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FOREWORD

Fort Leavenworth's employees deserve our best efforts in the accomplishment of all personnel management tasks and responsibilities.  The Supervisor's Handbook was developed to assist you in fulfilling both your supervisory and leadership responsibilities.  The manner in which you fulfill your responsibilities as a supervisor directly impacts on the quality of life of Fort Leavenworth's employees, on the success of the Army's mission, and on Fort Leavenworth as a Center of Excellence.  Thank you for being an important part of the management team.

                                           Lurita J. Williams

                                           Civilian Personnel Officer
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Chapter I
CIVILIAN PERSONNEL PROGRAM

1.  Purpose.  This pamphlet is designed as an authoritative guide for supervisors and managers of appropriated fund civilian personnel.  The information herein supplements guidance in the Personnel Management Information and Support System (an automated support system at www.cpol.army.mil/permiss/) on specific areas of Army civilian personnel management.  Supervisors are, however, cautioned that changes may occur in policies and regulations which will supersede the information provided.  Therefore, coordination with the Civilian Personnel Advisory Center (CPAC) is encouraged to ensure that personnel actions comply with current regulations and local policies.

2.  Applicability.  This pamphlet applies to all appropriated fund civilian employees serviced by the Fort Leavenworth CPAC

3.  References.

    a.  C1, AR 690-400, Chapter 4302, Total Army Performance Evaluation System

    b.  CAC & FT LVN Reg 690-4, Pay Administration

    c.  CAC & FT LVN Reg 690-6, CAC & FT LVN Flexitime Plan

    d.  FLSA, Fair Labor Standards Act

    e.  Title 5, Administrative Personnel, Code of Federal Regulations

    f.  CAC & FT LVN Reg 600-300, Merit Promotion and Placement Plan

    g.  AR 672-20, Incentive Awards

    h.  Negotiated Agreement between the Combined Arms Center and Fort Leavenworth and American Federation of Government Employees, Local 738

4.  Civilian Personnel Policy.

    a.  Human Relations Principles.  Efficient productivity is achieved and maintained by adherence to the basic principles of human relations.  The following policies are the basis for the Fort Leavenworth civilian personnel program.

        (1)  Employees shall be treated with full regard for their dignity as individuals. 

         (2)  There shall be no discrimination because of race, sex, marital status, age, color, religion, national origin, lawful political affiliation, labor organization membership, or physical or mental disability.

        (3)  Selection to fill positions shall be made impartially on the basis of merit and fitness.

         (4)  Training required for productive job performance and individual development shall be provided.

        (5)  Employees' work performance shall be evaluated fairly and objectively on a continuing basis against written performance standards/objectives.  Employees' performance will be discussed with them at least twice annually (i.e., at the beginning and at the middle of the rating period), and more often, if necessary.

       (6)  Employees shall receive similar pay for work of substantially similar difficulty and responsibility within the applicable pay schedule.

         (7)  Working conditions shall be as safe and healthful as possible.  Employees shall be required to adhere to safety procedures to avoid unnecessary injury or damage to property.

        (8)  At the earliest possible date, employees and their labor organizations shall be consulted on plans and policies affecting them and their employment.  Such plans and policies will be implemented in an open, forthright manner.

         (9)  Employees shall be encouraged to suggest how to improve work methods and working conditions.

         (10)  Employees shall have the right to join or refrain from joining any lawful labor organization or employee association without interference, coercion, restraint, or reprisal.  Where employees are represented by a recognized labor organization, management officials shall endeavor to build a relationship with that organization based on mutual respect and trust.

        (11)  Employees with grievances or complaints shall be given a fair and prompt discussion with the supervisor immediately concerned and, failing prompt and satisfactory adjustment, shall have the right to pursue the matter under an agency or negotiated grievance procedure.  When presenting a grievance, employees shall be free from interference, restraint, or reprisal, and may be accompanied and assisted by representatives.

        (12)  Employees shall have the right in accordance with applicable policies, regulations and agreements, to discuss their problems with their CPAC representative, equal employment opportunity (EEO) officer or counselor, labor organization representative, persons designated to provide guidance on questions of conflict of interest, or supervisors or management officials of higher rank or level than the immediate supervisor.

        (13)  Employees shall have the right to participate or not participate in voluntary fund-raising campaigns and to purchase U.S. Savings Bonds without compulsion, coercion, or reprisal.

    b.  The Role of the Supervisor.  The supervisor is an essential part of the management team, responsible for contributing to the formulation of policy as well as implementing and administering policy and labor-management agreements.  Supervisors will adhere to the spirit 

and principles of the personnel management program in their use of the authority delegated to 

them by the commander.  They will provide progressive and constructive leadership and will

ensure that all employees understand to whom they are responsible and what conduct and performance is expected of them and their work relationships.

    c.  Employee Responsibilities.  Supervisors can ensure good management-employee relations only with the full support and cooperation of their employees.  The information in this pamphlet should be used to inform and counsel employees as necessary regarding their responsibilities.  Supervisors must require reasonable and proper behavior in order to achieve a productive work environment and high employee morale.  Therefore, employees will be expected to:

        (1)  Render a full day's work for a full day's pay.

        (2)  Perform at a level of efficiency that is commensurate with their aptitude, training, and experience.

        (3)  Conduct their public and private affairs according to ethical standards and in a manner that will not reflect unfavorably on the public service.

       (4)  Serve as an example to the world that Federal employees are loyal to the fundamental democratic principles in the Constitution and the laws of the United States.

       (5)  Conduct themselves in a manner which shows respect toward those vested with responsibility for direction of their work.

       (6)  Observe the spirit as well as the letter of the laws and regulations issued to govern their conduct.

5.  Civilian Personnel Advisory Center (CPAC) Functions.  The CPAC is the staff office charged with supporting managers at all levels, from commanders to the first-line supervisors, with advice and assistance.  The CPAC seeks to ensure that management actions affecting civilian employees are taken in such a manner as to enhance the activity's reputation as a good and fair employer, ensure employee productivity, support equal opportunity, and maintain effective community relations.

    a.  The Civilian Personnel Officer is responsible for:

        (1)  Directing and coordinating the civilian personnel program, and advising serviced commanders and staff on matters related to civilian personnel administration and management, to include position management and classification, recruitment and placement, management-employee relations, and training and development of employees.

        (2)  Developing local civilian personnel management policy.  

        (3)  Informing serviced commanders, managers, and line officials on the status of civilian personnel management.

        (4)  Coordinating personnel management implications of mission changes, technology and methodology changes, mobilization plans, and manpower and budget decisions with other staff elements.

        (5)  Coordinating civilian personnel functional elements with overall program planning and evaluations, mobilization planning, community aspects, and special problems and projects.

        (6)  Developing and recommending plans, policies, and procedures for local administration of the labor relations program.

        (7)  Serving as adviser on labor negotiations and participating in the resolution of grievances and unfair labor practice complaints.  

    b.  Classification and Staffing is responsible for:

        (1)  Performing, administering, and evaluating effectiveness of civilian personnel recruitment and placement actions.

         (2)  Evaluating trends in missions, technology, manpower and fiscal resources, and other trends influencing labor needs.

         (3)  Forecasting work force trends based on analysis of promotions, reassignments, losses, and other employee movement.

        (4)  Analyzing sources for potential employees, including evaluation of short and long term availability of applications, competition for employees, qualification requirements, and other factors influencing potential intake.

        (5)  Advising management on in-service placement, including promotions, reassignments, and details.

        (6)  Advising employees regarding opportunities for advancement and development.

        (7)  Coordinating special placement programs.

       (8)  Providing information on Federal employment opportunities.

        (9)  Advising management and staff elements on establishment and maintenance of a sound and efficient position structure.

       (10)  Participating in the development of tables of distribution and allowances (TDA), mobilization TDA, and budgets with regard to organizational and position structure.

        (11)  Providing advice to management on the classification of civilian positions to ensure accuracy and consistency with position management and classification regulations.

        (12)  Providing advice and assistance to employees, managers, and supervisors on classification complaints and appeals.

        (13)  Planning and conducting locality wage surveys.

    c.  Labor Relations is responsible for:

        (1)  Establishing and maintaining effective relations with labor organizations representing Fort Leavenworth employees.

        (2)  Training supervisors on their roles and responsibilities under the Federal Service Labor-Management Relations Statute.

        (3)  Negotiating and administering labor agreements on behalf of management.

        (4)  Providing guidance, consultation, and staff assistance to management on all labor relations matters.

        (5)  Receiving, investigating, and resolving unfair labor practice allegations against management.

    d.  Management-Employee Relations is responsible for:

        (1)  Developing and evaluating effectiveness of local policies on constructive discipline, adverse personnel actions, grievances and appeals, and employee-management communications.

        (2)  Providing assistance to managers, supervisors and employees in evaluating workplace issues and strategizing for optimum resolutions for mutual benefit of all parties.

        (3)  Advising managers and supervisors of their basic responsibilities for counseling employees, and providing guidance and information to employees regarding a variety of employment concerns.

        (4)  Providing guidance on the interpretation and application of civilian personnel statutes and regulations.

        (5)  Administering the Total Army Performance Management System (TAPES) and the Incentive Awards (IA) programs.

        (6)  Providing advice and assistance to employees and management officials to determine entitlement for and ensure proper and timely receipt of employee benefits, to include health benefits, life insurance, retirement, compensation for disability and death, unemployment compensation, and permanent change of station expenses.

    e.  Automation Services is responsible for:

        (1)  Advising supervisors and managers on use of automated databases which support civilian personnel actions and provide accurate information and historical files.

       (2)  Installing Personnel Process Improvements (PPI) software in activities.  Providing training and ongoing system support for PPI programs.

        (3)  Serving as Network Administrator and CPAC Information Management Officer.

       (4)  Maintaining the CPAC website for disseminate of civilian personnel information to employees and supervisors.

   f.  Training & Development is responsible for:

        (1)  Developing, coordinating, and administering the employee training and development program to support mission accomplishment and to meet long-range training needs.

        (2)  Providing guidance and technical advice to supervisors, employees, and the installation training committee in planning job-related and career development training.

        (3)  Ensuring that the annual civilian training survey is accomplished and coordinated for manpower, funds, and facility requirements.

        (4)  Coordinating with higher echelons, Army education activities, other governmental agencies, civilian education institutions, and industrial firms to locate and utilize resources to meet training needs.

        (5)  Providing technical guidance to all levels of management in evaluating the training process and results.

        (6)  Assisting employees in locating and enrolling in courses desired for their own program of self-development.

        (7)  Serving as upward mobility coordinator, providing career opportunity counseling to employees who are eligible for the upward mobility program (UMP).

        (8)  Coordinating Department of the Army (DA) Intern Programs, Career Program Management System, Veterans' Readjustment Appointment (VRA) training, long-term training, and management development training programs.

    g.  The Civilian Pay Customer Service Representative is responsible for:

        (1)  Providing liaison between employees and the Defense Finance and Accounting Service in matters relating to civilian pay.

        (2)  Entering various employee financial documents into the pay system.

        (3)  Establishing activity access to the automated timekeeping system.

Chapter II
SUPERVISORY RESPONSIBILITIES

1.  Employee Orientation.  Demonstrating a sense of welcome for a new employee is essential to a successful working relationship.  The supervisor or other representative from the activity should attend the CPAC oath of office ceremony with each new employee.

    a.  The Civilian Personnel Advisory Center (CPAC) provides a guide and checklist for a planned and systematic orientation which should be completed by the supervisor and retained in the supervisor's file of the employee's records.

    b.  Matters to cover in the orientation include the physical workplace, schedule of work and breaks, leave scheduling and approval procedures, office policies and safety procedures, Army values, standards of conduct, supervisory and coworker organizational structures, job responsibilities and procedures, and performance expectations and evaluation procedures.

    c.  Employees serving a probationary or trial period should be clearly informed that satisfactory performance and conduct during the probationary period is required for them to continue in Federal employment.

2.  Delegation of Authority.  The commander has given each supervisor the authority to carry out personnel management responsibilities as directed by law, regulation, local policies and procedures, and negotiated agreements.  This authority includes the responsibility for planning, programming, and budgeting the resources provided to accomplish the assigned mission.  The supervisor is the employee's daily contact with management and it is essential that supervisors remember that their actions represent the organization and the entire command.

3.  Personnel Management.  A critical element of every supervisory job at Fort Leavenworth is personnel management.  In order to accomplish their mission, supervisors must effectively utilize employees to complete the tasks required.  Supervisors must also set a good example of the high level of productivity, moral character, and ethical conduct expected of subordinates.  Every action and decision reflects a supervisor's ability to manage human resources.  The following is a partial list of supervisory personnel management responsibilities to accomplish with the assistance of the CPAC:

    a.  Assign duties and responsibilities to positions, and thereby determine rate of pay.

    b.  Provide general orientation and training.

    c.  Assign work and ensure quality products.

    d.  Establish performance plans and counsel employees about their performance in accordance with current performance management regulations and policies.

    e.  Select employees to fill vacancies.

    f.  Evaluate employees for promotion, training, awards, and performance ratings.

   g.  Assist and encourage employees to reach full potential.

    h.  Cooperate with employees and local labor union representatives to resolve complaints and grievances on matters concerning personnel policies, practices, and working conditions.

    i.  Take disciplinary and/or corrective action for misconduct.

    j.  Approve and disapprove leave.

4.  Labor Relations.  Because labor relations in the Federal government continues to grow in importance as the unions exercise their increased latitude in negotiating with management, supervisors should be intimately aware of the provisions of the negotiated agreements with local labor organizations.  It is the supervisor's responsibility to administer the contract(s).  Not only must management adhere to the provisions of the contract, but employees and their representatives are also required to follow contractual procedures.  Labor relations are discussed in more detail in Chapter 10, and are accomplished with advice and assistance from the CPAC Labor Relations Officer.

5.  Equal Employment Opportunity (EEO).  Another critical element of every supervisory job at Fort Leavenworth is promoting EEO.  The supervisor should ensure that all decisions affecting employees are made solely on the basis of merit and without consideration of non merit factors covered by the EEO program (race, color, religion, national origin, sex, physical or mental disability, or age).  EEO responsibilities are discussed more fully in chapter 18.

Chapter III
EMPLOYEE RECORDS AND FILES

1.  General.  Establishment, maintenance, and disposition of civilian personnel records and files are covered by the Privacy Act of 1974.  Supervisors may maintain records and access other personal information regarding employees for purposes of accomplishing their official duties.  Procedures must be observed, however, to safeguard this information against improper use.

    a.  Collection and Maintenance of Information on Individuals.  Only information which is relevant and necessary to a lawful agency purpose may be gathered and maintained.  If possible, the information should be obtained directly from the individual.  The individual must be informed of the authority for the collection of the information, whether disclosure is mandatory or voluntary, the purpose for which the information is intended, the routine uses which may be made of the information, and the effects on the individual of not providing any or all of the requested information.

    b.  Access to Records.  Generally, an employee has a right to review and obtain a copy of all or any portion of any recorded information pertaining to them, and to request amendment of any information contained in the record.  Certain information may be exempt from the employee's right to access under the Privacy Act.  Such information includes investigatory material compiled solely for the purpose of determining suitability, eligibility, or qualifications for Federal civilian employment.  However, such information is exempt only to the extent that disclosure would reveal the identity of a confidential source.  Supervisors are entitled to access such records only for purposes of accomplishing their official duties.

    c.  Disclosure of Information.  The following information is in the public domain and may be released to the public without the prior written consent of the employee:  the employee's name; the employee's present and past position title, job description, grade, salary, and duty stations.  Requests for additional information cannot be granted without the employee's prior written consent.  Such requests should be referred to the Civilian Personnel Advisory Center (CPAC) for coordination with the Directorate of Information Management.

2.  Records and Files Maintained by the Supervisor.

    a.  DA Form 374, Job Description.  Supervisors should maintain a file of current job descriptions for all the positions under their direct control.  Job descriptions should be reviewed periodically to ensure continuing accuracy.

    b.  SF 52 (Request for Personnel Action).  Requests for personnel action are initiated electronically on a SF 52 forwarded through the appropriate resource management office to the CPAC for review and submission to the Southwest Civilian Personnel Operations Center (SW CPOC) for action.  The supervisor maintains a file copy of SF 52 for actions being processed.  When the employee's copy of the completed SF 50 (Notification of Personnel Action), is forwarded to the employee through the supervisor, the supervisor's copy of the 

SF 52 may be removed from the file and destroyed.  It is desirable that a request for resignation or retirement be forwarded to the CPAC at least two weeks prior to the effective date.

    c.  Record of Orientation.  The CPAC provides the supervisor with an orientation memorandum at the time of the appointment of a new employee.  After the employee and supervisor have reviewed, signed, and dated the memorandum, it is maintained by the supervisor.

3.  Official Personnel Folder (OPF).  OPFs remain the property of the U.S. Government and are maintained by the SW CPOC, Fort Riley, Kansas.  The OPF serves as the official repository for records affecting an employee's rights and benefits and contains permanent records of training, qualifications and experience, health and life insurance enrollment, position descriptions, and awards.  The OPF is used to determine an employee's qualifications for other positions, to determine rights under reduction in force (RIF), and to effect other actions impacting on the employee.  Employees are responsible for ensuring that their OPFs are current and accurate, and supervisors should encourage employees to do so.  Upon employee request, the CPAC will obtain the OPF for employee review in the CPAC at a time, which is mutually agreed upon with the supervisor.  In fulfilling their supervisory duties, supervisors may request to review the OPFs of their employees.  Employees are provided copies of most documents, which are placed in the OPF and should maintain the copies in a personal file.  Requests for additional copies may be made in writing to the CPAC, but may result in a monetary charge to the employee.  Only one OPF is maintained throughout an employee's career in civil service.  It is forwarded to the new servicing office for a transferring employee or retired to the National Archives and Records Administration, St. Louis, Missouri, upon termination from Federal service.

4.  Medical Records.  The Occupational Health Nurse (OHN) establishes and maintains a medical file for each civilian employee.  This record is used for recording information concerning pre-employment physical examinations, treatment for minor illnesses and on-the-job injuries, and other medical information, which may impact on current or future duty assignments.  A supervisor who receives information from an employee on a specific medical condition, which may impact their ability to safely perform assigned duties, should solicit the advice of the OHN as well as MER.

Chapter IV

EMPLOYEE RIGHTS AND RESPONSIBILITIES

1.  General.  Supervisors should be familiar with the rights and responsibilities associated with Federal employment in order to effectively balance employees' rights with expectations of high level of conduct and performance.  Traditionally, the public expects all civil servants to maintain high levels of moral character, ethical conduct, productivity and effectiveness in their assigned duties.  It is the supervisor's responsibility to enforce these standards by setting a good example, by clear and frequent communication of these expectations to employees, and by judicious use of disciplinary methods.  The information contained in this chapter is appropriate to share with subordinates as needed.  Questions concerning any of the information should be directed to the Civilian Personnel Advisory Center, Management-Employee Relations (MER).

2.  Standards of Conduct.  

    a.  Standards of Ethical Conduct for Employees of the Executive Branch.  To ensure that every citizen can have complete confidence in the integrity of the Federal government, each employee shall respect and adhere to the highest principles of ethical conduct.  Employees shall:

        (1)  Place loyalty to the Constitution, laws and ethical principles above private gain.

        (2)  Avoid holding financial interests that conflict with performance of duty.

        (3)  Avoid using nonpublic government information for private gain.

        (4)  Avoid soliciting or accepting gifts from anyone whose interests may be affected by performance of the employees' duties.

        (5)  Put forth honest effort in performance of duties.

        (6)  Avoid making unauthorized commitments purporting to bind the government.

        (7)  Avoid using public office for private gain.

        (8)  Avoid giving preferential treatment to any private organization or individual.

        (9)  Protect and conserve government property and use it only for authorized activities.

        (10)  Avoid engaging in outside employment or activities that conflict with government duties and responsibilities.

        (11)  Disclose waste, fraud, abuse, and corruption.

        (12)  Satisfy in good faith obligations as citizens, especially those imposed by law.

        (13)  Adhere to all laws and regulations that provide equal opportunity for all Americans regardless of race, color, religion, sex, national origin, age, or handicap.

        (14)  Avoid any actions that create appearance of violating the law or ethical standards in 5 CFR 2635.

    b.  Additional Standards.  Employees are expected to:

        (1)  Report promptly to work in a condition which will permit performance of assigned duties, i.e., in appropriate clothing, with required tools or equipment, and in a sober condition.

        (2)  Render full, efficient, and industrious service in the performance of assigned duties.  If insufficient work is assigned to occupy employees fully at any given time, they are expected to notify the supervisor so that additional work may be assigned.

        (3)  Give ready response and enthusiasm to directions and instructions received from supervisors.

        (4)  Exercise courtesy and tact in dealings with fellow workers and the public.

        (5)  Safeguard public information.

        (6)  Actively support the mission, goals and plans of their work section or organization.

    c.  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.  Any requirement for specific civilian dress and appearance must be based on a clear showing that the requirement contributes to a safe, healthy, productive, and effective work environment.  Disagreements with styles, modes of dress, and grooming are not usually adequate criteria for making such a determination.  Employees who wear standard uniforms may be expected to comply with grooming and appearance standards that are more stringent than those required of other employees.  Such standards must be in line with job requirements.

    d.  Indebtedness.  Employees are expected to discharge their private financial obligations and maintain a reputation in the community for honoring debts.  Except for court-ordered payments, the government will not serve in the collection of employee debts.  If the supervisor receives a complaint of employee indebtedness, they should inform the employee of the complaint, remind them of their responsibilities in meeting just financial obligations, and advise them of available financial counseling through the Army Community Service, Consumer Affairs/Financial Planning Office and other local financial institutions. Employees should be made aware that the salaries of civil service employees are subject to garnishment for alimony, child support, and commercial indebtedness when ordered by the court. Further action will not be taken unless a clear nexus exists between the efficiency of the service and the debt complaint.  

    e.  Outside Employment.  Employees may not engage in private outside employment, with or without compensation, which interferes with the performance of their official duties, which may reasonably be expected to bring discredit upon the Department of the Army as their employer, or which is inconsistent with the ethical principles stated above.  Supervisors must ensure that the accomplishment of the organizational mission is not impaired by outside employment of employees in the organization.  All civilians are prohibited from using their civilian titles or positions in connection with any private gain.

    f.  Dual Compensation.  Federal employees may not receive pay for more than 40 hours in any one week from more than one Federal civilian position.  For example, a full-time appropriated fund employee may not receive pay from a non-appropriated fund position concurrently, if the total paid time exceeds 40 hours.

3.  Political Activity.
    a.  Employees have the right to express their opinions on all political subjects and candidates and, as a citizen, have the right and duty to vote as they choose. Generally, under 1993 amendments to the Federal Hatch Act, Federal employees may be candidates for public office in nonpartisan elections; assist in voter registration drives; attend political fundraising functions, political rallies, and meetings; campaign for or against candidates in partisan elections; contribute money to political organizations; or make campaign speeches for candidates in partisan elections.  Federal employees may not, however, use their official authority or influence to interfere with an election, solicit or receive political contributions, be candidates for public office in partisan elections, or engage in political activity while on duty.

    b.  The US Office of Special Counsel (OSC) is responsible for enforcing the Hatch Act.  In order to preclude unintentional violation, it is recommended that employees contact the Ethics Counselor, Staff Judge Advocate, or the OSC, 1-800-854-2824, with questions regarding the appropriateness of political activity.

