for 10, 20, 30, 40, 50, 60 and 70
years of creditable service. Creditable federal service includes all APF and NAF civilian service,
and all honorable military service, which are creditable for leave. AF APF certificates and pins are
used for all length of service awards. Present AF Form 342, Retirement Certificate of Civilian
Service, to an employee on retirement. The mission support group commander or a designated
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representative signs the AF Form 342. Approval levels for service awards are described in table
1.4,

7.2.4.5. Honorary Awards. NAF employees may receive honorary awards according to and as
described in AFI 36-1004. These awards include the Air Force Civilian Achievement Medal,
Command or Air Force Civilian Award for Valor, Exemplary Civilian Service Award, Meritorious
Civilian Service Award, Outstanding Civilian Career Service Award and the Decoration for
Exceptional Civilian Service. They may be granted independently or in addition to a monetary or a
time-off award. Cash payments, where applicable, for honorary awards are the responsibility of
the recommending NAF activity.

7.2.4.6. Special Employee Recognition Programs. Each installation is encouraged to establish
special employee recognition programs (for example, employee of the month or employee of the
year awards), if funds are available. Special awards are funded by the NAFI that employs the
recipient. The NAF-HR staff inputs the award into the DCPDS to generate an AF Form 2545,
which is retained in the employee's OPF. Prepare a separate AF Form 2545 for each approved
performance award using NOAC N840.

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

7.2.5. Processing Awards. All incentive awards are processed through the NAF-HR Section.
Completed and approved forms are forwarded to the NAF-HR Section for processing through
DCPDS and the NAF payroll system.

7.2.6. Recording Awards. Awards are posted in both the EWF and in the employee's OPF.
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Table 7.4. Authority To Approve Service Recognition Awards

A B

If the basis for award is then approving authority is the

Fmr CcCX

Ten years of service Installation employees: FSS commander/director
HQ AFSVC employees: AFSVC commander

HQ USAF employees: HQ USAF/ALS

2 | Twenty years of service Installation employees: Group commander
HQ AFSVC employees: AFSVC commander

HQ USAF employees: HQ USAF/ALS

3 | Thirty years of service Installation employees: Wing commander
HQ AFSVC employees: HQ USAF/A1S

HQ USAF employees: Deputy Chief of Staff or
designated representative

4 Forty years of service Installation employees: MAJCOM commander or
designated representative

HQ AFSVC employees: HQ USAF/A1S

HQ USAF employees: the Deputy Chief of Staff,
USAF, or designated representative

6 Fifty, Sixty and Seventy years of Secretary of the Air Force
service (see note)

NOTE:

AFSVC/SVI requests a 50/60/70-year certificate by sending the following information, a cover letter,
biography, and certification of the service computation date to include employee’s name,
organizational address, SCD, and Go-By name, electronically or mail to AF/A1SOU, 1770 Air Force
Pentagon, Washington, DC 20330-1770, for staffing to the SecAF for signature. Send to AF/A1SOU
at least 60 calendar days before the presentation ceremony.

7.3. Time-Off Incentive Awards. Time-off awards are an alternate means of recognizing the
superior accomplishments of employees, Regular and Flexible, with other monetary or non-monetary
awards. Decisions to grant time-off awards should be based upon the same criteria or circumstances
as for any other incentive award. Time-off awards are not granted to create the effect of a holiday or
treated as administrative excusals or leave, e.g. they are not granted in conjunction with a military
"down" or "training" day or the like which would grant the entire civilian employee population, or a
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majority of the civilian population, a time off award to be used on a specified day. A time-off award
can be granted for performance as reflected in the employee’s most recent rating of record and can be
granted in lieu of, or in conjunction with, a performance award. Though time-off awards do not have
immediate budget consequence, supervisors and managers shall consider full wage costs and
productivity loss when granting time-off awards and shall ensure that the amount of time-off granted
as an award is commensurate with the individual’s contribution or accomplishment.

7.3.1. Time-Off Award Determination and Approval. Time-off from duty, called a time-off
award, may be granted, without loss of pay or charge to leave, in recognition of superior
accomplishment or other personal effort that contributes to the quality, efficiency, or economy of
operations.

7.3.1.1. Immediate supervisors may approve a time-off award up to one working day without review
and approval of a higher official. An award in excess of one day must be approved by the employee’s
second-level supervisor. Complete all documentation and processing requirements.

7.3.1.2. Civilian employees forfeiting a time-off award due to activation for Guard or Reserve duty
are entitled to reinstatement of their award. A reinstated time-off award must be used within 6
months of deactivation from active service.

7.3.2. Eligibility Criteria. A time-off award is granted in recognition of superior
accomplishment or other personal effort which contributes to the quality, efficiency, or economy of
operations. A time-off award does not replace existing cash or honorary awards. It is used
principally to recognize contributions that are of a one-time, nonrecurring nature. In determining
the amount of time-off award, consideration is given to the cost in lost production time and the
benefits realized by the AF from the employee’s contributions. Recommending and
reviewing/approving officials at the organization level also consider other available forms of
recognition and cash awards and are consistent in recommending/approving time-off award
amounts. Examples of achievements considered for a time-off award are:

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

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

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

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

7.3.2.5. Accomplishing a specific, one-time, or special assignment requiring extra effort or
resulting in the activity receiving recognition for responsiveness to unprogrammed requirements.

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

7.3.2.7. Submitting a suggestion that is adopted, but because the suggestion is considered to be
within the employee's normal job responsibilities, the employee is not eligible for a cash award.



Nonappropriated Fund Personnel Program Management and Administration Guide Page 95

7.3.3. Limitations on Time-off Awards:

7.3.3.1. Employees working a typical 80-hour pay period may be awarded a total time-off of 80
hours during any leave year. For employees who work less than 40 hours per week, the total time
that may be granted during any calendar year is the average number of hours of work in the
employee’s biweekly scheduled tour of duty over the previous six-month period. The maximum
award for any single contribution is one-half the maximum amount of time that can be granted
during the year.

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

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

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

7.3.3.5. Under 5 CFR 8451.104, a time-off award does not convert to cash under any circumstances.

7.3.3.6. Approved time-off not used at the time an employee transfers between DoD components
cannot be transferred and does not move with an employee to an APF position. In order to avoid loss
of the time-off, every effort should be made to allow the employee to use the time-off before the
transfer.

7.3.4. Documentation. All time-off awards are supported by appropriate written justification.
Approved time-off awards are submitted to the NAF-HR Section for processing at least 7 workdays
in advance of the proposed effective date and include the following information:

7.3.4.1. Employee name, social security number, and NAFI.
7.3.4.2. Number of hours of time-off granted.

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

7.3.4.4. Certification from the supervisor or recommending official of the following:

"I have considered the cost of this time-off award in lost production time and have determined

the benefits realized by the AF, from the employee's contributions, support the amount of time-off

approved. | have also considered the employee’s workload and leave projections and certify that

this employee will be able to schedule the time-off in addition to other projected leave no later than
(date not to exceed 90 days from submission of the time-off award for approval, if possible;

otherwise, not to exceed one year). | have also considered other available forms of recognition and

cash awards in determining the amount of time-off award."

7.3.4.5. Name, position title, signature and date signed by recommending official.

7.3.4.6. Name, position title, signature and date signed by reviewing official (if applicable), and
approving official.
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7.3.4.7. Use an AF Form 1001 to provide the information required by paragraph 7.3.4. The
justification and certification statement are entered on the AF Form 1001.After the award is
approved, it is forwarded to the NAF-HR Section for processing. The NAF-HR staff inputs the
award into the DCPDS to generate an AF Form 2545, which is retained in the employee's OPF.
Prepare a separate AF Form 2545 for each time-off award approved using NOAC N891, Time-off
Award. Time-off award personnel actions are effected within 7 workdays after receipt from the
official with time-off award approving authority. Send a copy of the AF Form 2545 to the originator
and to the employee as confirmation that the time-off is approved and processed.

7.3.5. Processing a Group Award. Follow all procedures outlined in paragraphs 7.3.1 through
7.3.4. All documentation outlined in paragraph 7.3.4 must be provided, however, it may be
submitted as follows:

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

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

7.3.5.3. Send the AF Form 1001, with the attached listing and justification to the NAF- HR
Section upon approval. The NAF-HR staff processes the award in accordance with paragraph

7.3.5.4. Send a copy of the AF Form 2545 to each employee, and file a copy in each employee's
OPF.

7.3.6. Time and Attendance Reporting and Scheduling Time-off:

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

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

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

7.4. Suggestion Programs.

7.4.1. Employees are encouraged to suggest improvements resulting in tangible and intangible
benefits.

7.4.2. Send a certificate and memorandum to the employee in recognition of an approved suggestion
and file a copy of the memorandum as a long-term document in the employee's OPF. Record the
approved suggestion on the Supervisor's Record of Employee.
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7.4.3. Each installation prepares an operating instruction that includes procedures for review,
approval and criteria for determining when cash awards for suggestions are used.
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Chapter 8: Disciplinary Actions

8.1. Purpose:

8.1.1. Managers and supervisors set reasonable standards of conduct and maintain a constructive,
disciplined work environment in which employees recognize and carry out their responsibilities and
comply with the standards of conduct. Discipline is timely, progressive where applicable, and used to
promote the efficiency of the service. Corrective actions range from less consequential remedies such
as oral admonishments and letters of reprimand, up to the most severe, separations for cause.

8.1.2. Take disciplinary action only when necessary and then promptly and fairly. The purpose of
disciplinary action is to correct and rehabilitate the employee’s behavior. Discipline must be applied
as consistently as possible. Consider the circumstances; like penalties are imposed for like offenses.
The seriousness of the offense determines the type of disciplinary action necessary. Use the table of
offenses and typical penalties at Attachment 9 as a guide for determining an appropriate penalty.

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

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

8.1.5. The Chief, NAF-HR will coordinate proposed notice memorandums and will coordinate
decision memorandums required for suspensions, demotions, and removals with the installation legal
office before issuing.

8.1.6. Do not use suspension and removal actions to discipline Flexible employees.

8.1.7. Oral admonishments and reprimands can be issued under the same conditions and in the same
manner for probationary employees as for other employees. If the offense warrants a penalty more
severe than a reprimand, supervisors normally will terminate the employee, using procedures
applicable to the employee’s type of appointment.

8.2. Disciplinary Actions. A disciplinary action is an action taken by management to correct and
rehabilitate an employee's delinquency or misconduct. In order to meet the standard for taking an
action, managers and supervisors must:

Clearly specify the charges or reasons upon which the action is based.

Be able to prove the specific charges or reasons which form the basis for the action by a
preponderance of the evidence.

Be able to show the connection or “nexus” between the charges and the impact on the efficiency of
the service. A nexus is a reasonable connection or factual relationship between the reasons for the
action taken and the efficiency of the service.

Be able to show that the penalty imposed was appropriate under the circumstances.
8.2.1. Disciplinary actions include:

An oral admonishment

A reprimand

A termination (Flexible employees only)
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A suspension (Regular employees only)

A removal (Regular employees only)

In some cases, a demotion (reduction in grade or payband) (Regular employees only)

8.2.2. Disciplinary actions do not include:

8.2.2.1. Application of a revised prevailing rate schedule when there is no change to the position.
8.2.2.2. ABBA.

8.2.2.3. A reduction in the number of guaranteed hours that does not result in a change in the
employee's employment category.

8.2.2.4. An action taken against an employee serving a probationary period.
8.2.2.5. A change in duty shifts that result in the loss of differentials or premium pay.
8.2.2.6. An action taken as the result of the termination of a temporary promotion or reassignment.

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

8.2.3. Oral Admonishment. An oral admonishment is a discussion between a first-level supervisor
and an employee during which the supervisor informs the employee that he or she is being disciplined
by an oral admonishment. It is the least severe disciplinary action and is used to correct misconduct
or delinquency and to motivate an employee to improve work habits, work methods, or behavior. Use
it to discipline either a Regular or Flexible employee.

8.2.3.1. The supervisor advises the employee of what he or she did wrong, when he or she did it, and
the surrounding circumstances. The supervisor gives the employee an opportunity to explain his or
her actions.

8.2.3.2. To be the most effective, an oral admonishment is conducted soon after the incident giving
rise to the admonishment, in private, and in an informal manner.

8.2.3.3. There is no formal procedure required to effect an oral admonishment. On the date of the
admonishment, the supervisor makes a notation on the AF Form 971, which includes the words "oral
admonishment"”, the effective date, and a notation that the employee has been advised of the
admonishment. The notation can also be made on plain bond paper that is clearly annotated at the top
as “Attachment to the AF Form 971”. The employee is asked to initial the entry. The employee's
initials do not indicate agreement with the entry content, but only awareness of the entry. If employee
refuses, annotate the employee declined to sign entry. This notation is deleted two years after the
effective date of the admonishment.

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

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

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

8.2.4.2.1. A statement, "The purpose of this memorandum is to officially reprimand you for your
conduct on (date)

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

8.2.4.2.3. A statement that further misconduct could result in more severe disciplinary action,
including removal.

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

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

8.2.4.3. The supervisor ensures the Chief, NAF-HR reviews the memorandum before issuing to the
employee. After Chief, NAF-HR review, the supervisor gives the original copy of the memorandum
to the employee.

8.2.4.4. The supervisor makes a note of the Memorandum of Reprimand on the employee's AF Form
971, files a copy with the employee's AF Form 971, and gives a copy to the NAF-HR Section for
filing in the employee's OPF and updating DCPDS. This note is deleted and the copies removed and
destroyed two years after the effective date of the memorandum.

8.2.5. Termination. Management initiates involuntary termination to separate a Flexible employee
from AF NAF employment. It is the most severe form of disciplinary action for the Flexible
employee.

8.2.5.1. If the supervisor decides to terminate a Flexible employee, the supervisor notifies the
employee in writing. The employee is provided advance notification of at least 24 hours. The
supervisor prepares and signs the Notice of Termination. The supervisor will enlist the assistance of
the Chief, NAF-HR in the preparation of the memorandum. The memorandum is hand delivered by
the supervisor or otherwise provided the employee on or before the date the action is to be effective,
or a diligent effort to make delivery is made and documented. The Chief, NAF-HR reviews the
Notice of Termination before issuing to the employee.

8.2.5.2.1. A statement of the action in specific terms, for example, "I have decided to terminate you
from AF NAF employment."

8.2.5.2.2. A specific statement of the date, time, and place of the alleged misconduct.

8.2.5.2.3. The effective date of the action (the effective date may not be earlier than 24 hours from
the date the employee receives the Notice of Termination).
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8.2.5.2.4. A statement that the employee has the right to respond to the Notice of Termination, in
writing, and identification of the person designated to receive the response.

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

8.2.5.2.6. A statement that non-receipt of response, or a response that does not affect the proposed
action, will result in the action taking place on the effective date stated.

8.2.5.2.7. A statement that if a timely response results in a decision not to proceed, the action will not
be taken or it will be reversed, whichever is applicable.

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

8.2.5.2.9. The name, location, and phone number of the person in the NAF-HR Section designated to
provide assistance to the employee.

8.2.5.3. Give the original copy of the Notice of Termination to the employee, make a note of the
termination on the employee's AF Form 971, file a copy of the memorandum with the AF Form 971,
and give a copy of the memorandum to the NAF-HR Section for filing in the employee's OPF. The
supervisor prepares an RPA, and forwards it to the NAF-HR Section. The NAF-HR Section prepares
and issues an AF Form 2545.

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

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

8.2.8. Demotion (Reduction in Grade or Payband). A demotion is a reduction in a Regular
employee's grade or payband. It is imposed as a disciplinary action resulting from an employee's
misconduct. Follow the procedures prescribed in paragraph 8.3 to demote an employee. Do not use
demotions to discipline Flexible employees.

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

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

8.3.1.1. A statement, "The purpose of this memorandum is to notify you that I propose (to suspend
you from duty, without pay, for a period of calendar days) (to remove you from NAF employment) (to
demote you from __ to_ )."

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

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

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

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

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

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

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

8.3.1.9. The name, location, and phone number of the person in the NAF-HR Section designated to
provide assistance to the employee.

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

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

8.3.2.1. A statement of the decision in specific terms; for example, "I have decided to (remove you)
(suspend you for ___calendar days) (demote you from ___to__ )." The Notice of Decision can
impose a lesser penalty than what was originally proposed however, it cannot impose a greater
penalty than that which was originally proposed.
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8.3.2.2. The specific reason for the decision. The only reason cited as a basis for the decision is the
reason that was cited in the Notice of Proposed Action. The Notice of Decision may not introduce
any new charge that was not included in the proposal.

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

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

8.3.2.5. Advice on loss of benefits (insurance, retirement, annual or sick leave, etc.), if applicable.

8.3.2.6. An explanation of the employee's right to file an appeal (for removals and demotions) or a
grievance (for all other actions), including how and where to file, and the time limits for filing. If the
employee is a member of a bargaining unit subject to a negotiated grievance procedure, the employee
follows that procedure.

8.3.2.7. The name, location, and phone number of the person in the NAF-HR Section designated to
provide assistance to the employee.

8.3.2.8. NAF Career Program employees separated or allowed to resign/retire in lieu of separation for
performance and/or conduct must be notified at the time of separation that they will no longer be
eligible for referral for other NAF Career Program positions. Include a statement that they will not be
referred for any other career program covered positions. NOTE: A copy of the letter must be sent to
HQ AFPC/DP2LSP, 550 C Street West, JBSA Randolph AFB TX 78150.

8.3.3. Advance Notice Period:
8.3.3.1. For an oral admonishment or reprimand, there is no minimum notice period.

8.3.3.2. For a suspension, demotion, or removal, the minimum notice period is 15 calendar days.
That is, the action may not take effect earlier than 15 days following the date the employee receives
the Notice of Proposed Action.

8.3.3.3. A reduction of the 15-day notice period, to an advance notice of as little as 24 hours, is
authorized with FSS commander/director approval if retention of the employee during the notice
period will:

8.3.3.3.1. Result in damage to or loss of property or funds.
8.3.3.3.2. Be detrimental to the interests of the government.

8.3.3.3.3. Impose an undue risk to the safety or welfare of the employee, other employees, or the
general public.

8.3.3.3.4. A reduction may also be made if there is reasonable cause to believe the employee has
committed a crime for which a prison sentence may be imposed.

8.3.4. Documentation. The NAF-HR Section maintains the material used to support any disciplinary
action beyond an oral admonishment in a case file apart from the employee's OPF. The
documentation must be sufficient to support the action, and may include copies of AF Form 971,
training documentation, and previous disciplinary actions for similar incidents within two years.
Information in the case file should be filed in chronological order, and in such a manner to provide a
clear picture of the actions taken. If the action taken is a suspension, removal, or termination, a copy
of an RPA and AF Form 2545 should be filed in the case file. Subject to the provisions of the Privacy
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Act, the case file is made available for review, upon request only by the employee and their
representative, or by those whose official duties require access.

8.3.4.1. If the Notice of Decision imposes a lesser penalty than was in the Notice of Proposed Action,
and if that penalty is:

8.3.4.1.1. An oral admonishment, the supervisor gives the original copy of the Notice of Decision to
the employee and makes a note of the admonishment on the employee's AF Form 971. A copy of the
Notice of Decision is not filed with the employee's AF Form 971, nor is it filed in the employee's
OPF. A copy is, however, forwarded to the NAF-HR Section for filing in the case file. The note on
the employee's AF Form 971 is deleted two years after the effective date of the memorandum.

8.3.4.1.2. Areprimand, the supervisor gives the original copy of the Notice of Decision to the
employee; makes a note of the reprimand on the employee's AF Form 971; files a copy of the
memorandum with the employee's AF Form 971; and gives a copy of the memorandum to the NAF-
HR Section for filing in the employee’'s OPF. The note on the AF Form 971 is deleted, and the copies
of the memorandums destroyed two years after the date of the memorandum.

8.3.4.2. If the decision is a suspension, the supervisor gives the original copy of the Notice of
Decision to the employee; makes a note of the suspension on the employee's AF Form 971; files a
copy of the memorandum with the employee's AF Form 971; and gives a copy of the memorandum to
the NAF-HR Section for filing in the employee's OPF. The supervisor records on the employee's time
and attendance card the date and hour the suspension begins and the date and hour it ends. The
supervisor prepares an RPA documenting the action, and forwards it to the NAF-HR Section for
processing. The NAF-HR Section prepares and issues an AF Form 2545.

8.3.4.3. If the decision is a removal or demotion, the supervisor gives the original copy of the Notice
of Decision to the employee; makes a note of the removal or demotion on the employee's AF Form
971, files a copy of the memorandum with the AF Form 971; and gives a copy of the memorandum to
the NAF-HR Section for filing in the employee's OPF. The supervisor prepares an RPA documenting
the action, and forwards it to the NAF-HR Section for processing. The NAF-HR Section prepares and
issues an AF Form 2545.

