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INTRODUCTION

The “Civilian Personnel Information for New Employees” is designed to introduce and acquaint you, the new employee, with some of the benefits, rights and privileges accorded Federal civil service employees.
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The information provided is brief.  When you become more familiar with the personnel system, detailed information is available from your Human Resources Office and The Human Resources Service Center, PACIFIC.  A list of personnel specialists assigned to your activity can be found in Appendix A.  Key areas of coverage include pay, health and life insurance, leave policies, position descriptions, performance awards, merit promotion, training, discipline, workers’ compensation, holidays and others.  The subjects are sequenced alphabetically rather than functionally for ease of locating the information you are seeking.

Remember, … if you’re not sure, don’t guess.  Ask!  Wrong guesses are costly!
APPOINTMENT INFORMATION

You will be receiving a copy of your “Notification of Personnel Action” (Standard Form 50) shortly after you start working at your new job.  This form identifies your job status and should be filed with your important papers. Be sure to let your supervisor know and inform the HRSC PACIFIC in writing if there’s any change in home address, phone number, emergency contact, marital status or beneficiary.
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Directions to HRSC PR, Building 499/199:

From Honolulu and the Airport:

1.Take H1 (Westbound)

2.Continue on the H1 (right lane) at the H1/78 split and
head towards the Airport

3.Continue on H1 past the Airport (exit 16) and Hickam
AFB/Pearl Harbor (exit 15B)

4. TAKE THE STADIUM/ARIZONA MEMORIAL (exit
15A) off-ramp to Kamehameha Highway (99)

5.Stay in left lane, make a left turn at the first traffic light
(Center Drive)

6.Take the first left (Main Street)
7.Take the first left (178 Main Street)




[image: image1.wmf]
APPOINTMENT TYPES:


CAREER-CONDITIONAL AND CAREER.  These are the usual types of competitive appointments for individuals who have passed an examination and/or have been selected from an Office of Personnel Management (OPM) Certificate of Eligibles.  For permanent positions, during your first three years of service, you are a career-conditional employee.  If you are a non-veteran and quite during this period, you will have reinstatement eligibility (if you resign, you can come back into civil service without having to “compete” with the general public) for three years from the effective date of your separation.  Veterans have lifetime reinstatement eligibility.  After three years of substantially continuous creditable service, you will acquire full personal career status affording you maximum rights, privileges and protection under the Civil Service system, including indefinite reinstatement eligibility.


EXCEPTED.  Excepted appointments are those made to positions excepted from the competitive system and therefore are not subject to OPM’s competitive requirements.  Examples include: attorneys, consultants and positions in the intelligence field.

TEMPORARY.  If your appointment is “Temporary” (limited to a stated period of time) your appointment will automatically expire at the end of that period unless terminated earlier or extended (up to a total 4-year period, in one-year increments) at the discretion of your employing activity.


VETERANS READJUSTMENT APPOINTMENT (VRA).  The Veterans Readjustment Appointment program provides for permanent non-competitive appointments of Vietnam era and post Vietnam era veterans which lead to career-conditional or career tenure upon training.  This program may also be used to fill temporary positions.

NINETY DAY RESTRICTION.  If you are a permanent competitive employee new to Federal civil service, you must wait a minimum of ninety days from the day you enter on duty before you can be promoted or reassigned to a different line of work.  This is a onetime restriction that applies only to your first permanent appointment.

PROBATIONARY PERIOD.  If you are a permanent employee, you are required to satisfactorily complete a one year probationary period.  This is a onetime requirement during which your supervisor observes your conduct, general character traits and performance of your job duties.  Every effort will be made to resolve any problem areas that may arise.  If it is determined that your retention is not in the best interest of the government, you are subject to separation upon written notice.

CIVILIAN EMPLOYEE ASSISTANCE PROGRAM

The Civilian Employee Assistance Program (CEAP) provides assistance to employees to overcome performance
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or conduct deficiencies caused by misuse

of drugs or alcohol or by other personal problems.  