4.  Employee Organizations (Unions).
    a.  An "employee organization" (also known as a union) is a lawful organization in which employees participate, and which exists for the purpose of dealing with agencies concerning grievances, personnel policies and practices, or other matters affecting the working conditions of represented employees.  When an employee organization has exclusive recognition it is entitled to act for and to negotiate agreements covering all employees in the unit and shall represent the interest of all such employees without discrimination and without regard to employee organization membership.  See chapter 10 for information concerning labor relations responsibilities.

    b.  Internal management of an employee organization, such as membership meetings, membership solicitation, campaigning for organization officers, conducting elections for union offices, and other types of internal union business are prohibited during regular working hours.  Consultation and negotiations with management normally will be conducted during regular working hours, with specified time being granted employee organization representatives without charge to leave.  The lunch period is considered outside regular working hours.

5.  National Guard and U.S. Army Reserve.
    a.  It is the policy of DA to grant leave of absence for the periods required to perform active or inactive duty training in the armed forces.  If not entitled to military leave (see chapter 7), employees may be permitted to use annual leave or leave without pay.  They are entitled to return to work with the same seniority, status, pay, and vacation they would have had if they had not been absent for military training.

    b.  If employees are ordered to an initial period of active duty for training of more than six months, and are separated from Federal civilian employment, they are entitled to apply for and receive restoration of employment upon release from active duty.

6.  Visits to the Civilian Personnel Advisory Center (CPAC) and Equal Employment Opportunity Office (EEOO).  Supervisors should assist employees when they have questions on personnel actions, promotions, or their rights and responsibilities.  As necessary, employees should be allowed a reasonable amount of duty time to secure information from the CPAC and EEOO.  Upon an employee's request to visit the CPAC or EEOO, the supervisor should establish a time which is mutually convenient.

7.  Charitable Contributions.  Contributing to a charitable institution through the Combined Federal Campaign (CFC), or to any other officially designated fund drive, is an opportunity for employees to exercise their preference to support or not to support a particular charitable organization.

8.  Clearing Post.  Employees who leave employment at Fort Leavenworth through resignation, transfer, or termination are required to contact the CPAC at least 5 work days prior to separation to schedule an appointment for out-processing counseling.  Out-processing begins in the activity with initiation of FT LVN Form 105 (Civilian Clearance).  Employees are permitted time during duty hours to visit the CPAC and other offices necessary to clear post.

Chapter V

CIVIL SERVICE EMPLOYMENT

1.  Job Search Information.

    a.  Supervisors are sometimes approached by individuals seeking civil service employment.  Such inquiries are complex in nature and should be referred to the Civilian Personnel Advisory Center (CPAC).

    b.  Prior to competitive recruitment, all vacant positions are subject to the provisions of the Department of Defense (DOD) Priority Placement Program (PPP) or may be filled without competition under reduction-in-force (RIF) action or by an employee with legal or statutory entitlements for assignment to the vacancy.

    c.  Competition for Federal jobs, initial employment, and subsequent promotion is keen.  Consistent with appropriate regulations, current (Department of the Army) DA employees, transferring family members, 30 percent disabled veterans, and applicants with physical and mental disabilities are in the first area of consideration for positions announced under competitive merit staffing procedures.  Positions may be filled from a number of other sources which may include former Federal employees with reinstatement eligibility, transfer eligibles from non-Army Federal agencies, Veterans Readjustment Authority eligibles, or referrals from a certificate of eligibles established by the Office of Personnel Management (OPM).  Opportunities for outside applicants are usually limited to entry level or hard to fill positions.

2.  Civil Service Appointments.

    a.  Career-Conditional and Career Appointment.  Most employees enter civil service by applying and being selected for career-conditional appointments from certificates of eligibles.  After completing three years of substantially continuous service, employees are converted to a career appointment, which carries with it greater job protection in RIF and a longer period of reinstatement eligibility should the employee leave Federal service for some reason.  Reinstatement eligibility extends three years after separation date for career-conditional employees without veteran preference and indefinitely for employees with career status or who have veteran preference.  While most career-conditional appointments are to full-time positions, part-time and intermittent employment opportunities exist.

        (1)  Part-time employment is for a scheduled tour of duty that does not exceed 32 hours or is not less than 16 hours per week.  Annual and sick leave are accrued on a prorated basis and the employee is eligible for health benefits, life insurance, and retirement coverage.

        (2)  Job sharing is encouraged when two employees meet eligibility and qualifications requirements, and request part-time employment on a shared basis for one position.

        (3)  Intermittent employment does not have a scheduled tour of duty, and hours worked cannot exceed 39 hours per week.  It is used to hire employees on an as needed basis.  There is no guarantee of how many hours of work will be performed.  Intermittent employment can lead, with appropriate work time, to career status; however, intermittent employees are not eligible for life insurance or health benefits and do not accrue annual or sick leave.  They are eligible for retirement coverage.

    b.  Temporary Appointment.  Temporary (time-limited) appointments are used to meet needs which are not expected to last more than one year.  Such needs may occur when a position is temporarily vacated due to illness or other reasons, or the need exists for seasonal, part-time, or intermittent positions that are clearly not of a continuing nature.  Individuals serving under these appointments are ineligible for retirement coverage, life insurance, or health benefits.  They become eligible for sick and annual leave only if their appointments exceed 90 days.  Appointments to temporary positions may be made from a certificate of eligibles or other appointing authorities and may not exceed two years from the date of appointment.

    c.  Term Appointment.  Term appointments are time-limited for periods longer than one year and not more than four years.  They are used primarily for positions which support a specific project having a known completion date.  Term employees are entitled to retirement coverage and life and health insurance, and are eligible to accrue and use annual and sick leave.

3.  Special Hiring Authorities and Programs.

    a.  General.  Under provisions of the Civil Service Reform Act of 1978, OPM delegates examining authority to agencies for selected kinds of recruitment.  Under this examining authority, the Southwest Civilian Personnel Operations Center (CPOC)  issues announcements, accepts applications, rates and ranks candidates, and certifies registers of eligible candidates similar to those prepared by OPM.  In addition, the CPAC recruits at area colleges for qualified candidates.

    b.  Special Employment Programs.  The civil service system allows supervisors to select individuals under special employment programs geared toward specific segments of society.  The CPAC coordinates and provides information on each program.

        (1)  Veterans' Readjustment Authority Program.  Certain veterans who served during the period 5 August 1964 through 7 May 1975, commonly referred to as the Vietnam-era, as well as post Vietnam-era veterans, are eligible under this program.  These individuals must meet certain conditions prior to being appointed under this authority.

        (2)  Selective Placement Program for the Handicapped.  Employment of the physically and mentally disabled, mentally restored, and other categories can occur when eligibility criteria are met.

       (3)  Student Education Employment Program.  This program seeks to meet the need for flexible, temporary employment to enable students to earn a salary while continuing their studies, and the need for career related employment which enriches students' academic experience and offers them valuable work experience in their career field.

        (4)  Student Volunteer.  Federal agencies may accept unpaid services of student volunteers.  The volunteer is not a Federal employee and acceptance of service does not imply that future employment is ensured.

4.  Probationary or Trial Periods.

    a.  Initial Appointment.  Employees initially appointed to the Federal service are generally required to complete a 1-year probationary or trial period.  The probationary or trial period is considered an extension of the examining process and is an important phase of the employee's career.  The requirement for and length of the probationary or trial period is annotated in the remarks section of the SF 50 effecting the appointment.

        (1)  Supervisory Responsibility.  During the probationary or trial period, the supervisor observes the employee's job performance and fitness for retention in Federal service.  Supervisors must orient, train, and counsel employees to ensure that the probationary or trial period is a fair test of employees' abilities and fitness.  If an employee does not perform satisfactorily or displays conduct, which is unacceptable to continued service, removal should be effected through coordination with CPAC Management-Employee Relations.  Such removals have fewer administrative requirements and do not afford the same appeal rights given to employees who have completed the probationary or trial period.

        (2)  Notice of Decision.  The decision to terminate the appointment of an employee on a probationary appointment can be made for performance or conduct deficiencies any time during the probationary period.  Advance written notice, prior to the end of the ninth month, will be provided by the CPOC to the rater that a decision to retain or remove the employee must be made.  The decision will be documented on the advance notice letter and returned to the CPAC.  See Chapter 11 for procedural information.

    b.  Supervisory or Managerial Probation.  Employees placed in initial civilian supervisory or managerial positions may be required to complete a 1-year probationary period.  The length of the probation may be shortened based on previous experience as documented by the CPOC before the employee enters the position.  The SF 50 will be annotated if a probationary period is applicable, and the employee and the next level supervisor will be notified in writing.  This probationary period is designed to test an employee's ability to handle the supervisory or managerial duties of the new position, and management will assist a new supervisor or manager by providing orientation, counsel, and training, in accordance with current DA requirements and guidance.  Failure to satisfactorily complete this probation will result in return of the employee to a nonsupervisory or nonmanagerial position.

5.  Conditions of Employment.  Some positions or appointments have special requirements which establish conditions of employment which individuals must accept prior to appointment.  The vacancy announcements will advise potential candidates of these requirements and their impact.  Examples of such conditions of employment include requirements for rotating shift work, temporary mobility (as in a career intern position), or a high degree of travel.  Depending on individual circumstances, failure to comply with a previously accepted condition of employment may be cause for disciplinary action or separation from the Federal service.

6.  Physical Fitness Requirements.

    a.  Initial Employment Examinations.  All positions have medical standards which an applicant must meet as part of the qualification process.  For positions with light duty physical requirements, a SF 177 (Statement of Physical Ability for Light Duty Work) is filled out by the applicant.  Some appointments, however, are subject to satisfactory completion of a medical examination.  Failure to meet the medical standards results in disqualification for the position.

    b.  Continuing Physical Requirements.
        (1)  Annual Examinations.  Some positions, e.g., firefighters, require that incumbents be recertified as physically fit each year.  The Occupational Health Nurse maintains records of employees who occupy such positions and ensures that the annual examination is performed.  Should the examination indicate that an employee no longer meets the medical standards, corrective action will be taken to remedy the medical problem, to reassign the individual, to allow application for disability retirement, or to terminate employment.

        (2)  Other Certifications.  Certain positions, e.g., cook, food service worker, and sales store checker, require that the employee have a health certificate which is reviewed annually.

    c.  Resolving Disability Questions.  Whenever an employee's job performance, reliability, or safety appear to be unacceptable due to the employee's medical condition or limitations, and the situation appears to be long-term or permanent, the supervisor should request assistance from the CPAC, Management-Employee Relations, to determine appropriate actions.  As a minimum, the employee will be asked to provide medical documentation from a physician which clearly establishes the likelihood of the employee's return to full productivity, and identify specific medical limitations and recommended work accommodations, if any.  Whenever possible, accommodation should be made if it will allow an employee to continue successful work performance without causing undue hardship to the accomplishment of the mission.  If such accommodation is not possible, and if justified by available medical documentation, the employee may be removed from the position and reassigned to an available position or duties which will not be a health risk, or considered for removal from Federal service.  The employee will also be advised of the opportunity and procedures for applying for disability retirement.

7.  Pay Setting.  The Fort Leavenworth pay setting policy is outlined in CAC & FT LVN Reg 690-4.  While most pay setting policy is fixed by this regulation, the decision is discretionary in some cases, and the supervisor is responsible for informing the CPAC of the organization's decision.  Examples of discretionary pay setting are position changes and reemployment actions where an employee's pay may be set to the maximum payable rate received prior to the effective date of the employment action.  Questions regarding pay setting policy should be directed to the CPAC, Classification and Staffing.

Chapter VI

EMPLOYEE BENEFITS AND SERVICES
1.  Eligibility.  While most employees are eligible for all available benefits and services, regulatory exclusions exist for individuals on temporary or intermittent appointments.  Questions on eligibility should be referred to the Civilian Personnel Advisory Center (CPAC), Employee Benefits.

2.  Federal Employees Health Benefits Program (FEHBP).
    a.  Enrollment.  Eligible employees may enroll in any available group health insurance plan at the time they enter Federal employment or during an open season, normally held each November.  For this enrollment there is no waiting period, no requirement for a physical examination, and no restriction because of age or physical condition.  The employee's contribution toward payment of premiums is made through regular payroll deductions; the government contributes toward the payment as well.  Failure to elect a plan during the initial 60 days of service will result in a waiver of coverage.

    b.  Temporary employees who have been appointed for more than one year are eligible to enroll in the FEHBP.  However, temporary employees pay both the employee and agency share of premium cost.

    c.  Changes in Enrollment.  FEHBP enrollment may be canceled by an employee at any time.  Other changes in enrollment may be effected when certain qualifying events occur, such as a change in marital status, loss of coverage as a family member under another employee's enrollment, loss of private sector health insurance, change in family status, etc.  Employees may change enrollment during the open season period.  The open season is well publicized and employees should be encouraged to seek information and assistance from the CPAC for any contemplated changes in their enrollment.

3.  Federal Employees Group Life Insurance (FEGLI).
    a.  Enrollment.  Eligible employees will be automatically covered by basic life insurance unless they voluntarily waive coverage within the initial 31 days of employment.  During that initial period they may elect basic coverage as well as any of three optional types of life insurance available.  Subsequent coverage or changes to options may be made only when certain conditions are met, including a possible physical examination requirement.  Cancellation may be made at any time by an employee.  There is no regular "open season" for life insurance.

    b.  Amount of Coverage.  The amount of basic and optional life insurance is based on employees' income.  Withholdings are made automatically from their pay depending on amount of coverage and age.  Life insurance may be carried into retirement under certain conditions, and, depending on the employee's election, may or may not reduce after reaching age 65.  Information on the more specific facets of FEGLI may be obtained from the Employee Benefits office.

4.  Retirement.
    a.  Automatic Coverage.  All employees working under a career, career-conditional, or veteran's readjustment appointment are covered by one of three retirement systems.  The following general information describes these systems, but their complexity requires expert guidance from Employee Benefits.

        (1)  Civil Service Retirement System (CSRS).  Employees contribute seven percent of their basic pay (7 1/2 percent if in a position covered by the special law enforcement or firefighter provisions).  The government matches this contribution to the CSRS system.  CSRS covered employees were employed prior to 1 January 1984 or were re employed after 1 January 1984 with less than a 1-year break in service.

        (2)  Civilian Service Retirement System-Offset (CSRS-Offset).  Employees hired after 1 January 1984, with over a 1-year break in service, at least one day of CSRS covered service, and five or more years of creditable civilian service as of 31 December 1986, or the date they are re employed, will continue to be covered under CSRS at a reduced withholding rate and full social security coverage.  Their future CSRS benefits will be "offset" by any social security benefit attributable to their post-1983 Federal service.  The reduced rates of withholdings for the CSRS portion are 1.3 percent from 1 January 1984 to 31 December 1987, .94 percent for 1988 and 1989, and .80 percent thereafter.

        (3)  Federal Employees Retirement System (FERS).  Employees hired on or after 1 January 1984, with over a one-year break in service and less than five years of creditable civilian service as of 31 December 1986, or the date they are re employed, are automatically covered by FERS.  FERS covered employees pay full social security benefits and contribute to the FERS basic annuity.  The contribution rate to FERS is 1.3 percent from 1 January 1984 to 31 December 1987, .94 percent for 1988 and 1989, and .80 percent thereafter.

    b.  Computing the Annuity.  The amount of annuity is based on length of creditable service, highest average salary during three years of continuous service, and other elective factors (such as a decision to leave a survivor annuity).  Employees approaching retirement eligibility who desire an estimation of retirement should contact Employee Benefits.

    c.  Retirement Eligibility.  There are four basic categories of retirement eligibility available to all employees and a fifth type applicable to firefighters and law enforcement officers.

        (1)  Optional Retirement.
        (a)  CSRS and CSRS-Offset.  Under CSRS and CSRS-offset, an employee may elect to retire after meeting minimum age and service combinations, as follows:  age 62 with five years of civilian service; age 60 with 20 years of creditable service; or age 55 with 30 years of creditable service.  An employee retiring optionally is eligible for an immediate annuity.

        (b)  FERS.  Under FERS, an employee may elect to retire after meeting minimum age and service requirements as follows:  age 62 with five years civilian service; age 60 with 20 years service; or minimum retirement age and 30 years of service.  For persons born before 1948, the minimum retirement age will remain at 55.  However, for persons born in 1948 and thereafter, the minimum retirement age will increase by two months per year.  There is a reduced annuity payable when the worker has obtained the minimum retirement age with at least ten or more but less that 30 years of service.  However, there is a reduction of 5/12 of one percent for each month the worker is under age 62 when the annuity commences.

        (2)  Discontinued Service Retirement.
        (a)  CSRS and CSRS-Offset.  Under CSRS and CSRS-offset, employees may elect to retire if involuntarily separated from their positions, without personal cause, after age 50 with 20 years of service or at any age with 25 years of service.  Although eligible for immediate annuity, the annuity will be reduced by 1/6 of one percent per month (two percent a year) for each full month the employee is under age 55.

        (b)  FERS.  Under FERS, early retirement or discontinued service benefits are payable without reduction at age 50 with 20 years of service or at any age with 25 years of service.

        (3)  Disability Retirement.
        (a)  CSRS and CSRS-Offset.  Under CSRS and CSRS-offset, employees who have completed five years civilian service are eligible for disability retirement if suffering from a mental, emotional, or physical problem which renders them incapable of performing the duties of the positions held.  Disability retirement can be approved only by Office of Personnel Management (OPM).  With proper medical certification, employees may be allowed to use sick leave while awaiting OPM's decision.  Once disability retirement is approved by OPM, the employee is eligible for an immediate annuity.

        (b)  FERS.  Under FERS, employees are eligible for disability retirement after completing 18 months of creditable service if unable because of disease or injury to render useful and efficient service in their positions, and they have not declined any reasonable job offer within the commuting area.  The FERS disability benefits vary between the initial year and later years and are computed in relationship to social security benefits.  The disability benefit will never be below the retirement annuity earned for years of service.  Disability annuitants will receive cost of living adjustments.

        (4)  Deferred Retirement.
        (a)  CSRS and CSRS-Offset.  Under CSRS and CSRS-offset an employee with five years of civilian service who separates from civil service, or transfers to a position not covered by the retirement system, may receive an immediate annuity at age 62 if contributions are not withdrawn from the retirement fund.

        (b)  FERS.  Under FERS, deferred retirement benefits are payable without reduction at age 62 with five years; at age 60 with 20 years; or at minimum retirement age with 30 years.  Reduced deferred retirement benefits may also be received at the minimum retirement age with ten years of service.

        (5)  Special Firefighters and Law Enforcement Retirement.
        (a)  CSRS and CSRS-Offset.  Under CSRS and CSRS-offset, eligible employees may voluntarily retire if over age 50 with 20 years creditable service as a firefighter or law enforcement officer.  Firefighters who reach age 55 or over (age 57 or over for law enforcement employees) and have 20 years of creditable service must be separated from the service.  These employees must have been under the retirement system for at least one year in the two-year period preceding separation.  Separated employees are entitled to an immediate annuity for age retirement.

        (b)  FERS.  Under FERS, eligible employees may voluntarily retire if over 50 years of age with 20 years creditable service as a law enforcement officer or firefighter.  Firefighters with 20 years of creditable service and age 55 (age 57 with 20 years service for law enforcement employees) will be mandatorily retired.

5.  Thrift Savings Plan (TSP).  TSP is a retirement savings and investment plan for federal employees who are covered by the CSRS or FERS.  Benefits vary depending on the retirement plan under which the employee is covered.

    a.  Benefits of TSP include:
        (1)  Before-tax savings and tax-deferred investment earnings;

        (2)  Earnings on the G Fund;

        (3)  Choice of withdrawal options upon retirement or separation;

       ( 4)  Portability if an employee leaves government service; and

        (5)  A loan program.

        (6)  One-time withdrawal.

    b.  CSRS.  Covered employees may make contributions of up to five percent of basic pay through regular payroll deductions.  CSRS employees may invest in the G-Fund, C-Fund, or F-Fund, but do not receive agency contributions.

    c.  FERS.  Covered employees may make contributions of up to ten percent of their basic pay through regular payroll deductions.  FERS employees receive agency matching contributions on up to five percent of their basic pay contributed each pay period, dollar for dollar on the first three percent of pay contributed and 50 cents on the dollar for the next two percent.  FERS employees receive agency automatic contributions in the amount of one percent regardless of whether or not they contribute to their TSP accounts.  FERS employees may invest their contributions among three different accounts, G-Fund, C-Fund, or F-Fund.

    d.  Open season for TSP is normally held twice a year, 15 May to 31 July and 15 November to 31 January.  During open season, an employee may start, change, or stop contributions to the plan.  Rehired former employees who were previously eligible to participate in TSP may participate in the first open season after entering on duty.  New employees or rehired employees who were not previously eligible to participate in TSP, must wait for the second open season after entering on duty.  The open season is well publicized and employees are encouraged to seek assistance from the CPAC for any contemplated changes.

6.  On-the-Job Injuries and Compensation.  When employees are injured on the job or contract a job-related illness, the supervisor must be notified as soon as possible so that treatment may be authorized.  Each type of injury requires specific procedures and responsibilities for supervisors.

    a.  Traumatic Injury.  A traumatic injury is defined as a wound or other condition of the body caused by external forces, including physical stress or strain.  It is caused by a specific event or incident, or series of events or incidents, within a single work shift.

        (1)  The supervisor authorizes medical treatment by completing Department of Labor (DOL) Form CA-16 (Authorization for Examination and/or Treatment).  The supervisor should refer the employee to the Occupational Health Nurse for treatment of minor injuries.  For severe or life-threatening injuries, call 911.  The employee may select treatment by any private duly licensed physician or hospital within a 25-mile radius of home or work.

        (2)  Supervisors should maintain a supply of all necessary forms at the worksite and assist employees in processing their claims.  To document a claim for traumatic injury, the employee completes DOL Form CA-1, (Federal Employee's Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation).  The claim form must be submitted by the employee to the supervisor within 30 days of the date of injury.  The supervisor then must complete and forward the form to the CPAC within two workdays.

        (3)  The employee may be entitled to continuation of pay (COP) without charge to leave during the period of absence from work.  The maximum amount of COP is 45 days.  If the employee loses more than 45 days of work due to the injury, DOL may authorize tax free compensation for wage loss at the rate of 66 2/3 percent or 75 percent of gross pay.

        (4)  In consideration of costs associated with work-related injuries, supervisors should attempt to provide light-duty work to allow an injured employee to return to work as soon as possible.  All absence from work due to injury must be supported by a statement from the treating physician which certifies the specific nature of the injury, the expected duration of absence from work, and specific limitations or light-duty recommendations upon return to work.  The DOL Form CA-17, (Duty Status Report), is used to communicate with the doctor as necessary.

    b.  Occupational Disease or Illness.  An occupational disease or illness is defined as a condition produced in the work environment over a period longer than one work shift.  It may result from systematic infection, repeated stress or strain, exposure to toxins, poisons, or fumes, or other continuing conditions of the work environment.