8.4. Government Issued Credit Cards. Title 10, U.S.C., 82784 requires penalties for the misuse or
abuse of the DoD Government Charge Card. Additionally, Title 41 U.S.C. 81909 requires appropriate
adverse personnel actions, including dismissal, for government employees who violate requirements
for the use of purchase cards. It is DoD policy that improper, fraudulent, abusive, or negligent use of
a government charge card is prohibited. This includes any use of government charge cards at
establishments or for purposes that are inconsistent with the official business of DoD or with
applicable regulations. DoD policy continues to require supervisors, who receive information
indicating that a civilian employee has engaged in any misuse of a government charge card, to take
appropriate action, including an investigation if indicated. The supervisor of the responsible
individual(s) will be informed in a timely manner so that appropriate corrective or
disciplinary/adverse action may be taken. In addition, civilian personnel who fail to satisfy an
indebtedness arising from the use of a government travel charge card or those who fail to do so in a
timely manner may be subject to corrective or disciplinary/adverse action. Refer to Attachment 9 for
appropriate penalties. NAF-HR Sections are required to document such actions in DCPDS.

8.5. Uniform Code of Military Justice Jurisdiction. Per enactment of section 552 of P.L. 109-364,
and IAW with General Counsel of the DoD memorandum, “Policies and Procedures Applicable to
DoD and United States Coast Guard Civilian Personnel Subject to Uniform Code of Military Justice
Jurisdiction in Time of Declared War or a Contingency Operation,” January 20, 2012, DoD civilian
employees, including NAF employees, are subject to UCMJ jurisdiction during a declared war or a
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contingency operation when accompanying the Military Services in the field. Employee misconduct
may result in disposing of an offense in accordance with Manual for Courts-Martial.

8.6. Lautenberg Amendment. NAF employees who are working in positions requiring possession
of firearms or ammunition are subject to Title 18, U.S.C., 8922, also known as the “Domestic
Violence Misdemeanor Amendment (Lautenberg Amendment) to the Gun Control Act of 1968”.
Employees are required to disclose to management if they have a qualifying conviction of domestic
violence. Providing false information will result in disciplinary action, to include separation from
Federal Government employment.

8.6.1. The Lautenberg Amendment makes it a felony for anyone who has been convicted of a
"misdemeanor crime of domestic violence™ to ship, transport, possess or receive firearms or
ammunition, and prohibits sales or other dispositions of firearms and ammunition to such
individuals. Violations may result in a maximum punishment of 10 years of imprisonment and
$250,000 fine. It is incumbent upon commanders and supervisors to ensure compliance with the
law.

8.6.2. Installations will ensure they inform their personnel annually of the Lautenberg
Amendment, its consequences, and this policy. Each installation will provide constructive notice
about the Lautenberg Amendment by posting information in all facilities in which government
firearms or ammunition are stored, issued, disposed of, or transported per Attachment 10.

Chapter 9: Appeals and Grievances

9.1. General Information on Appeals and Grievances:

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

9.1.2. Filing an appeal or grievance does not reflect unfavorably upon either the employee's standing
in the organization or the employee's loyalty or value to the organization. An employee is free to use
these procedures without fear of penalty or reprisal. No supervisor or other person acting in an
official capacity for the AF may take, or threaten to take, any act of reprisal against an employee
because that employee has exercised or expressed an intention to exercise any right under these
procedures.

9.1.3. Whenever appropriate, all parties are encouraged to discuss and resolve disputes informally at
the lowest levels. Policies regarding alternate dispute resolution techniques are addressed in DoDD
5145.5, Alternative Dispute Resolution (ADR), April 22, 1996, as amended. These practices are
designed to help parties resolve conflicts as an alternate to administrative proceedings and
adjudication. They include problem solving, mediation, facilitation, conciliation, and third-party
settlements. ADR techniques should be utilized to the maximum extent possible with the consent of
the grievant and deciding official or supervisor. ADR may be attempted at any stage of the grievance
process; however it is most successful when initiated early or when the dispute is raised.

9.2. Publicity. At least once a year, the NAF-HR Section will:

9.2.1. Bring the appeal and grievance procedures to the attention of employees.
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9.2.2. Notify employees where the appeal and grievance procedures are available for review.
9.3. Related Directives.

9.3.1. EEO. AFI 36-2706 provides policies and procedures pertaining to investigation and settlement
of complaints of discrimination.

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

9.4. Definitions.

9.4.1. Appeal means a written request by an employee to contest a removal for cause, demotion for
cause, BBA, or a demotion based on position classification. It is also used by a veteran who believes
he or she was denied reemployment by the same FSS at the time of his or her return from active
military service. NAF employees or applicants may appeal unfavorably suitability or fitness
determinations.

9.4.2. Day means calendar day.

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

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

9.4.5. Time Limits mean, when calculating time limits, the day of an action or receipt of a document
is not counted. The next day begins the calculation of the time limit. The last day of the time limit is
counted unless it is a Saturday, a Sunday, a government holiday, or a day on which the employee is
not regularly scheduled to work. In those cases, the last day of the time limit will be moved to the
next regularly scheduled work day. The parties may agree to extend timeframes or the deciding
official may extend timeframes when warranted by special circumstances (e.g., geographically
separated units). All time limits are counted in calendar days.

9.5. Matters Covered by These Procedures.

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

9.5.2. An employee may appeal a BBA, as defined in paragraph 9.4.1, or a demotion based on
position classification, as defined in paragraph 17.14, but only to the extent that the appeal alleges a
failure by management to follow regulations or procedures which govern these actions. Management
decisions that form the basis for BBASs, e.g., decisions regarding budget, workload, organization and
mission are reserved to management and are not appealable. If an employee alleges that the action
resulted from an act of discrimination, the action may only be contested through the discrimination or
retaliation complaint procedure.

9.6. Matters Excluded from Coverage by the Administrative Procedure. The administrative
procedures do not apply to:
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9.6.1. Any matter that is subject to final administrative review or decision outside the AF or for
which other authorized complaint or appeal systems are prescribed.

9.6.2. The content of published AF publications applicable to NAF employees. However, the
application or impact of such AF publications on the employee may be grievable if not otherwise
excluded by this paragraph.

9.6.3. Any allegation of discrimination based on race, color, religion, sex, national origin, age, or
handicap subject to final administrative review by the Equal Employment Opportunity Commission
(EEOC) under law or regulations of the EEOC. Such matters are referred to the chief EEO counselor.
9.6.4. A Notice of Proposed Action.

9.6.5. Separation of a Regular category employee during the probationary period.

9.6.6. Separation of a Flexible category employee.

9.6.7. Content of performance standards.

9.6.8. Non-selection for appointment, promotion, or relating to reassignment to a position at the same
or higher rate of pay.

9.6.9. Termination of a temporary promotion or limited term appointment.
9.6.10. Any matter relating to management’s decision to:

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

9.6.10.2. Adopt or refuse to adopt a suggestion.
9.6.10.3. Increase or refuse to increase an employee's basic rate of pay.
9.6.11. Any matter covered by a negotiated grievance procedure.

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

9.6.13. Any issue previously decided as a result of a prior grievance, appeal, or any other formal
complaint system.

9.6.14. Any matter relating to wage or salary rates or schedules.
9.6.15. Any matter relating to informal disciplinary counseling and oral admonishments.

9.6.16. Matters subject to, or that the employee or applicant has also raised in, other dispute
resolution procedures, (e.g., EEO discrimination complaints, 1G complaints, and BBA appeals).

9.7. Allegations of Discrimination.

9.7.1. If an employee alleges discrimination based upon race, color, religion, sex, national origin, age,
or handicap in connection with an appeal or grievance, the official then considering the appeal or
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grievance terminates the proceedings, refers the allegation of discrimination to the Chief EEO
Counselor, and notifies the employee of the referral in writing.

9.7.2. NAF employees are covered by Executive Order 11478, “Equal Employment Opportunity in
the Federal Government”, August 8, 1969 (as amended by Executive Orders 11590, 12106,13087, and
13152), which prohibits employment based on an individual’s status as a parent. As this form of
discrimination is not enforced by the EEOC, it is not processed through that complaints process. NAF
employee claims of employment discrimination based on status as a parent may be filed IAW with
these administrative procedures.

9.8. Representation.

9.8.1. An employee may be accompanied, represented, and advised by a representative of the
employee's choice at any stage of the procedure provided the person is willing and free to do so. The
employee shall designate his or her representative in writing. A written designation is changed only
by the employee’s written notification to the official then considering the appeal or grievance. The
employee bears all costs of representation.

9.8.2. An employee may present an appeal or grievance without representation. However, if a
bargaining unit employee chooses self-representation, the labor organization still retains the right to
attend meetings and hearings convened to process the appeal or grievance.

9.8.3. A member of the NAF-HR staff may not serve as a representative.

9.8.4. Inthe U.S,, a judge advocate may not represent an employee. Overseas, a judge advocate may
serve as a representative, but only if he or she is personally requested by an employee and his or her
supervisor determines that he or she is reasonably available.

9.8.5. The FSS commander/director may disallow the employee's choice of representative if activities
of the individual as representative would cause a conflict of interest or position; release of an
employee from his or her official position to serve as representative would give rise to unreasonable
costs to the government; or, priority work assignments of the individual preclude his or her release to
serve as representative.

9.9. Official Time.

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

Additional time may be granted to the employee, upon request, when it is shown that circumstances

are beyond the employee’s or management’s control (e.g., illness, complex issues, workload).

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

9.9.3. An employee serving as a union representative at a hearing or other formal discussion related
to the appeal or grievance is normally entitled to official time. However, if the employee's
representative is a bargaining unit member on official time, the union representative is charged with
annual leave or LWOP.
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9.9.4. Employees and their representatives make advance arrangements with their supervisors for the
use of official time. If there is a disagreement, the supervisor refers the matter to the NAF-HR
Section for resolution.

9.10. Cancellation of an Appeal or Grievance.

9.10.1. An appeal or grievance is cancelled by the official then considering it for the following
reasons:

9.10.1.1. Upon receipt of the employee's written request to cancel.

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

9.10.1.3. If the employee, or the employee's representative, does not furnish required information to
proceed with the advancement of the case after having been warned, in writing, of the possibility of
cancellation.

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

9.10.1.5. Upon notification that the same matter or a directly related matter has been accepted for
adjudication by some other agency or under some other complaint system authorized to review it.
9.10.2. The official cancelling the appeal or grievance notifies the employee promptly, in writing, of
the cancellation and the reasons for it.

9.11. Remedial Action.

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

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

9.11.3. Special provisions for restoration of pay and benefits are in paragraph 17.13.15.
9.12. Appeal or Grievance File.

9.12.1. The NAF-HR Section establishes a file containing all documents pertinent to the case when
an appeal or grievance is accepted under these procedures. The case file, as augmented during the
processing of the appeal or grievance, becomes the official record of the appeal or grievance.

9.12.2. The party initiating correspondence relating to the case is responsible for providing copies to
the other party and to the NAF-HR Section for the official file.

9.12.3. The file contains original documents whenever possible. It must not contain documents that
are not available to the employee and his or her representative. Upon request, the grievance file shall
be made available to the employee and/or employee’s representative for review unless to do so would
be unduly burdensome or contrary to law or regulation.
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9.13. Appeal Procedures. If the incident giving rise to the appeal is for one of the reasons described
in paragraph 9.4.1, the appeal is processed in accordance with the procedures prescribed by this
paragraph. All appeal decision memorandums are reviewed by the Chief, NAF-HR before issuing to
the employee.

9.13.1. Step 1:

9.13.1.1. The employee presents the appeal to the NAF-HR Section not later than seven days after the
effective date of the action giving rise to the appeal. If the appeal is mailed, it is postmarked no later
than 7 days after the effective date of the action.

9.13.1.2. The appeal is in writing, signed by the employee, and dated. It includes:

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

9.13.1.2.2. The name, organization, duty phone, home address, email address, and home phone of the
employee’s representative, if any.

9.13.1.2.3. A clear indication that the memorandum is a Step 1 appeal.

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

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

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

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

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

9.13.1.3.2. Returns the appeal and notifies the employee, in writing, of the reason for the rejection if
the appeal does not include the required information. The Chief, NAF-HR instructs the employee to
correct the deficiency and resubmit the appeal within seven days, otherwise the appeal is rejected.

9.13.1.3.3. Forwards it to the FSS commander/director for action. If the official to whom the appeal
would ordinarily be submitted is a party to the issue, it will be submitted to the next higher level in the
chain of command.

9.13.1.4. The deciding official discusses the appeal with the employee and his or her representative.
The deciding official may also consult with whomever he or she believes has information relevant to
the appeal. The deciding official consults with the Chief, NAF-HR before issuing a decision. Not
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later than seven days after receipt of the Step 1 appeal, the deciding official renders, in writing, a Step
1 decision which includes the following:

9.13.1.4.1. A summary of the issues.

9.13.1.4.2. A statement informing the employee of whether the remedy requested in the Step 1 appeal
is granted.

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

9.13.2. Step 2:

9.13.2.1. If the employee wants the matter considered further, he or she delivers or mails the appeal
to the NAF-HR Section not later than seven days after receipt of the Step 1 decision. If the appeal is
mailed, it is postmarked no later than seven days after the date of the Step 1 decision.

9.13.2.2. The appeal is in writing, signed by the employee, and dated. It includes:
9.13.2.2.1. A clear indication that the memorandum is a Step 2 appeal.
9.13.2.2.2. A summary of the employee's reason(s) for believing that the Step 1 decision is in error.

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

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

9.13.2.4. The installation commander may delegate the authority to render Step 2 decisions no lower
than the mission support group commander. The commander either (1) renders a decision on the basis
of the existing appeal record or (2) appoints an impartial third party to investigate the appeal. The
fact-finder must not have been involved in or have a direct interest in the matter being appealed. The
commander may also consult with whomever he or she believes has information relevant to the
appeal. The commander consults with the Chief, NAF-HR before issuing a decision.

9.13.2.4.1. If the installation commander opts to render a decision on the basis of the existing appeal
record, the decision is issued no later than 14 days after his or her receipt of the Step 2 appeal. The
decision includes the information required by paragraph 9.13.2.4.3.

9.13.2.4.2. If the installation commander opts to appoint an investigator, the investigator completes
the investigation and submits a report of that investigation not later than 14 days following his or her
appointment. The Report of Investigation includes four sections, entitled (1) Authority and Scope, (2)
Background and Allegations, (3) Finding, Analysis and Conclusions, and (4) Appointing Authority
Approval. See AFI 90-301, Inspector General Complaints Resolution, for guidance regarding the
content of each of these sections.

9.13.2.4.3. No later than seven days after receipt of the investigator’s report, the installation
commander renders, in writing, a Step 2 decision which includes the following:
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9.13.2.4.3.1. A summary of the issues.

9.13.2.4.3.2. A statement informing the employee of whether the remedy requested in the Step 2
appeal is granted.

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

9.13.3. Step 3:

9.13.3.1. If the employee is a Regular employee and wants the matter considered further, he or she
delivers or mails the appeal to the NAF-HR Section not later than seven days after receipt of the Step
2 decision. If the appeal is mailed, it is postmarked no later than seven days after the date of the Step
2 decision.

9.13.3.2. The appeal is in writing, signed by the employee, and dated. It includes:
9.13.3.2.1. A statement or clear indication that the letter is a Step 3 appeal.
9.13.3.2.2. A summary of the employee's reasons for believing that the Step 2 decision is in error.

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

9.13.3.2.4. A copy of the Step 1 appeal, the Step 1 decision, the Step 2 appeal, and the Step 2
decision.

9.13.3.3. The Chief, NAF-HR reviews the appeal to determine whether it (1) is timely and (2)
includes the information required by paragraph 9.13.3.2. Not later than seven days after receipt of the
Step 3 appeal, the Chief, NAF-HR complies with paragraph 9.13.1.3, if applicable, and forwards the
entire appeal record to the AFSVC/SVIRF for MAJCOM/AL action.

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

9.13.3.4.1. A summary of the issues.

9.13.3.4.2. A statement informing the employee of whether the remedy requested in the Step 3 appeal
is granted.

9.13.3.4.3. A statement informing the employee that the Step 3 decision represents the final decision
with respect to the employee's appeal.
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9.14. Grievance Procedures. If the incident giving rise to the grievance is other than those for which
the appeal procedures apply, and is otherwise not excluded by the provisions of paragraph 9.6, the
grievance is processed according to the procedures in this paragraph. All grievance decision
memorandums are reviewed by the Chief, NAF-HR before issuing to the employee.

9.14.1. Step 1:

9.14.1.1. The employee presents the grievance to the NAF-HR Section not later than seven days after
either (a) the date of the action or incident upon which the grievance is based or (b) the date the
employee knew or should have known of such action or incident, whichever is later.

9.14.1.2. The grievance is in writing, signed by the employee, and dated. It includes:

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

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

9.14.1.2.3. A clear indication that the memorandum is a Step 1 grievance.

9.14.1.2.4. A statement of the specific action or incident giving rise to the grievance, including the
date on which the incident occurred or action took effect, and the date on which the employee became
aware of such action or incident.

9.14.1.2.5. A statement of the employee's reason for believing that the action or incident is improper.
9.14.1.2.6. A brief explanation of any attempt by the employee to resolve the grievance informally.

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

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

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

9.14.1.3.2. Returns the grievance and notifies the employee, in writing, of the reason for the rejection
if the grievance does not include the required information. The Chief, NAF-HR instructs the
employee to correct the deficiency and resubmit it within four days, otherwise the grievance is
rejected.

9.14.1.3.3. Forwards it to the supervisor for action. If the official to whom the grievance would
ordinarily be submitted is a party to the issue, it will be submitted to the next higher level in the chain
of command who can grant the relief requested.

9.14.1.4. The deciding official to whom the grievance is presented discusses the grievance with the
employee and his or her representative. The deciding official should also consult with his or her
immediate supervisor, and may conduct whatever investigation is necessary to gather information
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relevant to the grievance. The deciding official consults with the Chief, NAF-HR before issuing a
decision. Not later than seven days after receipt of the Step 1 grievance, the deciding official renders,
in writing, a Step 1 decision which includes the following:

9.14.1.4.1. A summary of the issues.

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

9.14.1.4.3. A statement informing the employee that if he or she is not satisfied with the Step 1
decision, he or she may submit a Step 2 grievance to the FSS commander/director not later than seven
days after receipt of the Step 1 decision.

9.14.2. Step 2:

9.14.2.1. If the employee wants the matter considered further, he or she delivers or mails the
grievance to the NAF-HR Section not later than seven days after receipt of the Step 1 decision. If the
grievance is mailed, it is postmarked no later than seven days after the date of the Step 1 decision.

9.14.2.2. The grievance is in writing, signed by the employee, and dated. It includes:
9.14.2.2.1. A clear indication that the letter is a Step 2 grievance.
9.14.2.2.2. A summary of the employee's reasons for believing that the Step 1 decision is in error.

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

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

9.14.2.3. The Chief, NAF-HR reviews the grievance to determine whether it (1) is timely and (2)
includes the information required by paragraph 9.14.2.2. Not later than seven days after receipt of the
Step 2 grievance, the Chief, NAF-HR complies with paragraph 9.14.1.3 and forwards it to the FSS
commander/director for action. Note: If the FSS commander/director rendered the Step 1 decision,
the grievance will be submitted to the next higher official in the chain of command.

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

9.14.2.4.1. A summary of the issues.

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

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

9.14.3.1. If the employee wants the matter considered further, he or she delivers or mails the
grievance to the NAF-HR Section not later than seven days after receipt of the Step 2 decision. If the
grievance is mailed, it is postmarked no later than seven days after the date of the Step 2 decision.

9.14.3.2. The grievance is in writing, signed by the employee, and dated. It includes:
9.14.3.2.1. A statement or clear indication that the letter is a Step 3 grievance.
9.14.3.2.2. A summary of the employee's reasons for believing that the Step 2 decision is in error.

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

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

9.14.3.3. The Chief, NAF-HR reviews the grievance to determine whether it (1) is timely and (2)
includes the information required by paragraph 9.14.3.2. Not later than seven days after receipt of the
Step 3 grievance the Chief, NAF-HR complies with paragraph 9.14.1.3 and forwards it and the entire
grievance record to the installation commander for action or next higher level in the chain of
command if the installation commander rendered the Step 2 decision.

9.14.3.4. The installation commander may delegate the authority to render Step 3 decisions no lower
than the mission support group commander. The deciding official either (1) renders a decision on the
basis of the existing grievance record or (2) appoints an impartial third party to investigate the
grievance. The fact-finder must not have been involved in or have a direct interest in the matter being
grieved. The deciding official may also consult with whomever he or she believes has information
relevant to the grievance, and consults with the Chief, NAF-HR before issuing a decision.

9.14.3.4.1. If the deciding official opts to render a decision on the basis of the existing grievance
record, the decision is issued no later than 14 days after receipt of the Step 3 grievance. The decision
includes the information required by paragraph 9.14.3.4.3.