The program provides problem identification and preventive counseling  and referral to local community resources for treatment, rehabilitation or 

other assistance.
[image: image7.wmf]Employees must refrain from the abuse of all drugs and may not report to work under the influence of alcohol or drugs.  Employees are responsible for seeking assistance through CEAP to overcome alcohol, drug or other personal problems, which adversely impact on their performance.
Participation in the CEAP is voluntary and is treated confidentially.

For assistance, ask your supervisor for the names of your activity CEAP Counselors.
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The Department of the Navy (DON) policy is to use discipline as a managerial tool to correct deficiencies in employee conduct and performance, as a deterrent to unacceptable conduct or behavior and for correction of other situations, which interfere with efficient operations.  Discipline is intended to be corrective and not punitive.

The Department of the Navy Schedule of Offenses and Remedies, found in COMNAVREGHIINST 12000.1C CH-3, Section 407, lists various offenses and a range of penalties from reprimand to removal.  The Schedule is meant to serve as a guide in initiating appropriate disciplinary action.  The severity of the penalty depends upon the circumstances surrounding the offense and the number of times the same offense has been committed.  When imposing disciplinary action, the supervisor may consider the employee’s work record; past disciplinary record; nature of the position (supervisory, fiduciary, or other position of trust); and any extenuating or mitigating circumstances.

Formal disciplinary actions include:  letters of reprimand, suspensions, demotions and removals.  Such actions are made a matter of record in an employee’s official personnel folder.  Oral admonishments, letters of caution and letters of requirement are nondiscriplinary actions and are intended to serve as warnings that continued unacceptable conduct or performance deficiencies may be subject to formal disciplinary action.

If a disciplinary action should ever be taken against you, you have certain grievance/appeal rights open to you.  These rights vary depending upon your employment status and the nature of the action.  Your rights, including your right to representation will be explained to you in the notice of disciplinary action.  If you have any questions, you may call your Labor Advisor.  Contact your Personnel Advisor for the name of your Labor Advisor.

DISCLOSURE OF INFORMATION

(WHISTLEBLOWER)

An employee, a former employee or an applicant for employment may disclose information that he or she reasonably believes evidences violation of any law, rule or regulation, gross mismanagement, a gross waste of funds, an abuse of authority, or a substantial and specific danger to public health or safety.  The identity of any informant may not be disclosed without his or her consent.
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Disclosure of information may be made by calling Navy Hotline:  (800) 522-3451, or by writing to Naval Inspector General, Attention:  Navy Hotline, Bldg. 200, Washington Navy Yard, Washington DC  20374-2011 or the Office of Special Counsel, P.O. Box 36007, San Francisco, California  94102.

DRUG-FREE WORKPLACE PROGRAM

Executive Order 12564 established the goal to make the Federal service drug-free and made it a condition of employment for all Federal employees to refrain from using illegal drugs on and off duty.
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The DON Drug Free Workplace Program (DFWP) is designed to achieve the drug-free goal of the Order.  While the DON will assist employees with drug problems, it remains the primary responsibility of the employees to change their own behavior and habits.  All employees are expected to refrain from drug use and participate in the Program. Employees who fail to meet the established requirements of the Program will be subject to disciplinary action including removal from the Federal service. 

Questions regarding the DFWP should be directed to your activity Drug Program Coordinator[image: image16.png]


.

EQUAL EMPLOYMENT OPPORTUNITY
It is the firm policy of DON that its work environment be free of every form of sexual and non-sexual harassment and discrimination.  Discrimination against any applicant or employee because of age, race, color, religion, sex, national origin, physical/mental handicap, or sexual orientation is prohibited and constitutes the basis for appropriate administrative action.  A complaint system is established for those who feel they have been discriminated against because of age, race, color, religion, sex, national origin or physical/mental handicap or reprisal for prior EEO complaint involvement or opposition to a Title VII prohibited practice.  If you feel that you have been discriminated against, 
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you must contact the EEO Department at 473-9437,  within 45 calendar days from the date of the matter alleged to be discriminatory or in the case of a personnel action, within 45 calendar days of its effective date.  Employees claiming discrimination on the basis of sexual orientation may seek redress from the Merit Systems Protection Board, Office of Special Counsel, the Negotiated Grievance Procedure, if applicable, or the Administrative Grievance Program.