        (1)  Supervisors do not have authority to authorize medical treatment for occupational disease or illness.  An employee may request such treatment from DOL in advance, or may obtain treatment and request reimbursement from DOL.

        (2)  To document a claim for occupational disease or illness, the employee completes DOL Form CA-2 (Federal Employee's Notice of Occupational Disease and Claim for Compensation).  Upon receipt of the claim from the employee, the supervisor must complete and forward it to the CPAC within two workdays.

        (3)  An employee is not entitled to COP for an occupational disease or illness.  Absence from work may be charged as sick leave, annual leave, or leave without pay (LWOP).  If the employee elects LWOP, the claim form will be submitted to DOL for compensation determination.  If approved, DOL will pay the employee compensation at the rate of 66 2/3 percent or 75 percent of gross pay (depending on whether the employee has dependents).  If employees elect annual or sick leave, they may request a re crediting of leave through a "buy back" procedure.  The choice of using paid leave or LWOP is the employee's decision.

    c.  Recurrence.  A recurrence is defined as a spontaneous return or increase of disability due to a previous injury or occupational disease without intervening cause, or a return or increase of disability due to a consequential injury.  A recurrence is distinguished from a new injury by the criterion that no event other than the previous injury accounts for the disability.

        (1)  To document a claim for recurrence, the employee and supervisor will complete DOL Form CA-2A (Notice of Employee's Recurrence of Disability and Claim for Pay/Compensation).  The employee may request treatment authorization in advance from DOL, or obtain treatment and request reimbursement from DOL.  The supervisor may use discretion in authorizing medical treatment with DOL Form CA-16.  Medical treatment will not be authorized when DOL has disallowed the original claim, or when more than six months have elapsed since the employee last returned to work.

        (2)  To be eligible for COP, an employee's time loss must occur within 90 days of the date of injury or the date the employee first returned to work (whichever is later).  The supervisor may grant COP only if the employee has not exhausted the allowable 45 days of COP.  COP will not be authorized if DOL has already denied the original claim.  If the employee is not allowed COP or has used all allowable COP entitlement and suffers additional time loss, the employee may elect to use paid leave or LWOP.  If LWOP is chosen, DOL may approve payment of compensation.  If paid leave is used, the employee may request a re crediting of leave through a "buy back" procedure.  The choice of using paid leave or LWOP is the employee's decision.

    d.  Death from an Injury.  If an employee dies because of an injury received in the performance of duty, the supervisor should notify CPAC immediately for completion of DOL Form CA-6 (Official Superior's Report of Employee's Death).  Employee Benefits will assist the supervisor in completing any other necessary forms.

7.  Death Benefits.  Upon death of an employee, the supervisor should immediately notify the Employee Benefits office for assistance in compiling necessary documentation and information regarding survivors.  Death benefits for survivors of a current employee or annuitant range from an annuity to a lump sum payment, depending upon length of service and other factors.  These benefits will be awarded in accordance with designation of beneficiary (for retirement, life insurance, and unpaid compensation) or, in the absence of such designation, in accordance with the standard order of precedence.

8.  Alcohol and Drug Abuse Program.  Employees who recognize that they have alcohol or drug abuse problems may voluntarily seek the assistance of the Alcohol and Drug Control Office (ADCO).  Before initiating a referral or other management action, supervisors should contact the Management-Employee Relations Division, CPAC, for guidance.

9.  Health and Fitness Programs.  To promote health and fitness among the total Army family in the Fort Leavenworth community, civilian employees are encouraged to take advantage of the health and fitness programs and facilities at Fort Leavenworth.

    a.  Fitness programs include individual and group instruction in use of exercise equipment and aerobics classes.  Facilities available for use include the fitness center, gymnasiums, swimming pools, tennis courts, golf course, jogging routes, and bicycle routes.  Supervisors may grant civilian employees up to 3 hours of excused absence per week on a one-time basis to voluntarily participate in a formal, employer initiated physical exercise training and/or education program NTE 6 months duration.  Approval is subject to the supervisor's determination that the employee's absence does not interfere with mission accomplishment.  After 6 months, continued participation in physical fitness activities must be accomplished during non-duty time.  Specific information on programs and facilities is available through the Directorate of Community Activities, Recreation Services, or the Preventive Medicine Service, Wellness Clinic.

    b.  Health programs include nutrition classes, healthy eating selections at eating facilities, wellness classes and assessment clinics, and smoking cessation classes.  Information about specific activities is available through the Wellness Clinic.

Chapter VII

HOURS OF WORK, PAY AND LEAVE

1.  Hours of Work/Tours of Duty.

    a.  The Administrative Workweek.  The normal administrative workweek begins at 0001 Sunday through 2400 Saturday.  The basic workweek for full-time employees is five eight-hour days, and for part-time employees an established tour of duty of not less than 16 or more than 32 hours per administrative workweek, with no more than eight hours per day.  Changes to tours of duty are normally scheduled two weeks in advance of the administrative workweek and cover periods of not less than two weeks.  Intermittent employees work on an as needed basis and do not have a regularly scheduled tour of duty.  Firefighters work a special tour of duty as an exception to these policies.  Some other employees, by specific written agreement between the union and management, work compressed work schedules of 80 hours biweekly scheduled during less than ten workdays.

    b.  Flexitime.  Within established guidelines and procedures of CAC & FT LVN Reg 690-6 and applicable negotiated labor agreements, activity directors may authorize use of flexitime.  Flexitime refers to work schedules which begin or end the employee's workday before or after the normally scheduled business hours of operation.

        (1)  The supervisor must ensure office coverage during the normal business hours (0730-1630).  Upon employee request, the supervisor may establish a flexitime tour of duty, attempting to accommodate the employee's preference.  The flexitime workday is from 0600 to 1800 hours.

        (2)  All employees on flexitime tours must be at work during the core hours of 0900 to 1500.  All meetings requiring attendance by civilian employees will normally be scheduled during these hours.

        (3)  The supervisor may change a flexitime tour of duty only after giving a two-week advance notice, unless emergency conditions exist.

        (4)  Employees must have advance supervisory approval to flex their hours.  Although not required, supervisors should try to accommodate such requests when made in advance.  Employees who arrive for work after their scheduled times are tardy, and supervisors may charge them as being absent without leave (AWOL), grant excused absence for periods of less than one hour, or approve requests for leave.  Further discussion of AWOL and excused absence is found in paragraph 7-6.

    c.  Compressed Work Schedules.  The director of an activity may, by written agreement, permit employees to voluntarily work 80 hours biweekly, scheduled during less than ten workdays.  Because of unique, case-by-case requirements established for initiating and implementing compressed work schedule agreements, activities must seek guidance from the Civilian Personnel Advisory Center (CPAC), Management-Employee Relations, prior to approving any request for compressed work schedule.

    d.  Rotating Shift Work.  Some organizations require performance of duties around-the-clock, necessitating rotating shifts for employees.  Rotating tours of duty will be posted at least two weeks in advance and the notices will cover a minimum of two weeks.  Employees working between the hours of 1800 and 0600 will receive night differential for that period.  Where three eight-hour shifts are in operation and an overlapping of shifts to permit time off for lunch is not possible, a lunch period of 20 minutes or less may be included as paid duty time, and employees must spend the lunch period close to their work stations.

    e.  Lunch periods.  Lunch periods during which employees are entirely free of duty are not considered part of the tour of duty.  They may be as short as 30 minutes but no longer than 60 minutes.  Lunch periods for employees on flexitime schedules must be scheduled between 1100 to 1330, although changes in the scheduled time (between 1100 to 1330) may be approved by the supervisor on a day-to-day basis.  For full-time employees not working flexitime schedules, lunch periods of at least 30 minutes and no longer than 60 minutes should be scheduled midway through the daily tour of duty.  An employee may not shorten the workday by working through lunch nor lengthen a lunch by not taking rest periods.

    f.  Rest Periods.  At the discretion of the supervisor, employees may be allowed a 15-minute rest period midway through each four hours worked, at a time and place and in a manner which does not interfere with efficiency of work operations.  A rest period is granted during paid duty time and employees are expected to comply with the limitations set by the supervisor.

2.  Overtime/Compensatory Time (Fair Labor Standards Act (FLSA) and Title 5).
    a.  Overtime.  In order to meet mission requirements, supervisors may require employees to work overtime.  Employees are expected to work overtime which has been assigned by their supervisors.  However, when assigning overtime work to bargaining unit employees, supervisors must ensure compliance with overtime provisions of locally negotiated agreements.  Generally, employees are entitled to overtime pay if they work more than eight hours in one day or over 40 hours in one week.

    b.  Exempt or Nonexempt Status.  The FLSA, for overtime pay purposes, distinguishes all general schedule (GS) and wage system (WG, WS, WD, WN, WL, XP, XL, XS, XD, XN) employees as either exempt or nonexempt from FLSA provisions.  Overtime pay entitlements for employees differ according to the exempt or nonexempt status of their positions.  The job descriptions for positions have been annotated to show exempt or nonexempt status.

        (1)  Employees who are exempt from the FLSA are covered by provisions of Title 5, U.S. Code, for overtime pay purposes and are generally (although not without exception) in positions GS-5 and above which are executive (supervisory), administrative (management advisory), or professional.  Exempt employees are not entitled to overtime compensation for working extra hours which are not ordered and approved by their supervisors.  For exempt wage system employees, the overtime rate for ordered and approved overtime is 1 1/2 times the basic hourly rate of compensation.  For exempt GS employees, the rate of pay for approved and ordered overtime is also 1 1/2 times the basic hourly rate of compensation, unless the basic rate exceeds that of GS-10, step 1, in which case they receive 1 1/2 times the basic pay of GS-10, step 1.

        (2)  Employees who are nonexempt from the FLSA must be compensated for overtime work performed, even if not ordered and approved, if the supervisor has knowledge that the overtime work is being performed and permits it.

        (3)  Paid absences, such as annual and sick leave, are considered hours of work and do not reduce overtime pay entitlements.

    c.  Compensatory Time Off.  One hour of compensatory time off for each hour of overtime worked in lieu of overtime pay.  Supervisors may require exempt employees whose basic rate of pay exceeds GS-10, step 10, to take compensatory time off in lieu of overtime pay.  Exempt employees whose basic rate of pay is less than GS-10, step 10, nonexempt employees, and wage system employees  may request, but will not be required to take compensatory time off in lieu of overtime pay. 

    d.  Use of Earned Compensatory Time.  Compensatory time earned after 8 June 1997 must be used by the end of the 26th pay period after that in which it was earned.  If not used during the established time period, the employee will be paid at the overtime rate at which the compensatory time was earned.  Employees with compensatory time earned before 8 June 1997 have a separate "old compensatory time" account established.  "Old" compensatory time will be charged only if the employee has insufficient current compensatory time to cover the compensatory time off requested.  When a DOD employee separates or transfers to another DOD agency, unused compensatory time balances are paid at the same rate as earned.

    e.  Call-Back Overtime.  If a supervisor must call off-duty employees to return for overtime work, the employees will receive not less than two hours of overtime pay.  Simply designating employees to be available for call-back or to carry a beeper does not entitle them to overtime compensation unless their freedom of off-duty movement is unduly restricted.  

3.  Holiday Pay.

    a.  Legal Holidays.  The following days are set aside as legal holidays in the Federal service:

        New Year's Day, 1 January

        Martin Luther King's Birthday, third Monday in January

        President's Day, third Monday in February

        Memorial Day, last Monday in May

        Independence Day, 4 July

        Labor Day, first Monday in September

        Columbus Day, second Monday in October

        Veteran's Day, 11 November

        Thanksgiving Day, fourth Thursday in November

        Christmas Day, 25 December

    b.  Holiday Pay for Full-time Employees - No Work Performed.  The general rules defined below govern the excusing of employees on days observed as holidays and are applicable to all full-time employees paid on a per annum basis, irrespective of tenure or appointment, and to those hourly employees who have appointments not limited to 90 days or less or who have been currently employed for a continuous period of 90 days under one or more appointments without a break in service.  The rules apply for employees on both traditional and alternative work schedules, although locally negotiated work schedule agreements may include other special provisions which must be followed.  The rules do not apply to firefighters, intermittent employees, employees whose hours of duty cannot be controlled administratively, hourly employees who have appointments limited to 90 days or less, or employees in a nonpay status immediately before and after the holiday.

        (1)  When a holiday falls on an employee's regularly scheduled workday, that workday is the employee's holiday.

        (2)  When a holiday falls on an employee's regularly scheduled non-workday, a regularly scheduled workday is designated as the employee's holiday in lieu of the actual Federal holiday.

        (3)  When a holiday falls on an employee's regularly scheduled non-workday other than Sunday, the last regularly scheduled workday preceding the holiday is the employee's in-lieu-of holiday.

        (4)  When a holiday falls on an employee's regularly scheduled non-workday which is Sunday, the first regularly scheduled workday following the Sunday holiday is the employee's in-lieu-of holiday.

        (5)  When Sunday is an employee's regularly scheduled workday, the first non-workday in the employee's administrative workweek is designated as the "in-lieu-of" Sunday for purposes of determining the holiday using rules (3) and (4) above.  For example, if the first non-workday in the employee's administrative workweek is Tuesday, use rules (3) or (4) above substituting Tuesday for Sunday.

    c.  Pay for Work on Holidays.

        (1)  Generally, regardless of tenure, status, or pay category, employees (except intermittent when-actually-employed personnel, firefighters, and employees whose tours of duty cannot be administratively controlled) are entitled to receive holiday premium rates of pay for work performed on a legal holiday.

        (2)  An employee who performs work on a holiday and is entitled to holiday premium pay will receive basic pay plus premium pay at a rate equal to the rate of basic pay.

        (3)  Compensatory time is not authorized for work performed on a legal holiday.

    d.  Holiday Pay for Less Than Full-time Employees.

        (1)  Part-time employees who have regularly scheduled tours of duty will be paid for excused absence on actual legal holidays that fall within their tours of duty.  Part-time employees have no entitlement to "in-lieu-of" holidays.  However, when an activity is closed on a day designated as the "in-lieu-of" holiday for full-time employees, and the day falls within the regularly scheduled tour of a part-time employee, the part-time employee, if prevented from working that day, will be granted excused absence for that day.

        (2)  Intermittent (when actually employed) employees may not be paid for holidays on which no work is performed.

4.  Night Differential.  The following information is general in nature and should be used accordingly.  Laws and regulations governing this subject matter provide authoritative guidance.

    a.  Classification Act (GS, GM) Employees.
        (1)  The night differential for Classification Act employees is ten percent of the basic, straight-time rates.

        (2)  Night differential is authorized for all work of 15 minutes or more which is actually performed between 1800 and 0600 hours and which constitutes regularly scheduled service.  This includes holidays and periods of absence of less than 8 hours due to paid leave. 

    b.  Wage Employees.

        (1)  A wage employee who has the majority of the regularly scheduled hours of work between 1500 and 2400 hours is entitled to a night shift differential of 7 1/2 percent of the regular hourly rate of pay for the entire shift.

        (2)  A wage employee who has the majority of the regularly scheduled hours of work between 2300 and 0800 hours is entitled to a night shift differential of ten percent of the regular hourly rate of pay for the entire shift.

        (3)  Night differential is payable to wage employees assigned to night shifts when absent on holidays or days of paid leave.

5.  Retained Grade and Pay.
    a.  Eligibility.  Employees whose grade or pay would otherwise be reduced as a result of an involuntary personnel action or other personnel action determined to be in the best interest of the Government, in some cases may have their grade or pay retained.  Affected employees will be provided information in writing concerning their entitlements.  Generally:

        (1)  The Civil Service Reform Act of 1978 provides that an employee who is placed in a lower grade as a result of reduction in force (RIF)  or whose position is reduced in grade as a result of reclassification of the position is entitled to retain for a period of 2 years the grade held immediately before that placement or reduction.

        (2)  It also provides the authority for granting indefinite pay retention.  

       (3)   Termination of eligibility for retained grade and pay will occur if the employee has a break in service of one workday or more, is changed to a lower grade due to personal cause or request, is placed in or declines a reasonable offer of a position at the same or higher grade as the retained grade, or elects in writing to terminate retained grade benefits.

        (4)  The employees' right to appeal classification or reclassification of positions or any RIF action is not affected by grade and pay retention.  Employees may also appeal the termination of grade and pay retention due to declination of a position offer.

6.  Leave Benefits.
    a.  General Guidance.  The following information is general guidance for all supervisors and employees.  Additional specific leave policies included in negotiated agreements with local bargaining units must be followed by employees and management within activities covered by the agreements.  

    b.  Eligibility for Annual and Sick Leave.  Employees who work full-time or part-time scheduled tours of duty on permanent, term, or temporary appointments, which exceed 90 days, are eligible to accrue and use annual leave and sick leave.  Employees who work temporary appointments for less than 90 days are eligible to accrue and use sick leave only.  Intermittent employees do not accrue and are not eligible for leave discussed in this chapter.

    c.  Accrual and Accumulation of Leave.  Accrued leave refers to leave earned by an employee during the current leave year that is unused at any given time in the year.  Accumulated leave refers to unused leave remaining in the leave account of an employee at the end of a leave year and is carried over into the next leave year.  Leave year is the period beginning with the first day of the first complete pay period of a calendar year and ending with the day immediately before the first day of the first complete pay period in the following calendar year.

        (1)  Annual Leave.  Full-time employees accrue annual leave as follows:

Length of Service

Accrual Per Pay Period

Total Days Per Year

Less than 3 years

4 hours




            13

3 but less than 15

6 hours/10 hours for last

            20

years



pay period of leave year

15 or more years

8 hours




            26
Maximum carry-over of annual leave from one leave year to the next is 240 hours unless special conditions exist (see paragraph 7).

Part-time employees accrue annual leave on a pro rata basis:  for less than three years service, one hour accrued per 20 hours worked; between three and 15 years, one hour accrued per 13 hours worked; and for 15 or more years, one hour accrued per ten hours worked.

        (2)  Sick Leave.  Full-time employees accrue four hours of sick leave credit per pay period with no restriction on the amount of leave that can be accumulated.  Part-time employees accrue sick leave on a pro rata basis of one hour for every 20 hours worked.

    d.  Supervisory Responsibilities.  To ensure clear, fair, and consistent leave administration, supervisors may provide the leave information in this chapter to their subordinate employees to ensure that they fully understand their rights and responsibilities, to include:

        (1)  The methods by which an employee should request leave in advance for anticipated absences;

        (2)  The time frame during which requests for emergency leave must be made (i.e., the first two hours of the tour of duty);

        (3)  Requirements for requesting leave personally and directly from the supervisor or a designated alternate management official;

        (4)  The situations when documented reasons for absence may be required; and

        (5)  The procedures for receiving the various leave benefits.

    e.  Employee Responsibilities.  Employees have the responsibility to cooperate with management in scheduling vacation periods and other absences during periods when their services can best be spared.  They must follow the procedures for requesting leave specified by the supervisor and must not assume approval of a leave request unless approval is clearly granted by the supervisor.

    f.  Annual Leave Requests.  Annual leave is provided to allow employees to conduct personal business, take care of emergency situations, and take an extended vacation from work for rest and relaxation.  Employees may also choose to use annual leave rather than sick leave for conditions authorized for sick leave use.

        (1)  Approval of Annual Leave.  Generally, the use of annual leave is subject to prior approval, although retroactive approval may be given under extenuating circumstances.  When an employee initiates a request for annual leave, the supervisor must decide when and how much leave will be granted.  The established policy is to grant annual leave as requested when local conditions and operating requirements permit.  However, employees must not assume that a request will automatically be approved.  Denial or cancellation of leave requests may occur if based on a need for the employee's services or on other reasonable, equitable, and nondiscriminatory factors.  If this occurs, employees and supervisors should attempt to reschedule the leave at another mutually agreeable time.  Failure of an absent employee to first secure proper approval of leave may result in a charge of unauthorized absence without leave (AWOL), even though the employee may have a leave balance available.

        (2)  Advancing Annual Leave.  In order to minimize loss of pay to employees who have insufficient annual leave to cover periods of approved absence, and who would otherwise be in nonpay status, annual leave may be advanced not to exceed the amount that will be earned during the remainder of the leave year.  No leave will be advanced for employees serving on temporary, time-limited appointments.  When it is known, or reasonably expected, that an employee is to be separated from the workforce, advance annual leave should not be granted beyond the amount the employee will accrue by the separation date.  Otherwise the employee may be required to repay the amount of the advance not accrued.

    g.  Sick Leave Benefits.  Sick leave is provided, upon request and approval, when supervisors confirm that employees are incapacitated for work because of injury, illness, pregnancy or confinement, or have medical, dental, or optical appointments.  Sick leave is also provided under the Family Friendly Leave Act (FFLA) when an employee is involved with matters relating to adoption of a child; when an employee gives care and attendance to a family member (or other person of equivalent relationship) who is incapacitated and/or needs medical care; and when an employee attends a funeral of a family member (or other person of equivalent relationship).  Limitations on use of FFLA sick leave are discussed below.

        (1)  Approval of Sick Leave.  Approval of all requests for sick leave are subject to the determination by the supervisor that a situation exists for which sick leave can properly be used.  Generally, sick leave of three days or less requires only the supervisor's approval of a personal request from an employee.  Sick leave in excess of three days because of the employee's personal medical needs or FFLA sick leave normally requires an employee to present to the supervisor a medical certificate which meets the criteria described below.  Exceptions to this requirement are made when sick leave is used for adoption purposes.  Exceptions may also be made in cases where the employee's sick leave does not exceed five days and the reason for use of sick leave does not require the attention of a doctor, such as a case of flu.  When an employee anticipates the need for sick leave for routine medical or dental appointments or other scheduled treatment, sick leave should be requested as far in advance as possible.  If an employee has an emergency sick leave situation and fails to report to work without requesting leave in advance, emergency sick leave should be requested not later than two hours after the start of the employee's tour of duty.

         (2)  Returning to Work.  All employees who return to work after an absence in excess of five days due to illness or injury, or after a work-related injury or illness, must visit the Occupational Health Nurse (OHN) for clearance before returning to the workplace.  Employees should be encouraged to visit the OHN for consultation and monitoring of any medical condition which may result in loss of work time.  Employees will be excused from duty for the time required for such visits.

        (3)  Limitation on FFLA Sick Leave.  FFLA sick leave is defined above.  For adoption purposes, FFLA sick leave is justified for activities necessary to allow an adoption to proceed, as shown by documentation provided by the employee.  There is no limit on the amount of properly documented FFLA sick leave which can be approved for adoption purposes.  However, approval of sick leave for bereavement or to attend the needs of family members (or equivalent) is limited to 40 hours in a 12-month period, and an additional 64 hours within the same 12-month period if the employee's balance of accumulated sick leave does not fall below 80 hours.  For non-adoption FFLA sick leave, the sick leave request and approval procedures described above will apply.  To comply with annual reporting requirements, supervisors must record all use of FFLA sick leave.