9.14.3.4.2. If the deciding official opts to appoint an investigator, the investigator completes the
investigation and submits a report of that investigation not later than 14 days following his or her
appointment. The report includes 4 sections, entitled (1) Authority and Scope, (2) Background and
Allegations, (3) Finding, Analysis and Conclusions, and (4) Appointing Authority Approval. See AFI
90-301for guidance regarding the content of each of these sections.

9.14.3.4.3. No later than seven days after receipt of the Step 3 grievance, the deciding official
renders, in writing, a Step 3 decision which includes the following:

9.14.3.4.3.1. A summary of the issues.

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

9.14.3.4.3.3. A statement informing the employee that the Step 3 decision represents the final
decision with respect to the employee's grievance.
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9.14.3.4.4. The deciding official sends the Step 3 decision directly to the employee. The deciding
official also sends a copy of the decision and the entire grievance record to the NAF-HR Section.

9.15. Source of Funding for Settlements and Judgments. If an appeal, grievance, EEO complaint,
or similar action filed by a NAF employee is settled, the source of funds (APFs or NAFs) for
payments required by the settlement, whether the payments are for back pay, other damages, or
attorney fees and costs, shall be determined by the status (APF or NAF) of the person (military
member or civilian employee) whose conduct gave rise to the potential for liability.

9.15.1. If the potential for liability results from the conduct of both a person (military member or
civilian employee) paid with APFs and a person paid with NAFs, the payments required by the
settlement are apportioned between APFs and NAFs in amounts approximating the degree of such
persons' contributions to the potential liability. When determining the apportionment of APFs and
NAFs, do not consider allegations that are obviously frivolous or that do not motivate settlement.

9.15.2. These principles also apply to the funding of a judgment rendered by a third-party neutral
such as an arbitrator, a Federal agency decision-maker, or a Federal court judge.

9.16. Merit System Protection Board (MSPB) Jurisdiction. NAF employees possess no MSPB
appeal rights for actions such as separations for cause and unfavorable suitability determinations.
However, statutes do authorize MSPB review for NAFIs in the following situations:

9.16.1. Appeals related to CSRS and FERS retirement portability elections.

9.16.2. Complaints regarding violation of employment rights IAW 38 U.S.C., chapter 43, also known
as USERRA.
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Chapter 10: Employee Management Relations

10.1. Employee Conduct. Employees must display the highest standards of personal conduct and
integrity. DoD 5500.07-R is the governing directive. Supervisors ensure employees are briefed on
the requirements of standards of conduct at the time of appointment and at least once a year after
that. A person is neither employed nor continued in employment who:

10.1.1. Advocates the overthrow of the U.S. Government.

10.1.2. Knowingly is a member of an organization that advocates the overthrow of the U.S.
Government.

10.1.3. Participates in any strike against the U.S. Government including a NAFI of the U. S.
Government.

10.2. Work Performance. All employees are expected to:

10.2.1. Discharge assigned duties conscientiously and effectively and meet established performance
requirements.

10.2.2. Be present for scheduled duty unless he or she is authorized to be absent.

10.2.3. Follow regulations and comply in a timely manner with proper instructions or orders given
by competent authority.

10.2.4. Confer with line management (starting with the immediate supervisor) to discuss matters,
obtain information, or solve problems related to the job. This does not limit the right of employees to
contact EEO without first going through supervisors regarding matters of equal employment
opportunity. This also does not limit the right of employees to contact the IG to report fraud, waste,
and abuse, or the NAF-HR Section or union representative to file grievances or complaints, without
going through supervisors.

10.2.5. Comply with safety and health standards set for the job environment.

10.2.6. Not knowingly make unauthorized commitments or promises of any kind purporting to bind
the Government.

10.2.7. Treat other employees and stakeholders with respect and consideration. Maintain high
standards of honesty, responsibility, and accountability as well as adhere to the Air Force Core
Values of “Integrity First, Service Before Self, and Excellence in All We Do "

10.3. Employee Safety and Health. Employees comply with all safety and health directives set
for the job environment and promptly report on-the-job accidents and injuries to their supervisor.
The supervisor promptly reports all on-the-job injuries to the NAF-HR Section and ground
safety office. Medical, safety, NAFI, and NAF-HR officials evaluate health and safety practices to
correct any adverse trends. The accident reporting requirements in AFI 34-302, Air Force
Nonappropriated Fund Employee Benefit Plans applies.

10.3.1. Dress and Appearance. Employees are expected to comply with reasonable dress and
grooming standards based on comfort, productivity, health, safety, and type of position occupied.
Due to the diversity of work functions and locations, appropriate dress standards may vary
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significantly. Employee attire will be in good repair and should not be considered offensive,
disruptive, or unsafe. Management disagreement with styles, modes of dress, and grooming currently
in fashion is not an adequate criterion for making such a determination. Commanders/directors may
establish and publish civilian dress standards. Such standards should be consistent with the
provisions of this paragraph.

10.3.2. Violence in the Workplace. The Air Force is committed to working with employees to
maintain a work environment free from violence, threats of violence, harassment, intimidation, and
other disruptive behavior. All employees are responsible for promoting a safe work environment.

10.3.2.1. Workplace violence can be any act of physical violence or threat of physical violence,
including harassment, intimidation, or other threatening, disruptive behavior. It can affect or involve
employees, visitors, contractors, and other non-Federal employees. Workplace violence can be
inflicted by an abusive employee, manager, supervisor, co-worker, customer, family member, or even
a total stranger. Whatever the cause or whoever the perpetrator, workplace violence is not to be
accepted or tolerated.

10.3.2.2. Installations must develop local workplace violence awareness and response plans and
ensure employees are aware of plans. A workplace response plan should address key situations that
can give rise to violence or potential violence. Violence, threats, harassment, intimidation, and other
disruptive behavior will not be tolerated in the workplace; all reports of incidents will be taken
seriously and will be dealt with appropriately.

10.3.2.2.1. When a supervisor becomes aware of a situation or behavior indicating potential violence
they must assess the situation and, in consultation with Security Forces, the NAF-HR Section, the
legal office, and installation medical staff, as appropriate, take steps to reduce the risk of violence.
Supervisors must:

10.3.2.2.1.1. Inform employees of workplace violence policies, plans and procedures. (T-3)

10.3.2.2.1.2. Ensure employees know specific procedures for dealing with workplace threats and
emergencies, and how to contact police, fire, and other safety and security officials. (T-3)

10.3.2.2.1.3. Respond to potential threats and refer situations to entities such as law enforcement,
medical services, protective services, and human resources staff as necessary. (T-3)

10.3.2.2.1.4. Take all threats seriously. (T-3)
10.3.2.2.1.5. Inform FSS commander/director of potential or actual workplace violence. (T-3)

10.3.3. Wellness Programs. Wellness programs promote a healthy lifestyle, such as physical
activity, nutrition, healthy choices, and prevention approaches to health care. Wellness strategies
include worksite flu vaccinations; work-life balance/life-skills programs; training for managers on
identifying and reducing workplace stress-related issues; training on dealing with employee
depression, etc. Each installation will develop a policy that allows employees to use flexible
scheduling or excused absence to participate in worksite health and wellness activities.

10.4. Political Activities. Title 5 U.S.C. §7321 through 87326, referred to as the “Hatch Act”
governs the political activities of employees. These principles are administratively extended to NAF
employees. Guidance on the application of the Hatch Act Amendments is provided by the Office of
Special Counsel at www.osc.gov/Pages/HatchAct.aspx). The U.S. Office of Special Counsel
enforces compliance with the Hatch Act, but has no jurisdiction over the NAF workforce.
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Management will investigate and take appropriate actions if it is determined that alleged violations of
Hatch Act principles have occurred. Employees are generally permitted to engage in a wide array of
political activities, however, such activity is done on the employee’'s own time, and away from the
worksite. According to the principles of 5 U.S.C. §7323 through §7325 no employee shall:

10.4.1. Use official authority or influence for the purpose of interfering with or affecting the result
of an election which includes: using their official titles while participating in a permitted political
activity; using their authority to coerce anyone into participating in a political activity; soliciting or
receiving uncompensated volunteer services from a subordinate; and soliciting or discouraging the
participation in a political activity of anyone with official matters before DoD.

10.4.2. Participate in the following political fundraising activities: soliciting or receiving political
contributions (except under limited circumstances in relation with certain local elections or Federal
labor organizations); employees may not solicit contributions anonymously over the telephone;
allowing the use of their official titles in relation with political fundraising; and hosting or
sponsoring a political fundraiser. An employee’s spouse may host or sponsor a fundraiser, and the
employee may attend it.

10.4.3. Run for partisan office (except as independent candidates in certain local elections).

10.4.4. Participate in a permitted political activity while on duty, while in a government office
or building, or using a government vehicle.

10.4.5. NAFI employees retain the right to vote as they choose; express their opinions on all
political subjects and candidates; and participate in nonpartisan political activity. In addition, an
employee may hold a state, territorial, and local office if it does not conflict with duties, laws, or
executive orders. No inquiries shall be made concerning the political affiliation of an employee or
applicant for employment, and any disclosures of political affiliation shall not be considered in the
employment process of the employee or applicant for employment.

10.4.6. Permissible Activities. Under the law, employees generally may participate in political
organization activities such as being members of a political party or partisan group; serving as
officers of a political party or partisan group; attending and participating in a political convention,
caucus, or rally; and serving as delegates to a political party convention.

10.4.6.1. They may take an active part in a political campaign, which includes displaying a political
sign, sticker, button, or similar material; initiating or circulating a partisan nominating petition;
canvassing for votes; endorsing or opposing a candidate in a political advertisement, broadcast, or
campaign literature; addressing a political convention, caucus, or rally on behalf of a candidate;
managing a political campaign; and distributing campaign literature (but not while on duty, in a
government office or building, or using a government vehicle).

10.4.6.2. They may participate in the following election-related activities: voting, acting as
recorders, watchers, or challengers at a polling place; serving as election judges or clerks; driving
voters to a polling place; and running for non-partisan office (that is, an office to which political
parties may not designate candidates). Employees who run for non-partisan office may not seek
the endorsement of a political party or print partisan campaign literature.

10.4.6.3. They may participate in the following political fundraising activities: making a financial
political contribution; attending, addressing, or being featured guests at a political fundraiser (but
refraining from soliciting contributions personally); soliciting or receiving uncompensated volunteer
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services (but not from a subordinate or anyone with official matters before DoD); and managing or
organizing a political fundraiser hosted or sponsored by others (but refraining from soliciting
contributions personally).

10.4.6.4. They may use work email to discuss political subjects in a manner similar to water-
cooler conversations. Employees may not use work email to send messages to a high number of
people with whom they have a minimal relationship for the purpose of encouraging the recipients to
support or oppose a candidate, political party, or partisan group.

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

10.6. Death of a NAF Employee.

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

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

10.6.2.1.1. Notifies the servicing NAF-HR Section and the FSS commander/director of the
employee's death.

10.6.2.1.2. Furnishes to the NAF-HR Section the name, relationship, address, and telephone
number of the emergency addressee designated on the AF Form 971.

10.6.2.1.3. Initiates RPA and forwards to the NAF-HR Section.

10.6.2.1.4. Prepares the final time and attendance report and submits with normal payroll
processing.

10.6.2.1.5. Secures the employee's personal property for later disposition.
10.6.2.1.6. Arranges for turn in of government property charged to the employee.

10.6.2.1.7. Prepares Workers' Compensation forms if the employee's death resulted from a work
related injury or illness, and forwards to the NAF-HR Section.
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10.6.2.1.8. Notifies the president or secretary of the appropriate union so that, if the deceased was
a member, the union may take the proper action to obtain any insurance or other benefits to which
the survivors are entitled.

10.6.2.2. NAF-HR Section.

10.6.2.2.1. When the employee dies as a result of a work-related injury or illness, the NAF-HR
Section notifies (1) the local safety office; (2) AFSVC/SVXHW:; and (3) AFSVC/SVI, either by
telephone or electronically describing the details surrounding the death, and processes workers'

compensation forms.

10.6.2.2.2. Completes the Civilian Death Report Worksheet and provides to the Military Personnel
Flight Casualty Assistance Representative (CAR) within 24 hours of reported death. If the
installation does not have a co-located CAR, contact AFPC/DPFCS, Casualty Services Branch, to
report the death and immediately follow up with an email that includes the Civilian Death Report
Worksheet.

10.6.2.2.3. Upon receipt of public record of death or International Death Certificate, the NAF-HR
Section processes a Separation-Death action using the NOAC, N045.

10.6.3. Public Announcement of Death. The NAF-HR Section notifies the local public
information officer of the death, and if requested, provides biographical information from the
personnel folder for use in making a public announcement. Public announcement is not made
before the next of kin has been told of the death. In an overseas area, the NAF-HR Section also
notifies the American Embassy in the host nation.

10.6.4. Memorandums of Condolence. The FSS commander/director sends an official
memorandum of condolence to the next of kin within one week after the death occurs. This
memorandum need not be sent if the FSS commander/director convey condolences in person.

10.6.5. Assistance to the Next of Kin. The NAF-HR Section advises the next of kin, or other
beneficiaries, about any benefits they are entitled to from the decedent's employment, and assists
them in making the necessary claims. At the earliest appropriate date after the death occurs, the
NAF-HR staff does the following:

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

10.6.5.2. Counsels the survivors on their entitlements, including any unpaid compensation,
benefits under the NAF Retirement Plan, NAF Group Life Insurance Plan, and health benefits
coverage; and, if death resulted from a work related injury or illness, on possible benefits from the
NAF Workers' Compensation Program.

10.6.5.3. Gives survivors the proper claim forms and assists in completing and processing their
claims expeditiously.

10.6.5.4. Notifies survivors as soon as possible that they may need as many as 6 certified
copies of the public record of death. For OCONUS, an International Death Certificate obtained
through the American Embassy may be required.
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10.6.5.5. Advises survivors to investigate any possible benefits due them under the Social Security
Program, Veteran's Administration, federal credit union, or membership in an employee union (or
social or religious organization).

10.6.6. Preparing and Transporting Remains. When an employee dies while traveling on official
government business away from the official duty station or while permanently serving outside the 50
States and the District of Columbia, the remains are prepared and transported according to AFI 34-
501, Mortuary Affairs Programs, and the Joint Travel Regulation (JTR).

10.6.7. Travel and Transportation of Family Members and Personal Property. When an
employee stationed OCONUS dies, travel and transportation of family members, household goods,
and personal effects is provided as specified in the JTR. Appropriate travel orders are required
before such travel and transportation are provided.

10.7. Equal Employment Opportunity.

10.7.1. NAF employees are covered by the Federal Government’s EEO laws and regulations. These
prohibit employment discrimination based on race, color, religion, sex (including pregnancy),
national origin, disability, age (40 and over), prior EEO activity, and genetic information. NAF-HR
Sections shall comply with the EEO requirements of 29 CFR, §1614 and DoD Directive 1440.1,
The DoD Civilian Equal Employment Opportunity (EEO) Program, and Acting Assistant Secretary
of Defense (Force Management Policy) memorandum, Amendment to Executive Order 11478,
Equal Employment Opportunity in the Federal Government, 14 Jul 98, which adds sexual orientation
to nondiscrimination requirements. It requires any statements regarding EEO and/or job vacancy
announcements to include sexual orientation to the list of characteristics, which will not factor in
hiring decisions. Employees shall receive fair, impartial, and timely investigation and resolution of
complaints of discrimination in employment, including complaints of sexual harassment.

10.7.2. AFI 36-2706 provides policies and procedures pertaining to investigation and settlement of
complaints of discrimination.

10.8. FLSA Violations. An employee who believes the FLSA was violated may file a complaint.
Attachment 11 contains detailed complaint procedures. Employees with complaints should make
every effort to resolve complaints through supervisory channels before filing an FLSA complaint.

10.9. Personnel Actions Based on Medical Qualifications.

10.9.1. If an employee's conduct or performance is suspected to be adversely affected by the abuse
of alcohol or drugs, the procedures contained in AFI 90-508, Air Force Civilian Drug Demand
Reduction Program, are utilized. No personnel action is taken against an employee prior to
completing the requirements of AFI 90-508.

10.9.2. Management is not precluded from advising an employee to seek medical attention or
counseling. When an employee raises his or her health status as an issue, the employee bears the
burden to demonstrate the nature and impact of the condition. If the employee fails to provide
adequate evidence to conclude that a medical condition exists, the supervisor may proceed with the
management decision or personnel action.

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

10.9.3.1. When the employee is in a job that requires physical or medical standards, and the
medical information provided by the employee indicates a question about the employee's ability to
meet the job's physical or medical requirements, the supervisor may require the employee to report
for a medical examination. Management may, at its option, offer a medical examination in any
situation where management needs additional medical documentation to make an informed
management decision.

10.9.3.2. When the employee is not in a position that requires physical or medical standards, and the
medical information provided by the employee provides no basis to act on the employee's request for
consideration of a medical condition, the supervisor may offer a medical examination to verify
current medical status.

10.9.3.3. When the supervisor requires or offers a medical examination, the employee is told, in
writing, of the reasons for the requirement or offer and the consequences of non-cooperation.
Management designates the examining physician or other appropriate practitioner, but must offer the
individual an opportunity to submit medical documentation from his or her personal physician or
practitioner. All examinations ordered or offered, whether conducted by management’s physician or
the applicant’s or employee’s physician is paid for by the NAFL

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

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

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

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

10.10. Evaluation of Pregnant Civilian Employees. NAF-HR Sections shall observe procedures
contained in AFI 44-102, Medical Care Management, Chapter 4, paragraphs 4.17. - 4.17.3.

10.10.1. When a civilian who is employed by the Air Force presents confirmation of pregnancy to
the supervisor, the supervisor refers the employee to Public Health.

10.10.2. Bio-Environmental Engineering evaluates workplace risks in conjunction with Public
Health and Aerospace Medicine, advises the employee of any identified risks, and reports the
risks with any recommended techniques for avoiding the risks to the employee and supervisor.
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10.10.3. When the obstetrical healthcare provider is a civilian, recommendations will be reviewed
by a military medical provider through the Force Health Management section, who will make a final
duty recommendation to the civilian employee and supervisor. (T-1)

10.11. Reprisal Protection for NAFI Employees/Applicants. DoDD 1401.03, DoD
Nonappropriated Fund Instrumentality (NAFI) Employee Whistleblower Protection, establishes
protection against reprisals for NAFI employees, former employees, or applicants for NAFI positions
who have made protected disclosures. The Directive sets forth responsibilities and authorities for
providing such protection and prescribes requirements for filing complaints of reprisal by NAFI
employees, former employees, or applicants.

10.11.1. Employees and applicants will not be impeded from disclosing information to the
appropriate authority, will be free from reprisal in making protected disclosures, and will be informed
of the right to report directly to the Office of the Inspector General of the DoD such incidences that
they reasonably believe evidence:

A violation of any law, rule, or regulation, or

Mismanagement, a gross waste of funds, an abuse of authority, or a substantial and specific damage
to public health or safety.

10.11.2. The Defense Hotline Program as described in DoDI 7050.01, Defense Hotline Program,
applies to NAF employees. It encourages personnel to report suspected fraud, waste, abuse, and
mismanagement without fear of reprisal.

10.12. Related Directives.

10.12.1. Substance Abuse. NAF employees are covered by the Air Force drug abuse testing
programs contained in AFI 90-508. AFI 90-508 explains how to identify and rehabilitate drug and
alcohol abusers and establishes program responsibilities for AF managers.

10.12.2. Discipline. Chapter 8 of this guide prescribes the policies and procedures which are
applicable in considering disciplinary action for violation of a requirement outlined in this guide.

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

10.13. Employee Assistance Program (EAP). An EAP is a voluntary, work-based program that
offers free and confidential assessments, short-term counseling, referrals and follow-up services to
NAF employees who have personal and/or work-related difficulties. EAPs address a broad and
complex body of issues affecting mental and emotional well-being, such as alcohol and other
substance abuse, stress, grief, family difficulties and psychological disorders. The EAP works in
partnership with managers and supervisors to complement and enhance strengths to address
employee and organizational challenges and needs.

10.13.1. EAPs optimize human capital by helping employees and their dependents resolve personal
issues that negatively affect job performance, productivity and/or health and by consulting with
organizational leaders to identify and resolve risk factors that negatively affect the work environment.
While EAPs were originally developed by statue to address the negative effects of drug and alcohol
abuse in the workplace, EAPs now also cover a wide range of behavioral, mental health and
organizational issues. Participation in EAPs is always voluntary.
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10.13.2. The Federal Occupational health’s (FOH) work/Life program, WorkLife4You, helps
employees better manager their work and personal responsibilities and reach higher levels of personal
achievement and satisfaction — both on and off the job. Employees can call 1-800-222-0364 (TTY: 1-
888-262-7848) from anywhere in the United States to receive immediate assistance, 24 hours-a-day,
365 days a year. Program specialist have expertise in numerous fields including child development,
gerontology, education, finance, and law, and will provide personalized guidance to meet each
employee’s specific needs.