GRIEVANCES

An employee grievance is any matter of personal concern or dissatisfaction that is within the discretion of management to resolve. Normally, employees should first take up their grievances with their supervisor.

If you are in a unit represented by a labor organization (union), you would use the grievance procedure contained in the collective bargaining agreement negotiated between your activity and the union.  If no union represents the employees at your activity, you may file a grievance using the Navy Administrative Grievance Procedure.
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You may obtain additional information regarding grievances by contacting your Human Resources Office for the name of your Labor Advisor.

HEALTH BENEFITS
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The Federal Employees Health Benefits Program helps protect you and your eligible family members from the expenses of illness and accident.  Participation is voluntary to all eligible employees. (Some temporary employees are also eligible to enroll.)

You and the government share the cost of your enrollment. Your premiums are deducted through salary withholdings and adjusted annually.  You are also eligible during an annual Open Season to change to another plan or option, or to enroll in a plan if you are not already enrolled.  All other changes in your health insurance plan can be made within specific time limits under specific events such as marriage, divorce, birth of child, etc.

HOLIDAYS

[image: image20.wmf]Following are the 10 statutory holidays that Federal employees receive each year:
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Directions to HRSC PR, Building 499/199:

From Honolulu and the Airport:
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head towards the Airport
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4. TAKE THE STADIUM/ARIZONA MEMORIAL (exit
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5.Stay in left lane, make a left turn at the first traffic light
(Center Drive)

6.Take the first left (Main Street)
7.Take the first left (178 Main Street)
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Generally, when a holiday falls on a non-work day, the adjoining

work day becomes the holiday.  For example, if Independence Day falls on a Sunday, the holiday is on Monday, 5 July; or, if Christmas day falls on Saturday, the holiday is on Friday, 24 December. 

INCENTIVE AWARDS

The DON Incentive Awards Program is designed to reward significant contributions made by individuals and groups to the DON as soon as possible.  The program includes cash awards for special acts, suggestions, and inventions; and non-monetary “honorary” awards for a broad range of contributions.  The program is designed to improve government operations and services by raising productivity. 

Incentive awards may recognize similar accomplishments, such as an heroic act, idea, or suggestion. Others reward a longtime pattern of outstanding achievement or contribution.  Still others recognize achievements in a particular area—science and engineering, for example, or personnel administration.

Eligibility ranges from a specific category of Navy civilian employee (e.g., Women in Science) to anyone who has made a contribution to the DON or the government. Military members are eligible for some; others are limited to civilians.

Some categories of incentive awards are primarily

cash awards; others consist of non-monetary forms

of recognition, ranging from certificates and 

plaques to pins, mugs, T-shirts and caps.  Some

awards can take either monetary or non-monetary

form, or both.

Decision-making authority on incentive awards

ranges all the way from the activity up to the

President of the United States.  For cash awards,

who makes the final decision depends on the amount

of the award.

It is up to the supervisor to decide what award or

combination of awards matches the contribution.

You may address any questions concerning incentive

awards to your supervisor, the Incentive Awards

Administrator for your activity, or to your Human Resources Office
INJURY COMPENSATION

Under the Federal Employees’ Compensation Act (FECA), civilian employees who are injured or killed in the performance of duty, or who dies as a result of a job related injury, are entitled to receive benefits provided by the Act.

All job related injuries must be reported to your supervisor.  You and your supervisor must document all injuries on a CA-1, Federal Employees’ Notice of Traumatic Injury and claim for continuation of Pay/Compensation.


LIFE INSURANCE

The Federal Employees Group Life Insurance provides term life insurance to you at low cost.  It is intended as a form of immediate protection against financial hardship or loss in the event of death. All permanent employees are eligible to participate.