        (4)  Medical Certificate.  Whenever the supervisor requires a medical certificate for an employee's absence for personal medical reasons or for FFLA sick leave (other than adoption), it must be a written statement signed by a registered practicing physician or other qualified licensed medical practitioner.  For personal medical reasons, the statement should certify to the examination, treatment, specific physical and work limitations, and period of incapacity while the employee was or is expected to be under professional medical care.  For FFLA reasons, the statement should certify as to the duration of leave and the specific reasons which support use of FFLA sick leave.

        (5)  Advancing Sick Leave.  When a non-temporary employee has need for sick leave because of personal serious illness, but has exhausted or expects to exhaust all accrued and accumulated sick leave prior to recovery and return to work, the employee may request advance sick leave for the period of incapacity.  All requests for advance sick leave will be in writing and submitted by the employee, in advance whenever possible, through the supervisor to the CPAC for approval.  Requests must include the amount of sick leave to be advanced (which may not exceed 240 hours at any time); the reason the request could not be made in advance, if applicable; the reason for advancement; a statement by the supervisor of reasonable assurance that the employee will return to duty; and supporting medical certification signed by a physician or licensed medical practitioner (See paragraph 7-6g(4) above).  Additional details concerning advancement of sick leave may be obtained from the CPAC, Management-Employee Relations (MER).  Advance sick leave may be approved for FFLA sick leave usage not to exceed the limitations discussed in paragraph 6g(3) above.

        (6)  Abuse of Sick Leave.  A supervisor who suspects abuse of sick leave may require the employee to present medical certification of incapacitation for duty for each absence, regardless of the duration.  This requirement is communicated to the employee in advance, in writing, and with the guidance of the CPAC, MER.

    h.  Family and Medical Leave Act (FMLA).  Employees, other than intermittent, who have completed at least 12-months of Federal civilian service, are eligible under the FMLA to receive a total of 12 administrative workweeks of unpaid leave during any 12-month period for one or more of the following purposes:

        (1)  the birth of a son or daughter of the employee, including the care of such son or daughter;

        (2)  the placement of a son or daughter with the employee for adoption or foster care;

        (3)  the care of a spouse, son, daughter, or parent of the employee who has a serious health condition; or

        (4)  serious health conditions of employees that render them unable to perform the essential functions of their positions.

The intent to take FMLA leave must be given by the employee at least 30 days in advance, or as soon as is practicable.  Proper documentation, including medical certification (See paragraph 7-6g(4) above), must be provided to support the reasons for requesting FMLA leave.  Approved requests for FMLA leave will be documented on timecards according to type of leave approved (paid or unpaid).  For leave without pay (LWOP) requests in excess of 30 days, an SF 52-B (Personnel Action Request) must be submitted for approval and processing.  Under some circumstances, FMLA leave may be taken intermittently, or the employee may work under a reduced work schedule in combination with FMLA leave.  An employee may elect to substitute appropriate paid time off, such as sick or annual leave, for the same number of hours of unpaid FMLA leave.

    i.  Leave for Childbirth.  Absence related to pregnancy is charged to sick leave, annual leave, LWOP, or a combination thereof.  The employee may also apply to receive donated leave under the Voluntary Leave Transfer Program (See paragraph 6j).  Requests for sick leave for maternity reasons are treated the same as any certified temporary medical disability.  Sick leave is not authorized for absence due solely to the employee's responsibility for infant care.  Mission permitting, the supervisor may approve additional annual leave or LWOP for such purposes.  The employee may also be eligible for leave under the FMLA (See paragraph 6h).

    j.  Voluntary Leave Transfer Program.

        (1)  An employee who is expected to suffer a substantial loss of income because of the unavailability of paid leave to cover an absence due to a medical condition, or due to a medical emergency of a family member (or person of equivalent relationship), may request to participate in the Voluntary Leave Transfer Program.  To be eligible for leave transfer, the employee must expect to be absent without both available sick and annual leave for at least 24 hours.

        (2)  Employees, or their personal representatives such as a supervisor or coworker, may submit a written request through the supervisory chain to the CPAC, to become leave recipients.  Optional Form 630 (Leave Recipient Application Under the Voluntary Leave Transfer Program) is used for this purpose.  Each application must be carefully and thoroughly completed, and appropriate certification (See paragraph 7-6g(4) above) of the medical emergency from a physician or other appropriate medical professional attached.

        (3)  Only annual leave, not sick leave, can be transferred.  Fort Leavenworth employees may submit a written request to voluntarily donate annual leave from their leave account to the leave account of a specific eligible leave recipient for use during the medical emergency.  OF 630-A (Request To Donate Annual Leave To Leave Recipient (Within Agency) Under The Leave Transfer Program) is for donating to Fort Leavenworth employees, and OF 630-B (Request To Donate Annual Leave To Leave Recipient (Outside Agency) Under The Leave Transfer Program) is for donating to eligible Federal employees from other agencies.

        (4)  Leave recipients, or representatives acting on their behalf, must provide the supervisor with advance, written notification of expected termination date of the medical emergency and anticipated date of return to duty.  The supervisor will forward the notification to the CPAC so that the payroll office may be advised to terminate further leave transfer.

    k.  Court Leave.  Absence from work for jury duty or to serve as a witness in a court action in which the United States or a state or local government is a party, is not charged to leave and does not result in a loss of pay.  The employee should be instructed to accept court fees, if any, and contact the CPAC, Civilian Pay Customer Service Representative (CSR) for instructions as to their disposition.  Employees are required to provide certification from the court clerk to verify the reason for their absence.  An employee who is on annual leave when called for jury duty may be charged court leave instead.  Appearance in court for other private matters will be charged to annual leave or LWOP, as requested and approved.

    l.  Military Leave.  Generally, members of the Armed Forces Reserve or National Guard are entitled to military leave for active duty without loss of pay or time or adverse impact on performance rating.  Full-time permanent employees earn 15 calendar days per fiscal year, credited at the beginning of the fiscal year.  Part-time employees earn on a pro rata basis.  Temporary employees appointed for less than one year are not eligible for military leave.  Unused military leave can be carried into the next fiscal year, not to exceed a total account of 30 days.  In addition, annual leave and LWOP may be requested for extended periods of active duty training. Military leave is charged in increments of full calendar days regardless of the number of hours the employee is on active duty.  It may be taken one day at a time or in a block.  A copy of the military orders must be provided to the payroll office in support of the use and carry-over of military leave. Inactive duty for training is not chargeable to military leave; however, annual leave or LWOP may be requested and approved.

    m.  Leave Without Pay (LWOP).  LWOP is an approved temporary absence from work in a nonpay status.  Employees may request LWOP to cover any period of absence.  As with any leave request, LWOP requests must be made personally by the employee to the supervisor, unless an alternative procedure is approved by the supervisor due to unusual circumstances.  LWOP cannot be imposed as a penalty nor can an employee demand that LWOP be granted.  Approval of LWOP should be given only after consideration of factors such as the current balance of paid leave available for the employee to use, the reason for the request, the effect the employee's absence may have on the mission, and the employee's history of prudent or imprudent leave usage.  LWOP for 30 days or less may be approved by the supervisor on the time and attendance report.  Approval of all requests for more than 30 days of LWOP must be submitted on a SF 52 with a written request from the employee which states in detail the reasons for the request, and a supervisory recommendation for approval or disapproval.  Extended LWOP will be approved only when the value to the government or the serious needs of the employee are sufficient to offset administrative costs and inconvenience of retaining an employee in LWOP status.  The supervisor will submit an SF 52 to the CPAC to return an employee to duty from LWOP in excess of 30 days.

    n.  LWOP to Accompany Head of Household.  Career, career-conditional, or excepted employees with competitive status who anticipate the need to resign their positions to accompany the family or the head-of-household moving from the area may apply for LWOP not to exceed 1 year for the purpose of seeking further Federal employment near the new location.  At the time of the application, the employee must submit a resignation to be effected at the end of the LWOP period.  Approval of such requests for LWOP will be reserved for those employees whose change of residence is motivated by factors outside their control.  Any such requests for LWOP should be forwarded promptly to the CPAC on a SF 52.

    o.  Absence Without Leave (AWOL).  Failure of an absent employee to secure prior approval for annual leave, or failure to notify the immediate supervisor as soon as possible when absence is due to an emergency or illness, may result in the absence being charged to AWOL.  It is the responsibility of the immediate supervisor to ensure that all absences properly charged as AWOL are so indicated on the time and attendance report.

    p.  Excused Absence.  Excused absence from duty assignments, sometimes called "administrative leave", may be granted an employee without charge to any type of leave for brief absence from duty of less than one hour if the employee is unavoidably tardy or, for justifiable reasons, was briefly away from work.  Supervisors should use such discretionary approval sparingly, equitably, and consistently with other supervisors within the same organization.  Supervisors will also grant excused absence, with certain limitations, for participation in officially sanctioned activities or conducting officially sanctioned business such as the following:  voter registration and voting, agency conducted medical examinations, blood or bone marrow donation, retirement and award ceremonies, special emphasis programs and events, authorized consultation with agency or union officials, and other officially sanctioned activities which promote the best interests of the Federal government. 

7.  Restoration of Forfeited Annual Leave.
    a.  Forfeiture of Annual Leave.  Accumulation of annual leave normally may not exceed 30 days (240 hours) at the end of any leave year.  Unused annual leave in excess of 240 hours will be automatically forfeited.  Supervisors should ensure that employees in a "use or lose" category schedule this leave for use during the leave year to avoid forfeiture.  If management cancels an employee's scheduled leave, it should be rescheduled as soon as practicable, using a SF 71 (Application for Leave) to document all scheduling, cancellation, and rescheduling actions.  Normally, employees will not be denied use of annual leave which would otherwise be forfeited.  Any denials must be based upon factors that are reasonable, equitable, and nondiscriminatory.

    b.  Procedures for Restoration.  Forfeited annual leave may be restored if it was forfeited for any of the following reasons:  Administrative error, exigencies (necessity) of the public business when such leave was scheduled in advance, or sickness of the employee when such leave was scheduled in advance.  The following procedures will be used:

        (1)  The employee must submit a written request for restoration through supervisory channels along with proper supporting documentation.  For TRADOC activities, approving officials will review the request and upon determination that documentation is complete will authorize the CPAC, CSR, to restore the leave.  For non-TRADOC activities, the supervisor will forward the complete supporting documentation to the CPAC for approval.

        (2)  The supporting documentation must include: evidence that the annual leave was scheduled in writing and in advance at least three biweekly pay periods prior to the end of the leave year (it can be scheduled for use during those last three pay periods); the calendar date the leave was scheduled and approved; the dates for which the leave was scheduled for use and the total amount of leave scheduled; the reasons for subsequent cancellation of approved leave (if because of an exigency of the public business, documentation must include the beginning and ending dates of the exigency and a copy of the written decision to cancel the leave); the date(s) during which the leave was rescheduled for use; and the total amount of leave that was rescheduled.  A SF 71 should be used to provide the documentation, along with any other supporting documents.

Chapter VIII
PLACEMENT AND STAFFING

1.  Merit Promotion and Placement Plan (MPPP).

    a.  CAC & FT LVN Regulation 690-300 outlines policies and procedures concerning the recruitment and placement of civilian employees as set forth in the merit system requirements of the Office of Personnel Management (OPM).

    b.  The basic principles of merit staffing are to:  recruit qualified people to achieve a work force that is representative of our society; select and promote on the basis of relative knowledge, skills, and abilities; and use fair and open competition to ensure equal opportunity.  The MPPP regulation pertains to the recruitment and placement of appropriated fund civil service employees for all activities served by the Fort Leavenworth Civilian Personnel Advisory Center (CPAC).  Career program positions are discussed in chapter 17 of this pamphlet.

    c.  Responsibility for effectively carrying out the civilian MPPP lies with the CPAC, the Southwest Civilian Personnel Operations Center (CPOC), management officials and supervisors, employees, and the Equal Employment Opportunity (EEO) Office.  Specific responsibilities of each of these groups are outlined in CAC & FT LVN Reg 690-300.  It is important that employees and supervisors read and become familiar with the plan.  Copies of CAC & FT LVN Reg 690-300 are to be maintained by every supervisor and posted on each activity's official bulletin board.

2.  How Vacancies Are Filled.

    a.  Initiating the Request.  When an activity desires to fill a position, a request will be entered on a SF 52 (Request for Personnel Action) and routed through appropriate channels of the activity to the CPAC.

    b.  Position Review.  A personnel specialist in the CPAC ensures the currency of the job description and proper classification of the position.

    c.  Mandatory Priority Consideration.  The OPM, Department of Defense (DOD), and Department of the Army (DA) have requirements for mandatory priority consideration of employees that must, in certain situations, be satisfied prior to other recruitment action.  Mandatory priority consideration may include, but is not limited to:  employees entitled to restoration after military service, employees recovered from compensable disability, overseas returnees with reemployment rights, employees affected by RIF or functional transfer, surplus career interns, retained grade and pay eligibles, and certain registrants under the DOD Priority Placement Program (PPP stopper list).  CAC & FT LVN Reg 690-300 provides a listing of the order of placement considerations.  A personnel specialist in the CPOC first searches for an appropriate candidate on the mandatory consideration lists.  If a candidate is found, the vacant position is offered to that individual, and if the offer is accepted, the position is filled from the mandatory source.  

    d.  Management-Initiated Reassignments.  If there are no available candidates from mandatory sources, the activity's management has the option to initiate internal reassignments of current employees to meet their needs.  The activity should discuss the feasibility of such reassignment with the CPAC prior to making any verbal or written commitment to an employee.

    e.  Recruitment.  If there are no mandatory considerations or management-initiated reassignments, recruitment is initiated in accordance with CAC & FT LVN Reg 690-300.  A personnel specialist, with the assistance of subject matter experts, determine job requirements and establishes criteria for determining highly qualified candidates.  Next, a vacancy announcement is prepared by the CPOC containing the basic OPM qualifications and rating criteria. 

3.  Details.  A detail is the temporary assignment of an employee to a different position or function for a specified period, with the employee returning to the regular position at the end of the detail.  Officially, the employee continues to hold the position from which detailed and keeps the same status and pay.  Various mission requirements may be satisfied by the use of details when other action is inappropriate or a more permanent action cannot be made in a timely manner.

    a.  Details for 30 calendar days or less can be made informally without submitting a personnel action to the CPAC.  However, a supervisor will not make a series of short term assignments to circumvent the intent of governing regulations.

    b.  Details for more than 30 days require a SF 52 be submitted to the CPAC.  Supervisors are responsible for properly detailing employees, providing reasons for details on the SF 52, and ensuring that employees are returned promptly to their official duties when a detail ends.

    c.  Details to positions at the same or lower grade may be made for up to a total of 120 days.  If circumstances warrant, supervisors may extend such details in increments of 120 days.  However, details should be limited to the shortest practicable time limits and must not be used in lieu of taking other proper personnel actions.

    d.  Details to an unclassified set of duties may also be made for up to 120 days.  Such details may not be extended beyond an initial 120 days unless the duties have been assigned a tentative grade evaluation which is at the same or lower grade as the employee's regular position.

    e.  Details to positions of higher grade may be made without competition for up to a total of 120 days within a 12-month period.  

    f.  Education requirements must be met for employees detailed to positions which have such requirements.  No other qualification requirements exist for details, but a detail should be reasonably related to an employee's official position and qualifications, except during an emergency.

4.  Temporary Promotions.  Employees can be temporarily promoted to higher grade positions when a permanent action is not possible or is not desired.  Employees must meet all qualification and regulatory requirements for the positions before they can be noncompetitively or competitively temporarily promoted.

    a.  Temporary promotions that do not exceed 120 days may be made noncompetitively.  Counted in the 120 days are details to higher-graded positions or other temporary promotions within the preceding 12-month period, whether competitive or noncompetitive.

    b.  Temporary promotions intended to exceed 120 days must follow competitive procedures outlined in CAC & FT LVN 690-300.  The temporary promotion must be for a definite period of one year or less, but may be extended for a total of not more than five years.  A temporary promotion made under competitive procedures may be changed to a permanent promotion without further competition if the original announcement informed all candidates that the action could lead to a permanent promotion and the normal area of consideration was used.

5.  Interviewing Candidates.

    a.  The selection interview is a key to quality selections, providing an opportunity for candidates to learn more about job requirements, conditions of employment and performance expectations.  It also allows the interviewer to clarify information and assess other characteristics that relate to success in the position being filled.  No written or performance tests may be given.  Guidance regarding interview procedures is contained in the booklet entitled "Civilian Personnel Guidelines for Selection," and on the referral and selection register, both provided by the CPAC.

    b.  Discuss only merit factors.  The discussion of any factors not relevant to employment consideration is improper.  Nonmerit factors include, but are not limited to:  age, politics, handicap, race, religion, color, sex, membership or nonmembership in an employee organization, arrest and conviction record, type of military discharge, views on birth control, abortion and women's rights, marital status, occupation of spouse, arrangements for care of children, and national origin.  To keep the interview focused on relevant and appropriate matters, a supervisor should prepare for the interview by constructing a set of questions to ask all candidates.

    c.  Withhold selection decision.  At the end of the interview, the candidate should be given some idea of when a selection will be made, but supervisors must not indicate to the candidate that a selection decision has been made.

6.  Selection and Release of Employees.

    a.  Selection for a position must be based on merit factors, meet requirements outlined in this pamphlet, and demonstrate awareness of EEO considerations.  Supervisors will not inform employees of selection or nonselection, but will notify the servicing personnel specialist in the CPAC of final selection.  The supervisor has the authority to make a selection, but not the authority to make a commitment of employment.

    b.  Commitment of a position to the selected candidate is made by the CPOC after the action has been reviewed for propriety.  When an employee in the current work force is selected, staffing personnel will contact the losing supervisor to arrange a release date.  The release date will normally be no later than the beginning of the second pay period following the notification.

7.  Career Intern Program.

    a.  Career intern programs are designed to provide well-trained and well-qualified individuals to fill journeyman level career program positions.  Entry level for most intern positions is GS-5; target level is either GS-9 or GS-11.  Recruitment for intern positions considers candidates from several sources, and vacancies are announced to the work force.

    b.  A mobility agreement is required for most career intern positions since they belong to and are allocated from the major command to the installation for training purposes.  Employees may be relocated to another installation during or upon completion of the training program.

8.  Upward Mobility Program.  

    a.  Purpose.  The Upward Mobility Program (UMP) is designed to provide lower-graded employees who lack qualifications, but who have the potential for performing higher-graded work, with an opportunity to compete for higher-graded positions.  The program is aimed at GS-8 and below and WG equivalent employees in noncareer program positions and nonprofessional positions.

    b.  Supervisory Support.  Supervisors are encouraged to develop positions that provide selected individuals an opportunity to acquire needed training and experience.  When a noncareer program, nonprofessional, or nonsupervisory vacancy affording growth opportunity occurs, it should be considered for restructuring to accommodate UMP goals.  Restructuring means that the higher level duties are temporarily removed from the position and the grade is reduced to a lower entry grade level (one or more grades).  The employee must be qualified at the entry level, not at the higher target grade level for the position.

    c.  Hiring and Training.  UMP positions are announced and participants competitively selected through the MPPP.  The vacancy announcement indicates the entry level and the target level of the position.  Interested employees may apply following the same procedure used when applying for positions without promotion potential.  The supervisor selects from the group of applicants certified by the CPOC.  After selection, a training plan is developed to provide the trainee with needed on-the-job experience and formal training.  If the employee progresses satisfactorily, promotion may be made without further competition through any appropriate grade levels to the target grade, at the end of specified time frames.  Further information regarding the UMP is found in CAC & FT LVN Pam 690-10 or may be obtained from the CPAC, Training and Development.

9.  Employee Complaints.  Complaints involving placement or promotion processes may be filed under the appropriate complaint or grievance procedures.  Employees who believe there has been illegal discrimination may choose to file either an EEO complaint or a grievance, but not both.  Nonselection from among a group of properly ranked and certified candidates is not an appropriate basis for a formal complaint or grievance.  If employees have questions regarding a placement or promotion process, they should discuss the situation with their supervisors.  If the supervisor is unable to satisfactorily answer the questions, it is recommended that the employees make an appointment to talk with the personnel specialist who serviced the action, or with the supervisor who made the selection.

Chapter IX

REDUCTION IN FORCE

1.  Policy.

    a.  It is the policy of DA and this installation to avoid reduction-in-force (RIF) actions to the maximum extent possible.  Management at all levels will take all appropriate actions to avoid or minimize the impact of required reductions.

    b.  Employees and employee organizations will be informed of firm plans and specific details of RIF as soon as possible, consistent with security limitations and good management principles.

2.  When RIF Procedures are Used.  RIF procedures are used whenever employees are to be released from their competitive level (forced out of a current position) by means of separation, demotion, or reassignment.  They are released when their current positions are abolished or when they are displaced by other employees with higher retention standing whose positions were abolished.  Causes of such actions include lack of work, shortage of funds, planned reorganizations, or the exercise of reemployment or restoration rights.  

3.  Responsibilities.  Management officials and supervisors determine when reductions in personnel must be made, the areas and functions where positions are to be eliminated, and the specific positions to be eliminated.  Usually, management officials at higher headquarters determine when reductions must be made; and local managers or supervisors determine the specific positions to be eliminated.  Once these management decisions are made, the Civilian Personnel Advisory Center (CPAC), and the Southwest Civilian Personnel Operations Center (CPOC) are responsible for conducting the RIF.

4.  Procedures.

    a.  Competitive Areas and Levels.  All positions are assigned to specific competitive areas based upon established geographic and organizational considerations.  Within each competitive area, positions are assigned to specific competitive levels.  Competitive levels are assigned to positions when they are first established and whenever a position is significantly revised.  Competitive level determinations are made by personnel specialists, but management officials and functional experts may be asked to provide pertinent information. When a position is assigned a competitive level that is also assigned to other positions, it means that these positions are so similar in all important aspects that movement from one position to another can be readily accomplished without significant training and without unduly interrupting operations.  Positions assigned to a particular competitive level are always in the same competitive area, pay category (e.g., GS, WG, etc.), grade level, and occupational series.

    b.  Retention Standing.  Each employee's standing in a RIF is based on tenure of appointment, veteran preference, length of service, and official performance rating creditable for RIF purposes.  A retention register is developed listing employees within a subgroup (e.g. AD, A, or B) based upon their length of service and performance rating creditable for RIF purposes.  The basic outline of a retention register is given below.  Employees are then arranged according to their standing (subgroup) within their competitive level and competitive area on retention registers.  It should be noted that the term "veteran," as defined in RIF regulations, generally excludes retired military personnel.  There are also special restrictions on the type of service-connected disability which qualifies for subgroup AD.  Release of employees from a competitive level is accomplished in reverse order (lowest category first) with Group I, Subgroup AD, being the highest category.

        (1)  Group I:  Career employees not serving initial probation.

        (a)  Subgroup AD:  Veterans with service connected disability of 30 percent or more.

        (b)  Subgroup A:  All other veteran preference eligibles.

        (c)  Subgroup B:  Nonveteran preference eligibles.  (This includes most retired military personnel.)