10.13.3. Duty Status. Periods of excused absence may be granted to an employee for participation in
an EAP for problem identification and referral to an outside source. Management may grant excused
absence for general employee orientation or education activities (e.g., program briefings, general
orientations, seminars, etc.). During any period(s) of treatment and rehabilitation through an outside
resource, consider the use of annual or sick leave or leave without pay.
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Chapter 11: Employee Education and Training

11.1. Education and Training and Career Development. Air Force leadership recognizes education
and training are wise investments that enhance both job efficiency and individual career
development. Training is usually more specific in nature and provides trainees with specific
skills to perform a current task or job. Education includes a broad spectrum of knowledge that will
facilitate growth and development both now and well into the future. Each fiscal year, numerous
related classes, workshops, and conferences are scheduled at various locations. Interested personnel
should contact their supervisor and Unit Training Manager (UTM) regarding eligibility and funding
for these opportunities. The AF also provides, when practical, career and executive development
programs within NAFIs, to attract and retain a well-qualified work force.

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

11.1.2. Training Responsibilities.

11.1.2.1. Please refer to AFI 36-401, Civilian Training, Education, and Professional Development to
review specific training requirements.

11.1.2.1.1. Annual Total Force Awareness Training. General awareness-level training for the “Total
Force” mandated by Congress, DoD or USAF combined into concise, Computer Based Training.
Training in these courses is required annually for all Airmen (Regular AF, Civilian, Guard and
Reserve).

11.1.2.2. First-line supervisors are responsible for job induction and, with the help of the unit
training manager, as required; they identify, document, and evaluate training; provide required on-
the-job training (OJT); inform employees of self-development opportunities, and encourage their
participation in these activities.

11.1.2.3. The NAF-HR Section conducts new employee orientation; identifies NAF supervisors
for the on-line NAF Human Resources Supervisor’s Course; coordinates all training over 80
hours; and otherwise helps first-line supervisors in fulfilling their training needs. The UTM
coordinates with the Civilian Personnel Section all course completion information for APF
employees who complete the NAF Human Resources Supervisor’s Course.

11.1.2.4. Employees should keep informed of changes that occur in their career fields, take part
in self-development activities, keep their supervisor and the unit training manager informed of
self-development accomplishments, and share newly acquired skills with their fellow employees.

11.2. Funding for Education and Training.

11.2.1. Each NAF Council and applicable FSS commander/director approves the authorization to
expend NAFs for tuition, per diem, and travel for the education and training of NAF personnel. Such
proposed expenditures are included in NAF operating budgets. When travel funds are involved,
expenses for the essential travel of NAF employees may be authorized not to exceed those
amounts authorized in the JTR for employees paid from APFs. Operational managers, with the
help of the unit training manager approve self-study courses, employee orientation, and supervisory
instruction in basic policies for administering NAF employees.
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11.2.2. AFMAN 34-201, Use of Nonappropriated Funds (NAFS), addresses the use of NAFs for
education, training, per diem, and travel allowances for NAF employees.

11.2.3. Regular employees may be reimbursed for costs incurred for education courses at
nongovernment facilities when funds are available. Tuition Assistance reimbursement for
nongovernment training is not authorized for the sole purpose of getting a degree, but rather for the
purpose of developing those skills, abilities, and knowledge that best qualify the employee for the
performance of official duties.

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

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

11.3.2. On-the-Job training is planned and designed by the supervisor to ensure that the employee
is proficient in all elements of his or her present position, and contributes to the employee's
development.

11.3.3. Training and career development, provided by NAFIs, supplement both self-development
and OJT. They are provided through AF, other government, or nongovernment courses. When
possible, training and career development are met through locally conducted programs. Off-
installation facilities are used only when they can be justified on the basis of economy, feasibility,
and needs.

11.3.4. Other training activities include, but are not necessarily limited to:

11.3.4.1. Employee Orientation. Employee orientation is a planned and systematic program to
familiarize new employees with the employing NAFI mission and organization. The NAF-HR staff
conducts the orientation during the in-processing of a new employee. New employee orientation
training and job induction includes specific job related duties and is conducted by the first-level
supervisor within the employee’s first week of assignment.

11.3.4.2. NAF Human Resources Supervisor’s Course. This on-line course provides the
necessary instruction in those basic aspects of supervising NAF employees under the AF NAF
personnel system. The course covers HR legal and regulatory requirements and HR processes. It
consists of modules designed to teach FSS supervisors of NAF civilian employees about their
responsibilities for NAF human resources management. Supervisors of NAF employees are required
to complete the course no later than 6 months after assignment and supervisor refresher training is
mandatory every three years.

11.3.4.3. Human Resources Management In-Residence Course. New incumbents
appointed as the Chief, NAF HR are required to attend the Human Resources Management in-
residence course within one year of appointment. Attendance at a refresher course is highly
encouraged every five years.
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11.4. Training and Development Procedures. Supervisors determine, document, and report
training and development needs. Each supervisor analyzes the skill and knowledge required for each
job, and compares them with the capabilities of each person under his or her direct supervision. The
supervisor discusses performance requirements with each employee to determine individual training
needs.

11.4.1. When NAFs are used for tuition, travel, and per diem costs for training that will exceed 80
hours, the employee receiving the training must agree to continue in the service of the employing AF
NAFI for a prescribed period of time or to reimburse the NAFI the cost of the training. For this
purpose, the NAF-HR Section completes, and the employee signs, the AF Form 2547, NAF Service
and Reimbursable Agreement. The original is filed in the employee's OPF and the duplicate is
given to the employee. When an employee continues to receive a salary and full benefits during the
training period, the employee must agree to continue in the service of a NAFI for a period 4 times
the period of the training, up to a maximum of 24 months of obligated service (refer to table 11.1).
However, when the employee receives no salary or benefits during the training, but does receive
payment of additional expenses (such as tuition, books, travel, per diem, etc.), the employee must
agree to continue in the service of a NAFI for a period two times the period of the training, up to a
maximum of 24 months of obligated service.

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

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

11.5. AF Form 852, NAF Record of Training or Certification of Equivalency. This form is a
permanent record of training received (or equivalency credit granted), which is significant to the
employee's future assignment. The training manager:

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

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

11.5.3. Provides one copy of AF Form 852 to the NAF-HR Section for filing in the employee's OPF.
Does not file in the OPF any AF Forms 852 or comparable records of training for short training
periods that would not materially enhance the employee's qualification or have any bearing on
employment elsewhere, such as training in correspondence practices, files maintenance and
disposition, or orientation training.
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Table 11.1. Service Obligation

Length of Training

with additional expenses,
salary, and benefits

with additional expenses only
(no salary and benefits paid)

80 hours or less

no obligation

no obligation

More than 80 hours

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

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

Page 129
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Chapter 12: Labor Management Relations

12.1. Labor Management Relations. Title 5, U.S.C., Chapter 71 established the statutory labor-
management relations program for Federal Government employees. NAF employees are included
in the statute’s coverage and thus, eligible employees, where applicable, are subject to provisions
of locally negotiated collective bargaining agreements. DoDI 1400.25, Volume 1471establishes
policies, principles, and procedures that apply to labor management relations for the NAF work
force.

12.2. Definitions.

12.2.1. Bargaining Unit. A bargaining unit is a group of employees recognized by the employer
or designated by the Federal Labor Relations Authority as appropriate to be represented by a labor
organization for purposes of collective bargaining.

12.2.2. Official Time. Official time is duty time that is granted to employees acting on behalf of
the exclusive representative to perform representational duties without loss of pay or charge to an
employee’s leave account. Official time may not be granted for internal union business.

12.2.3. Condition of Employment. A condition of employment is any personnel policy, practice,
and matter whether established by rule, regulation or otherwise, affecting working conditions. It
does not include policies, practices and matters relating to prohibited political activities, to the
classification of any position, or to the extent the matters are specifically provided for by Federal
statue.

12.2.4. Formal Discussion. A formal discussion is a discussion between one or more
representatives of management and one or more employees in the unit concerning any grievance or
any personnel policy or practice or other condition of employment which affects bargaining unit
employees. The exclusive representative must be given the opportunity to be represented at these
meetings. Discussions about work assignments, performance appraisals, and/or performance or
conduct counseling are not considered formal discussions.

12.2.5. Weingarten Rights. Weingarten Right refers to the right of a bargaining unit employee to
be represented by the union when (1) the employee is examined in an investigation (investigatory
examination) conducted by a management representative; (2) the employee reasonably believes
disciplinary action against him or her may result; and (3) the employee requests union representation.

12.3. NAFI Managers:

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

12.3.2. Administers the negotiated agreement with the local labor organization in the day-to-day
work relationship with local union officials and bargaining unit members and deals with labor
organization representatives on appropriate matters. Administration of the agreement includes
responding to union and employee concerns, complaints, and grievances.

12.3.3. Notifies the Chief, NAF-HR Section of any changes in working conditions prior to
implementation of changes.
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12.4. Chief, NAF-HR:

12.4.1. Coordinates in the final step of the negotiated grievance procedures with the installation
Labor Relations Officer (LRO).

12.4.2. Informs employees and NAFI managers at least annually of their rights and obligations
to include notifying bargaining unit members of their statutory “Weingarten” rights under 5 U.S.C

7114()(2).

12.4.3. Maintains a constructive relationship with local union officials, which fosters resolution
of issues by means of collective bargaining.

12.4.4. Serves as the NAF subject matter expert during contract negotiations with the LRO.
12.5. Negotiating NAF Employee Fringe Benefits:

12.5.1. Fringe benefit provisions of DoDI 1400.25, Volume 1406 (Attendance and Leave) and
Volume 1408 (Insurance and Annuities for Nonappropriated Fund Employees (NAF) Employees),
not required by law or government-wide regulation, may be waived by DoD on a case-by-case basis.

12.5.2. Such waivers would apply at activities with NAF bargaining units where such matters are
negotiated under 5 U.S.C. Chapter 71. The waiver request should be forwarded to AFSVC/SVXH
through AFSVC/SVI, and must indicate the timing of negotiations.

12.5.3. Inform AFSVC/JA and AFSVC/SVXH through AFSVC/SVI of the content of all
proposals dealing with pay and benefits presented by a union for negotiation.

12.6. Send AFSVC/JA through AFSVC/SVI:

12.6.1. A copy of the unit certification, upon approval by the Federal Labor
Relations Authority, in the case of a newly certified bargaining unit.

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

12.7. Civilian Personnel Section: Civilian Personnel Section through their LROs assist the Chief,
NAF-HR with the processing of grievances of NAF employees under the negotiated grievance
procedure when such grievances reach the final step prior to arbitration. Civilian Personnel Section
also provides guidance and assistance on matters such as arbitrations, contract negotiations, and
unfair labor practices.

12.8. Agency Head Review: Agency Head Review is the statutory requirement under 5 USC
87114(c) (1) that all agreements between the Air Force and its exclusive representatives be reviewed
for legal sufficiency by the Agency. In Air Force, the Agency is the DoD through the Defense
Civilian Personnel Advisory Service (DCPAS).

12.8.1. DCPAS will review agreements for legal sufficiency, meaning the agreements do not
contradict law, rule, or regulation. Unions may have a similar review process in place, known as
Ratification, though it’s not required by statute. The ratification process must be completed prior to
Agency Head Review. By law, review must be accomplished within 30 days from the date the
agreement is executed IAW 5 U.S.C. 87114(c)(2). If not approved or disapproved within that time,
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the agreement goes into effect the 31% day after execution (to the extent it is considered with law and
government-wide rule or regulation) IAW 5 U.S.C. 87114(c)(3).

12.8.2. Agreements subject to Agency Head Review include: Master Labor Agreements; Collective
Bargaining Agreements; Ground Rules; Memorandums of Understanding; and Memorandums of
Agreement. DoDI 1400.25, Volume 711 prescribes procedures for processing labor-related actions.

12.8.3. Submit finalized agreements for Agency Head Review to DCPAS at dodhra.mc-
alex.dcpas.mbx.hrops-lerd-labor-relations@mail.mil, with a copy to AF/A1PC at
af.alpc.workflow@pentagon.af.mil and AFPC/DPIEP at afpc.dpiep.workforce.eff.br@us.af.mil.
When submitting your agreement, include the following:

The agreement in MS Word (preferred format) or Adobe PDF

An Adobe PDF of the completed signature page with date of execution and all signatures required
to finalize the agreement

Agency point of contact information, including mailing address, email address and phone
numbers number

Union’s point of contact and OFFICIAL mailing address

12.8.4. Provide a brief description of the agreement to be reviewed, including background on highly
contentious proposals relevant to the review.

12.8.5. Agreements are executed the day all parties have signed and dated the agreement. To be
properly executed, a collective bargaining agreement must include signatures and dates from
Commanders and Union representatives.
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Chapter 13: DoD Employee Benefit Portability Program

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

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

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

13.4. Appointments.
13.4.1. Involuntary Move:

13.4.1.1. A NAF employee may be eligible for noncompetitive conversion to career or
career conditional employment if the employee was serving in a NAF position on the date that
the position was brought into the competitive service and the Agency determines that this is a
"continuing” position. Criteria in 5 CFR 8315.201, Career and Career- Conditional
Employment, must be met.

13.4.1.2. An APF employee whose position is abolished and reestablished as a NAF position
will be afforded RIF rights according to 5 CFR, §351. Employees who are converted to NAF
status will be appointed noncompetitively.

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

13.5. Pay Provisions for Moves from NAF to APF Positions.
13.5.1. General Applicability:

13.5.1.1. Rate of Basic Pay. The Portability Act amended 5 U.S.C., to include pay setting
provisions of NAF employees moving to APF positions. The pay provisions of OPM
Operating Manual Federal Wage System-Appropriated Fund continue to apply to APF wage
schedule positions. The paragraphs below describe how to set pay for employees, based upon
the pay plan of the position the employee left and the pay plan of the position to which the
employee moves. For the purpose of this section, the term “NAFI highest previous rate”
means the highest rate of basic pay received by the employee during service in a NAFI position,
as described in 5 U.S.C. 2105(c).
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13.5.1.2. Grade and Pay Retention. The Portability Act authorized grade and pay retention
for all NAF employees who are involuntarily moved to an APF positon. The application of
grade and pay retention is described under paragraphs 13.5.2.1.2, 13.5.3.1.3, and 13.5.3.1.2.

13.5.2. Setting Basic Pay upon Movement from any NAF Position to a GS Position:
13.5.2.1. Involuntary Move:

13.5.2.1.1. When an employee is moved involuntarily from a NAFI position in DoD or the
Coast Guard to a GS position in DoD or the Coast Guard, respectively, with substantially the
same duties and without a break in service of more than three calendar days, the employee is
entitled to an initial payable rate of basic pay (including any locality pay or special rate
supplement) at the lowest step of the GS grade that is equal to or greater than the employee’s
rate of basic pay in the NAFI position immediately before the move. Compare the employee's
former NAFI rate to the highest applicable rate range for the employee's GS position of record
and official worksite in effect immediately prior to the move. For purposes of this paragraph,
“moved involuntarily” means the movement of the incumbent of a NAFI position in the DoD or
the Coast Guard with the position when it is moved to the civil service employment system of
the DoD or the Coast Guard, respectively.

13.5.2.1.2. For an employee covered by paragraph 13.5.2.1.1, an agency may choose one of the
following methods to set the initial payable rate of basic pay of an employee who is moved
involuntarily at a higher rate of pay:

13.5.2.1.2.1. Using the employee’s NAFI highest previous rate;

13.5.2.1.2.2. Using the GS maximum payable rate rule in 5 CFR 531.221 based on a non-NAFI
rate of basic pay; or

13.5.2.1.2.3. Using the authority to grant pay retention in 5 CFR 536.302(a).

13.5.2.1.3. Grade and pay retention benefits apply where the involuntary move resulted in a
reduction in grade or pay.

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

13.5.2.1.5. Prior to moving an employee from NAF Payband V to a GS position, the NAF

activity determines if an adjustment in NAF pay is necessary. Adjustments in NAF pay are
effected, where necessary, to ensure that the maximum rate of pay retained in the move will
not exceed the rate of pay for a GS-15, Step 10 for the position and geographical area to

which moved.

13.5.2.2. Voluntary Move. When a DoD or the Coast Guard employee moves voluntarily,
without a break in service of more than 3 days from an NAFI position in the DoD or the Coast
Guard to a GS position in the same agency, pay may be set at the employee’s initial payable rate
of basic pay at the minimum rate of the highest applicable rate range for the employee’s GS
position. Alternatively, the agency, at its discretion, may choose one of the following methods
to set the employee’s rate of basic pay at a higher rate:
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13.5.2.2.1. Based on the employee’s NAF highest previous rate, or

13.5.2.2.2. Using the maximum payable rate rule in 5 CFR 531.221 based on a non-NAFI rate
of basic pay if that rule produces a higher rate than using the employee’s NAFI highest previous
rate.

13.5.3. Setting Basic Pay upon Movement from an NA, NL, or NS NAF Crafts and
Trades Position to a WG, WL, or WS APF Wage Schedule Position.

13.5.3.1. Involuntary Move:
13.5.3.1.1. Basic pay may be set at either:
13.5.3.1.1.1. The employee's existing scheduled rate of pay; or,

13.5.3.1.1.2. At any rate which does not exceed his or her highest previous rate of pay. If the
highest previous rate falls between two rates of the new grade, the higher rate may be paid. The
highest previous rate of pay is computed according to OPM, Operating Manual Federal Wage
System-Appropriated Fund, S8-3e.

13.5.3.1.2. In either of the above, the employee's pay cannot be less than the minimum rate of
the grade of the position.

13.5.3.1.3. Grade and pay retention benefits apply where the involuntary move resulted in a
reduction in grade or pay. Grade and pay retention benefits will be administered according to
OPM, Operating Manual Federal Wage System — Appropriated Fund, Subchapter S9.

13.5.3.1.4. A reduction in grade occurs when the representative rate of the position to which
the employee is converted is lower than the representative rate of the position from which the
employee moved.

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

13.5.3.2.1. The minimum step rate of the grade of the position; or,

13.5.3.2.2. At any rate of the new grade which does not exceed the employee's highest
previous rate of pay. If the highest previous rate falls between two rates of his or her grade,
the higher rate may be paid. The highest previous rate of pay is computed according to

OPM, Operating Manual Federal Wage System—Appropriated Fund, S8-3e.

13.5.4. Setting Basic Pay Upon Movement From a Payband NAF Position to an APF
Wage Schedule Position.

13.5.4.1. Involuntary Move:

13.5.4.1.1. Basic pay is set according to OPM, Operating Manual Federal Wage System—
Appropriated Fund, Subchapter S8, provisions for new appointments. Under these provisions,
pay is set at the minimum rate of the grade of the position, except as provided by exceptions for
recognition of special qualifications and hard-to-fill occupations.

13.5.4.1.2. Grade and pay retention benefits apply where the involuntary move resulted in a
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reduction in grade or pay. Grade and pay retention benefits are administered according to
OPM, Operating Manual Federal Wage System— Appropriated Fund, Subchapter 9.

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

13.5.4.2. Voluntary Move. Basic pay is set according to OPM, Operating Manual Federal
Wage System-Appropriated Fund, Subchapter S8, provisions for new appointment. Under
these provisions, pay is set at the minimum rate of the grade of the position, except as provided
by exceptions for recognition of special qualifications and hard-to-fill occupations.

13.6. Pay Provisions for Moves from APF to NAF Positions.
13.6.1. General Applicability:

13.6.1.1. Rate of Basic Pay. The NAF payband pay setting provisions have been adjusted to
parallel the pay setting provisions provided by the Portability Act for movements to the GS.
NAF crafts and trades positions are covered by the pay provisions of OPM, Operating Manual
Federal Wage System—Nonappropriated Fund. Paragraphs 13.6.2 and 13.6.3 describe how to
set pay for employees, based upon the pay plan of the position the employee left and the pay
plan of the position to which the employee moves.

13.6.1.2. Grade and Pay Retention. There are no NAF provisions for grade retention for
payband employees. An APF employee involuntarily moved to a payband position will be
eligible for pay retention. An employee involuntarily moved from any APF position to a
NAF crafts and trades position is covered by the grade and pay retention provisions of OPM,
Operating Manual Federal Wage System—Nonappropriated Fund. Instructions for applying
grade and/or pay retention are found in paragraphs 13.6.2.1 and 13.6.3.1.2.

13.6.2. Setting Basic Pay Upon Movement from any APF Position to a Payband NAF
Position.

13.6.2.1. Involuntary Move. Pay is set at a rate within the NAF grade or payband level that is
not less than the employee's rate of basic pay immediately prior to the move. In determining
the employee's last rate of basic pay, a saved pay rate to which the employee was entitled under
the APF system will apply, as well as pay received in an APF special rate position. Additions
to pay such as night shift, environmental differential, and other premium payments are
excluded from consideration as basic pay. Basic pay is not set above the maximum of the
grade to which moved unless the employee's last rate of basic pay is above the maximum rate
of the grade or payband level to which moved. Then, pay retention provisions are applied
according to DoDI 1400.25-V1405.