Basic term life insurance is automatic unless it is waived.  You may acquire additional optional insurance if you have the basic insurance and have not previously declined the optional insurance.
LEAVE

There are two basic types of leave:  1)  leave with pay and 2)  leave without pay.  The two most commonly used forms of leave with pay are annual leave and sick leave.  While both annual and sick leave are considered benefits to which employees are entitled, management has certain options in granting or denying their use.  

Annual leave allows you to take paid time off from work to meet immediate personal needs and emergencies, and to take planned vacations.  You will accrue annual leave in differing increments according to your years of service, both military and civilian.  The rate of accumulation is:

0 to 3 years service – 13 working days per year (104 hours)

3 to 15 years service – 20 working days per year (160) hours)

Over 15 year service –26 working days per year (208 hours)

Generally, you can accumulate and carry forward not more than 30 days of annual leave from one year to the next.  Any leave in excess of the 30 days must be used before the end of the leave year (in writing) before the beginning of the third pay period prior to the end of the leave year.  If you do so and your activity cancels yours scheduled leave due to work exigencies, you may have that leave restored.

Sick leave is earned at a rate of four hours a pay period or 13 days a year, regardless of years of service.  Unlike annual leave, sick leave may be accumulated throughout your government service.  By accumulating sick leave, you can still draw income while you are incapacitated because of illness, injury, or pregnancy. You may also use sick leave for your medical, optical and dental appointments.  However, you are encouraged to schedule routine appointments outside of regular duty hours to the extent possible.

Usually, you must report your absence no later than 15 minutes after the start of the work shift.  You should inform the appropriate supervisor of the nature and probable duration of your illness so that your work can be reassigned, if necessary.  When you are incapacitated for duty for more than three work days, you must furnish medical certification to support your absence.

Your supervisor can provide information on other types of leave, such as court leave, military leave, and leave without pay.
MERIT PROMOTION

HOW JOBS ARE FILLED.  When a Federal agency has a position to be filled, there are a number of sources of applicants that can be used. These sources include: current permanent employees from the agency itself and other Federal agencies; reinstatement eligibles, applicants who have applied and been rated eligible by OPM, handicapped referrals, and VRA eligibles.  Selecting officials may look at just one source or a variety of them before making a selection.




HOW TO APPLY.  Most of the vacancies are filled through STAIRS, which a resume is submitted through an automated application process.  You can find more information at this link:

http://www.hawaii.navy.mil/hro/employee_info/employmentinfo.htm
You may also access vacancy information by visiting our Job Information center in Building 199 at 178 Main Street, Honolulu, HI  96818 (see Appendix B), or visit their web page at:

www.donhr.navy.mil
MERIT SYSTEM PRINCIPLES

Nine Merit System Principles constitute the framework that shapes the structure of Federal human resources management as it strives to support agency mission accomplishment.  The Principles are commonly and correctly identified as supporting fairness for employees and adherence to human resources laws and regulations that enforce the concept of merit.  Yet, they equally support the need for efficiency and effectiveness, and for not allowing rules to become an end in themselves.  Thus, the Principles provide an excellent set of values to live by.

1.  Recruit qualified individuals from appropriate sources representing all segments of society; select and advance individuals solely on the basis of relative ability, knowledge and skills, after fair and open competition, that assures equal opportunity.

2.  Treat all employees and applicants fairly and equitably, without regard to political affiliation, race, color, religion, national origin, sex, marital status, age or handicapping condition.

3.  Provide equal pay for work of equal value, with appropriate consideration for national and local rates; provide appropriate incentives and recognition for excellence in performance.

4.  Maintain high standards of integrity, conduct and concern for the public interest.

5.  Use the Federal workforce efficiently and effectively.

6.  Retain employees on the basis of the adequacy of their performance; correct inadequate performance; and separate those who cannot or will not improve their performance to meet required standards.

7.  Provide effective education and training to employees when it will result in better organizational and individual performance. 

8.  Protect employees from arbitrary action, personal favoritism, or coercion for partisan political purposes; and prohibit employees from using their official authority or influence for the purpose of interfering with or affecting the result of an election or nomination for election.