        (2)  Group II:  Career-conditional employees, career employees in obligated positions, and employees serving probation.  These employees are divided into subgroups as in group I above.

        (3)  Group III:  All other employees broken down into the same subgroups as group I above.

    c.  Bumping and Retreating.  The right of an employee to a position offer under RIF is based upon very complex procedures.  The commonly used terms concerning basic placement rights are "bumping" and "retreating."  Bumping is the displacement of one employee by another employee in a higher group or subgroup.  Retreating is the displacement of an employee in the same subgroup with lesser length of creditable service by an employee who formerly occupied the position or an essentially identical position.

    d.  Making an Offer.  If there are two or more positions at the same grade level which an employee could be offered, the CPAC and CPOC determine which position to offer the employee.  An employee has no right to pick and choose an offer.  The result of the declination of an offer is usually separation (or retirement if the employee is eligible).

    e.  Advance Notice.  If employees are affected by RIF, they will receive advance written notice of at least 60 days.  The advance notice will indicate the employees' rights and placement offer, if any.  The notice will also indicate who the employee should contact for additional information.

5.  Programs to Aid Employees.  There are several programs to aid employees who are separated or changed to lower grade as a result of RIF.  Among these are: Retained Grade and/or Pay, DOD Priority Placement Program, Reemployment Priority, eligibility for severance pay, and eligibility for discontinued service retirement.  The CPAC will explain eligibility requirements and employees' rights under these programs to an employee who is adversely affected by a RIF.

CHAPTER X
LABOR MANAGEMENT RELATIONS

1.  Policy.
    a.  Chapter 71, Title 5 of the U.S. Code governs the Federal Service Labor-Management  Relations Program.  The purpose of the law is to ensure employees' rights to organize and bargain collectively, safeguard the public interest, contribute to the effective conduct of public business, and encourage the amicable settlement of disputes between employees and their employers involving conditions of employment.

    b.  No interference, restraint, coercion, or discrimination will be practiced by any supervisor or managerial executive to encourage or discourage membership in any labor organization.  All managerial executives and supervisors are expected to demonstrate an affirmative willingness to carry out the requirements of the law.  It is essential, therefore, that all levels of staff and line management become thoroughly acquainted with the provisions of this chapter and that all members of the civilian work force be informed of their rights and obligations.  Training is available from the CPAC, Labor Relations Officer.

    c.  Employees shall have and shall be protected in the exercise of the right, freely and without fear of penalty or reprisal, to form, join and assist any labor organization or to refrain from any such activity.  However, employees will not engage in any activity as members, officers, or representatives of a labor organization that is in conflict with their official responsibilities.

    d.  Vital and contrasting attitudes are needed to make the Labor-Management Relations Program a success.
        (1)  Management representatives must, from one perspective, accept the philosophy of unionism as outlined in the law.  This involves recognizing unions, accepting the legitimate role of unions, and accepting that employees must have voice in determining personnel policies and working conditions affecting them.  In contrast, however, management representatives must also be management-oriented and identify with management.  This does not mean taking an anti-union stance, but rather expressing and representing the legitimate interests of management.  The productivity and morale of employees and the efficiency of the Federal service will be improved by the presence and practice of these attitudes.

        (2)  Recent developments in labor relations have emphasized that management and unions should work together in a spirit of partnership to establish and achieve common goals and interests wherever possible.  Increased emphasis has been provided on training management and union officials in alternative methods of dispute resolution.  Negotiating and resolving disputes by use of "win-win" bargaining and consensus principles are encouraged.

2.  Local Labor Organizations, Bargaining Units, and Negotiated Agreements.
    a.  Bargaining Units.  Most nonsupervisory employees in activities serviced by the Fort Leavenworth Civilian Personnel Advisory Center (CPAC) are included in a bargaining unit certified for representation by a labor union.  Management officials, supervisors, and union officials are responsible for conducting their business in accordance with the labor law, civilian personnel regulations and the provisions of the negotiated agreement (contract).  Supervisors, management officials, guards, and employees engaged in personnel work in other than a purely clerical capacity are excluded from coverage.

        (1)  The American Federation of Government Employees (AFGE) Local 738.  This bargaining unit consists of appropriated fund, nonsupervisory employees, including professional employees, in the Combined Arms Center & Fort Leavenworth and most of the tenant activities.  A negotiated agreement is in effect between AFGE, Local 738, and the commanders of activities who have employees in the bargaining unit.

        (2)  The American Federation of Government Employees (AFGE) Local 738-NAF.  The Fort Leavenworth nonsupervisory non-appropriated fund (NAF) employees are included in this bargaining unit.  A negotiated agreement is in effect between AFGE, Local 738-NAF, and the installation commander.

    b.  Negotiated Agreements.
        (1)  A negotiated agreement is a set of guiding principles, rules, working conditions, personnel policies and practices, which affect the supervision of bargaining unit employees.  While the application and implementation of the agreement is a total management responsibility, the first-line supervisor bears the greatest and most crucial burden.  Applying the words and phrases in the written agreement in accordance with the meaning and intent negotiated by management and the union can become difficult in daily work situations.  The union will "police" the agreement to ensure management adheres to the provisions of the agreement.  Similarly, supervisors are expected to "police" the agreement to see that employees and the union's representatives comply with the provisions of the agreement.  Poor contract administration leads to sustainable grievances, unfair labor practices (ULP), a poor labor-management relationship, impaired employee morale, and reduced efficiency.

        (2)  "Past practice" is an important concept in contract administration.  It is defined as "an unwritten rule based upon a longstanding pattern of conduct."  Past practice usually evolves where the agreement language is ambiguous and, or supervisory control is lax.  Past practice is important because current agreements provide for binding arbitration as the terminal step of the grievance procedure.  If and when arbitrators render an award, they will look not only at the agreement, but also at any past practices being observed by both parties.  Conceivably, by not applying the agreement as written, supervisors can distort the intent of what was actually negotiated.  While it may not always be detrimental, allowing past practice situations to occur may erode the effect of agreement language very important to management.
        (3)  No labor agreement can cover everything or anticipate future situations that may arise.  Supervisors will often find themselves being asked to make decisions on a day-to-day basis about subjects not specifically covered in the agreement.  Supervisors should recognize that this will happen, accept it as a common and not undesirable part of the labor-management relationship, and be prepared to deal with a wide variety of subjects affecting employees and their conditions of employment not covered in the agreement.  In these situations the CPAC Labor Relations Officer can offer assistance.
3.  Union/Employee Rights and Responsibilities.  Supervisors should be aware that the law mandates certain rights and responsibilities for employees and recognized unions.

    a.  Employees have the following mandated rights:

        (1)  To form, join, or assist any labor organization, or to refrain from such activity freely and without fear of reprisal.  These rights include the option of serving as a union representative, presenting the views of the union, and bargaining with the respect to conditions of employment through their chosen representatives.

        (2)  To authorize the payment of union dues through payroll deduction.  Any such allotment shall be made at no cost to the employee or the exclusive representative, and may not be revoked for one year unless the employee leaves the represented bargaining unit, or is expelled from union membership, or the union loses recognition.  Supervisors are not eligible for payroll deduction of union dues because they are excluded from representation by the union.

        (3)  To be represented by the union at any investigative meeting conducted by an agency official if the employee reasonably believes that the examination may result in disciplinary action and if the employee requests representation.
    b.  The Union has the following rights:
        (1)  To be the exclusive representative of employees in the bargaining unit.  The union is entitled to exclusively act for and negotiate collective bargaining agreements covering all employees in the unit.  The union must represent these employees whether or not they are dues-paying members.

        (2)  To be represented at any formal discussion between agency representatives and unit employees (or their representatives) concerning any grievance, personnel policy or practice, or other general condition of employment.  The union has the right to present its views to management on matters of concern to its members, to raise appropriate matters for discussion with management, and to be consulted by management on matters of concern to the organization.

        (3)  To be the representative of employees in grievances under the negotiated grievance procedure. Union representation rights do not prevent an employee from being represented by persons other than the union in forums outside the negotiated grievance procedure and the agreement.

    c.  Internal Union Business.  Labor organization membership meetings, soliciting memberships, campaigning for labor organization officers, conducting elections for labor organization officers, and other activities concerned with internal management of a labor organization will be conducted outside regular working hours.  Petitions for decertification elections may not be circulated among employees during regular working hours.

4.  Management Rights and Responsibilities.  

    a.  General.  Management has been provided an extensive list of rights under the law to assure efficient and effective conduct of operations and accomplishment of the mission.

    b.  Scope of Bargaining.
        (1)  Management retains the following rights under the law:
        (a)  To determine the mission, budget, organization, number of employees, and internal security practices of the agency.

        (b)  To hire, assign, direct, layoff, and retain employees in the agency or to suspend, remove, reduce in grade or pay, or take other disciplinary action against such employees.

        (c)  To assign work, to make determinations with respect to contracting out, and to determine the personnel by which agency operations shall be conducted.

        (d)  With respect to filling positions, to make selections for appointments from among properly ranked and certified candidates for promotion or any other appropriate source.

        (e)  To take whatever actions may be necessary to carry out the agency mission during emergencies.

        (2)  Under the law, management may choose to negotiate or not negotiate over the numbers, types, and grades of employees or positions assigned to any organizational subdivision, work project, or tour of duty; and the technology, methods, and means of performing work.  To encourage better operational efficiency and mission accomplishment through partnering, Presidential directive generally mandates bargaining over matters pertaining to these rights if the union requests bargaining.

        (3)  The following principles will guide management in the exercise of statutory rights.

        (a)  Procedures for implementation and impact (I & I) of management decisions are negotiable.

        (b)  Management's right to discipline employees has to be balanced against the right of employees to be protected against arbitrary, discriminatory, and inequitable treatment.

        (c)  Employees and the union must be provided the opportunity to grieve and seek redress of management's personnel decisions and actions, but only after management acts.

    c.  Consultation Responsibility.

        (1)  Management can do a better job when the union is involved in matters of mutual concern.  Where a matter is appropriate for negotiation, this involvement can be achieved through informing or consulting with the union.  In either case, management must constantly be aware of its responsibility to protect the public interest, the rights of the employees, and the union's responsibility to represent the employees under exclusive recognition.

        (2)  In addition to developing procedures for implementing management decisions and dealing with possible adverse impact of those decisions, matters appropriate for consultation or negotiation with recognized labor organizations shall include policies and practices affecting working conditions, including but not limited to such matters as safety, parking, labor-management cooperation, employee services, methods of adjusting grievances, appeals, promotion plans, and demotion practices.

    d.  Contractual Rights.  Provisions, procedures and contractual rights negotiated by the agency and the union, in addition to the basic employee and union rights contained in the law, must be fully honored.  Failure by management officials and supervisors to honor such rights will result in unnecessary and time-consuming grievances and ULP charges.

5.  Arbitration and Unfair Labor Practices.
    a.  Arbitration.  The dispute resolution procedures in the negotiated agreements currently in effect at Fort Leavenworth include a final step of binding arbitration, the cost of which is borne equally by the union and management.  An arbitrator is jointly chosen by management and the union.  The arbitrator's decision, after conducting a formal hearing, is final and binding.

    b.  Unfair Labor Practices (ULP).
        (1)  The independent Federal Labor Relations Authority (FLRA) resolves negotiability questions and ULP charges.  ULPs by either management or union are prohibited under the law.  Supervisors must avoid complaints and the possible consequences of causing the commander to be judged guilty of committing a ULP.  The CPAC Labor Relations Officer can provide guidance in this area.

        (2)  Management may not:
        (a)  Interfere with, restrain, or coerce employees in exercising their rights under the Labor Relations Program.

        (b)  Encourage or discourage union membership.

        (c)  Sponsor, control, or assist a labor organization.

        (d)  Discipline or otherwise discriminate against employees for filing a complaint or petition, or for testifying.

        (e)  Refuse to consult or negotiate in good faith.

        (f)  Fail or refuse to cooperate in negotiation impasse procedures or decisions.

        (g)  Enforce a rule which conflicts with the collective bargaining contract if the contract was in place before the rule was issued.  The procedures and impact of implementation must be negotiated.

        (h)  Fail or refuse to comply with any provision of the Federal Labor Relations Law.

        (3)  Union officials may not:
        (a)  Interfere with, restrain, or coerce employees in exercising their rights.

        (b)  Cause, or attempt to cause, management to discriminate against employees in exercising their rights.

        (c)  Coerce, punish, or attempt to take reprisal against a union member to hinder work performance or productivity.  

        (d)  Discriminate in regard to membership or in representation of employees.

        (e)  Refuse to consult or negotiate in good faith.

        (f)  Fail or refuse to cooperate in impasse procedures or decisions.

        (g)  Call, participate in, or condone a strike, work stoppage, slowdown, or picketing which interferes with an agency's operations.

        (h)  Fail or refuse to comply with any provision of the Federal Labor Relations Law.

Chapter XI
TOTAL ARMY PERFORMANCE EVALUATION SYSTEM (TAPES)

1.  Purpose.  Performance management is the systematic process of integrating performance, pay, and awards systems to improve individual and organizational effectiveness in the accomplishment of Army's mission and goals.  This chapter discusses major components of TAPES, the Department of the Army's system for planning and appraising performance of civilian employees, including the linkage of performance with pay benefits and job security.  More complete regulatory guidance is found in AR 690-400, Chapter 4302, and DA Pam 690-400.  

2.  Objectives.  TAPES is designed to improve performance of Army personnel by:

    a.  Communicating organizational goals and priorities, and Army values to employees.

    b.  Establishing individual expectations for performance that reflect organizational goals and priorities.

    c.  Facilitating frequent discussions between employee (ratee) and rating supervisor (rater) about performance, expectations, professional development, and DA values and ethics.

    d.  Fostering a work environment where all consider themselves important members of the Army team, and where they are recognized for achievements and encouraged, challenged, and assisted to seek continuous improvement.

    e.  Requiring annual written individual performance evaluations which provide an accurate assessment for ratees to use in monitoring their own progress, and for supervisors and managers to use in making decisions involving pay, training, rewards, reassignments, promotions, reductions in grade, retention, reductions in force, and removal.

3.  Applicability.  TAPES applies to all permanent civilian employees in both the competitive and excepted service and those in temporary positions expected to exceed 120 days in length.

4.  Responsibilities.  Performance management is an inherent responsibility for everyone in positions of leadership.  However, those being rated, developed, and recognized through the performance management system also have significant responsibilities.

    a.  Commanders and Activity Directors are responsible for monitoring the success of TAPES to ensure the system is applied fairly and consistently in accordance with laws, rules, and regulations, and that all members of the management chain support the spirit and processes of TAPES.

    b.  Senior Raters are responsible for communicating organizational goals and for setting and exhibiting the level of performance expected, including DA values and ethics.  The requirement for higher level review, senior rater comments, and signature on TAPES forms for civilian employees at Fort Leavenworth is limited to issuance of summary ratings of Level 5 (Unsatisfactory) assigned by subordinate raters.  

    c.  Raters are normally the immediate supervisors who assign and monitor the daily work and performance of subordinate employees.  They discuss with their employees organizational goals and priorities, DA values, performance assessments, and professional development plans, and develop performance plans for each rating period with the collaboration of the ratee.  At a minimum, documented performance-related discussions are required at the beginning and the mid-point of each rating period.  Additional performance discussions should be conducted where warranted.  Raters prepare timely written performance appraisals that describe specific accomplishments and accurately assess the ratee's performance when compared to documented expectations, and make appropriate performance award recommendations.

    d.  Ratees are responsible for learning what is expected of them in their positions; for discussing with the raters their ideas and suggestions about the work, Army values, and professional development goals, and for performing to the best of their abilities.  They are expected to inform their supervisors when questions or concerns related to their work occur, when they have suggestions for work improvement, and when input is requested in developing performance plans.  They are expected to provide timely input to their raters on their accomplishments for use in preparing performance appraisals.

    e.  The CPAC is responsible for providing guidance and assistance to supervisors in executing their daily performance management responsibilities, for informing all employees of the processes and requirements of TAPES, and for accomplishing technical review of performance rating documents prior to submission to the Southwest Civilian Personnel Operations Center (CPOC) for entry into the automated personnel data base and maintenance in the Employee Performance Files (EPF).

5.  TAPES Systems.  TAPES is comprised of two systems:  the base system and the senior system.  The following guidance emphasizes key components of both systems.

    a.  The Base System covers employees in the following pay plans and grades:  WL, WG, WS/GS-8 and below (excluding career interns) and equivalent levels in other pay plans.  DA Forms 7223 and 7223-1 are used to record performance expectations and evaluations.

    b.  The Senior System covers employees in the following pay plans and grades:  ES, GM, WS/GS-9 and above, employees in equivalent pay plans and grades, and career interns.  DA Forms 7222 and 7222-1 are used to record performance expectations and evaluations.

    c.  Written performance plans are required for all employees.  Performance plans document expectations based on organizational mission and goals and should be consistent with the types of duties and responsibilities assigned in the official job descriptions.  The plans are implemented by the rater within the first 30 days of each rating period.  Whenever a subordinate rater issues a summary rating of Unsuccessful (fails in ore or more of the performance standards or objectives), the senior rater must review and approve the rating.  Therefore, all DA 7223-1s and DA 7222-1s must identify a complete rating chain, to include a senior rater.  The senior rater is not, however, required to approve (or initial) the DA 7223-1 or 

DA 7222-1 in advance.  Identification of the senior rater ensures that all parties know who must review and approve an Unsuccessful rating.  Although ratees are encouraged to participate fully in developing performance plans, unresolved differences may necessitate that raters exercise their authority to implement performance plans without the ratee's signature.

    d.  Annual performance appraisal periods are established for 12 months, but may be extended or shortened for individual situations.  The minimum rating period is 120 days during which the ratee performs under an assigned DA 7222-1 or DA 7223-1.

        (1)  Senior System ratees normally receive annual performance ratings either for the period 1 July through 30 June (pay plans and grades GM, GS/WG-13 and above or equivalent levels in other pay plans), or for the period 1 November through 31 October (pay plans and grades WS/GS-9 through 12 or equivalent levels in other pay plans except WL and WG).

        (2)  Base System ratees normally receive annual performance ratings for the 12-month period which precedes the 15th day of their birth month.

        (3)  Career interns are rated annually as of their entry on duty date until they complete the intern program, at which time they are phased into the appropriate Senior System rating cycle.

    e.  Extended annual performance appraisal periods can be requested by memorandum from the rater to the CPAC, Management Employee Relations (MER), explaining the reason the extension is needed.  Extensions will be approved when necessary to allow a ratee to work the minimum 120 days under an approved performance plan before being rated, e.g., when the ratee has been on extended absence and did not complete the 120-day minimum period before the end of the rating cycle, or when an approved performance plan was delayed or not developed due to administrative oversight.  Extensions may also be approved when the ratee is being assisted under a formal Performance Improvement Plan (PIP).

    f.  Shortened annual appraisal periods are appropriate in limited circumstances, including the following:

        (1)  When a ratee begins a new position and by the end of the rating cycle has worked 120 days under an approved performance plan.

        (2)  When there is a change in rater or the employee leaves the position during the final 120 days of the rating period, and the ratee has worked 120 days under an approved performance plan.

        (3)  When the ratee has been serving in a temporary promotion for at least 120 days at the end of the rating cycle, the rater of the position to which temporarily promoted prepares the annual appraisal.

    g.  Special appraisals are given for purposes other than the end of the annual rating cycle, e.g., when employees are detailed for 120 days or more, when raters terminate their rating responsibilities, when ratees leave their positions.  Special appraisals are considered by the rater when completing the annual appraisal and are attached to and forwarded with the annual appraisal to the CPAC.

    h.  Change of Rater.  When there is a change of rater prior to the end of the rating period, either a special or an early annual appraisal is completed provided the ratee has performed for at least 120 days under an approved performance plan.  To help determine which is required, the normal one year (12 month) rating period can be considered as three 120-day segments.  If the rater changes during the middle 120-day segment, a special appraisal may be completed to provide the new supervisor with information to help prepare the annual rating.  If the change occurs during the final 120-day segment, an early annual appraisal must be completed, and the next rating period begins at that point and extends to the end of the normal cycle.

    i.  Probationary or trial periods are required for new employees who have never completed a probationary period, for an employee subject to a probationary period as a result of selection from an Office of Personnel Management (OPM) Certificate of Eligibles, and for a supervisor or manager who is serving an initial appointment to a supervisory or managerial position.

        (1)  Raters should closely monitor the performance of probationary employees to determine their overall suitability and ability to effectively perform the work.

        (2)  Specific information and assistance should be given to probationary employees when deficiencies are discovered so that the employee has time to demonstrate adequate improvement during the probationary period.

        (3)  The decision to terminate the appointment of an employee on a probationary appointment or to return a probationary supervisor to a nonsupervisory position can be made any time during the one year probationary period.  To ensure appropriate employee notification, such decision should not be deferred until the end of the probationary period.  The CPAC, MER, will provide the supervisor with guidance on effecting such action.

    j.  The due date for annual appraisals to reach the CPAC is NLT than 45 days after the end of the rating period.  Supervisors must ensure that the rating process occurs properly and timely.  The CPAC monitors submission of appraisals and notifies activity resource management offices of appraisals that are delinquent.

    k.  Rating of record is the overall performance rating assigned to the annual appraisal, and is filed in the ratee's EPF. 

    l.  Senior System Rating Determination.

       (1)  Individual performance objectives serve as the critical elements to be evaluated.  They are developed through joint discussion between the rater and ratee and are then documented on DA Form 7222-1 as performance expectations for the rating period.

       (2)  Objective ratings are assigned by the rater for each objective in the performance plan which the rater determines is ratable.  The rater must annotate the objective rating on the DA 7222-1 using one of following objective ratings is assigned:  Excellence (E), Success (S), Needs Improvement (NI), Fails (F), or Not Rated (NR). 

        (3)  Overall ratings are determined by tabulating the individual objective ratings assigned to derive a rating of Successful Level 1, Successful Level 2, Successful Level 3, Fair, or Unsuccessful.  The overall rating is an assessment of actual demonstrated performance, not potential, as follows:

        (a)  Successful Level 1.  An employee with no supervisory duties is rated Excellence in 75 percent or more of rated objectives and Success in the remaining nonsupervisory objectives.  An employee with supervisory duties is rated Excellence in 75 percent or more of rated objectives, including Excellence for either Organizational Management/Leadership or EEO/AA.

        (b)  Successful Level 2.  An employee with no supervisory duties is rated Excellence in 25 percent to 74 percent of rated objectives and Success in remainder.  An employee with supervisory duties is rated Excellence in 25 percent to 74 percent of rated objectives, including Excellence for either Organizational Management/Leadership or EEO/AA.

        (c)  Successful Level 3.  An employee is rated Excellence in 1 percent to 24 percent of rated objectives and Success in the remainder.  An employee with supervisory duties is rated Excellence in any number of rated objectives but Success in both Organizational Management/Leadership and EEO/AA.

        (d)  Fair.  An employee is rated Needs Improvement in 1 or more rated objectives.