13.6.2.2. Voluntary Move. Basic pay may be set at either:
13.6.2.2.1. The minimum step rate of the grade of the position or payband level; or,

13.6.2.2.2. At any step of that grade or any rate within that payband level which does not
exceed the employee's HPR of basic APF pay.

13.6.3. Setting Basic Pay Upon Movement from any APF Position to an NA, NL, or NS



Nonappropriated Fund Personnel Program Management and Administration Guide Page 137

NAF Crafts and Trades Position.

13.6.3.1. Involuntary Move:

13.6.3.1.1. Basic pay may be set at either:

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

13.6.3.1.1.2. At any rate which does not exceed his or her highest previous rate of pay. If the
employee's highest previous rate falls between two rates of the new grade, the higher rate is
paid. The highest previous rate of pay is computed according to OPM, Operating Manual
Federal Wage System-Nonappropriated Fund, S8-3e.

13.6.3.1.2. Grade and pay retention benefits apply where the involuntary move resulted in a
reduction in grade or pay. Grade and pay retention benefits are administered according to
OPM, Operating Manual Federal Wage System—Nonappropriated Fund, Subchapter 9.
13.6.3.1.3. A reduction in grade occurs when the representative rate of the position to which
the employee is converted is lower than the representative rate of the position from which the
employee moved.

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

13.6.3.2.1. The minimum step rate of the grade; or,

13.6.3.2.2. At any rate of the new grade which does not exceed employee's highest previous
rate of pay. If employee's highest previous rate falls between two rates of his or her grade,
the higher rate is paid. The highest previous rate of pay for an employee is computed

according to OPM, Operating Manual Federal Wage System— Nonappropriated Fund ,
Subchapter 8-3e.

13.7. Crediting of Service in Waiting Periods for Within-Grade Increases (WGI).

13.7.1. NAF to APF GS Moves. NAF service is credited toward the period of service required
for WGIs in the GS. The service of a former NAF employee, who moves under the provisions
of the Portability Act, is creditable in the computation of the waiting period for one WGI.
When crediting the service of a former NAF employee, the waiting period for the next WGI
begins at the time the employee is deemed to have received his or her last equivalent increase.
13.7.2. NAF to APF Wage Schedule Moves:

13.7.2.1. NAF NA, NL, and NS service is credited toward the period of service required for
WGls according to OPM, Operating Manual Federal Wage System—Appropriated Fund.

13.7.2.2. NAF service in UA, AS, PS, or payband positions is not creditable.
13.7.3. APF to NAF Moves. APF service is credited in the same manner as NAF service.

13.7.3.1. APF service will be credited toward the period of service required for WGIs in AS,
PS, and NAF crafts and trades positions according to DoDI 1400.25, Volume 1405.

13.7.3.2. As there are no WGIs in the NAF payband system, there is no creditable
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service.
13.8. Crediting of Service Towards Time-In-Grade Requirement for Promotion.

13.8.1. NAF to APF Moves. NAF service is credited in the GS according to 5 CFR Part
300, Subpart F, Time-in-Grade Restrictions.

13.8.2. APF to NAF Moves. There is no time-in-grade requirement for promotion in the
NAF personnel system.

13.9. Crediting of Time-In-Service in Computing Severance Pay (Involuntary and Voluntary
Moves):

13.9.1. NAF to APF Move. NAF service is creditable service for purposes of determining
an APF employee's entitlement to severance pay. Criteria for meeting the requirement for
twelve months of continuous employment for eligibility for severance pay under the GS
credits an appointment to a position in a NAFI of the DoD or the Coast Guard that precedes the
current qualifying appointment in the DoD or the Coast Guard, respectively. Creditable service
is defined as service by an employee of a NAFI of the DoD or the Coast Guard, who moves,
within the civil service employment system of the DoD or the Coast Guard, respectively,
without a break in service of more than three calendar days, to a position classified and paid
under the GS.

13.9.2. APF to NAF Move. Employees who move from civil service to NAF positions shall
receive credit for APF employment for purposes of severance pay.

13.10. Retirement. Under current retirement portability law, eligible employees who move
with a break in service of no more than one year between DoD or Coast Guard NAF positions
and retirement covered civil service positions in any agency may elect to continue retirement
coverage in the losing employment system’s retirement plan. Additionally, P.L. 107-107,
section 1132, permits employees in CSRS and FERS to use prior NAF service to qualify for an
immediate retirement. Credit for NAF service under this law will not result in higher CSRS or
FERS annuity benefits. All retirement portability provisions are applied exactly the same
regardless of whether the move is involuntary or voluntary. Also, except for the areas of
employer and employee contributions addressed below, all provisions are applied exactly the
same regardless of the direction of the move, NAF to APF or APF to NAF.

13.10.1. Employee Election of Retirement Plan. An employee need not be vested in the
plan of the losing employment system at the time of a move in order to elect to remain in that
retirement system when moving between civil service and NAF positions. However,
employees who moved prior to 28 Dec 01 had to be vested in the retirement plan of the position
they were leaving. The employee may elect to enter the plan of the gaining employment
system without transfer of credited service from the losing plan (5 U.S.C. 8347 (q) and 8461
(n); 5 CFR Part 847 and Part 1620, Subpart D). Once an employee is given an opportunity to
retain membership in either FERS or CSRS, he or she is never again given an opportunity to
retain membership in that same plan. Once an employee is given an opportunity to retain
coverage in a NAF plan, he or she is never again given an opportunity to retain membership
in any NAF plan.

13.10.1.1. Election to Retain Coverage in Plan of Losing Employment System. If an
employee elects to retain active membership in the plan of the losing employment system, the
election is irrevocable. Therefore, regardless of future moves between NAF and APF
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employment, in or out of DoD, breaks in service, and retirement status, the employee's
retirement coverage remains with the plan in which the employee elects to retain membership.
Those employees who qualify for retroactive adjustment of NAF plan coverage will be
given a reasonable opportunity to repay any previously withdrawn contributions and/or
contributions for credited service for which deductions have not been made. Repayment
procedures contained in AFI 34-302 that apply to reinstatement of prior participation credit also
apply in situations described in this paragraph.

13.10.1.2. Election to Enter Plan of Gaining Employment System. If an employee elects
to enter the plan of the gaining employment system, the election is irrevocable. Moreover, the
employee’s credited service under the losing plan does not transfer to the gaining plan.
Therefore, the SCD used by the gaining employment system for the purpose of determining
credited service is the date the employee enters the plan of the gaining employment system
(unless the employee already has service credited in that plan). For example, if a NAF
employee moves to APF status and enters FERS, the employee will receive no service credit in
FERS for time spent in the NAF plan. Time spent in the NAF plan will not count for FERS
annuity computation or retirement eligibility. The employee may not purchase such service
credit by paying money into the FERS plan to cover the NAF service.

13.10.2. Standard Election Form. Two standard election forms have been issued--one
covering CSRS, CSRS Offset or FERS to NAF, and one covering NAF to either CSRS or
FERS. The Notice of NAF Election, Retirement Coverage Election Under Section 1131 of
Public Law 107-107 found in the Portability of Benefits Reference Guide at
http://www.cpms.osd.mil/Content/Documents/Attch2 NAF%20t0%20Civil%20Service.pdf
will be placed in the OPF when an employee elects to retain membership in a NAF retirement
plan. Use of election forms RI 38-134, RI 38-144, are covered in CSRS and FERS Handbook
for Personnel and Payroll Offices. AF personnel offices will use the appropriate election form
and explain its purpose to the employee. The gaining employment system personnel office
must fill in Part 1 of the appropriate election form. This requires assistance and cooperation
from the losing employment system, which must provide timely information.

13.10.3. Time Limit for Making Election. If the move occurs on or after 7 Apr 91, the
time limit for making the election is 30 days after the effective date of the move. If the move
occurred on or after 1 Jan 87, but before 7 Apr 91, the time limit for making the election was 6
May 91. For moves occurring on or after 28 Dec 01, employees have 30 days to make their
decision. If the employee fails to return the standard election form to the personnel office by
the appropriate deadline, the employee, in effect, elects to enter the plan of the gaining
employment system without transfer of losing plan service credit.

13.10.4. Waiver of Time Limit for Making Election. An employee is granted a waiver of
the deadline for making an election if he or she can show that (1) he or she exercised due
diligence to make the election prior to the deadline, and (2) due to circumstances beyond his or
her control he or she was unable to do so. An employee will be deemed to have exercised "due
diligence™ if he or she can show that he or she made a good faith effort to notify the agency of
his or her election prior to the deadline. "Circumstances beyond his or her control” includes, by
way of example, the following: (1) on the date of the deadline the employee was in an
extended leave or temporary duty status away from his or her home or duty station; or (2) on
the date of the deadline the employee was unable, due to physical or mental incapacitation, to
exercise his or her option. An employee's failure to make a timely election due to his or her
error in judgment or failure to read information provided by the Agency is not “circumstances
beyond his or her control." If an employee fails to make an election within the applicable
time limit, he or she may file a request for waiver of the time limit. Under normal
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circumstances, a request for waiver is submitted within 10 calendar days of the expiration of
the time limit. The request for waiver is in writing and includes an explanation of the
employee's good faith effort to notify the agency of his or her election prior to the deadline
and the circumstances beyond his or her control which prevented him or her from doing so.
APF employees submit the request for waiver to the Civilian Personnel Section, and NAF
employees submit the request for waiver to the FSS commander/director. The decision to
grant or deny the request is made in writing within 10 calendar days from the date of receipt
of the employee's request. If the request for waiver is denied, the employee may appeal the
denial. The appeal is submitted, in writing, to the Civilian Personnel Section or FSS
commander/director, as applicable, within seven calendar days from the date the employee
receives the denial. Within seven calendar days from the date of receipt of the appeal,
management forwards the appeal to the MAJCOM/A1K or AFSVC/SVI, as applicable, where
MAJCOM/A1K and AFSVC/SVI jointly rule on the appeal. If AFSVC/SVI does not reverse
the installation-level decision, it has seven calendar days to forward the appeal to HQ
USAF/A1K or HQ USAF/ALC, as applicable, where HQ USAF/A1K and HQ USAF/A1C
will, within 14 calendar days of receipt of the appeal, jointly render a final decision. In
computing the time limits prescribed above, if the last day of the time limit falls on a nonduty
day, the time limit is extended to the next duty day. The procedures for waiving the time
limit must not allow reviews under any employee grievance procedures, including the
negotiated and administrative grievance procedures.

13.10.5. Effective Date of Election. The election is retroactive to the date of the move.

13.10.6. Employee Contribution to Plan when an Employee Elects to Retain Coverage in
the Plan of the Losing Employment System. If an employee elects to retain coverage in the
plan of the losing employment system, the employee's contribution to the plan is determined in
the same manner as it is determined for the other employees in the plan, and the gaining
employer remits the employee’s contribution to the plan, including FERS Thrift Savings Plan
contributions, if applicable.

13.10.7. Employer Contribution to Plan When an Employee Elects to Retain Coverage in
the Plan of the Losing Employment System:

13.10.7.1. NAF Employer Contribution to Defined Benefit Part of FERS. The employer
contribution is the "normal cost percentage"” of basic pay determined by OPM under Title 5
U.S.C. §8423. Also, social security payments are made for employees in FERS.

13.10.7.2. NAF Employer Contribution to FERS Thrift Savings Plan. The employer
contribution is a minimum of 1 percent of basic pay regardless of whether the employee
contributes; and, additionally, if the employee does contribute, the employer matches the
employee's contribution dollar for dollar for the first three percent of pay contributed and $.50
on the dollar for the next two percent of pay contributed. (Note: While a CSRS participant
contributes up to five percent of basic pay to the FERS Thrift Savings Plan, no employer
matching contribution is permitted.)

13.10.7.3. NAF Employer Contribution to CSRS. The employer contribution for the NAF
employee in the CSRS is calculated in exactly the same way as the agency contribution for an
APF employee in CSRS. Also, social security payments are not made for employees in CSRS,
but are made for employees in CSRS offset.

13.10.7.4. APF Employer Contribution to a NAF Retirement Plan. The employer
contribution for an APF employee in the NAF plan is calculated in exactly the same way as the
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contribution for a NAF employee in the NAF plan.

13.11. Annual, Sick, and Home Leave. All provisions are applied exactly the same regardless
of whether the move is involuntary or voluntary, and regardless of the direction of the
move, NAF to APF or APF to NAF.

13.11.1. Transfer of Leave Balance. All leave hours transfer without limit. The employee is
credited with the full amount of leave even in those cases where the employee receives a higher
rate of pay from the gaining employment system. The employee may not cash in any portion of
the leave balance and be paid for accumulated hours. Leave is administered according to the
rules of the gaining system.

13.11.2. Transfer of Funds. There is no transfer of funds between APF and NAF.

13.11.3. Annual Leave Accrual Rate. Service in the losing employment system is credited in
determining the appropriate leave accrual rate.

13.12. Health and Life Insurance.
13.12.1. NAF to APF (Involuntary and Voluntary Moves):

13.12.1.1. Employee Coverage. Employees may not elect to remain in NAF health or life
insurance plans. Employees may enroll in the Federal Employees Health Benefits (FEHB)
Program and/or the Federal Employees Group Life Insurance (FEGLI) Program according to
the requirements of 5 CFR Part 890 and 5 CFR Part 870, respectively. The employee's NAF
health benefits coverage is extended without charge to the employee for

31 days or until the employee becomes covered by FEHB, whichever comes first.

13.12.1.2. Retiree Coverage. Refer to 5 CFR Parts 890 and 870. Participation in the
FEHB after retirement does not depend on retirement from FERS or CSRS if the employee
retires from a NAF plan because the portability law includes the NAF retirement plans as
qualifying plans.

13.12.2. APF to NAF Move:
13.12.2.1. Employee Coverage:

13.12.2.1.1. Involuntary Move. Employees may not elect to retain membership in the
FEHB or FEGLI programs. Employees participating in the FEHB program and/or the FEGLI
program at the time of the move would automatically qualify for participation (including family
coverage) in the respective NAF health and/or life insurance program regardless of preexisting
medical conditions and the NAF employment category to which the employee has been
involuntarily moved. Normal NAF coverage rules would apply if there was not participation in
the FEHB program and/or the FEGLI program at the time of the move.

13.12.2.1.2. Voluntary Move. Employees may not elect to retain membership in the FEHB
program and/or the FEGLI program. Normal NAF coverage rules apply. Employees are
advised before actual employment whether or not they will be eligible for health and life
insurance benefits.

13.12.2.2. Retiree Coverage:
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13.12.2.2.1. Involuntary Move. If an employee qualifies for health and/or life insurance
coverage under paragraph 13.12.2.1.1, the employee, upon retirement from either an APF or
NAF plan, is eligible for NAF health and/or life insurance coverage, provided that the employee
has been continuously enrolled in the NAF group insurance plan since the employee’s first
opportunity to enroll, and, provided further, that the employee satisfies any other qualifying
periods or age requirements imposed by the NAF plan. Continuous time enrolled in the FEHB
Program and/or the FEGLI Program immediately before the move is credited toward
satisfying any qualifying period required by a NAF plan.

13.12.2.2.2. Voluntary Move. If an employee qualifies for health and/or life insurance
coverage under paragraph 13.12.2.1.2, the employee, upon retirement from either an APF or
NAF plan, is eligible for NAF health and/or life insurance coverage, provided that the employee
has been continuously enrolled in the NAF group insurance plan since the employee’s first
opportunity to enroll, and, provided further, that the employee satisfies any other qualifying
periods or age requirements imposed by the NAF plan. Continuous time enrolled in the FEHB
Program and/or the FEGLI Program immediately before the move is credited toward
satisfying any qualifying period required by a NAF plan.

13.13. RIF.

13.13.1. NAF to APF Move. NAF employment is credited in addition to APF employment in
determining APF retention registers. See the OPM’s Guide to Processing Personnel Actions
for details. Regarding the use of performance ratings in determining retention rights, NAF
employees who are converted to APF positions are entitled to RIF credit for their NAF
performance ratings for the purpose of determining their retention rights. Prior to movement of
a NAF employee to an APF position, an AF Form 3527 is accomplished if a current AF Form
3527 is not on file. This rating is necessary to ensure a NAF employee is given proper credit in
APF RIF action. The last three appraisals are used for this action; therefore, the newly
accomplished AF Form 3527 and appraisals on file for the two previous years are used. If
none are on file for the preceding 2 years, a presumptive rating of fully successful is used.
The NAF rating of outstanding equates to 20 points, very good is sixteen points and
satisfactory receives 12 credit points.

13.13.2. APF to NAF Move. APF employment is credited in addition to NAF employment in
determining retention where NAF employment is credited for these purposes under normal
NAF rules.

13.14. Probation Status. In the following provisions, reference is made to the terms same
agency and same line of work. The same agency is considered to be the same military
department. Positions are considered to be in the same line of work when the duties performed
are similar in nature and character and require substantially the same or similar qualifications.

13.14.1. NAF to APF Move. All AF NAF service immediately preceding the move, which is
in the same line of work as the new position is credited in determining probation status. See
5 CFR Part 315 for details.

13.14.2. APF to NAF Move. All AF APF service immediately preceding the move, which is
in the same line of work as the new position is credited in determining probation status.

13.15. Tenure.

13.15.1. NAF to APF Move. See 5 CFR Part 315 for details.
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13.15.1.1. Involuntary Move. All continuous regular NAF service immediately preceding
the move is credited in determining career tenure.

13.15.1.2. Voluntary Move. No credit for NAF service is granted.

13.15.2. APF to NAF Move (Involuntary and Voluntary Moves). Credit for APF
employment is not required.
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Chapter 14: Attendance and Leave

14.1. General Leave Information. Leave is an employee benefit that contributes to the overall
effectiveness, productivity, and morale of the employee. All Regular employees accrue annual and
sick leave. The first-level supervisor approves or disapproves leave. They must not make arbitrary
decisions to deny leave. Decisions to deny leave requests and cancellation of approved leave
must be based on the necessity for the employee’s services. Denial or cancellation of leave is

not disciplinary in character and must not be used as a punitive measure. However, the final
determination as to the scheduling and the amount of annual leave granted at any specific time is
made by the supervisor authorized to approve leave. Supervisors authorized to approve leave:

14.1.1. Establish appropriate administrative procedures for requesting and approval of leave. Ensure
employees under their supervision are informed of procedures which must be followed in requesting
and using leave.

14.1.2. Ensure all absences from duty are appropriately charged according to applicable laws and
regulations.

14.1.3. Identify and promptly correct sick leave abuse.

14.1.4. Request advice and assistance from the NAF-HR Section when there is a question concerning
employee entitlements and type of leave appropriate to the situation.

14.1.5. Approve annual leave requests or projected annual leave when work schedules permit. When
a request for annual leave cannot be initially approved or is subsequently denied, they make every
effort to reschedule the annual leave commensurate with the needs of the organization and the desires
of the employee.

14.2. Annual Leave. Annual leave is approved leave of absence with pay for personal, emergency,
and other purposes. Annual leave shall be authorized and scheduled when the workload allows and at
the convenience of the employee whenever possible. A leave year begins on the first day of the first
FULL bi-weekly pay period in a calendar year. A leave year ends on the day immediately before the
first day of the first FULL biweekly pay period in the following calendar year.

14.2.1. Creditable Service. The amount of annual leave earned depends on the employee’s total
length of creditable service. The leave SCD is usually the date of appointment or conversion to
Regular employment. Fractional parts of months are included in determining length of service.
An employee with prior service, or prior active duty military service, has the SCD adjusted in
accordance with Attachment 12, and as follows:

14.2.1.1. Prior DoD NAFI Service. All prior DoD NAFI service, including service with the current
employer, as a Regular employee is creditable. Use AF Form 2549 to document prior DoD NAF
employment, both regular and flexible employment.

14.2.1.2. Active Uniformed Service. All active uniformed service, except for certain retired
members of the uniformed services as outlined below, terminated by honorable discharge under
honorable conditions, or by transfer to inactive reserves under honorable conditions is creditable for
determining the annual leave accrual rate. A member of a uniformed service appointed to a Federal
civilian position while on terminal leave pending retirement from the uniformed service is entitled to
credit for his or her years of active military service for the purpose of determining his or her leave
accrual rate, but only during that period of terminal leave. After the member retires from the
uniformed service, his or her annual leave accrual rate must be recalculated to reflect his or her
reduced years of creditable service. That is, after retirement from the uniformed service, he or she is
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no longer entitled to receive credit for prior active military service, except under certain limited
conditions as provided in 5 U.S.C 6303(a)(A)-(C) or (e). For an employee who is a retired member
of any of the uniformed services, credit is restricted to the actual active service in the Armed Forces
during wartime or in any campaign or expedition for which a campaign badge has been
authorized.. If the retired member meets one or more of the following conditions, all of his or her
active service is counted for leave accrual:

14.2.1.2.1. The retirement was based on disability resulting from injury or disease received in the
line of duty as a direct result of armed conflict.