9.  Protect employees against reprisal for the lawful disclosure of information which the employee believes evidences a violation of any law, rule or regulation; or mismanagement, a gross waste of funds, an abuse of authority, or a substantial and specific danger to the public health and safety
NAVY CORE VALUES


The Core values for the Department of Navy are Honor, Commitment and Courage.

HONOR -- “I will bear true faith and allegiance…” accordingly, we will: Conduct ourselves in the highest ethical manner in all relationships with seniors, peers and subordinates; be honest and truthful in our dealings with each other, and with those outside Navy; be willing to make honest recommendations and to accept those recommendations from all personnel; encourage new ideas and deliver the bad news, even when it is unpopular;

abide by an uncompromising code of integrity, taking responsibility for our actions and keeping our word; fulfill or exceed our legal and ethical responsibilities in our public and personal lives twenty-four hours a day. Illegal or improper behavior or even the appearance of such behavior will not be tolerated.  We are accountable for our professional and personal behavior.  We will be mindful of the privilege we have to serve our fellow Americans.

COMMITMENT -- “I will obey the orders…” accordingly, we will: demand respect up and down the chain of command; care for the safety, professional, personal and spiritual well-being of our people; show respect toward all people without regard to race, religion, or gender; treat each individual with human dignity; be committed to positive change and constant improvement;

exhibit the highest degree of moral character, technical excellence, quality, and competence in what we have been trained to do.  The day-to-day duty of every man and woman is to work together as a team to improve the quality of our work, our people, and ourselves.

COURAGE -- “I will support and defend…” accordingly, we will: have courage to meet the demands of our profession and the mission when it is hazardous, demanding, or otherwise difficult; make decisions in the best interest of Navy and the nation, without regard to personal consequences; meet these challenges while adhering to a higher standard of personal conduct and decency;

be loyal to our nation by ensuring the resources entrusted to us are used in an honest, careful, and efficient way.  Courage is the value that gives us the moral and mental strength to do what is right even in the face of personal or professional adversity.

These core values are more than human rules of behavior.  They are deeply rooted in the heritage which has made this country great.  Personal and professional conduct must always reflect the sacred truth of our nation.  They demonstrate who we are and guide our performance, conduct and decision every minute of every day.

OVERTIME


Except for work time of employees who receive annual premium pay, all hours of work officially ordered or approved in excess of the basic workweek (work in excess of eight hours a day or 40 hours in a week) constitute overtime.

Employees called back to work for unscheduled overtime, will be paid at least two hours of overtime pay (even if the employee works less than two hours).

The overtime rate for wage grade employees is one and one-half times the employee’s rate of basic pay.

The overtime rate for general schedule employees is an amount equal to one and one-half times the hourly rate of the employee’s basic pay rate, not to exceed the minimum rate (Step 1) for grade GS-10.

PAY


ANNUAL PAY RAISE.  Pay for white collar (GS) employees is set by Congress on an annual basis.  If a raise in pay is authorized, it is normally effective in January of each year.  Blue collar (WG) pay is set based on an annual survey of local area salaries and a raise, if authorized, is normally effective in November of each year.

COST OF LIVING ALLOWANCE.  General Schedule (GS) employees in Hawaii receive a Cost of Living Allowance (COLA), which is an additional percentage of their base pay.  The percentage represents the difference in the cost of living between Washington D.C. and Honolulu.  This percentage is reviewed annually and is subject to change without notice.  Wage grade (WG) employees don’t receive COLA because their pay is already comparable to local area wages.

DEDUCTIONS.  Payroll deductions vary based on your particular circumstances.  A Leave and Earnings Statement will be mailed biweekly to your designated mailing address.  This form reflects your gross pay less deductions.  Your deductions may include:

· Civil Service Retirement.  Most new career-conditional employees come under the Federal Employee Retirement System and are subject to the automatic withholding of a percentage of their salary toward the pension fund.