        (e)  Unsuccessful.  An employee is rated Fails in 1 or more rated objectives, regardless of ratings assigned to remaining objectives.

    m.  Base System Rating Determination.
        (1)  The predetermined DA Responsibilities and Performance Standards printed on DA Form 7223-1 are used to evaluate the success achieved by ratees in performing their assigned work.  Written objectives are not required in the Base system performance plan, although specific expectations of performance should be discussed with the ratee and documented as "Key Points" on the Counseling Checklist/Record.

        (2)  Ratings of the predetermined responsibilities as:  Excellence, Success, Needs Improvement, or Fails.  Written bullets or short statement examples of work performed are required for all ratings other than Success, and are encouraged for Success ratings.

        (3)  Overall performance ratings are assigned by tabulating the ratings for responsibilities to derive a rating of Successful Level 1, Successful Level 2, Successful Level 3, Fair, or Unsuccessful.  The overall rating is an assessment of actual demonstrated performance, not potential, as follows:

        (a)  Successful Level 1.  An employee with no supervisory duties is rated Excellence in 3 or more of the nonsupervisory responsibilities and Success in the remainder.  An employee with supervisory duties is rated Excellence in 4 or more responsibilities, at least one of which must be either Supervision/Leadership or EEO/AA, and Success in the remainder.

        (b)  Successful Level 2.  An employee with no supervisory duties is rated Excellence in 1 or 2 of the nonsupervisory responsibilities and Success in the remainder.  An employee with supervisory duties is rated Excellence in 2 or 3  responsibilities, one of which must be either Supervision/Leadership or EEO/AA, and Success in the remainder.

        (c)  Successful Level 3.  An employee with no supervisory duties is rated Success in all rated responsibilities.  An employee with supervisory duties is rated Excellence in 1 or more nonsupervisory responsibilities and Success in both Supervision/Leadership and EEO/AA or is rated Success in all nonsupervisory responsibilities and Excellence in either Supervision/Leadership or EEO/AA.

        (d)  Fair.  An employee is rated Needs Improvement in 1 or more rated responsibilities.

       (e)  Unsuccessful.  An employee is rated Fails in 1 or more rated responsibilities, regardless of ratings assigned to remaining responsibilities.   

    n.  Values  are an important part in the TAPES process.  The values block is provided for the rater to discuss with the ratee the meanings of the DA values:  Loyalty, Duty, Respect, Selfless Service, Honor, Integrity, and Personal Courage.  The intent is to allow the rater to document positive aspects of the ratee's contributions that do not necessarily result in work output.  Caution must be used to avoid misusing the values block by listing remarks which raise questions or criticize the ratee about matters which should be corrected through appropriate procedures to correct misconduct or performance deficiencies.

    o.  Performance counseling is an ongoing process of communication between rater and ratee to enhance mutual understanding of expectations and the ratee's performanc.  At a minimum, a counseling session will be conducted and documented within 30 days after the beginning of the rating period or after assignment to a new position or new supervisor, and again at the midpoint of the rating cycle.  Performance counseling should highlight areas of success and achievement, as well as any areas where improvement is needed.

    p.  Performance which clearly exceeds expectations may serve as the basis for a performance award. Employees may be considered for monetary performance awards based upon ratings of Successful Level 3 or higher.  To nominate an employee for a performance award, a copy of the front page of the completed performance appraisal is annotated.  (See Chapter 14 for detailed instructions for award nominations.)  Employees should not be informed of a pending award since approval of an award nomination can be delayed or denied for various reasons.

    q.  Performance which "Needs Improvement" in one or more responsibilities or objectives at any time during the rating cycle should alert the rater to counsel the ratee and provide assistance necessary for improvement before more serious performance deficiencies occur.

    r.  Performance which fails to meet expectations must receive immediate attention  If at any time during the rating period a ratee fails to successfully meet one or more responsibilities or objectives, they must be informed in writing of their specific failure to meet performance expectations and be provided guidance, assistance and a reasonable opportunity to improve their performance.  The rater should contact the CPAC, MER, for guidance before taking any of the actions listed below.  Ratees who have not completed their probationary period should be informed that their employment may be terminated if they fail to meet documented performance expectations during probationary status.  Employees serving probationary periods for new supervisors will be returned to a nonsupervisory position if they fail to meet expectations related to supervisory responsibilities.  A nonprobationary ratee who fails to meet a responsibility or objective must be given a formal 90-day Performance Improvement Plan (PIP) outlining counseling, training, and other assistance the rater will provide to the assist the ratee to achieve acceptable performance.  Nonprobationary ratees who do not improve during the PIP or who fail to sustain improvement for at least a year will be reassigned, reduced in grade, or removed from Federal service.  

     s.  Seeking reconsideration of ratings is done through the grievance procedures (see Chapter 13). 

6.  Within-grade Increases (WIGI).  The WIGI is directly linked to employee performance.  WIGIs are granted based on performance at an acceptable level of competence (ALOC) and completion of required waiting periods.

    a.  A WIGI will be granted if the employee demonstrated an ALOC by receiving a performance appraisal rating of Successful Level 3 or higher within the previous 12 months, and is still performing at that level at the time the WIGI is due.  If the employee is performing at an ALOC, but has not received a performance rating during the last 12 months, the supervisor must complete one.  A WIGI will not be granted for a performance appraisal below Successful Level 3.  Any action to deny or delay a WIGI must be coordinated in advance with the CPAC, MER.

    b.  For a GS employee, the WIGI will be denied if the employee's current annual performance appraisal is below Successful Level 3, or if, despite being rated Successful Level 3 or higher, the supervisor determines that subsequent performance has dropped below the ALOC.  With assistance from the CPAC, MER, the supervisor must provide the employee with written notice of denial as soon as possible after the due date of the WIGI.  If the current annual performance appraisal does not accurately show the current level of performance, an appraisal documenting the current level of performance must be prepared.  Once a WIGI has been denied, the supervisor can, after a minimum of 120 days, document that the employee's performance has improved to the Successful Level 3 or higher and recommend that the WIGI be granted at that time.  The supervisor must make a new ALOC determination within 52 weeks following the original WIGI date to grant or deny the WIGI.

    c.  For a GS employee, the WIGI may be delayed if the supervisor determines that the employee's performance is currently below the ALOC, but the employee has not worked under an approved performance plan for at least 120 days.  The supervisor must provide written notice of the delay to the employee as soon as possible after the due date of the WIGI and include the specific reasons for the delay and implement an approved performance plan.  A performance appraisal will be accomplished at the end of 120 days and, if the employee is 

determined to be performing at Successful Level 3 or higher, the WIGI will be granted retroactively to the original due date.  If the employee has failed to meet the ALOC, the supervisor will provide written notice denying the WIGI and include specific reasons for the denial.

    d.  For a Federal Wage System (not GS) employee, the WIGI will be denied if the employee's current annual appraisal is below Successful Level 3.  

Chapter XII

EFFECTIVE DISCIPLINE

1.  Constructive Discipline Policy.

    a.  Preventing Problems.  One of a supervisor's primary responsibilities is to establish and maintain a work environment where infractions of rules or other misconduct are unlikely to occur.  A positive work environment can help to minimize disciplinary actions.  The following are supervisory practices which promote a positive work environment through effective supervisor-employee relationships:

        (1)  Practicing good human relations.  Supervisors should be skillful in practicing good human relations, including tact, consideration, timely communications, fairness, and interest in concerns of employees.  These practices help supervisors maximize cooperation from employees.

        (2)  Providing specific instructions.  To perform well, employees must know what is expected.  Therefore, supervisors should provide clear instructions and communicate realistic standards for satisfactory employee performance and conduct.

       (3)  Maintaining consistent standards.  For appropriate reasons, supervisors sometimes ignore instances where employees deviate from normal standards of performance or conduct.  However, excessive leniency may produce disciplinary problems

    b.  Corrective Actions.  When an employee violates standards of conduct or displays any other inappropriate behaviors which impact or have the potential to impact negatively on government operations (either at work or off duty), the supervisor must determine the best course of action to prevent recurrence.  The decision to take a disciplinary action should have a constructive effect to encourage the highest level of professional discipline and morale among all employees.  Appropriate discipline should:

        (1)  Be timely.  The effectiveness of discipline diminishes in proportion to the time allowed to elapse between the offense and the corrective action taken.

        (2)  Establish a clear nexus between the misconduct and the employee's Federal employment.  Off-duty behavior which adversely impacts on government operations or the reputation of the employer may form a nexus.

        (3)  Fit the severity and circumstances of the misconduct.  A less severe situation should receive less severe discipline.

        (4)  Be progressive.  Less severe discipline should be considered for a first offense than for repeated offenses.  However, a more severe disciplinary measure may be warranted depending on the circumstances and seriousness of the offense.

    c.  Range of Penalties.  DA provides a Table of Penalties for particular offenses (www.cpol.army.mil/).  The range of the discretionary penalties listed is to be used as a general guide in administering discipline to ensure that comparable disciplinary actions are taken for comparable offenses.  Substantial deviation from the suggested penalties must be carefully evaluated and fully explained in writing to the employee.  Penalties for offenses not listed in the table are determined on a case-by-case basis by making a reasonable comparison with those listed, in coordination with the Civilian Personnel Advisory Center (CPAC), Management-Employee Relations (MER).

    d.  Alternative Discipline Agreements.  In some cases, formal discipline may be considered too severe or too administratively costly for the misconduct, while informal discipline, such as verbal counseling or warning may be too lenient.  A more productive corrective action might be to construct a written alternative discipline agreement.  Under such agreement, the employee is offered the choice between formal discipline or accepting responsibility for the misconduct.  The employee agrees that if similar behavior occurs in the future disciplinary action will be administered and waive any rights to grieve or appeal.  In return, the supervisor agrees not to process formal discipline.  The result may be a "win-win" resolution.  The employee may have more commitment to improve, retain less anger about discipline received, and avoid loss of pay or permanently damaged work record.  Management may avoid the loss of employee productivity and costly administrative processes and retain the alternative agreement as documentation of misconduct and discipline.  Such alternative discipline agreements must have concurrence of the CPAC and, where applicable, union officials.

2.  Responsibilities for Discipline.

    a.  Management officials are responsible for:

        (1)  Ensuring that employees are given opportunity to familiarize themselves with the standards of conduct expected of them (see Chapter 4).  New and changed standards will be brought to the attention of all employees immediately upon issuance.

        (2)  Encouraging effective self-discipline on the part of employees, ensuring the uniform enforcement of standards of conduct, and initiating appropriate corrective action when necessary.

        (3)  Investigating all facts immediately and thoroughly upon receiving information of possible misconduct.

        (4)  Determining and initiating necessary corrective action appropriate for investigatory findings and to clear employees of false allegations.

        (5)  Providing positive leadership and example to employees serving under their supervision, and promoting a sense of teamwork and responsibility.

        (6)  Providing advice and assistance to employees who are in doubt as to whether a particular action would meet the standards of conduct expected.

        (7)  Treating employees in a fair and equitable manner, avoiding discrimination or favoritism, and conducting operations in a manner which shows proper regard for the dignity of subordinates.

    b.  The CPAC is responsible for:

        (1)  Assisting supervisors where corrective discipline or adverse action may be warranted.

        (2)  Providing clarification regarding standards of conduct, laws, rules, or regulations relevant to individual cases.

        (3)  Reviewing all proposed disciplinary and adverse actions, in light of the facts presented and the total work record of the employee, to ensure that the proposed action is not arbitrary or unreasonable and is consistent with the principles of sound personnel management and regulatory requirements.

        (4)  Assisting management in preparation of letters of reprimand, suspensions, and adverse actions, ensuring compliance with regulatory requirements.

3.  Types of Disciplinary Actions.

    a.  Informal.  Oral counseling/warnings and oral reprimands are the steps in constructive discipline.  Such actions generally involve less serious violations of rules, regulations, standards of conduct, safety, or supervisory/managerial mandates and are kept at the immediate supervisor's level.

    b.  Formal.  Formal discipline is used for more serious or repeated violations and normally consists of written reprimands and suspensions of 14 days or less.  Also included are adverse actions such as longer suspensions, demotions, or removals.  Letters of Reprimand become a temporary part of the employee's Official Personnel Folder (OPF), while suspensions and removals are permanent records.  Although formal disciplinary actions are initiated by immediate supervisors, such actions usually involve more than one level of supervisory authority and cannot be accomplished without close coordination with the CPAC to ensure compliance with laws, rules, and regulations.

4.  Procedures for Taking Disciplinary Action.  When there is reason to believe an employee has violated standards of behavior/conduct or established rules, prompt action is required.  Supervisors should carefully document through memoranda for record (MFR) all meetings and conversations involving the misconduct and consideration of discipline.

    a.  First, get all the facts.  An impartial investigation should be conducted as soon as possible, including examination of all pertinent documents, such as time cards showing AWOL, and hearing the reports of all parties with relevant information.  Before questioning a bargaining unit employee (BUE) concerning a suspected violation, prior notice should be given to the employee that an investigative meeting is scheduled to ask questions about the matter.  Such advance notice will allow the employee to arrange for a union representative to be present for the questioning, if desired.  Employees and their representatives should be treated with professional courtesy and respect, even if their reactions become tense and "robust" at times. 

    b.  Next, weigh the evidence and possible corrective actions.  It should be determined who, if anyone, was at fault and if there were mitigating circumstances.  Grievances and appeals (discussed in Chapter 13) often follow disciplinary actions, and supervisors will be required to show evidence to support their decisions.  The following factors (commonly referred to as the "Douglas" factors) are important considerations when taking corrective action against an employee who has engaged in misconduct.

        (1)  The nature and seriousness of the offense and whether it was intentional, committed maliciously or for gain, frequently repeated, or was technical or inadvertent.

        (2)  The employee's duties, position, and responsibilities in relation to the offense, including whether the position is supervisory or fiduciary, the degree of contact with the public, and the prominence of the position.

        (3)  The employee's total documented employment record, including past offenses, counseling and disciplinary record, past work record and performance appraisals.

        (4)  The likely effect of the offense upon the employee's level of performance in the future, and the effect upon the supervisor's confidence in the employee's performance.

        (5)  Consistency of the penalty with the DA Table of Penalties and with past treatment of similar cases.

        (6)  Notoriety of the offense, or impact upon the reputation of the government as the employer.

        (7)  Clarity with which the employee had been given prior explanation of any rules that were violated, or had been warned previously about the misconduct.

        (8)  Potential for the employee's rehabilitation.

        (9)  Mitigating circumstances, such as unusual job tensions, personality problems, mental impairment, harassment, bad faith, malice or provocation from others involved.

        (10)  Probable adequacy and effectiveness of alternative sanctions to deter such misconduct in the future.

    c.  Next, meet with the employee.  BUEs have the right to union representation.  The discussion should be limited to the circumstances of the violation or incident, the results of the investigation, and the conclusions reached.  Careful consideration should be given to any response from the employee.  If discipline is necessary, one of the following courses of action should be taken:

        (1)  If an informal disciplinary action is determined sufficient, it may take place during the meeting or, if the supervisor prefers to give further consideration to the matter, at a subsequent meeting.

        (2)  If formal disciplinary action is warranted, the employee should be told that formal discipline is being considered, avoiding commitment to a specific type of action. 

    d.  Finalize the appropriate corrective action.  If informal discipline is determined appropriate, all discussions with the employee and others involved should be fully documented by MFR.  Any verbal counseling is documented with a MFR maintained by the supervisor, with a copy given to the employee and signature obtained to document receipt.  If formal discipline is warranted, a memorandum stating the recommended action, the reasons for recommending that action, and all supporting information should be forwarded to the CPAC, MER for regulatory and policy review and the assistance in the preparation of official documents.  For suspension and separation actions, a SF 52 is initiated and forwarded to the CPAC.

5.  Related Actions.  Although the following are not adverse actions, they may impact on the employee's pay or grade:.  

    a.  Furlough is the placing of an employee involuntarily in a temporary status without duties and pay because of lack of work or funds or for other non-disciplinary reasons.  

    b.  Voluntary separations and reductions in rank or pay initiated by the employee do not require the use of adverse action procedures.  However, a normally voluntary action, such as a resignation, optional retirement, or reduction in rank or pay at the employee's request may be considered an adverse action if it is obtained by duress, time pressure, intimidation, or deception.  A third party determines whether an action is voluntary or involuntary not by the form of the action, but by the circumstances that produced it.  

    c.  Reduction-in-force (RIF) may result in adverse actions and is explained in Chapter 9.

    d.  Alcohol and drug abuse.  Army regulations provide for non-disciplinary procedures by which an employee with alcohol or other drug-related problems is offered rehabilitation assistance through the Alcohol and Drug Abuse Prevention and Control Program.  Before considering any disciplinary action for offenses related to alcohol or drug abuse, supervisors should seek guidance from the CPAC.  In some cases, disciplinary action for absenteeism or misconduct resulting from alcohol or drug abuse may be postponed or suspended for employees enrolled in and satisfactorily progressing in an approved rehabilitation program.  

Chapter XIII

GRIEVANCES AND APPEALS

1.  Policy.  Employees who believe they have not received fair and equitable treatment have a right to present their grievances or appeals to appropriate management officials for prompt consideration and equitable decision.  This right may be exercised directly by an employee or through a personal representative.  In exercising this right, the employee and their representative will be unimpeded and free from restraint, coercion, discrimination, or reprisal.  Grieving or appealing employees and their representatives will have full access to relevant information and shall be permitted a reasonable amount of official duty time, if otherwise in a duty status, to prepare and present grievances and appeals.

2.  Grievances.  Dissatisfactions and disagreements will arise occasionally among people in any work situation.  The most constructive and efficient way to resolve such dissatisfactions and disagreements and to develop favorable and effective working relationships is through informal workplace discussions between employees and supervisors.  The success of such discussions depends on the degree to which each person carefully listens to others and seeks the common interest that all can share, i.e., a "win-win" resolution.

    a.  Definition.  Grievances are employees' dissatisfactions with employment conditions caused by management practices and decisions or by other factors in the working environment.  Although any dissatisfaction of an employee should be considered by the supervisor and, where practicable, a resolution sought, not all matters are covered by grievance procedures.

        (1)  Included in coverage of grievance procedures are complaints involving physical environment and facilities, interpretation and application of agency policies, regulations and practices, disciplinary actions, and performance appraisals.

        (2)  Excluded from coverage of grievance procedures are complaints involving the content of policy (unless alleged that local requirements violate those established by higher headquarters), nonselection or promotion from a group of properly ranked and certified candidates, matters under the reserved rights of management to hire, promote, assign, and evaluate employees, and matters specifically excluded by Federal regulation.

    b.  Processing Grievances.  When a grievance surfaces, the supervisor must determine and review the proper procedures.  Grievance procedures have specific procedural and suspense requirements.  The Civilian Personnel Advisory Center (CPAC), Management-Employee Relations (MER), may be contacted for coordination and guidance in procedural matters.

        (1)  Negotiated Procedures.  Employees who are members of an exclusive bargaining unit must pursue their grievances through the procedures established in the applicable negotiated agreement.  Employees' bargaining unit status codes are annotated on their official position descriptions.

        (2)  Agency Procedures.  Employees who are not covered by negotiated grievance procedures must use the Department of Defense Administrative Grievance System (DOD AGS).

        (3)  The Role of the Supervisor.  Failure by the supervisor to give fair and prompt consideration to concerns within the supervisor's control, and to clearly communicate respect and concern for the employee's well-being, will almost certainly lower the quality of those working relationships and foster additional dissatisfaction.  Even when the grievance involves matters outside of the supervisor's direct control, the supervisor is responsible for monitoring the grievance to ensure it is processed properly, fairly, and as expeditiously as possible.

3.  Appeals.  An appeal is a request by an employee for review of an agency action by an outside agency, such as the Merit Systems Protection Board.  Employees may appeal actions such as removal, reductions in force, suspension, furlough without pay, and reduction in pay.  When adverse actions are required, employees are personally notified in writing of the action to be taken and advised of their specific appeal rights and procedures.  Because of the variances in the procedures, a more detailed discussion of appeal rights is not given here.  Complete information and regulatory material is available, upon request, from the CPAC, MER.

CHAPTER XIV

INCENTIVE AWARDS PROGRAM

1.  Policy.
    a.  AR 672-20 establishes the policies and regulations governing the Army Incentive Awards (IA) Program for appropriated fund employees.  The objectives of the IA Program are to:

        (1)  Encourage the fullest participation of civilian employees and military personnel in improving government operations.

        (2)  Recognize and reward civilian employees and military personnel for inventions and scientific achievements above those normally expected which contribute to efficiency, economy, or other improvement of government operations.

        (3)  Recognize and reward civilian employees for superior individual performance and for individual or group special achievements which contribute significantly to the efficiency, economy, or other improvement of government operations.

    b.  Effective administration of an IA Program requires recognition of constructive ideas and meritorious accomplishments.  

    c.  Consistent with Army's Affirmative Employment Program, Commanders, managers, and supervisors will consider the contributions of minorities, women, and other underrepresented groups for monetary or honorary awards, as appropriate.

    d.  Employees should not be informed that they are being nominated for an award. 

    e.  Except under circumstances where the contribution is so extraordinary that recognition with a lesser award would be insufficient, awards should normally follow a progressive sequence of recognition.

    f.  Whenever possible, the service, accomplishments, and performance of both military and civilian members will be recognized at combined awards ceremonies.

    g.  No discretionary monetary or honorary award for performance or achievement will be made to an employee under investigation or pending disciplinary or adverse action based on performance or conduct, or who has received disciplinary action within the preceding 120 days.

    h.  Occasionally, a manager outside an employee's chain of command may wish to nominate the employee for an award.  Such nominations must be coordinated with the employee's immediate supervisor before being submitted by the individual having direct knowledge of the act, service, or achievement.

2.  Approving Officials.  Table 14-1 at the end of this chapter shows the individuals who have been designated by the Commander, CAC, as approving officials.  Tenant activity commanders, or their designees, are the approving officials for their respective organizations.

3.  Incentive Awards Committee (IAC).
    a.  The local IAC is composed of representatives from the major activities.  The committee considers and presents recommendations to the Commander, CAC, concerning:

        (1)  Nominations for cash and honorary awards that exceed the approval authority delegated to subordinate officials.

        (2)  Nominations that are competitive and involve the evaluation of accomplishments of several individuals or groups.

        (3)  Difficult, complex, or controversial nominations.

    b.  The committee assists the Civilian Personnel Advisory Center (CPAC) in planning and evaluating program activities, determining aspects of the program to be given special emphasis, implementing new program features, and improving local administration.  It also evaluates program effectiveness, including adherence to equal employment opportunity principles.

4.  Eligibility for Awards.  Table 14-2 at the end of this chapter shows eligibility for awards authorized by AR 672-20.

5.  Monetary Awards.
    a.  General.  Supervisors are encouraged to use awards within the locally established guidelines.  There are four monetary awards which may be approved locally:  Performance Award (PA), Quality Step Increase (QSI) for GS employees only, Time Off Award (TOA), and Special Act or Service Award (SA/SA).  Documentation requirements for monetary awards are outlined in Table 14-3 at the end of this chapter.  A Standard Form (SF) 50 (Notification of Personnel Action) is the employee's official notification of receipt of an award.  Activity preparation of a DA 2443 (DA Commendation Certificate) is optional.  If an award nomination is not approved, it is returned to the immediate supervisor by either the activity approving official or the CPAC with the reason(s) for unfavorable consideration.

    b.  Performance Awards (PA).
        (1)  The PA is given in recognition of high level performance for a specific period and is computed as a percentage of the employee's base salary.  The PA may be used to recognize all appropriated fund employees, except SES employees.