14.2.1.2.2. The retirement was based on disability caused by an instrumentality of war and
incurred in the line of duty during a period of war (as defined by Vet info Guide and Vet Guide).

14.2.1.2.3. On 30 Nov 64, the retired member was employed in a civilian office to which the
annual and sick leave law applied, and continues to be employed in an office of this kind
without a break in service of more than 30 days. (NOTE: The above provisions were effective as
of 16 Feb 83. The leave accrual rate had to be adjusted as of that date. Re-computation of leave
for employment periods before 16 Feb 83 is not authorized.)

14.2.1.3. Credit for Military Training. Civilian employees of NAFIs called to active duty for
short periods of time (NTE 6 weeks) with Reserve components of the U.S. Armed Forces continue to
accrue annual leave hours during such periods. Nonduty time while in Reserve components is not
creditable.

14.2.1.4. Exemptions. Under no circumstances must an employee who is currently in a leave
category as a result of more liberal provisions of the separate DoD components prior to 6 Sep 74,
be penalized by being placed in a lower category for leave accrual or accumulation purposes.

14.2.1.5. Portability of Benefits for NAF Employees Act of 1990. Periods of APF civilian
federal service are creditable for leave under the provisions of the Portability Act.

14.2.1.6. Other Creditable Service. Employees receiving benefits under the Longshore and
Harbor Workers' Compensation Act; employees on military furlough; and employees reinstated
within 6 months, carried on the rolls of the employing NAFI in a LWOP status do not accrue annual
leave, but the time spent in this status is creditable service. Service credit is granted during other
periods of time on the rolls in a nonpay status that does not exceed 6 months in the aggregate in any
calendar year; for example, LWOP, suspensions, furloughs, forced leave, etc.

14.2.2. Eligibility Time Period. Anemployee must have served under a regular appointment for a
continuous period for 90 calendar days before leave can be credited to the employee's account.
Although leave does accrue during the 90-day period, leave cannot be used during the 90-day
qualifying period. Only one 90-day qualifying period is required during a period of continuous
service.

14.2.3. Annual Leave Accrual.

14.2.3.1. Accrual. Annual leave is accrued by Regular employees on the total number of hours in a
pay status that does not exceed 40 hours in the administrative workweek. Employees receiving
compensation for work injuries and carried on the rolls in a leave without pay status do not accrue
annual leave. Annual leave accrual is based on the appropriate percentage (accrual rate) times a
maximum of 40 hours per week, or 80 hours per biweekly pay period in accordance with the
following:

0-3 years service 5 percent of hours in a pay status
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3-15 years service 7% percent of hours in a pay status
15+ years service 10 percent of hours in a pay status

Note: Between 3-15 years’ service, annual leave earned during the final biweekly period of the leave
year will accrue at the rate of 12%2 percent of the total hours in the basic workweek.

14.2.3.2. Time of Crediting. The accrued leave is credited to the employee's individual leave
record upon completion a continuous 90-calendar day qualifying period; thereafter, leave shall be
credited at the end of the period in which it is earned.

14.2.3.3. Changes in Rates of Accrual.

14.2.3.3.1. Changes in the rates of accrual are effective at the beginning of the first pay period
following the completion of the prescribed service.

14.2.3.3.2. When a change from a 7 % percent to a 10 percent leave category occurs at the
beginning of the last full biweekly pay period in the leave year, the employee's leave credit for that
period is computed at 12% percent of hours in a pay status.

14.2.4. Accumulation of Annual Leave. The maximum amount of accumulated annual leave that
may be carried over from one leave year to the next is 30 days (240 hours), except in the following
instances:

14.2.4.1. Employees who were directly recruited or transferred by a NAFI from the U.S. or its
territories or possessions, including the Commonwealth of Puerto Rico, for employment overseas or
from which transferred and whose condition of employment provide for their return transportation to
the U.S. or its territories or possessions, may accumulate 45 days (360 hours). Upon return to the
U.S. or its territories or possessions, annual leave accumulated under this provision remains to the
credit of the employee until used. Upon return from overseas, the maximum annual leave
accumulation is 30 days (240 hours) or the amount carried over from the previous leave year,
whichever is greater, not to exceed 45 days (360 hours).

14.2.4.2. On a case-by-case basis and on approval by the FSS commander/director, employees
may carry leave in excess of 240 or 360 hours, as appropriate, forward into the next leave year.
The employee must have requested annual leave early in the leave year and circumstances beyond
the control of management and the employee precluded its use before the end of the leave year.
Written leave requests will be used to certify proper scheduling had been accomplished when
requesting restoration of forfeited annual leave. Any amount of excess leave carried into the next
leave year is used within the first 19 pay periods of the leave year or forfeited.

14.2.4.3. At installations identified for closure, employees may carry forward all earned annual
leave in excess of 240 hours in accordance with DoDI 1400.25, Volume 1417, Civilian Assistance
and Re-employment (CARE) for NAF Employees Affected by Workforce Reductions. An installation is
considered identified for closure when it appears on the Base Realignment and Closure list signed by
the President and approved by Congress.

14.2.5. Payment for Accumulated Annual Leave.

14.2.5.1. An employee must serve in a Regular appointment for a continuous period of 90
calendar days before the annual leave he or she earns is available for use. If an employee separates
before completing 90 days, no leave credit for this period is granted or paid as a lump sum.
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14.2.5.2. An employee who has 90 or more calendar days of continuous Regular employment is
paid for all accrued and accumulated annual leave when separating from NAF employment. This
lump sum payment is normally included in the employee's final paycheck.

14.2.5.3. Authority to grant annual leave immediately prior to separating from service, when
separation is known in advance, is limited to cases where the exigencies of the employer require such
action, or where the employee substantially worked the entire final pay period and worked part of the
last day of that period in accordance with Decisions of the Comptroller General, Volume 34, page 61,
1954. This restriction largely eliminates the cost, during employment termination, of employees
continuing to accrue leave while using leave, and therefore receiving compensation greater than lump-
sum payment of the unused leave balance. Annual leave that can be included in the lump-sum leave
payment is not granted when it is known that the employee will not return to duty, except when the
employee:

14.2.5.3.1. Is being separated because of a BBA.
14.2.5.3.2. Has made an application for disability retirement.

14.2.5.4. Employees may not be paid for any part of their leave balance at any time while employed
unless they are transferred to a position and/or employment category status that is ineligible to accrue
leave.

14.2.6. Leave Schedules. Activity managers establish a tentative annual leave schedule during
January of each year. If possible, employees are allowed to use annual leave according to personal
desires. Employees should take action before the beginning of the third full pay period prior to the
end of the leave year to schedule or reschedule canceled leave so as to avoid situations where
employees approach end of leave year with a significant amount of annual leave that must be used or
forfeited.

14.2.7. Requesting Annual Leave.

14.2.7.1. Except in cases of emergency, annual leave is requested by the employee and approved in
advance of the absence. Supervisors must ensure that all employees are informed of the procedure to
be followed in requesting and obtaining approval of leave. Employees submit requests for annual
leave on the OPM Form 71, Request for Leave or Approved Absence. Annual leave will be
authorized and scheduled when the workload allows and at the convenience of the employee
whenever possible without negative impact to the mission. An employee who takes leave without
approval is considered Absent Without Approved Leave (AWOL).

14.2.7.2. Annual leave is taken in increments of 15 minutes, up to 8 hours per day, and 40 hours
per week with exception of those working AWS. For AWS, leave is charged at the same number of
hours that an employee is scheduled to work.

14.2.7.3. The use of annual leave other than on those days and for those hours that the employee
would otherwise work and receive pay is prohibited.

14.2.8. Advancing Annual Leave. Under usual conditions, advancement of annual leave is not
granted. However, if conditions warrant, an employee may be granted all annual leave which will
be earned during the current leave year. In advancing an employee annual leave, the supervisor
authorized to approve such leave must have reasonable assurance the employee will be in a duty
status long enough to earn the leave granted before the end of the leave year. Supervisors coordinate
their decisions to approve or disapprove requests for advanced annual leave with the Chief, NAF-HR
to ensure consistent application of leave policies. Employees submit requests for advanced annual
leave on the OPM Form 71.
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14.2.9. Refund for Unearned Annual Leave. When an employee is separated before earning all
the annual leave that has been advanced, usually the value of the unearned leave is refunded by the
employee or deducted from any compensation due. A refund is not required if the employee is
separated for reasons of death, disability retirement or resignation for physical disability which is
evidenced by acceptable medical documentation.

14.2.10. Substitution of Annual Leave for LWOP. When LWOP is charged pending receipt of an
employee’s leave record from the former employing installation or agency, credited annual leave is
substituted for the LWOP upon receipt of the leave record. For employees transferring in from
another DoD NAFI or federal agency, the leave balance on the last leave and earnings statement are
acceptable evidence to transfer leave. If necessary, the SSC will request an employee’s leave balance
by telephone or email from the losing agency. If an employee requests leave and the leave record has
not been received, the absence will be charged to LWOP pending receipt of leave records.

14.2.11. Substitution of Annual Leave for Sick Leave. An employee on extended sick leave
(including sick leave for maternity reasons) may be granted annual leave to cover any part of the
absence, provided the request is made in advance. Annual leave cannot be substituted retroactively
for sick leave previously taken as a means of avoiding a forfeiture of annual leave at the end of the
leave year. Advanced sick leave is liquidated at the employee's request by a substitution of annual
leave, provided the substitution is requested before the time the annual leave is forfeited.

14.2.12. Transferring Annual Leave. When a Regular employee transfers to another AF NAFI,
without a break in service, the losing NAFI transfers the total accrued and accumulated annual leave
balance, together with the funds to cover the dollar value to the gaining NAFI. Should the dollar
value of the transferred leave balance increase as a result of a higher pay rate, the gaining NAFI
absorbs the increase. An employee's annual leave hours are not adjusted downward to accommodate
the transferring dollar value from the losing NAFI. If a NAF employee is transferring from one DoD
NAFI to another DoD NAFI, the employee’s annual leave credit and the funds to cover its cost may
be transferred from the losing to gaining employer if the two employers agree and the employee elects
such a transfer of credit instead of receipt of a lump-sum payment.

14.2.12.1. Employees, including Reservists and National Guard members, entering long-term active
duty in the Armed Forces may elect to have their accumulated leave remain to their credit until they
return from active duty or receive lump-sum payment.

14.2.12.2. A DoD NAF employee who moves to a DoD APF position, without a break in service of
more than three days, shall not be paid lump-sum annual leave. The employee’s NAF annual leave
balance transfers to the credit in the APF leave system in accordance with 5 USC, Chapter 63,
Section 6308(b). Leave shall be administered in accordance with the rules of the gaining
employment system.

14.2.13. Requiring Employees To Take Leave. No employee may be placed on annual leave as a
disciplinary measure:

14.2.13.1. Pending issuance of a notice of proposed action, unless requested by the employee.
14.2.13.2. During the notice period before adverse action, unless requested by the employee.

14.3. Sick Leave. Sick leave is for absences due to illness, injury, examinations, and treatment by a
physician, exposure to a contagious disease, or illness of a family member with a contagious disease
or for purposes relating to the adoption of a child.

14.3.1. Eligibility. Sick leave is earned by all Regular employees while in a pay status, excluding
overtime. There is no qualifying period for the crediting of sick leave.



Nonappropriated Fund Personnel Program Management and Administration Guide Page 149

14.3.2. Sick Leave Accrual. Sick leave is earned at the rate of five percent times the hours in a pay
status, excluding overtime, up to a maximum of 40 hours per week, or 80 hours per biweekly pay
period.

14.3.3. Time of Crediting. Sick leave is credited to the employee's individual leave record at the
end of the period in which it is earned.

14.3.4. Accumulation of Sick Leave. There is no limit on the amount of sick leave an employee
may accumulate and carry forward from year to year. All accumulated sick leave is carried in the
employee's leave record until it is used by the employee or until the employee separates from
employment.

14.3.5. Payment for Accumulated Sick Leave. Payment for unused sick leave is not made to an
employee under any circumstances. Unused sick leave hours that an employee has accumulated at
the time of his or her retirement shall be added to the employee’s period of creditable NAF service
for retirement purposes under the NAF retirement program.

14.3.6. Requesting Sick Leave.
14.3.6.1. Employees submit requests for sick leave on OPM 71.

14.3.6.2. Sick leave is taken in 15-minute increments, not to exceed eight hours per day, or 40
hours per week with exception of those working AWS. For AWS, leave is charged at the same
number of hours that an employee is scheduled to work.

14.3.6.3. An employee is paid sick leave only for those hours scheduled to work for the day or
week during which the absence occurs.

14.3.7. Granting Sick Leave.

14.3.7.1. Sick leave for examinations and treatment by a physician that can be prearranged, is
requested in advance. Sick leave for other absences, which are not known in advance, is requested as
soon as possible after an employee's scheduled shift begins (within the first two hours). Supervisory
approval must be granted before it is taken.

14.3.7.2. Sick leave of more than three consecutive workdays should be supported by a medical certificate.
If the employee was not attended by a physician, the employee's certification showing satisfactory
evidence of incapacitation for duty may be accepted. In cases of extended illnesses, medical certificates
are not required more frequently than every two weeks. Where evidence does not justify the approval of
sick leave, the absence may be charged to annual leave, LWOP with the employee's consent, or absent
without leave (AWOL).

14.3.7.3. If there is reason to believe an employee is abusing sick leave, the supervisor advises the
employee that he or she has a questionable sick leave record, why the employee is suspected of abuse, and
if the record does not improve, a medical certificate may be required for each future absence on sick leave.
If this does not bring about an improvement in the record, the employee is notified in writing that all
future requests for sick leave must be supported by a medical certificate. A written notice of abuse of sick
leave cannot be issued when the absences claimed on sick leave are documented with medical certificates
showing incapacity to perform duties of the position.

14.3.7.4. Sick leave due to exposure to a contagious disease must be supported by a medical
certificate. An employee who requests sick leave because a family member has a contagious disease
must present evidence to show that the family member requires the employee's care and attendance, as
well as the fact that the disease is one that requires quarantine or isolation.
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14.3.8. Advancing Sick Leave. Except in cases of serious illness or disability, advanced sick leave
is not granted. It will be granted only after all circumstances have been carefully weighed. In cases
of serious disability, illness, incapacitation, or for childbirth or adoption, full-time employees may be
advanced up to 30 work days (240 hours) of sick leave. Equivalent amount for part-time employees
are based on each individual instance. To determine the maximum amount of sick leave that can be
advanced for a part-time employee, multiply 240 hours by weekly hours in the tour of duty and divide
by 40 (240 x weekly tour/40=maximum hours).

14.3.8.1. In granting advanced sick leave, consider the employee's prior sick leave history; annual
leave versus sick leave balance history; length of continuous employment; and whether all
accumulated sick leave to the employee's credit is exhausted. Also, consider requiring the
employee to use any annual leave which is subject to forfeiture.

14.3.8.2. Employees submit applications for advanced sick leave on OPM 71. Applications must be
supported by medical documentation signed by a physician, and must include a statement indicating
the date the employee is expected to return to normal duties.

14.3.8.3. When it is known that the employee is to be retired or otherwise separated, the total
advance may not exceed an amount which can be liquidated by accrual before separation.

14.3.8.3.1. Advanced sick leave is not granted if it is considered likely that the employee will not
return to duty for a sufficient period of time to repay the advanced leave.

14.3.8.3.2. Advanced sick leave is liquidated automatically, but repayment is not required when
separation is because of death, resignation for disability supported by acceptable medical
documentation, or disability retirement.

14.3.8.4. An unliquidated advance is carried forward from pay period to pay period and from one
leave year to the next until liquidated by subsequent accrual. Upon employee request, advanced
sick leave is liquidated by a charge to an equivalent amount of annual leave. When an employee
separates from federal service before liquidating the advance, the balance is liquidated in the
following order by:

14.3.8.4.1. Charge against available annual leave.
14.3.8.4.2. Offset against earned salary.

14.3.9. Supervisors coordinate their decisions to approve or disapprove requests for advanced sick
leave with the Chief, NAF-HR to ensure consistent application of leave policies.

14.3.10. Substitution of Sick Leave for Annual Leave. If illness occurs during a period of annual
leave, approved sick leave may be substituted for annual leave.

14.3.11. Transferring Sick Leave. On transfer of an employee to another DoD NAF employer, the
employee’s sick leave credits shall be transferred between the NAF employers without a transfer of
funds, provided that the employee did not receive service credit for unused sick leave in the
computation of an annuity.

14.3.12. Recrediting Sick Leave. Employees who change employment category to an ineligible
category, and then are changed back to an eligible category have sick leave hours recredited without
time limitation.
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14.3.12.1. When an employee changes from Regular to Flexible employment category, the number of
sick leave hours to the employee’s credit are recorded on the SF 1150 and filed on the right-hand side
of the employee's OPF.

14.3.12.2. If at a later date, this employee changes back to a Regular employment category with the
same or different NAFI , all sick leave recorded in the OPF on the SF 1150 from the previous change
to Flexible, is recredited to the employee's leave record.

14.3.12.3. The AF Form 2545 documenting the change to Regular employment category includes
the remark, "Employee entitled to recredit of hours of sick leave." A copy of the SF
1150 documenting the recreditable sick leave hours, is attached to the AF Form 2545 and is
forwarded to the SSC.

14.3.12.4. The employing NAFI after the change to Regular employment category is effective,
absorbs all costs associated with the recredited sick leave.

14.3.12.5. If a former DoD NAF employee returns to DoD NAF employment (regardless of
employer) after a separation, his or her sick leave balance at the time of such separation shall be
restored.

14.3.12.6. Sick leave used in the computation of an annuity is charged against an employee’s sick
leave account and may not thereafter be used, transferred, or recredited. All sick leave to the credit of
an employee as of the date of his or her retirement (or death) and credited towards the calculation of
an annuity is considered used.

14.3.13. Sick Leave for Adoption. Sick leave is justified for an activity that is necessary to allow an
adoption to proceed. The following adoption-related activities are covered:

14.3.13.1. Appointments with adoption agencies, social workers, and attorneys.
14.3.13.2. Court proceedings.

14.3.13.3. Required travel to and from justified adoption-related activities.
14.3.13.4. Any other activities necessary to allow the adoption to proceed.

14.3.13.5. Any periods of time the employee is ordered or required by the adoption agency or by the
court to take time off from work to care for the adopted child.

14.3.13.6. There is no specific limitation on the number of sick leave hours that can be requested
and taken for adoption purposes. Sick leave for adoption-related purposes does not count towards
the 104-hour (13-day) limit of sick leave each leave year for family care and bereavement purposes or
the overall limit of 12 weeks of sick leave each leave year for all family care purposes. Advanced
sick leave may be requested when required by the exigencies of the situation for purposes related to
the adoption of a child.

14.3.13.7. Requests for sick leave for adoption purposes are made using OPM 71 submitted in
advance, and are subject to the approval of the supervisor or designated leave-approving official.

14.4. On-the-Job Injury. An employee covered by Workers’ Compensation Insurance may be
granted sick leave payments from the employee’s accumulated sick leave balance in an amount
which, when added to workers’ compensation benefits, approximates but does not exceed the
employee’s basic salary. Annual leave may be substituted in the absence of sick leave.

14.4.1. Leave Without Pay (LWOP). LWOP is a temporary nonpay status and absence from duty
granted upon employee's request. Such leave may be granted instead of annual or sick leave. An
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employee does not have to exhaust annual leave before requesting LWOP. LWOP cannot be imposed
as a penalty, nor can an employee be required to apply for LWOP in lieu of suspension. It must not
be confused with AWOL, which is charged for unauthorized absence. The granting of LWOP is a
matter of administrative discretion. The NAF-HR staff must counsel the employee requesting LWOP,
who is enrolled in the group health and life insurance plans, on his/her responsibility for remitting
his/her share of the contribution during the period of LWOP (see paragraph 14.4.3.8.1.3.)

14.4.1.1. Requesting and Approving LWOP. Even though LWOP is a nonpay status, it is still
approved leave and must be requested by the employee and approved by the supervisor. Employees
submit requests for LWOP on OPM 71. Activity managers approve LWOP up to and including 30
days. The FSS commander/director approves LWOP over 30 days. LWOP for more than 30
consecutive days must be made a matter of record in the OPF. Supervisors are required to submit an
RPA to the NAF-HR Section prior to start of LWOP of more than 30 days. LWOP is charged in 15-
minute increments. LWOP shall not be granted for a period exceeding 1 year except for military
service and other circumstances considered appropriate.