· Federal Employees Group Life Insurance.  For eligible employees, the amount of deduction is based on your basic salary rate and whether or not you elect optional additional group life insurance.  Unless you signed a formal waiver specifying “no coverage,” you will be automatically covered for regular life insurance and deductions will be made from your paycheck.

· Federal Employee Health Benefits.  Permanent employees (other than intermittent) are eligible for health insurance coverage.  The amount of deduction varies with your choice of health insurance plan.
· Federal Income Tax.  The amount withheld depends up on your gross earnings and number of dependents you claim.  Whenever there is a change in your personal status, including an address change involving your claim to exemptions, you should file a new form.  COLA is not subject to federal income tax.
· Federal Insurance Contribution Act.  Temporary employees covered by the Social Security Act and employees covered under FERS will have withholdings based on the current withholding rate in effect at the time of payroll earnings.

· Savings Bonds.  Under the payroll savings plan, you may purchase U.S. Savings Bonds through regular payroll deduction.  Purchasing bonds in this way is an excellent and painless method of saving.  All bonds are mailed directly to the address you designate on the authorization form.

· State Income Tax.  The amount of the deduction varies based on your earnings, including any COLA and the number of dependents you claim.

Other deductions may include allotments to credit unions for savings or loan payments, union dues and/or charitable contributions, which you authorize.

DIRECT DEPOSIT.  You must have your paycheck mailed directly to a financial institution for deposit to your account.

WITHIN GRADE INCREASES.  For permanent GS employees, there are ten steps within each grade level.  Periodic step increases are granted to all employees whose performance meets acceptable standards.  The waiting period between within grade increases at all grade level is as follows:


Steps 2, 3 and 4


Steps 5, 6 and 7


Steps 8, 9 and 10



52 calendar weeks


104 calendar weeks


156 calendar weeks

For WG employees (temporary and permanent), there are five steps within each grade.  The waiting period between step increases is as follows:


Step 1 to Step 2


Step 2 to Step 3


Step 3 to Step 4


Step 4 to Step 5



26 calendar weeks


78 calendar weeks


104 calendar weeks


104 calendar weeks

If you are promoted, you start a new waiting period for your next step increase from the date of your promotion.

TIME & METHOD OF PAYMENT.  There are 26 pay periods each year.  Each pay period extends from Sunday, 12:00 midnight, through Saturday, 12:00 midnight two weeks later.  Payday is once every two weeks on the Friday following the close of the pay period.  In other words, you get paid for this two-week period one week after it ends. This short “pay lag” is required to review each employee’s attendance record, to compute the pay, certify the payroll and distribute the checks.

PERSONNEL FILE


Yes, it’s true that the HRSC PACIFIC located in Building 499 maintains your Official Personnel Folder (or OPF, as it’s called) where all our copies of your personnel forms are kept.  But!  Just in case your file is misplaced or lost or damaged due to a fire, hurricane, etc., you should maintain your own personnel file concerning your Federal civil service employment.  Keep it in a safe place, e.g., in your desk or at home with your other official papers.  And, let someone else know where the file is in case of an emergency.  Keep the file current, e.g., if you change the beneficiary for your life insurance, throw out the old form and file the current one.  This will help to avoid confusion and misunderstanding in time of need.

A list of suggested items to retain follows:

a. SF 50, Notification of Personnel Action*

b. Position or Job Description

c. Performance Plan

d. Leave & Earnings Statement

e. Health Benefits Registration Form

f. Life Insurance Election & Designation of Beneficiary Forms

g. Federal Employees Retirement System (FERS) Information & Designation Beneficiary Form

h. Thrift Savings Plan (TSP) Form

i. Direct Deposit Sign-Up form

j. Authorization for Purchase and Request for Change, United Stated Series EE Savings Bond Form

k. Records of Completed Training

l. Other related documents

*NOTE:  Retain all of your SF 50’s since they are the best record of your employment history.
POSITION CLASSIFICATION

CLASSIFICATION SYSTEMS

The two classification systems that apply to most Federal positions are:

1. The General Schedule System (for white-collar occupations).

2. The Federal Wage System (for blue-collar occupations).

Both classification systems provide the same end result—they establish the occupational series, grade level, and title for the position.