       (2)  Employees rated at Successful Level 3 or higher may be considered for a PA.

        (3)  Receipt of high level annual performance ratings does not automatically result in nomination for a PA.  The PA should be used both to reward past performance and as an incentive to stimulate future high performance of the awardees and their peers.  Organizational accomplishments, including overall contribution to the mission, should be major considerations when recommending or approving PAs.

        (4)  Special one time individual contributions or achievements resulting from short periods of service in which tangible or intangible benefits are identified may be appropriately recognized with a SA/SA or an On-the-Spot (OTS), rather than the PA.

        (5)  Nominations for PA will be disapproved when prompted solely by the impending departure of a supervisor or an employee; when prompted solely by the fact that the employee is currently at a pay rate subject to legal limitation (pay cap); and when an employee has received a previous PA based in whole or in part on the same performance currently being recognized.

        (6)  Receipt of one or more awards for an invention, scientific achievement, or special act or service during a period of high level performance does not prevent the receipt of a PA unless the nomination for the PA is based on the same accomplishment(s) for which a previous award(s) was granted.

        (7)  A PA is initiated by the employee's immediate supervisor.  A copy of the front page of the completed TAPES evaluation report form is made.  The nomination is completed in Part III and the copy is submitted through the rating chain to the awards approver with supporting documentation which consists of a current (within 30 days of approval) TAPES annual evaluation report rating of Successful Level 3 or higher and a copy of the TAPES support form/checklist for the rated period.  The documentation should be forwarded through the activity budget office to Incentive Awards, CPAC, for formal processing. 

    c.  Quality Step Increases (QSI).
         (1)  A QSI is an additional within-grade pay increase which may be given to a GS employee based on a TAPES annual rating of Successful Level 1 for the current rating period.

        (2)  A QSI may be granted only if, the employee has not previously received a PA based in whole or in part on the performance being recognized.  No more than one QSI may be received in any 52-week period.

        (3)  The QSI changes the effective date of the employee's normal within-grade pay increase only where it places the employee in the fourth or seventh step of a grade.  In such cases the waiting period for a regular within-grade increase is extended by 52 weeks under the graduated waiting period schedule.

        (4)  A QSI is initiated by the employee's immediate supervisor.  A copy of the front page of the completed TAPES evaluation report form is made.  The nomination is completed in Part III and the copy is submitted through the rating chain to the awards approver with supporting documentation which consists of a current (within 30 days of approval) TAPES annual evaluation report rating of Successful Level 1 and a copy of the TAPES Support Form/Checklist for the rating period.  The documentation should be forwarded through the activity budget office to Incentive Awards, CPAC, for formal processing.

    d.  Special Act or Service Award (SA/SA) and On-the-Spot (OTS).

        (1)  The SA/SA is a cash award given to appropriated fund employees to recognize a meritorious personal effort, act, service, scientific, or other achievement accomplished within or outside assigned job responsibilities.  The act, service, or achievement must result in either tangible or intangible benefits or both to the Government and may involve more than one employee.  The SA/SA should not be used to substitute for other personnel actions, pay entitlements, or other forms of recognition, or when the act or service to be recognized has served either wholly or in part as the basis for a previous cash award.

       (2)  A scientific achievement is defined as:  an act, deed, or accomplishment that established a scientific or technological basis for later technical improvements of military or national significance; a scientific or technological accomplishment of such quality and effectiveness as to have materially advanced the research and development (R&D) achievements of an activity, group, or project; a significant scientific or technological achievement that contributes materially to the welfare of the armed services and the Nation; an article accepted for publication in a scientific publication; or a technical paper presented to a professional society that constitutes a substantial contribution to scientific knowledge.  Provisions of this chapter pertaining to scientific achievements apply to both military and civilian employees.

        (3)  The SA/SA is appropriate to recognize short term accomplishments in a regularly assigned position, during a detail, at the conclusion of a successful special project, or when performance or honorary awards are not appropriate;  to recognize civilian employees' ideas or improvements resulting in tangible or intangible benefits that cannot be recognized under AR 5-17, The Army Ideas For Excellence Program; and to recognize accomplishments within or outside job responsibilities when the act or service results in tangible or intangible benefits or both to the Government.  The SA/SA may involve more than one individual.

        (4)  The amount of a SA/SA cash award ranges from $25 to $25,000, depending on the achievement being recognized. The OTS cash award is a small SA/SA ranging from $25 to $250, which may be given by a supervisor for day-to-day accomplishments of subordinate employees.  Except for the OTS cash award, all SA/SA amounts will be determined using the cash award criteria for tangible or intangible benefits in Tables 14-4 and 14-5 at the end of this chapter.

        (5)  A nomination for a SA/SA or an OTS is initiated by an employee's supervisor or any official having direct knowledge of the act, service, scientific or other achievement, in coordination with the employee's supervisor.  The nomination must be made on DA Form 1256, Incentive Award Nomination and Approval, within 30 days after the act or service.  Supporting documentation for a SA/SA and the OTS consists of a written narrative outlining the specific act, service, or accomplishment.  When a recommendation for a SA/SA is based on measurable, tangible benefits, supporting data will show in detail how these benefits were computed.  Recommendations based on intangible benefits will identify the value of benefits and extent of application of the achievement (Table 14-5).  The dollar amount of a SA/SA and OTS (from $25 to $250) will be specified on the DA Form 1256.

        (6)  Processing of the SA/SA and the OTS should be accomplished as expeditiously as possible.  The approved nomination and supporting documentation is submitted through the activity budget office to Incentive Awards, CPAC, for formal processing.

    e.  Time Off Awards (TOA).
        (1)  During a leave year, an employee may be granted up to 80 hours of time off without charge to leave or loss of pay for achievements or performance contributing to the Army mission.  For a single contribution, an award of up to 40 hours may be granted.

        (2)  For part-time employees or employees with uncommon tours of duty, the maximum time off during the leave year will be the average number of work hours in the employee's biweekly scheduled tour of duty.  The maximum amount of time off granted for a single contribution for part-time or uncommon tour employees will be one-half the maximum amount of time that could be granted in the leave year for the employee.

        (3)  The TOA may be used alone or in combination with monetary or nonmonetary awards to recognize the same kinds of employee contributions.  Contributions must directly support the Army mission or result in benefits to the Government.  The extent of the contribution will be considered when determining the amount of time off that is approved.

        (4)  The TOA must be scheduled and used within one year of the approval date (the effective date shown on the SF 50), and does not convert to a cash payment under any circumstances.  It will be given in increments of no less than one hour.  For awards of more than one day off, the criteria in Table 14-6 at the end of this chapter will be used to determine the amount of time off.

        (5)  A TOA is initiated by an employee's supervisor using either a DA Form 1256 or a copy of the TAPES evaluation with a short description of the employee's achievement and resulting benefits.  The hours awarded must be annotated and the approved nomination is submitted through the activity budget office to Incentive Awards, CPAC, for formal processing.

        (6)  Use of the TOA.  A SF 50 (Notification of Personnel Action) is forwarded to the employee as notification of a TOA.  Subsequent use of the TOA (within one year of the effective date) must be scheduled and approved in the same manner as other leave and recorded on the Time and Attendance Report. 

6.  Honorary Awards.  Honorary awards may be given to civilian employees at anytime in their careers, including occasions such as retirement, reassignment, transfer, or separation, provided the individual's accomplishments fully meet the criteria for the particular award.  Table 14-7 at the end of this chapter shows the hierarchy and approval levels for honorary awards.  Although it is necessary that criteria be general, nominating officials are expected to exercise sound judgment in assessing the total contribution of the employee toward mission accomplishment, and selecting the award that best recognizes the specific accomplishments of the employee.  While lower level honorary awards normally will precede receipt of higher level recognition, the level of the specific contribution being recognized governs selection of the appropriate award.  Retirement, separation, or long period of service will not solely constitute the basis for granting an honorary award.

    a.  Letter of Appreciation or Commendation.  A letter of appreciation or commendation is a means of recognizing employees who merit some form of recognition but do not meet the requirements for a higher award.  Any supervisor or official having direct knowledge of an employee's acts, services, or work accomplishments may prepare and sign a letter of appreciation or commendation. 

    b.  CAC & FL Form 2013, Certificate of Achievement and CAC & FL Form 2008, Certificate of Appreciation, are locally approved certificates designed to recognize periods of faithful service, acts, or achievements for which a military or civilian decoration or award is not appropriate.  It is used primarily to recognize mission related functions.  The Certificate will be issued and authenticated by unit commanders (LTC and above).  Activities issuing the certificate are responsible for the preparation and final typing of the form.  Additional guidance on use of the certificate is contained in CAC & FT LVN Pam 672-1 and the Adjutant General is the proponent.

    c.  DA Form 7013, Certificate of Appreciation, is used to recognize accomplishments of employees when a monetary or higher level honorary award is not appropriate.

    d.  DA Form 4242, Certificate of Achievement, is honorary recognition given for individual or group contributions.  Eligibility is established through 1) accomplishing assigned duties in a commendable manner, demonstrating skill and initiative in devising and improving work methods and procedures or both which result in saving manpower, time, space, or materials; 2) significantly improving employee morale and job performance; and 3)  personal diligence or initiative directly responsible for meeting mission requirements or special workload projects involving unexpected difficulties and operational demands.  Activity commanders may approve this award.

    e.  DA Form 7012, Certificate of Appreciation for Patriotic Civilian Service, is used to recognize employees or groups of employees for service that is not related to their official positions which contributes to the mission of an Army activity, command, or staff agency, or to the welfare of Army personnel.

    f.  Achievement Medal for Civilian Service.

        (1)  This is the fifth highest DA honorary award and ranks directly below the Commander's Award for Civilian Service.  It is awarded for noteworthy achievements of a lesser degree than those recognized by the Commander's Award.  It consists of a medal, lapel pin, and DA Form 5654 (Achievement Medal for Civilian Service).  Any commander at the Lieutenant Colonel (0-5) level and above or civilian equivalent may approve this award.  A nomination normally covers a period of sustained superior service or level of achievement sufficient to warrant this recognition.

        (2)  An individual who receives the Achievement Medal for Civilian Service is eligible to receive the same award if based on a different achievement or service performed during a later period. 

    g.  Commander's Award for Civilian Service.
        (1)  This is the fourth highest DA honorary award and ranks directly below the Superior Civilian Service Award.  It consists of a medal, lapel pin, and DA Form 4689 (Commander's Award for Civilian Service).  Any commander at the Colonel (0-6) level and above or civilian equivalent may approve this award.  Nominations will reflect service or achievement of a lesser degree than recognized by the Superior Civilian Service Award.

        (2)  Employees who have established a pattern of excellence, as recognized through the previous receipt of one or more honorary or monetary performance awards should be considered for this award.  Eligibility is determined by comparing contributions with the following examples of levels of achievement:

        (a)  Accomplishment of supervisory or nonsupervisory duties in an outstanding manner, setting an example of achievement for others to follow.

        (b)  Demonstrated initiative and skill in devising new or improved equipment, work methods and procedures, or conceiving inventions that resulted in considerable savings in manpower, time, space, materials, or other items of expense, or improved safety or health of the work force.

        (c)  Demonstration of leadership in performing assigned duties that resulted in improved productivity of the unit.

        (d)  Rendering professional or public relations service resulting in considerable favorable publicity in the local area.

        (e)  Demonstrated courage or competence in an emergency, while performing assigned duties resulting in benefit to the government or its personnel.

        (3)  An individual who receives the Commander's Award is not precluded from future receipt of the same award if the nomination is based on a different achievement or service performed during a later period. 

    h.  Superior Civilian Service Award.
        (1)  This is the third highest DA honorary award and ranks directly below the Meritorious Civilian Service Award.  It consists of a medal, lapel button, and DA Form 5655 (Superior Civilian Service Award).  The award may be granted by any commander at the Major General (0-8) level and above or civilian equivalent.

        (2)  Nominations for this award normally will reflect superior service or achievement, or heroism of a lesser degree than that recognized by the Meritorious Civilian Service Award.  When this award is granted for bravery, a minimum cash award of $500 will accompany the medal.  The nomination should be submitted within six months after completion of the act or period to be cited.  Employees who have established a pattern of excellence, normally recognized through the previous receipt of one or more honorary or monetary performance awards, may be considered for this award.

    i.  Meritorious Civilian Service Award.
        (1)  This is the second highest DA honorary award and consists of a medal, lapel pin, and DA Form 7015 (Meritorious Civilian Service Award).  The award may be granted by the Secretary of the Army or a major commander.  A commander, Lieutenant General or above, may grant this award upon retirement of the nominee or posthumously.  Nominees must have established a pattern of excellence, normally demonstrated by receipt of lower level awards.  The nomination should be submitted within six months after completion of the period to be cited.  When granted for bravery, a minimum cash award of $750 will accompany the medal.

        (2)  Eligibility is determined by comparing contributions with the following example levels of achievement:

        (a)  Accomplishment of supervisory or nonsupervisory duties in an exemplary manner, setting a record of achievement, and inspiring others to improve quantity and quality of their work.

        (b)  Demonstrated unusual initiative and skill in devising new and improved equipment, work methods and procedures; inventions resulting in substantial savings in manpower, time, space, and materials; or improved safety or health of the workforce.

        (c)  Achieved outstanding results in improving the morale and performance of employees.

        (d)  Exhibited unusual courage or competence in an emergency, while performing assigned duties, resulting in direct benefit to the government or its personnel.

        (e)  Rendered professional or public relations service of a unique or distinctive character.

        (3)   An individual who receives the Meritorious Civilian Service Award is eligible for a future grant of the same award if it is based on a different achievement or service performed during a later period.  A succeeding grant of this award will be recognized by issuance of a laurel leaf cluster.

    j.  Decoration for Exceptional Civilian Service.
        (1)  This is the highest honorary award granted by the Secretary of the Army to Army civilian employees.  The award consists of a gold medal, lapel button, and DA Form 7014 (Decoration for Exceptional Civilian Service) signed by the Secretary of the Army.  Nominations must be submitted within six months after completion of the period to be cited. When granted for bravery, a minimum cash award of $1,000 will accompany the medal.

        (2)  Eligibility is determined by comparing contributions with the following example levels of achievement:

        (a)  Accomplishment of assigned duties of major program significance to DA in such a way as to have been clearly exceptional or preeminent among all persons who have performed similar duties.

        (b)  Development and improvement of major methods and procedures, significant inventions, or responsible for exceptional achievements that affected large-scale savings or were of major significance in advancing the missions of DA, DOD, and the Federal Government.

        (c)  Exhibiting great courage and voluntary risk of life in performing an act resulting in direct benefit to the government or its personnel.

        (d)  Providing outstanding leadership to the administration of major Army programs in terms of highly successful mission accomplishments or in major redirection of objectives or accomplishments to meet unique or emergency situations.

        (3)  Contributions and achievements already recognized by a Meritorious Civilian Service Award or other Army honorary award will not be included in a justification for the Decoration for Exceptional Civilian Service.  Honorary recognition granted by others, such as a DOD award or a Presidential Executive Rank, would not preclude Army recognition based in whole or in part on achievements during the same period of service.

        (4)  With the exception of nominations for bravery, nominees must have established a demonstrable pattern of excellence and achievement which normally have been recognized by previous honorary awards up to and including the Meritorious Civilian Service Award.

        (5)  When the Decoration for Exceptional Civilian Service is approved, it may be held for the Secretary of the Army Awards Ceremony.  For nominations to be considered for presentation at the ceremony, they must be submitted to the Executive Secretary, Army Incentive Awards Board, in sufficient time to be boarded between January and August.  Generally, individuals scheduled to retire before the date of the ceremony will not be included in the ceremony.

    k.  Civilian Award for Humanitarian Service.  The award for humanitarian service(s) consists of a medal, lapel pin, and DA Form 5652 (Civilian Award for Humanitarian Service).  Any commander at the MACOM level or higher may approve this award.  Private citizens of the U.S., as well as private citizens and government officials of foreign nations, are eligible for consideration.  Nominations should cover a period of service during which the individual performed significant humanitarian actions, deeds, or achievements.  Achievements deserving DA wide recognition should be submitted to the MACOM Commander or Secretary of the Army for approval.

    l.  Certificate of Appreciation for Patriotic Civilian Service.
        (1)  This award recognizes patriotic civilian service that contributes to the mission of an Army activity, command, or staff agency, or to the welfare of Army personnel.  The award consists of a lapel button and certificate, DA Form 7012 (Certificate of Appreciation for Patriotic Civilian Service).

        (2)  This award is granted to individual employees or groups of employees for service that is not related to the official positions(s) of the individual or group.  Services provided must reflect patriotic off-duty activities of a public service nature contributing to the mission accomplishment of an Army element or to the welfare of Army personnel.  This award may also be used to recognize civilian employees for community service that reflects favorably on an Army activity or installation.

        (3)  This award is granted to individuals and groups by the SA or by any commander (LTC and above) for services provided to Army elements under the commander's jurisdiction.

    m.  Nominating Procedures for Honorary Awards.  The immediate supervisor initiates a DA Form 1256 (in duplicate), with a statement setting forth the contribution and a proposed citation for the certificate.  An operating official in the chain of command may sign the DA Form 1256 concurring in the award nomination.  The approving official signs DA Form 1256 and forwards to Incentive Awards, CPAC.

    n.  Sample Format, Award Citation.
        (1)  Type of award is awarded to 
Name

 for outstanding performance during the period 


 to 



, at Fort Leavenworth, Kansas.  
Name

,
Job Title

, 
Organization
, made a significant contribution to mission accomplishment through his/her achievement in 























_____________________________________________.

His/Her ability, initiative, cooperation, industry, and productivity are commendable attributes in keeping with the highest tradition of the Federal service.

        (2)  Citations may vary from format above, but should be limited to 70-80 words.

    o.  Other Honorary Awards.  Table 14-8 at the end of this chapter is a list of other honorary awards for which employees may be nominated.  Throughout the year, additional honorary awards are announced with an explanation of nomination procedures and submission dates.  Additional information on honorary awards is provided in CAC & FT LVN Suppl 1 to AR 672-20.

7.  Length of Service Recognition.

    a.  Civilian employees who complete 10, 15, 20, 25, 30, 35, 40, 45, and 50 years of satisfactory Federal service will be recognized under the provisions of AR 672-20 and Command policy.  All Federal civilian and military service is applied toward eligibility for a career service emblem, provided the employee has served at least one year as an Army civilian employee.

    b.  The Commander, CAC, signs and presents length of service awards to employees with 30 years or more of service.  The Commander, CAC, has delegated authority to approve career certificates of less than 30 years to the DCG, CAC-CAT; Dep Cmdt, CGSC; Director, NSC; Chief of Staff; Cmdt, USDB; and the Garrison Commander.  This authority cannot be further delegated.

    c.  Tenant activity commanders or their designees sign and present length of service awards within their activities.

TABLE 14-1  APPROVING OFFICIALS

This authority cannot be further delegated.

	Special Act or Service Award (SA/SA)

	$500 or less

Deputy Commandant, CGSC

ADCST-W

Director, NSC

In cases where a group SA/SA exceeds an overall total of $500, the maximum amount that can be approved per individual is $200.


	$250 or less

Chief of Staff

Commandant, USDB

Garrison Commander

In cases where a group SA/SA exceeds an overall total of $250, the maximum amount that can be approved per individual is $200.

	Performance Awards (PA)

	Up to 7% of base pay or less

Deputy Commandant, CGSC

ADCST-W

Director, NSC


	Up to 4% of base pay or less

Chief of Staff

Commandant, USDB

Garrison Commander

	Time Off Awards (TOA)

· One day or less may be approved by supervisors in coordination with the second level supervisor.

· Three days or less may be approved by second level supervisors.

· The Incentive Awards Committee will review TOAs exceeding three days and make recommendation to the CAC Cdr regarding approval.

	Quality Step Increases (QSI)

ADCST-W

Director, NSC                                                                Commandant, USDB

Deputy Commandant, CGSC                                         Garrison Commander

Chief of Staff


NOTE:  Tenant activity commander's are the approving officials for their organizations.

 





TABLE 14-2  ELIGIBILITY FOR AWARDS AUTHORIZED BY AR 672-20

	
	Performance Awards
	Quality Step

Increase
	Special Act

or Service Awards
	Scientific Achieve-ment
	On the

Spot Cash/

Time Off

Award
	Invention

Awards
	Honorary

Awards
	Public

Service Awards
	Non-

federal

Awards
	Career

Service

Recogni-

tion

	US citizen appropriated

 fund employees (non SES)
	Yes
	Yes

	Yes
	Yes
	Yes
	Yes
	Yes
	No
	Yes
	Yes

	SES employees
	No

	No
	Yes
	Yes
	Yes
	Yes
	Yes
	No
	Yes
	Yes

	Nonappropriated fund employees

	No
	No
	No
	No
	No
	No 
	Yes
	No
	No
	No

	Soldiers
	No
	No
	No
	Yes
	No
	Yes
	No
	No
	Yes

	No

	Direct hire foreign employees
	Yes
	No
	Yes
	Yes
	Yes
	Yes
	Yes
	No
	Yes
	Yes

	Indirect hire foreign employees

	No
	No
	No
	No
	No
	No
	Yes
	No
	Yes
	Yes

	Noncareer Army officials/

presidential appointees
	Yes
	No
	Yes
	Yes
	Yes
	Yes
	No
	Yes
	Yes
	Yes

	Employees of other agencies
	No
	No
	Yes
	Yes
	No
	Yes
	No
	Yes
	No
	No

	Former or estates of former

appropriated fund employees
	Yes
	No
	Yes
	Yes
	Yes
	Yes
	No
	No
	No
	No

	Former or estates of former soldiers
	No
	No
	No
	Yes
	No
	Yes
	No
	No
	No
	No

	Private citizens
	No
	No
	No
	No
	No
	No
	No
	Yes
	No
	No


TABLE 14-3  

DOCUMENTATION REQUIREMENTS FOR MONETARY AWARDS

	Documentation
	Performance

Award (PA)
	Quality Step Increase (QSI)
	Special Act/Service Award (SA/SA) or On the Spot (OTS)
	Time Off Award (TOA)

	1a.  Nomination is based on current performance evaluation:   submit copy of front side of DA Fm 7222/7223 with award nomination (Part III) completed; Current annual performance evaluation of Successful Level 1, 2, or 3 and a copy of the DA Fm 7222-1/7223-1 for rated period.
	X
	X
	
	X

	1b.  Nomination is not based on current performance evaluation:   complete DA Form 1256 (Incentive Award Nomination and Approval) with narrative on plain bond.
	
	
	X
	X

	2.  Submit to the approving official.
	X
	X
	X
	X

	3.  Submit to budget office for certification of funds.
	X
	X
	X
	X

	4.  Forward to Incentive Awards, CPAC, for processing.
	X
	X
	X
	X


NOTE:  Nominations for PA, TOA, and QSI will be submitted within 30 days of approval of the rating of record.