14.4.2. Refer to Chapter 6, for procedures for LWOP for career program employees affected by a
BBA separation.

14.4.3. LWOP for Regular Employees Moving With Head of Household.

14.4.3.1. A Regular employee is entitled to LWOP for up to 150 calendar days in order to avoid a
break in service when resigning from his or her position due to an employer’s transfer of the head
of household if the Regular employee is the family member of either:

14.4.3.1.1. A military member who is head of household;
14.4.3.1.2. A federally employed person who is the head of household; or,

14.4.3.1.3. A non-federally employed person who is the head of household, (hereinafter referred
to as "sponsor").

14.4.3.2. These provisions do not apply to an employee relocating with their spouse who is
separating or retiring from active duty.

14.4.3.3. An employee granted LWOP according to these procedures, receives no special
employment consideration as a result of this LWOP status. The losing installation may fill the
employee's position immediately, and no other installation is obligated to hire the employee by virtue
of the employee's LWOP status.

14.4.3.4. An employee returning from an overseas assignment for separation, at the NAFIs
expense, is not entitled to LWOP under these procedures.

14.4.3.5. Requests for LWOP under these procedures must be approved by the FSS
commander/director, documented by an AF Form 2545, and made a matter of record in the OPF.

14.4.3.6. Employee Responsibilities.

14.4.3.6.1. Employees submit request for LWOP to his or her supervisor on OPM 71. The employee
also submits evidence acceptable to the approving authority, that the employee’s sponsor is being
transferred by the sponsor's employer.

14.4.3.6.2. After the approving authority approves the request, the employee submits to his or her
supervisor, his or her written resignation. The resignation takes effect on the last day of the
LWOP period, unless the employee is appointed to another position prior to the expiration of the



Nonappropriated Fund Personnel Program Management and Administration Guide Page 153

LWOP period, in which case, the resignation does not take effect. The employee must include a
forwarding address on the resignation.

14.4.3.6.3. If, during the LWOP period, the employee seeks other NAF employment, the employee
submits a copy of the AF Form 2545, documenting the LWOP status, with his or her application for
employment. (The employee receives the AF Form 2545 from the losing NAF-HR Section. Refer
to paragraph 14.4.3.8.2).

14.4.3.7. Supervisor Responsibilities.

14.4.3.7.1. Upon receipt of an employee's OPM 71 request for LWOP, the supervisor forwards the
request, through the appropriate channel to the FSS commander/director for approval.

14.4.3.7.2. After the FSS commander/director approves the request, the supervisor ensures the
employee submits a resignation.

14.4.3.7.3. Upon receipt of the Resignation, the supervisor completes an RPA and submits it with the
LWOP RPA to the NAF-HR Section.

14.4.3.8. Losing NAF-HR Section Responsibilities. Upon receipt of the two RPAs, one
documenting the resignation and one documenting the LWOP, the losing NAF-HR Section takes
the following actions:

14.4.3.8.1. Counsel the employee about the following matters:

14.4.3.8.1.1. The LWOP period will not be creditable toward any of the age, service, or participation
requirements for benefits of the retirement, 401(k), or group insurance plans if the employee is not
appointed to another position in which he or she is eligible for participation, and continues his or
her participation, in the appropriate benefit plan.

14.4.3.8.1.2. Retirement and 401(k) Savings Plans.

14.4.3.8.1.2.1. Retirement Plan. Both the employer and employee contributions are discontinued
during the LWOP period. The employee's eligibility for retirement plan benefits and options is
determined and AF Form 2391, Termination Information (Air Force Nonappropriated Fund
Retirement Plan), is completed reflecting the employee’s election in the event he or she is not
appointed to another NAF position prior to expiration of the LWOP. If the employee elects either
retirement or the deferred annuity option, AF Form 2395, Evidence of Age (USAF Nonappropriated
Fund Retirement Plan), must be completed. If the employee is under age 62, AF Form 1528,
Authorization to Obtain Social Security Earnings Information, is also completed.

14.4.3.8.1.2.2. 401(k) Savings Plan. Both the employer and employee contributions are
discontinued during the LWOP period. The termination distribution form should be completed
reflecting the employee’s election in the event he or she is not appointed to another NAF position
prior to expiration of the LWOP.

14.4.3.8.1.3. Group Health and Life Insurance Plans.

14.4.3.8.1.3.1. If the employee is participating in either the group health insurance plan or the group
life insurance plan, and if the employee wishes to continue such participation during the LWOP
period, the employee must, during the LWOP period, continue to remit the employee's share of the
contributions required by such participation to the losing NAF AO. If the employee does not wish
to continue participation during the LWOP period, the NAF-HR Section prepares AF Form 2545 to
terminate the coverage prior to processing the LWOP action. In this case, complete the carrier
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change form according to pre-established procedures furnished by AFSVC/SVXHI. Send the change
form to the carrier. Maintain a copy of the form in the employee’s OPF.

14.4.3.8.1.3.2. If the employee fails to pay his or her share of the contribution, and the employee's
account is not current at the end of the pay period following the pay period in which insufficient
funds were received, the NAF-HR staff processes the deduction arrearages report obtained through
Air Force Services Financial Management System Reporting Tool to identify employees with
insufficient funds and prepares AF Form 2545 to terminate the coverage. The effective date of
termination is the first day of the pay period immediately following the pay period in which
insufficient funds were received from the employee. A copy of the AF Form 2545 must be sent to
AFSVC/SVXHI and to the employee at the forwarding address provided on the resignation. If the
employee was enrolled in the NAF group health benefits program, complete the carrier change form
according to pre-established procedures furnished by AFSVC/SVXHI. Send the change form to the
carrier; maintain a copy of the form in the employee’s OPF.

14.4.3.8.1.3.3. The employee must also be counseled on the different group insurance conversion
and continuing coverage options for which he or she would be eligible upon termination of his or her
LWOP.

14.4.3.8.1.4. Annual Leave. Normally, annual leave is not granted in conjunction with LWOP. An
employee who is granted LWOP has to perform duty on the last duty day prior to the start of the
LWOP. It is not appropriate to exhaust annual leave before LWOP in cases where the basis for
LWORP is that the employee must relocate because of the transfer of the head of household. This
means they are not expected to return to work. Annual leave is only appropriate in instances where
the employee is expected to return to work. If, on the effective date of the resignation, the employee
has annual leave to his or her credit, the losing NAF-HR Section either (1) ensures payment of lump
sum annual leave or (2) if the employee is subsequently hired into an eligible position, transfers the
leave balance to the employee's account with the new position. If the LWOP period will
potentially extend into a new leave year, and if the employee’s annual leave balance exceeds that
which may be carried from one leave year to the next, the NAF-HR staff informs the employee how
to avoid the loss of accrued annual leave.

14.4.3.8.2. Process the Request for LWOP. Upon receipt of the LWOP RPA, the losing NAF-HR
Section prepares an AF Form 2545 documenting the LWOP period and gives a copy of the form to
the employee prior to the employee's departure from the area. If the employee is participating in the
NAF retirement plan, or either of the NAF group insurance plans, the NAF-HR Section forwards a
copy of the LWOP AF Form 2545 to AFSVC/SVXHB. The employee remains an active employee at
the losing installation until either the effective date of the Transfer Out or Resignation/Retirement
action. The NAF-HR staff suspenses the LWOP action to ensure the required subsequent actions are
taken in a timely manner.

14.4.3.8.3. Process the Resignation.

14.4.3.8.3.1. If the losing NAF-HR Section is notified that the employee has obtained other
employment prior to the expiration of the LWOP period, the losing NAF-HR Section prepares an AF
Form 2545, indicating that the employee transferred, effective the day before the effective day of the
new appointment. The appropriate NOAC to be inserted in Blocks 11a and b is N049, Transfer Out.
Refer to the DCPDS Users Guide for guidance regarding the appropriate remarks to be included in
Block 25. The remarks vary depending upon the new appointment. For example, if the new
appointment is to a Regular NAF position, block 25 includes the remark that all annual and sick leave
account balances transfer; but if the appointment is to a Flexible NAF position, Block 25 indicates
that any annual leave balance is paid lump sum. A copy of the AF Form 2545 is sent to the
employee at the forwarding address provided by the employee.
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14.4.3.8.3.1.1. The NAF-HR Section processes this transfer action through the DCPDS
immediately upon notification of the new appointment. The gaining NAF-HR Section cannot
process the appointment action in DCPDS until the transfer out action processes.

14.4.3.8.3.1.2. The NAF-HR Section prepares an SF 1150 for the employee's OPF.

14.4.3.8.3.1.3. If the employee is participating in the NAF retirement plan, or either of the NAF
group insurance plans, AFSVC/SVXHB will be notified through DCPDS.

14.4.3.8.3.2. If the LWOP period expires, and the losing NAF-HR Section has not been notified
that the employee obtained other employment prior to the expiration of the LWOP period, the
losing NAF-HR Section prepares an AF Form 2545, indicating the employee resigned or retired,
effective the last day of the LWOP period. The appropriate NOAC for blocks 11a and b is NO30,
Resignation or N043, Retirement-Voluntary. Insert in Block 25 all appropriate remarks required for
processing the resignation or retirement of any Regular employee. Refer to the DCPDS Users
Guide for guidance. A copy of the AF Form 2545 along with SF 8, Notice to Federal Employee
about Unemployment Compensation, is sent to the employee at the forwarding address provided by
the employee.

14.4.3.8.3.2.1. If the employee was a participant in the NAF retirement plan, forward a copy of the
AF Form 2545 and other appropriate documentation (see paragraph 14.4.3.8.1.2.) to
AFSVC/SVXHB. If the employee has elected retirement or the deferred annuity option, include
copies of all AF Forms 2545 required to document the employee's high three earnings, along with the
number of hours of unused sick leave upon retirement. If the employee was a participant in the NAF
401(k) plan, forward a copy of the termination distribution form according to AFMAN 34-302.

14.4.3.8.3.2.2. If the employee continued participation in one or both of the NAF group insurance
plans during the full period of the LWOP, forward a copy of the AF Form 2545, with documentation
pertaining to the employee's eligibility for continuing coverage along with Aetna Form GR-
65989-1, to AFSVC/SVXHB.

14.4.3.9. Gaining NAF-HR Section Responsibilities.

14.4.3.9.1. Obtain a copy of the AF Form 2545 documenting the LWOP status of the employee. The
employee should be able to provide such copy.

14.4.3.9.2. If the LWOP period has expired before the effective date of the new appointment, treat
the employee as you would any former employee being rehired with a break in service, and
prepare the AF Form 2545 appropriately.

14.4.3.9.3. If the LWOP period has not expired before the effective date of the new appointment,
prepare AF Form 2545, indicating the employee transferred. The appropriate NOAC to be inserted in
Blocks 11a and b is NO21, Transfer In. Refer to the DCPDS Users Guide for guidance regarding the
appropriate remarks to be included in Block 25. These remarks will vary depending upon the new
appointment. For example, if the new appointment is to a Regular NAF position, Block 25
includes the remarks that all annual and sick leave balances transfer; that participation in the NAF
retirement plan and group insurance programs, if applicable, continues; and that no 90-day waiting
period for annual leave usage is required.

14.4.3.9.4. If the employee elected to continue participation in either or both of the group
insurance plans during the LWOP period, verify with the losing NAF-HR Section that the employee
continued to remit his or her share of the contribution, and that their account is current and
insurance coverage is not terminated.

14.4.3.9.5. Request the employee's OPF from the losing NAF-HR Section.
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14.4.3.9.6. Do not process the Transfer In action through DCPDS until notified that the losing
NAF-HR Section has processed the Transfer Out action.

14.5. Absence Without Leave (AWOL). AWOL is an unauthorized absence from duty or for which
leave is denied. This is a non-pay status. These unauthorized absences may form the basis for
disciplinary action.

14.6. Military Leave. Military leave is absence from duty in the employee's NAF position without
loss of pay to perform military duty. Regular employees and Flexible employees are entitled to
time off with pay for certain types of active and inactive duty in the National Guard or the Reserves
of the Armed Forces. Military leave is prorated for eligible Flexible employees based on the number
of hours in the employee’s regularly scheduled bi-weekly pay period. Eligible employees must, upon
request, be granted military leave to which entitled for performance of active duty or active duty for
training. If an employee is ordered to an initial period of active duty for training with the
Reserve or National Guard for a period of not less than three months, the employee may be granted
annual leave or LWOP as requested, after first exhausting military leave. Additional information may

be found at www.opm.gov.
14.6.1. Eligibility Criteria. Employees entitled to military leave must be:

14.6.1.1. A member of a Reserve or National Guard component;

14.6.1.2. A full-time, part-time or Flexible employee who does not have an intermittent work
schedule; and

14.6.1.3. Serving in an appointment that is not limited to 1 year or less.
14.6.2. Entitlement to Military Leave.

14.6.2.1. Eligible employees are entitled to an excused absence up to a maximum of 15 days/120
hours (15 days x 8 hours) per fiscal year without loss of pay, leave, or performance rating when called
to active duty, active duty for training, and inactive duty training. Eligible employees accrue 15
days of military leave per fiscal year. If the full 15 days is not used in any fiscal year, the balance
of the unused leave (up to a maximum of 15 days) is carried forward into the next fiscal leave
year. Therefore, an eligible employee could have a maximum total of 30 workdays credited for use
during a fiscal year. Inactive Duty Training is authorized training performed by members of a
Reserve component not on active duty and performed in connection with the prescribed activities of
the Reserve component. It consists of regularly scheduled unit training periods, additional training
periods, and equivalent training. An employee, who is a member of the Reserve or National Guard
who is not eligible for, or who has exhausted his or her military leave, must be granted annual leave,
time off award earned, credit hours, or LWOP, as requested, in order to perform active or inactive
duty for training. An employee on military duty cannot use sick leave. Sick leave may only be used
when orders are issued specifically for a member to receive medical treatment/exams/attend a medical
evaluation board or are incapacitated for either military or civilian duty due to a line of duty incident.
Title 5 USC 86323(b) provides 22 workdays per calendar year for emergency duty as ordered by the
President, the Secretary of Defense, or a State Governor. This leave is provided for employees who
perform military duties in support of civil authorities in the protection of life and property or who
perform full-time military service as a result of a call or order to active duty in support of a
contingency operation as defined in Title 10, U.S.C., 8101(a)(13). Title 5 U.S.C., 86323(c) provides
unlimited military leave to members of the National Guard of the District of Columbia for certain
types of duty ordered or authorized under title 39 of the District of Columbia Code.

14.6.2.2. Regular employees called into active duty for the purpose of performing military duties in
support of civil authorities in the protection of life and property are granted leave upon presentation of
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official orders. Compensation (other than for travel, transportation, or per diem allowance) received
is turned in to the NAFI to be credited toward the pay received from the employee’s NAF position,
during the employee’s absence to perform this military duty. This leave is granted only for workdays,
and the employee’s NAF pay is reduced only by the amount received for military service performed
on a workday. Part-time employees who are on a regularly scheduled tour of duty of 16 to 32 hours a
week accrue military leave at a rate determined by dividing 40 into the number of hours in the
regularly scheduled workweek during the fiscal year and multiplying by 15. (Example: A regularly
scheduled part-time employee works 20 hours per week. That employee’s entitlement to military
leave is 20 divided by 40 x 15.) NOTE: Part-time employees who work less than 16 hours per week
are not entitled to military leave.

14.6.2.3. Employees are paid by the NAFI while on military leave as provided in para 14.6.2.1. An
employee’s civilian pay remains the same for periods of military leave including any premium pay
(except Sunday premium pay) an employee would have received if not on military leave. For military
leave under 5 U.S.C. 6323(b) and (c), an employee’s pay is reduced by the amount of military pay for
the days of military leave. However, an employee may choose not to take military leave and instead
take annual leave, compensatory time off for travel, or sick leave, if appropriate, in order to retain
both civilian and military pay.

14.6.3. Granting Military Leave. An eligible employee is granted any available military leave,
annual leave, compensatory time off earned, earned credit hours, or time off award earned when they
perform active duty or inactive duty. Requests for military leave are supported by a copy of the
orders, which is forwarded to the NAF AO with the time and attendance card on which the
absence is first reported. The employee submits a certification by the appropriate military officer as
evidence that the active military duty was performed. This certification is forwarded to the NAF AO
for coordination with the paying office.

14.6.4. Charging Military Leave. Military leave is charged only for hours during which a civilian
employee would otherwise have been scheduled to work and receive pay. The minimum charge for
leave is one hour. Hours in the civilian workday that are not chargeable to military leave must be
worked or charged to another leave category, as appropriate. No charge is made for nonworkdays at
the beginning and end of a period of absence on active military duty. Neither is there a charge for
weekends and holidays that occur within the period of military service.

14.6.5. LWOP Criteria. LWOP may be granted for:

14.6.5.1. Employees who are members of the Reserve or National Guard who are not eligible for, or
who have exhausted his or her military leave, as requested, for active or inactive duty for training.

14.6.5.2. Summer training as members of Reserve Officers Training Corps.
14.6.5.3. Temporary Coast Guard Reserve Duty.

14.6.5.4. Participation in parades by members of a state National Guard. Members of the National
Guard in the District of Columbia are entitled to military leave with pay for participation in parades.

14.6.5.5. Training with a state Guard or other state military organization.
14.6.5.6. Civil Air Patrol duty.

14.7. Excused Absence for Employees Returning from Active Duty. When employees return to
duty from Military Service, they shall have the same leave accrual entitlements they should have
enjoyed had they remained at work in accordance with the USERRA, codified in Title 38 U.S.C.,
84316. Additionally, as directed in the Presidential Memorandum, Return of Activated Military
Members to Federal Civilian Employment, dated November 14, 2003, employees returning from
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active Military Service in connection with Operation Noble Eagle, Operation Enduring Freedom,
Operation Iragi Freedom, New Dawn, or any other military operation subsequently established under
Executive Order 13223 shall be granted five workdays of excused absence without charge to leave
regardless of the number of active duty activations. Employees who were not appointed in their NAF
position at the time of military activation are not eligible for the excused absence. The period of
excused absence is prorated according to the number of hours in the employee’s regularly scheduled
workweek. Flexible employees are entitled to the average number of hours in their weekly work
schedule prior to being activated. The excused absence is granted prior to the employee’s resumption
of their civilian duties.

14.7.1. Minimum Service Requirements. Since the intent of the five days of excused absence is to
aid employees in their readjustment to civilian life, employees must have served a significant period
of time on active duty before being eligible for the five days of excused absence. Therefore, an
employee may be granted five days of excused absence only after he or she returns from at least 42
consecutive days of active military service in connection with the continuing Overseas Contingency
Operations (formerly the Global War on Terrorism).

14.7.2. Multiple Deployments. For subsequent periods of active duty in support of the OCO,
employees may not be granted more than five days of excused absence within a 12-month period.
The 12-month period begins on the first day of excused absence and ends 365 days later. An
employee called to active duty on multiple occasions is therefore entitled to receive five days of
excused absence as long as the service meets the 42 consecutive days standard and the employee has
not received 5 days of excused absence during the previous 365 days.

14.7.3. Timing. The five days of excused absence must be granted as soon as an eligible employee
reports back for duty or notifies management of his or her intent to return to duty, except in the
following situations:

14.7.3.1. If the employee had received five days of excused absence following a period of active
duty, but was not granted the five days of excused absence for a second or subsequent period of active
duty, he or she may take the five days of excused absence at a time mutually agreeable to the
employee and management.

14.7.3.2. If, for any reason, the employee was not granted the five days of excused absence upon
return, he or she should be granted the five days of excused absence at a time mutually agreeable to
the employee and management.

14.7.4. Additionally, the five days of excused absence must be used for a continuous period
immediately upon return. The days may not be “stockpiled” for use at a later date. The
commencement of the five days of excused absence represents a return to employment (i.e., to pay
and duty status), and the employee is obligated to report for work at the end of the five-day period.

14.8. Military Furlough. Military furlough is granted to all employees for induction or recall to
active duty in one of the Armed Forces. An employee returned to duty from military furlough has the
same seniority, status, pay and, if appropriate, leave accrual entitlements that the employee would
have enjoyed had he or she remained on the job. Refer to Chapter 3 for the procedures for this type of
absence.

14.9. Court Leave. Court leave is an authorized absence from duty without loss of pay or
charge to annual leave to perform jury duty in a federal, state, or municipal court or to serve in an
unofficial capacity as a witness on behalf of the U.S. Government, the District of Columbia, or state
or local government. For the purpose of granting court leave, a military court is considered the same
as a federal court. All Regular employees are eligible for court leave.
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14.9.1. Granting Court Leave. Court leave is granted for absence during an employee's
regularly scheduled tour of duty. It is granted only for those days and hours the employee would
otherwise be in a pay status. An employee is not granted court leave for jury or witness duty
performed within a period of nonpay status. If an employee is on annual leave when called for jury
duty or witness service, court leave shall be substituted. No charge shall be made to annual leave for
the court service. Employees assigned to night shifts are granted court leave comparable with
employees assigned to Regular day shift work. Since jury duty generally requires an employee's
presence in court during daytime hours, an employee scheduled to work at night is granted court
leave during the days on which the night shift begins or ends. If he or she works during part of
the regularly scheduled night shift, only that part of the regularly scheduled shift during which the
employee is absent is charged to court leave. If he or she works his or her regular night shift, no
court leave is charged.