POSITION DESCRIPTIONS

Your position description (PD) is the official record of the duties and responsibilities assigned to your position by management.  It must be kept current and accurate at all times and must include all major and collateral duties.  An example of a collateral duty might be EEO counseling.

You are entitled to have a copy of your PD. If you do not have a copy, you should contact your supervisor.  If you have any questions about its accuracy or about your duties in general, you should discuss it with your supervisor.

CLASSIFICATION STANDARDS

Your PD is classified to the correct title, series and grade by matching the duties and responsibilities with OPM and Navy classification standards.

A classification standard defines an occupation, explains significant factors in evaluating the grade level of positions in that occupation, and describes the characteristic work at each relevant grade level.

You are entitled to see the standards that apply to your position, if you desire.  The standards are maintained at the HRSC PACIFIC.

PERIODIC REVIEW

Your PD is reviewed annually for accuracy and completeness by your supervisor at the time your annual performance objectives are set.  Your supervisor will certify on the appraisal form whether your PD has been verified as current and 

accurate.  If your PD is not accurate, it must be corrected through a pen and ink change, amendment or a complete rewrite if necessary.

APPEALS

If you believe that your PD is inaccurately classified, you may at any time bring the matter to your supervisor’s attention.  If your supervisor does not agree, you may file a classification appeal.  Instructions on how and where to file an appeal will be furnished to you by your servicing HRO.

If you and your supervisor disagree over whether the PD accurately reflects your position, you can file a grievance, but not a classification appeal, to resolve the issue.  However, your supervisor/manager has the absolute right to decide on the duties and responsibilities of your position.

PREFERENCE

MILITARY SPOUSE PREFERENCE.  If your spouse is active duty military, you may be eligible for spouse preference for Department of Defense (DOD) positions when you move to your new duty station. You may be registered 30 days before your reporting date in a computerized system for positions and grade levels you’ve held on a permanent basis and automatically referred for jobs in the area of your new duty station. If you move without having been a permanent Federal employee, you can apply to OPM and invoke spouse preference when you’re referred to DOD activities.

VETERANS PREFERENCE.  Veterans have special rights and benefits in employment and retention.  Veterans preference is given if you were honorably discharged from active duty in the armed forces of the United States:

· during a war (7 December 1941 – 28 April 1952);

· during the period 28 April 1952 – 1 July 1955;

· for more than 180 consecutive days after 31 January 1955

(for other than training) if enlisted prior to 15 October 1976.

Applicants for Federal civil service jobs are not entitled to peacetime veterans preference if they entered military service after October 14, 1976 unless they served in campaigns such as Lebanon and Grenada, or are disabled. A retired member of the armed forces is not entitled to preference unless the individual retired below the rank of major or its equivalent, or is a disabled veteran.

REDUCTION-IN-FORCE

A lay-off in Federal employment is called a Reduction-In-Force (RIF).  Reorganizations and funding cuts are examples of reasons for RIF.  Your retention, if there is a RIF at your activity, will be based on your type of appointment; years of creditable service; veterans preference; and performance rating.  If you will be affected by a RIF, you will be notified at least 30 days before the effective date and counseled regarding alternatives and benefits at that time.

RETIREMENT

P.L. 99-335 established the new Federal Employees Retirement System (FERS).  FERS became effective 1 January 1987, and all new employees hired after 

31 December 1983 are automatically covered by FERS.  FERS is a three-component plan, which includes Social Security benefits, the Basic Benefit Plan, and the Thrift Savings Plan.  Social Security benefits are payments provided to workers and their dependents who qualify as beneficiaries under the Old-Age, Survivors and Disability Insurance programs of the Social Security Act.  All permanent employees participate in the Basic Benefit Plan, and contribute a portion of their salary into the plan.  The Thrift Savings Plan is a plan that provides you an opportunity to save money on a tax-deferred basis with the government matching a portion of your contributions.