14.9.2. Return to Duty Upon Release by Court. An employee properly summoned to serve on
a jury is under the jurisdiction and control of the court for the term of the jury service. However, an
employee is expected to return to duty during periods when he or she is excused from jury duty
unless this would be impractical. An employee excused or discharged by the court either for an
indefinite period or for a definite period in excess of 1 day or a substantial portion thereof, is not
entitled to court leave, but must report to duty. As a general rule, if there are 4 or more hours
remaining in the employee's workday, exclusive of reasonable travel time, the employee reports for
duty. If the employee fails to report for duty as directed, annual leave, previously earned
compensatory time off, LWOP, or AWOL is charged for the excess time involved.

14.9.3. Witness and Jury Fees and Expenses. An employee is entitled to receive and retain
expenses paid for services rendered and reimbursement for travel expenses. When a state or local
court characterizes jury and witness fees as expenses, there is no requirement for the employee to turn
in such fees to the agency. The employee cannot retain fees received in most circumstances. The
certificate of attendance should separately identify fees and expenses/allowances. Fees received by
the employee are collected while the expenses are not. If the certificate of attendance does not
identify expenses separately, all monies are considered fees and shall be collected. The employee
must submit fees received for jury or witness services by money order or personal check to the
servicing NAF AO. The employee may keep reimbursements for expenses received from the
court, authority, or party that caused the employee to be summoned and may keep fees that exceed
the employee’s compensation for the days of service. An employee serving on a jury in a state or
local court who waives or refuses to accept fees is still liable to the NAFI for the fees he or she would
have received. Fees not submitted in a timely manner are subject to payroll deduction. Payroll
deductions to collect the fees will be made in the next regular pay period. If fees are erroneously paid
to an employee by the court, the fees paid cannot be retained by the employee and must be turned in
to the employing activity. When a holiday occurs during the time an employee is on jury duty or
witness service, the employee can keep the jury duty or witness service fee for the holiday. If an
employee is called to jury duty on a non-workday, or during a non-pay status, the employee may
keep the fees paid.

14.10. Administrative Group Dismissal. Administrative group dismissal is an absence from duty
when employees are released from duty because all or part of an activity is closed or it is in the
public interest. Employees affected by these actions are usually excused without charge to leave and
without loss of pay.

14.10.1. Installation commanders may suspend some or all NAFI operations and consistent with that
closure, administratively excuse non-emergency employees when severe weather conditions or other
emergency situations dictate such action as being in the best interest of the AF. Employees, who are
notified of suspended operations well enough in advance to permit the scheduling of leave, normally
24 hours in advance, are not released without charge to leave.
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14.10.1.2. Itis Air Force policy that during adverse weather conditions or other emergencies that
result in the regular worksite being closed or closed to the public, telework-ready employees, i.e.,
those on a signed telework agreement, will work from their approved alternate worksites. This means
that telework-ready employees who are permitted to use unscheduled telework are required to
telework on closure days. This includes employees who are regularly scheduled to telework on the
day of a closure and those who were not scheduled in advance to telework but are required to do so by
virtue of the telework agreement (i.e., employees who will telework only on an occasional, situational
basis). Supervisors are responsible for ensuring employees are aware of this policy.

14.10.1.3. Absence Due to Hazardous Weather Conditions or Disasters. Group dismissals of
employees without charge to leave because of severe storm, snow or icing conditions, or disasters
occurring during or outside regular duty hours may be authorized IAW the guidelines in DoD
1400.25, Volume 610.

14.10.1.3.1. Early Dismissal. Only employees who are in a duty status (not on leave), or who are
expected to return from leave to duty status at the time the early dismissal takes effect, are excused
without charge to leave. Employees who are absent on leave that day continue to be charged leave.
Employees on approved telework agreements are expected to work their full duty day.

14.10.1.3.2. Late Reporting. Depending on hazardous weather conditions, tardiness not in excess of
2 hours may be excused. Tardiness in excess of two hours may also be excused because of an
unavoidable delay resulting from adverse weather or from disruption of public or private
transportation in individual cases which are personally reviewed by appropriate supervisors. In case
of employees who do not report for duty during hazardous weather, annual leave is charged for the
full duty day, unless the supervisor concerned determines, after personal review of the facts in each
case, that the employee made every reasonable effort to get to work, but was unable to do so because
of the weather conditions. Determining factors for consideration in the decision include: Distance
between the employee’s residence and place of work, and mode of transportation. Employees on
approved telework agreements are expected to begin their duty day at the regularly scheduled time.

14.10.1.3.3. Base Closure. Workdays in which federal activities are closed for hazardous weather
conditions or disasters are non-workdays for employees, to include Flexible employees, not on an
approved telework agreement or in an approved leave status. All Regular employees who are not on
an approved telework agreement or in an approved leave status are excused without charge to leave.
Employees who are absent on leave that day continue to be charged leave. Teleworking employees
are expected to follow their approved telework agreement. Employees with mission essential duties
are expected to perform those duties or request leave. Employees in a non-pay/LWOP status on the
days immediately before and after the day(s) the activity was closed will remain in a non-pay/LWOP
status. In addition, it does not apply to employees on military duty or suspension on the day of the
closure. Employees who are assigned to other activities but are TDY at the closed activity are entitled
to excusal without charge to leave. Employees assigned to the affected activity but are TDY
elsewhere, are not entitled to excusal without charge to leave.

14.10.1.4. Emergency Situations Occurring During the Workday.

14.10.1.4.1. When an activity remains open and employees are expected to complete the day’s tour,
they may be granted annual leave, credit hours, compensatory time earned, or LWOP.

14.10.1.4.2. When the activity closes and employee leaves after receiving official word of the
pending dismissal but before the time set for dismissal (with supervisory approval) in a situation not
involving a hardship, annual leave, credit hours, compensatory time earned, or LWOP may be
charged as appropriate for the period remaining until the employee’s official departure time (i.e., the
authorized dismissal time).
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14.10.1.4.3. Emergency-essential employees who do not report for work as required may be charged
annual leave, sick leave, credit hours, compensatory time earned, LWOP, or AWOL if appropriate.

14.10.1.4.4. Non-emergency employees who are scheduled to report for work before the dismissal
but who do not report should be granted use of leave, compensatory time earned, or credit hours or
charged AWOL, if appropriate, for the entire workday. Use of annual leave, credit hours,
compensatory time earned, or LWOP may be granted, or AWOL may be charged, if appropriate, to
employees who leave before official notice of dismissal for the period remaining until the end of the
regular workday.

14.10.1.4.5. When an employee was scheduled to return from leave during the dismissal period, the
supervisor should continue to charge leave for the absence until the time set for dismissal, then charge
any continuing absence due to the emergency in the same manner as absences of other employees
who were on duty at the time of dismissal.

14.10.1.4.6. Employees on LWOP pending disability retirement or while in receipt of Workers’
Compensation, on military leave, suspension, or in a non-pay status the workday before and after a
closure shall be continued in that status.

14.11. Administrative Leave. Administrative leave is an administratively authorized absence from
duty without loss of pay or without charge to other paid leave. The leave approving supervisor may
excuse employees for brief periods. A “brief period” normally means not more than 4 hours per day.
Administrative leave differs from administrative dismissal in that it normally addresses individual
employees being excused for non-mission related emergency reasons, or for reasons the government
encourages such as voting.

14.11.1. Employees seeking to participate in installation or command sponsored team and morale
building events may be excused for brief periods to attend such events subject to mission needs and
workload. Administrative leave is not authorized for local organizational activities and club social
activities (e.g., food drives or sporting events).

14.11.2. Commanders may assign employees to an alternative duty location for organizational
activities requiring extended absence.

14.11.3. Management officials may not use administrative leaves or dismiss employees in a manner
that effectively creates a paid non-duty day without charge to leave. Supervisors should approve
requests for annual leave on Air Force Family days. Family days are those days connected to Federal
holidays when military personnel are usually given the day off.

14.11.4. Absence for Brief Periods or Tardiness. Unavoidable absence of less than one hour,
and brief periods of tardiness may be excused by the supervisor for adequate reasons or he or she may
provide the employee opportunity to request approved leave, earned credit hours, or previously-
earned compensatory time off. If the leave charged exceeds the period of absence or tardiness, the
employee is not required to work the additional time covered by the leave charge. Unauthorized
absence during the workday also may be charged to AWOL if the circumstances do not justify
excusing the absence or approving leave. The charge of AWOL is not, itself, a disciplinary action.
However, tardiness or an unauthorized absence that is charged to AWOL may serve as a basis for
disciplinary action.

14.11.5. Absence for Voting or Registration. Activities maintain up-to-date information as to
voting hours in all political subdivisions in which their employees reside. This information is made
available to employees, because it is used as the basis for determining the amount of excused
absence granted to employees.
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14.11.5.1. Employees requesting time off to vote are excused without charge to leave for the amount
of time necessary to permit them to report to work three hours after the polls open or to leave work
three hours before the polls close, whichever requires the least amount of time off. No time off is
granted if the polls are open either three hours before or three hours after the employee’s regular duty
hours.

14.11.5.2. Employees voting in jurisdictions where registration in person is required are granted
time off to register on substantially the same basis as for voting. However, no time off is granted
without charge to leave if the employee can register on a non-workday and round trip travel can
reasonably be accomplished in one day.

14.11.6. Blood Donations. Employees are encouraged to volunteer as blood donors for unpaid
donations. An employee is excused without charge to leave for the time necessary to donate blood, or
blood products, such as platelets or plasma for recuperation following the donation, and for necessary
travel to and from the donation site. The maximum time allowed without charge to leave is four
hours. Employees who volunteer but are rejected as donors for that visit must return to duty or elect
paid leave.

14.11.7. Consultation With Operating Officials, EEO Counselor and NAF Employment
Interviews. Do not charge an employee leave:

14.11.7.1. For the time required to consult with operating officials or with the staff of the NAF-
HR on matters relating to their employment provided that arrangements satisfactory to the supervisor
and the official to be consulted with are made in advance.

14.11.7.2. Who is specifically requested to report for an interview in connection with an application
or referral through the centralized referral system for a positon within the FSS. If the interview is at
another Air Force activity, within the local commuting area, leave is not charged for the time required
to make the trip for the interview.

14.11.7.3. When an individual is employed by an activity scheduled for closure or reduction or under
notice of separation or change to lower grade for any reason, except personal cause, may be excused
without charge to leave for any placement interview. Such a placement interview may be with
another federal agency, a local organization, or a private business concern in the commuting area.
Except as provided above, absence for placement interviews is charged to annual leave, previous-
earned compensatory time off, or LWOP.

14.11.8. Medical Examinations for Employment. An employee required to take a medical
examination or obtain documentation as a condition of employment to determine his or her fitness
for employment, or who obtains other medical services administered as a part of the health
program of the activity, is considered in duty status during the time necessary to obtain the
examination or treatment. When an employee is absent because of administratively required
vaccinations or immunizations, the absence is considered an excused absence without charge to leave
or loss of pay, provided the medical officer administering the vaccinations or immunizations certifies
to the necessity for the absence.

14.11.9. Attending Meetings and Conferences. Absence, including required travel time, during
normal duty hours to attend meetings or conferences determined to be training, or absence to attend
other meetings for which travel is authorized at government expense is considered official duty and no
charge is made to leave. Employees are not excused to attend conferences or conventions of political
parties or partisan political groups or committees. Note: When spouses, who are also Air Force NAF
employees, attend conferences as the official escort/guest of a military or civilian official, excused
absence is not appropriate and leave must be charged.
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14.11.10. Volunteer Activities Excused absence may be granted to employees participating in
management-sponsored volunteer projects (e.g., adopt a school). This provision does not cover
volunteerism in general. Such activity should be promoted through established leave programs and
the flexibility offered through alternative work schedules.

14.11.11. Holiday Observance.

14.11.11.1. Legal Holidays. Employees are not required to work on a legal holiday unless their
services are required to carry out essential operations. However, unauthorized absence on a holiday
on which the employee was required to work results in loss of pay for that day, and could result in
disciplinary action.

14.11.11.2. Religious Observance. There are no official observances of religious holidays outside
of established federal holidays. Employees who request to observe religious holidays may be
allowed time off for that purpose and the absence charged to annual leave, compensatory time off,
religious compensatory time, or LWOP. If circumstances permit, work schedules may be rearranged
to provide substituted work time. An employee may also request to perform compensatory overtime
work for the purpose of compensatory time off in lieu of annual leave, when his or her personal
religious beliefs require them to be absent from work during certain periods of the workday and/or
workweek.

14.11.12. Military Funerals.

14.11.12.1. An employee who is a veteran of the Armed Forces and who participates as a pall
bearer, a member of a firing squad, or a member of an honor guard in funerals for members of the
Armed Forces who lost their lives on active duty is excused from duty without charge to leave, but
not in excess of four hours in one day.

14.11.12.2. An employee is excused without charge to leave for not more than three workdays to
make arrangements for, or to attend the funeral or memorial service of an immediate relative (spouse,
son, daughter, mother, father, brother, or sister) who dies while on active duty as the result of
wounds, disease, or injury incurred while serving in the Armed Forces in a combat zone.

14.11.13. Absences in Connection With Permanent Duty Travel. An employee with PCS
orders may be granted administrative leave to make personal arrangements and transact personal
business directly related to the permanent change in duty station, provided that such business or
arrangements cannot be transacted outside regular working hours. An employee is not charged leave
for any absence necessary to comply with requirements imposed in connection with a PCS. This
includes such things as closing and opening personal bank accounts, or obtaining a driver’s license
and auto tags. This provision does not cover time involved in complying with PCS requirements
such as obtaining passport and vaccinations, adhering to government housing authority requirements,
or being present for packing and receiving of household goods. Such tasks required by the PCS are
considered to be official duties. For an assignment to or return from, overseas employment, official
duties further include time spent to deliver or reclaim privately owned vehicle (POV) to or from the
port facility, obtain required physical examination, vaccination and inoculation, or passport, or to
comply with other special requirements imposed because of the overseas assignment, including
absence to obtain travel orders. An employee required to report to another activity to comply with
overseas processing requirements is not charged leave for any absence necessary to make the trip.
Administrative leave or official duty time only applies to the employee for whom PCS orders has
been authorized and not to any civilian employees who may be listed on the orders as dependents.

14.11.13.1. When extensive permanent change of duty travel outside of regularly scheduled hours of
duty is required, employees are authorized to be absent from work without charge to leave or loss of
pay for a reasonable time to recuperate from fatigue or loss of sleep. In determining “reasonable
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time” the supervisor considers the adverse effect on work performance, health, or well-being, and any
safety hazard which might result from working while fatigued. Normally, this should not exceed 4
hours. When the total elapsed travel time exceeds 20 consecutive hours, as in the case of travel
between the continental United States and either Pacific or European installations, up to 8 hours of
duty time may be excused for recuperation.

14.11.14. Bone-Marrow, Stem Cell or Organ Donations. An employee may use up to seven days
of paid leave each calendar year (in addition to annual or sick leave) to serve as a bone-marrow or
stem cell donor. Such additional leave is granted without loss of or reduction in pay, leave to which
otherwise entitled, credit for time or service, or performance rating. An employee also may use up
to 30 days of paid leave each calendar year to serve as an organ donor. Leave for bone marrow and
organ donation is a separate category of leave that is in addition to annual and sick leave.

14.11.14.1. Bone-marrow or organ donor leave may be used, but is not limited to, such situations
as blood testing, tissue testing, counseling, physical examinations, travel time, surgery, and
recuperation. Employees who are screened, but not accepted as donors, are entitled to bone-marrow
or organ donor leave for their absences in conjunction with their attempt to be donors. Record this
type of leave on the time and attendance documentation under administrative or other leave
category.

14.11.14.2. The minimum charge for this type of paid leave is the same minimum charge that applies
to sick leave (minimum incremental charge of 15 minutes NTE 8 hours per day, or 40 hours per week
with exception of AWS). The authorized days of paid leave shall be converted to hours (i.e., 56 hours
for an employee working 80 hours in a biweekly pay period and serving as a bone-marrow donor or

240 hours for an employee working 80 hours in a biweekly pay period and serving as an organ donor).

14.11.14.3. An employee having bone-marrow removed and stored for future use is not a "donor,"
and the benefit of seven days of paid time off was not intended for someone who is undergoing such a
procedure for his or her own needs. Sick leave, annual leave, and advanced annual and sick leave are
available to an employee facing this type of medical procedure. In addition, leave donated under the
Voluntary Leave Transfer Program (VLTP) and LWOP under the Family and Medical Leave Act may
be used if the condition meets the requirements of these programs.

14.12. Parental Leave. Parental leave covers absences for pregnancy and confinement, leave for
adoptive parents, and paternity leave. Management should be responsive and compassionate in leave
policies for working parents. Requests for such leave should be granted to the extent that normal
work requirements permit. Refer to paragraph 14.16. for guidance on the FMLA.

14.12.1. Absence for Maternity Reasons. Absence from duty for reasons related to pregnancy and
confinement is charged to sick leave, annual leave, or LWOP, depending on the circumstances and
availability of each type of leave. The employee is responsible for providing notice substantially
in advance of the anticipated leave dates. Requests for sick leave are treated the same as any
request for leave to cover a medically certified temporary disability. All sick leave requests are
supported by medical documentation showing the employee is incapacitated to perform the duties of
his or her position for the period covered by the certificate. Sick leave is not authorized for absence
due solely to the employee's responsibility for care of the infant. Any additional absence not
supported by medical documentation is charged to annual leave or LWOP. If the employee requests
additional annual leave or LWOP following confinement in order to care for the infant, supervisors
should make every effort to approve the request.

14.12.2. Absence for Paternity Reasons. A male employee may use sick leave, annual leave, or
LWOP for the purpose of caring for his minor children or the mother of his newborn child during
confinement or incapacitation due to complications arising from the delivery. Requests of this nature
should be handled in accordance with paragraphs 14.2., 14.3., and 14.4.1.
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14.12.3. Childbirth and Newborns. Pregnant employees are entitled to use sick leave for prenatal
and postnatal medical appointments and any periods of incapacitation as a result of pregnancy and
childbirth. A biological mother or father cannot use 12 weeks of sick leave to care for a healthy
newborn, but only for one with a serious health condition. A parent may use annual leave or LWOP
to care for a healthy newborn.

14.13. Forced Leave. Management uses forced leave when reduced or suspended business
operations result in temporarily reduced or suspended work schedules. It is usually LWOP,
which temporarily places an employee in a nonwork, nonpay status; however, Regular employees
may take annual leave instead of LWOP.

14.13.1. Reasons for forced leave include lack of business, slow business or facility repair or
remodeling. Forced leave may also be required when business operations are temporarily reduced
or suspended due to facility damage, breakdowns in equipment, power outage, or other
unforeseeable curtailment of activities, excluding those circumstances explained in paragraph 14.11.

14.13.2. When an employee's work hours are temporarily reduced for one workday or more, the
procedures in Table 14.1 are used. When an employee's work schedule is suspended temporarily, the
procedures in Table 14.2 are used. Coordinate notices with the Chief, NAF-HR.

14.13.3. When a written notice is required, it is coordinated with the Chief, NAF-HR and includes:

14.13.3.1. A statement that the employee's work hours or work schedule is temporarily reduced or
suspended.

14.13.3.2. The number of hours reduced, or the length of time the work schedule is temporarily
suspended.

14.13.3.3. If the work schedule is suspended, the date the suspended work schedule begins and
the date the employee is to return to work.

14.13.3.4. The specific reason for the suspended schedule.
14.13.3.5. A statement to Regular employees that annual leave may be taken instead of LWOP.

14.13.3.6. A statement advising the employee if he or she considers the action to be unfair or
disagrees with the reasons for the action, he or she may file a grievance.
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Table 14.1. Temporary Reduction of Daily Work Hours
R A B C D
U
L (ifan and the number of  then the employee is and the employee is
E  lemployeeis |hoursin the placed on given
workday is reduced
for
1 Jany One day and LWOP after a minimum of |no advance notice.
employee employee is already  [two hours in a work or pay
on duty or just status, for the
reporting for duty balance of the workday
(see note 1)
2  Jany One through seven LWOP for the number of |verbal notice no later
employee calendar days reduced hours (see note  than the end of the
1) previous workday (see
note 2).
3 fny Eight through LWOP for the number of written notice seven
employee fourteen calendar reduced hours (see note [calendar days in
days 1) advance of the action
(see note 3).
4 jaFlexible Fifteen or more LWOP for the number of |written notice seven
employee calendar days reduced hours calendar days in
advance of the action
(see note 3).
9] a Regular Fifteen or more LWOP for the number of |written notice fifteen
employee calendar days reduced hours (see note [calendar days in
1) advance of the action
(see note 3).

Notes:
1. Regular employees may take annual le