You may withdraw your FERS contributions upon separation from the government; however, you will not be eligible to receive benefits based on the service covered by the refund.



STANDARDS OF CONDUCT

To maintain the public’s confidence in our institutional and individual integrity, all DON personnel shall: 

a. Avoid any action, whether or not specifically prohibited by the rules of conduct, which might result in or reasonably be expected to create an appearance of:

(1) using public office for private gain,

(2) giving preferential treatment to any person or entity,

(3) impeding government efficiency or economy,

(4) losing complete independence or impartiality,

(5) making a government decision outside official channels, or

(6) adversely affecting the confidence of the public in the integrity of the government;

b. Not engage in any activity or acquire or retain any financial or associational interest that conflicts or appears to conflict with the public interests of the United States as related to their duties;

c. Not accept gratuities from DOD contractors unless specifically authorized by law or regulation;

d. Not use their official positions to improperly influence any person to provide any private benefit;

e. Not use inside information to further a private gain;

f. Not wrongfully use rank, title, or position for commercial purposes;

g. Avoid outside employment or activities incompatible with their duties or which may discredit the Navy;

h. Never take or use government property or services for other than officially approved purposes;

i. Not give gifts to your superiors or accept them from your subordinates when it is not appropriate to do so;

j. Not conduct official business with persons whose participation in the transaction would violate law or regulation;

k. Seek ways to promote efficiency and economy in government operations;

l. Preserve the public’s confidence in the Navy and its personnel by exercising public office as a public trust;

m. Put loyalty to the highest moral principles and to country above loyalty to persons, party, or government department;

n. Uphold the Constitution, laws, and regulations of the United States and never be a party to their evasion;

o. Give a full day’s labor for a full day’s pay, providing earnest effort to the performance of duties;

p. Never discriminate unfairly by the dispensing of special favors or privileges to anyone, whether for remuneration or not, and never accept for oneself or for family members, favors or benefits under circumstances which might be construed by reasonable persons as influencing the performance of governmental duties;

q. Make no private promises of any kind binding upon the duties of office;

r. Not engage in business with the government, either directly or indirectly, inconsistent with the conscientious performance of governmental duties; and 

s. Expose corruption wherever discovered.

If you have any questions or concerns, contact your ethics officer in Appendix C.

TRAINING

If you need training to perform your job better, the Navy will train you on government time and at government expense.  This job-related training might be in a classroom or at your job site.  The training could be conducted by government personnel or by a private company.

Your supervisor determines if you have job-related training needs and will discuss your training needs with you during your annual performance appraisal.  However, if at any time you think you have a job–related training need, discuss it with your supervisor.

The Navy encourages self-development.  Many after-hours courses are offered by educational institutions in the Honolulu area.  It may be possible for the Navy to reimburse you for the tuition expense of such courses if they are job-related.  Information on these courses and the possibility of tuition reimbursement is available from your supervisor, your organization’s training coordinator, or the Training Department at HRSC PACIFIC.

If you receive job-related training, the Training Department at HRSC PACIFIC will enter it into the Navy’s official training records.  If you want to review your record, contact the Training Department at HRSC PACIFIC at 671-1643 ext. 210.  We are located at 94-810 Moloalo Street, Waipahu (see appendix (D)).

For additional information and course offerings, visit our web page at www.donhr.navy.mil/hrsc/hrse_pacific.htm


PERSONNEL ADVISORS



Appendix A is currently being updated.  Please pardon the inconvenience.  

 

Appendix B

ETHICS AND STANDARDS OF CONDUCT CONTACT

Appendix C is currently being updated.  Please pardon the inconvenience.  
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FECA benefits cover full medical costs and compensation for disability or death for all civilian employees of the government injured in the performance of duty.  Compensation based on loss of wages is payable, subject to a waiting period, after the 45th day in traumatic injury cases or from the beginning of pay loss in cases of occupational illnesses.  Compensation is payable to the widow/widower, minor children and certain other dependents when the injury results in death.
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New Year’s Day – 1 January
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