TABLE 14-4  Special Act/Services (SA/SA)

 TANGIBLE BENEFITS

Estimated 1st year benefits:


Award Amount
Up to $10,000





10% of benefits

$10,001 to $100,000




$1,000 for the first $10,000,









plus 3% of benefits over $10,000

$100,001 or more 




$3,700 for the first $100,000, plus









.5% of benefits over $100, 000

Note:  Awards over $10,000 must be reviewed by the AIAB.

TABLE 14-5 - Special Act/Services (SA/SA)

 INTANGIBLE BENEFITS

	Value of Benefit
	Extent of Application



	
	Limited
	Extended
	Broad
	General

	
	Affects functions, missions, or  personnel of one office, facility, installation, or an organizational element of a headquarters.

Affects a small area of science or technology.
	Affects, functions, mission or personnel 

f several offices, facilities or installations.

Affects an important area of science or technology.
	Affects functions, mission, or personnel or an entire regional area of command.  May be applicable to all of an independent agency or a large bureau.

Affects a broad area of science or technology.
	Affects functions, mission, or personnel of several regional areas or commands, or an entire department or large independent agency, or is in the public interest throughout the Nation or beyond.

	Moderate Value

Change or modification of an operating principle or procedures which has moderate value sufficient to meet the minimum standard for a cash award: an improvement of rather limited value of a product activity, program or service to the public.
	$25 - $100

(Compare with $250 - $100 tangible benefits)
	$100 - $250

(Compare with $1,000 - $2,500

tangible benefits)
	$250 - $500

(Compare with $2,500 - $5,000 tangible benefits)
	$500 - $1,000

(Compare with $5,000 - $10,000 tangible benefits)

	Substantial Value

Substantial change or modification of an operating principle or procedures; an important improvement to the value of a product, activity, program, or service to the public.
	$100 - $250

(Compare with $1,000 - $2,500 tangible benefits)
	$250 - $500

(Compare with $2,500 - $5,000 tangible benefits)
	$500 - $1,000

(Compare with $5,000 - $10,000 tangible benefits)
	$1,000 - $2,500

(Compare with $10,000 - $60,000 tangible benefits)

	High Value

Complete revision of a basic principle or procedure; a highly significant improvement to the value of a product, major activity, or program, or service to the public.
	$250 - $500

(Compare with $2,500 - $5,000 tangible benefits)
	$500 - $1,000

(Compare with $5,000 - $10,000 tangible benefits)

	$1,000 - $2,500

(Compare with $10,000 - $60,000 tangible benefits)
	$2,500 - $5,000

(Compare with $60,000 - $360,000 tangible benefits)

	Exceptional Value

Initiation of a new principle or major procedures; a superior improvement to the quality of a critical product, activity, program, or service to the public.
	$500 - $1,000

(Compare with $5,000 - $10,000 tangible benefits)
	$1,000 - $25,000

(Compare with $10,000 - $60,000 tangible benefits)
	$2,500 - $5,000

(Compare with $60,000 - $360,000 tangible benefits)
	$5,000 - $10,000

(Compare with $360,000 - $1,360,000 tangible benefits)


Table 14-6

TIME OFF AWARDS SCALE FOR A SINGLE CONTRIBUTION


	MODERATE:                                                                                                  1 to 10

(1)  A contribution to a product, activity, program, or service to the 

public, which is of sufficient value to merit formal recognition.

(2)  Beneficial change or modification of operating principles or procedures.



	SUBSTANTIAL:                                                                                           11 to 20

(1)  An important contribution to the value of a product, activity, program,

or service to the public.

(2)  Significant change or modification of operating principles or procedures.



	HIGH:                                                                                                             21 to 30

(1) A highly significant contribution to the value of a 

product, activity, program, or service to the public.

(2)  Complete revision of operating principles or procedures, 

with considerable impact.



	EXCEPTIONAL:                                                                                          31 to 40

(1)  A superior contribution to the quality of a critical product,

activity, program, or service to the public.

(2)  Initiation of a new principle or major procedure, with

significant impact.




Table 14-7

HONORARY AWARDS (Civilian Employees)

Hierarchy of Award


Approval Authority



Military Equivalent

Decoration for Exceptional

Secretary of the Army



Distinguished Service 

  Civilian Service (DA Form 7014)






 
  Medal

Meritorious Civilian Service

SA; MACOM Cdr



Legion of Merit 

   (DA Form 7015)                               
  CAC Cdr   (Posthumously or upon

 
  Award 

                                                              
  retirement)

Superior Civilian Service


Cdrs (O-8 & above) and Civilian


Meritorious Service 

  Award (DA Form 5655)

  
  Equivalent




  Medal

Commander’s Award for


Cdrs (O-6 & above) and Civilian 


Army Commendation 

  Civilian Service (DA Form 4689) 
 
  Equivalent (Cdr BCTP; Dir NSC;

  
  Medal






  Comdt USDB; Gar Cdr)

Achievement Medal for


Cdrs (O-5 & above) and Civilian 


Army Achievement 

  Civilian Service (DA Form 5654) 
  
  Equivalent (Cdr BCTP; Dir NSC; 

 
  Medal






  Comdt USDB; Gar Cdr)

Certificate of Appreciation


Secretary of the Army or 




  for Patriotic Civilian Service
  
  Cdr (LTC & above)

  (DA Form 7012)

DA Certificate of Achievement

Cdrs and Civilian Equivalent


Certificate of 

  (DA Form 2442)


  (Cdr BCTP; Dir NSC; 



  Achievement






  DCG, CAC-CAT; DComdt CGSC;






  Chief of Staff; Gar Cdr; Comdt USDB)

DA Certificate of Appreciation

Cdrs and Civilian Equivalent

  (DA Form 7013)


  (DCG, CAC-CAT; DComdt CGSC;






  Dir NSC; Chief of Staff; Comdt USDB;






  Cdr BCTP; Gar Cdr)

CAC Certificate of Achievement

Cdrs (LTC & above)



Same

  (CAC & FL Form 2013)

CAC Certificate of Appreciation

Cdrs (LTC & above)



Same

  (CAC & FL Form 2008)

NOTE:  Tenant activity commanders are the approving officials for their respective organizations.

TABLE 14-8

ADDITIONAL AWARDS

Honorary Awards

President's Award for Distinguished Federal Civilian Service

Presidential Quality and Management Improvement Award

DOD Distinguished Civilian Service Award

Presidential Recognition Program

Award for Outstanding Service in the Army, SES

Armed Forces Civilian Service Medal

Awards by Nonfederal Organizations
Arthur S. Flemming Award

William A. Jump Memorial Award

National Public Service Awards

Roger W. Jones Award for Executive Leadership

GEICO Public Service Award

Nick Hoge Award

William H. Kushnick Award

John W. Macy, Jr. Award

Ten Outstanding Young Americans

Public Service Awards
Presidential Medal of Freedom

Presidential Citizens Medal

Department of Defense Medal for Distinguished Public Service

Secretary of Defense Award for Outstanding Public Service

Decoration for Distinguished Civilian Service

Outstanding Civilian Service Award

Commander's Award for Public Service

Department of Defense Meritorious Award

Certificate of Appreciation for Patriotic Civilian Service

Secretary of the Army Public Service Award

NOTE:  Refer to current CAC & FT LVN policy for Public Service Awards for spouses of military members and other eligible civilians.

CHAPTER XV

POSITION MANAGEMENT AND CLASSIFICATION
1.  Policy.  The requirements that positions be properly assigned to a pay system, grade, and pay rate are established by law.  In carrying out these legal requirements, it is essential that all levels of management and supervision adhere to the following policies.

    a.  All positions will be established in a manner which forms the most sound and economical organization and position structure for the efficient accomplishment of the mission and which ensures optimum utilization of manpower resources.  When possible, structuring should provide for progressive levels of development within career fields.  To obtain the most efficient position structure at the lowest payroll cost the following principles will be applied.

        (1)  Supervisory positions will be restricted to minimum essential number to maintain efficiency.  Department of the Army (DA) policy has established a recommended supervisory ratio of no less than eight subordinates for each first line supervisory position.  Second line supervisors should supervise no less than four subordinate supervisors.

        (2)  Use of entry level and intermediate jobs will be maximized to provide for balanced grade level and position structures, and to provide opportunities for development and progression up a well defined career or promotion ladder.

        (3)  Lower grade duties will be concentrated in lower grade positions to provide for clear delineation of duties and to avoid overlaps, conflicts, ambiguities, and dilutions of assignments.  DA policy has established a general criterion that grade controlling duties should comprise at least 51 per cent of each position.

        (4)  Positions will not be reorganized for the purpose of retaining a good employee by promotion, rewarding a productive employee, recognition of tenure, or dealing with poor performance.

        (5)  Full use of part-time, temporary, or intermittent positions is encouraged because of lower payroll costs and the creation of more varied work opportunities in the community.  Establishment of full-time permanent positions should be done only after determination that the workload cannot be accomplished by part-time, temporary, or intermittent employees.

    b.  It is essential that the basis for determining the proper pay system and for assigning grades and pay be understood if the benefits of sound and equitable position structure are to be realized.  The objective is to compensate employees with equal pay for essentially equal work.  Therefore, all supervisors (both civilian and military) will acquaint themselves with the objectives, policies, and principles of position management so they can effectively perform their responsibilities.

2.  Program Objectives.
    a.  To establish a position structure which will best serve mission needs by providing optimum balance among economy, efficiency, skills utilization, attraction and retention of competence, employee motivation, and employee development.

    b.  To avoid position actions which will unnecessarily increase payroll costs for a given mission, underutilize essential skills, and increase the relative proportion of managerial and supervisory employees to total employment. 

    c.  To avoid continuing nonessential positions which become vacant if their duties can be redistributed, eliminated, or reduced in cost without seriously affecting the accomplishment of essential functions.

    d.  To ensure careful study for improving position structures and to ensure that the duties and responsibilities of jobs are clearly delineated, do not conflict with or duplicate the duties of other jobs, and serve as an effective aid in recruitment, placement, and performance appraisals.

    e.  To lend maximum support to upward mobility and competitive merit placement programs through establishment of effective job structures.

    f.  To ensure that job analysis is accomplished effectively and that job descriptions are written in accordance with Office of Personnel Management (OPM) and DA position classification and job grading standards.

3.  Position Management Responsibilities.

    a.  All levels of management are responsible for ensuring effective position management in their organizations.  Position management is the process of assigning duties and responsibilities to positions to provide for effective and economical accomplishment of assigned functions.

    b.  Commanding officers are responsible for overall accomplishment of position management objectives.  The Commander, Combined Arms Center, has delegated authority and responsibility to accomplish position management objectives to the Chief of Staff, who is officially designated as the position management officer.  The Civilian Personnel Advisory Center (CPAC), Classification and Staffing provides staff advice and assistance relating to position management to commanders, position management officers, and supervisors.  The position management officer will:

        (1)  Provide overall direction to ensure establishment and maintenance of an effective position management program.

        (2)  Ensure review of all proposals to fill each vacant position.

        (3)  Approve new organizations, reorganizations, or changes in organization that generate requirements for additional civilian positions or changes in positions which will result in an increase in the average grade structure.

    c.  The Civilian Personnel Officer and each management official, supervisor, and personnel specialist who administers or participates in the administration of the Position Management and Classification Program has a personal responsibility for the maintenance of its soundness, integrity, and compliance.

4.  Job Descriptions.

    a.  Supervisors are responsible for assigning duties and responsibilities to positions, and certifying the accurate content of the major duties and responsibilities of job descriptions.  The job description is an official document which describes the major duties and responsibilities assigned to a position and which indicates the official title, series, grade, and pay category of that position.  Employees should be included in the process of developing draft job descriptions for their positions and should agree that job descriptions describe the major duties and responsibilities they are required to perform.  However, management has the final authority to determine which duties and responsibilities will be assigned to and performed in a particular position.  Usually the final decision of duty assignments is made by the immediate supervisor, although through the position management review process, higher levels of management may specify the assignment of duties.    b.  Job descriptions should not list every specific task an employee may be required to perform.  Job descriptions should include only major duties in clear and concise statements.  Unnecessary detail of specific tasks or minor duties, decorative phrases, and excessive length should be avoided.  A major duty is one which comprises 25 per cent or more of the position, or which constitutes a special skill required by the job which will be considered in hiring for the position.

    c.  An employee can be temporarily assigned (detailed) to perform major duties other than those in the job description.  If the duties are significantly different and if the assignment will exceed 30 days, the employee should be officially detailed or temporarily promoted (see Chapter 8).

5.  Federal Wage Survey.  Fort Leavenworth is the host installation for the Kansas City, Missouri Wage Area Federal Wage Survey and chairs the Local Wage Survey Committee.  The committee is composed of three voting members:  the chairperson; a management member appointed by the chairperson; and a union member nominated by the labor union.  The committee is responsible for conducting the survey to secure data on pay rates for wage schedule employees in private industry.  This data is then provided to the DOD Wage Fixing Authority for determining Federal wage grade pay rates in accordance with procedures established by law and OPM regulation.  A full-scale wage survey is conducted every other year, and a telephone wage survey is conducted alternately every other year, normally during the month of October.

6.  General Responsibilities.

    a.  The Civilian Personnel Office is responsible for:

        (1)  Advising commanding officers on position management activities and acting as their representatives in hearing position classification complaints.

        (2)  Providing advice and assistance to management officials and supervisors in all matters relating to the position management and classification program including:

        (a)  Analysis of the personnel and cost aspects of position structures and in recommending alternative structures to achieve improvements in position management from both personnel and cost aspects; and coordination of such assistance with other staff elements as required.

        (b)  Estimates of probable grade evaluations resulting from alternative position changes or position structures under consideration and reasons for grade changes.  This includes explaining to supervisors the grade and personnel implications of proposed changes to major duties.

        (3)  Providing assistance and guidance to employees in the preparation and documentation of job evaluation appeals, forwarding appeals to the appropriate authority for adjudication, promptly implementing decisions rendered by appropriate authorities, and providing employees and supervisors with full information as to the reasons for such decisions.

        (4)  Coordinating the position management and classification program, both on a long-range and a day-to-day basis, with the officials responsible for establishing organization structure and controlling manpower utilization, giving particular regard to the objective of maximum economy.

        (5)  Explaining to management officials, supervisors, and employees how jobs are evaluated, to include making standards available for review.

        (6)  Ensuring that appropriate approval has been obtained prior to effecting any personnel action that would increase the grade structure or filling of any position vacancy.

        (7)  Providing advisory position classification determinations to Delegation of Position Classification Authority (DCA) managers based on job analysis and evaluation in accordance with published classification standards.

    b.  Supervisors have the following specific responsibilities:

        (1)  Familiarizing themselves with the position management and classification programs of the DA and their employing activity and explaining the programs to employees under their supervision.

        (2)  Assigning or reassigning duties and establishing positions in a manner that will form the most economical and efficient organization structure.

        (3)  Reporting changes in duty assignments in a timely manner so that changes in the evaluation of jobs, if appropriate, will be accomplished and equitable pay alignment will be maintained.  Prior to making significant change in duty assignments, the CPAC should be contacted for assistance in determining the implications of the proposed actions.  Commanding Officers or designated representatives of other serviced activities will review and approve or disapprove requested actions that will change the grade structure.  Approved requests will be forwarded through the appropriate resource management office to the CPAC.  Job descriptions should not be rewritten unless there are significant major duty changes.

        (4)  Ensuring that job descriptions reflect accurately the duties and responsibilities assigned to, and performed by, employees under their supervision. 

        (5)  Reviewing position structures to determine if each position and the overall structure conforms to mission needs, objectives, and policies contained in this chapter.

        (6)  Securing assistance from appropriate staff advisers, including the CPAC, for analysis of position structure to identify and correct deficiencies, and to achieve objectives stated above.

        (7)  Training subordinate supervisors in position management and position classification and encouraging them to improve productivity and conserve manpower resources.

        (8)  Upon request, the CPAC will provide assistance to supervisors regarding title, series and grade determinations.

    c.  Delegation of Position Classification Authority (DCA) managers have classification authority to decide the assignment of title, series and grade for jobs within the manager's scope of authority.  The CPAC will provide advisory position classification determinations based on published classification standards.  The DCA managers may accept the initial CPAC classification advisory, or they may change the final classification based on their own interpretation of the published standards and furnish a written evaluation rationale, citing appropriate classification standards supporting the changes made in the classification.  All classification decisions must, by law, conform to published classification guidance provided by OPM, any supplementary guidance from DA, or prior appeals decisions.

7.  Employee Rights.  For the protection of each individual employee, the following provisions have been made:

    a.  Employees have the right to examine their job descriptions for adequacy and accuracy.

    b.  All employees have the right to explanations from their supervisors concerning title, pay category, series and grade determinations.

    c.  All employees have the right to appeal any aspect of their job classification, i.e., title, pay category, occupational series, and grade, at any time they feel the evaluation standards have not been properly applied.   Upon request, the CPAC will provide information and assistance to employees.

8.  Classification Appeals.

    a.  An employee who believes the present title, pay category, series, or grade of the permanently assigned job description are incorrect may initiate a classification appeal at anytime.  An employee may not appeal the propriety of classification standards or pay rates for the position.  Application of standards, however, is a proper matter for consideration in classification appeals.  An employee who suffers a loss of grade or pay because of a classification action must file a written appeal within 15 calendar days after the effective date of the action to be eligible for a retroactive decision on the appeal.

    b.  Complaints regarding the accuracy of job descriptions are not classification appeals and will not be considered under these procedures.  They should be resolved at the activity level between the employee and supervisor before appeals are filed.  Where necessary, decisions involving prospective duties and responsibilities of the position will be made by the commander of the activity, and will be final.

    c.  An employee shall have the right to be assisted by a representative in preparing and presenting a classification appeal.

    d.  To ensure that all employees desiring to submit an appeal are aware of the different procedures and channels available to them, supervisors should contact the CPAC for specific advice and assistance.

CHAPTER XVI

TRAINING AND DEVELOPMENT

1.  Policy.
    a.  Training may be provided at government expense when required for performing mission-related duties, or for developing knowledge and skills needed for future noncompetitive promotion to higher graded jobs associated with formal training programs such as intern, upward mobility, or management development.

    b.  Employees are also encouraged to pursue personal development programs during their off-duty hours and at their own expense.

    c.  Assignment to training and development programs is made without regard to race, creed, color, national origin, sex, age, or physical disability.

2.  Training at Government Expense.  Supervisors are responsible for recommending employees for training.  Duty time or financial assistance, including tuition reimbursement, may be given when the training:  1) supports the agency's strategic plan and performance objectives; 2) improves an employee's current job performance; 3) allows for expansion or enhancement of an employee's current job; 4) enables an employee to perform needed or potentially needed duties outside their current job at the same grade and level of responsibility; 5) meets organizational needs in response to human resource plans, re-engineering, downsizing, restructuring, and/or program plans; or 6) is necessary to assist in the recruitment or retention of employees in shortage occupations, especially these with critical skills.  Officially assigned duties are those described in the employee's job description or those which will be included in the near future as a result of mission changes, program changes, or noncompetitive promotion.  Mandatory training and all training of eight hours or more is documented by processing a DD Form 1556 (Request, Authorization, Agreement, Certification of Training and Reimbursement) through the activity's delegated authority for approving civilian training and entering the training data into the DA Functional Processing Improvement (FPI) TRAIN system.

3.  Determining Training Needs.
    a.  Employee performance evaluation is a continuing process.  The supervisor formally documents an employee's level of performance during the annual performance appraisal process and recommends actions that ensure employees effectively execute essential duties.  Training may be appropriate to improve job performance.

    b.  Periodically the Civilian Personnel Advisory Center (CPAC) asks supervisors to project training needs.  The results of such surveys of training needs are reviewed and used to develop training programs to serve the needs of the entire work force.  Supervisors are required to annually survey training needs to identify and prioritize training costs in preparing their annual budgets.

    c.  The Southwest Civilian Personnel Operations Center (SW CPOC) and the CPAC jointly administer the overall training and development program, but each supervisor is responsible for identifying training needs, scheduling employees for training, securing needed funds, scheduling work to permit attendance, and evaluating training results.

4.  Types of Training.
    a.  On-the-job training (OJT) is the primary method of training, with the supervisor or an experienced worker providing instruction on how to complete a specific task or job.  OJT may be supplemented by formal classroom instruction or by correspondence courses, as appropriate.

    b.  Formal classroom training is obtained from government and nongovernment facilities.  The activity may pay costs associated with training depending on need, job relatedness, and availability of training funds.  Priority is given to use of on or off-post government facilities, with on-post facilities given first consideration.  Types of training available include:  executive, supervisory, professional, engineering, scientific, medical, technical, administrative, clerical, trades and crafts, and general orientation.  A supervisor may select a formal college or university class if a similar quality course is not available from a government source or if it is more cost effective.  After appropriate approval of the nomination for training, registration with a vendor may occur.  Registration prior to official approval is a violation of Army regulations and may result in course costs being paid by the person registering.  Classroom training may occur during duty or non-duty hours.  Training directed by management during regular working hours is official duty time.  Normally, overtime for training outside of regular working hours is not authorized.  Questions concerning overtime should be referred to the CPAC, Management Employee Relations.

    c.  Correspondence courses, both government and nongovernment, are popular sources of training and are mailed directly to the employee.  The Army has an excellent no cost program.  Courses offered by private industry and other government agencies usually require payment by the employee's activity.

    d.  Other types of training experiences include rotational work assignments, details, or special projects.  Such methods of training may impact on the employee's classification and/or pay and should be discussed with the CPAC prior to execution.

5.  Training Emphasis.  The following are special emphasis areas within DA:

    a.  Management development to enhance the skill and competing competency of managers and potential managers.  Participation is designed for employees in grades GS-12 and above.

    b.  Supervisory development to provide basic training mandatory for new supervisors and refresher training for experienced supervisors and managers.

    c.  Intern program to develop interns in specific Army career fields through DA or locally funded training courses.

    d.  Student educational program to combine academic study with periods of work experience and training.  Academic and work experience in similar fields compliment each other and accelerate the learning process.

    e.  Apprenticeship program to hire and train craftsmen to ensure an adequate number of journeyman workers to staff key trades and crafts positions for current and anticipated work force needs.  Selections for apprenticeships are often from within the current work force.

    f.  Upward Mobility Program to assist lower-graded employees to reach their working potential through career counseling, job information, and training opportunities that develop job knowledge and skills.

    g.  Veterans' Readjustment Authority (VRA) to assist eligible Vietnam era and post-Vietnam era veterans to acquire government work and develop marketable skills.  A VRA appointment requires the employing activity to develop a formal written training plan and to prepare quarterly progress evaluations.

6.  Self-Development.  While the government offers excellent job-related training opportunities, employees retain the primary responsibility for self-development.  Because possession of necessary qualifications and competition with others is the basis for advancement or entrance into a different occupation, employees should be encouraged to implement self-development plans.  Education at an accredited college or university is one way to enhance qualifications, but it is the employees' responsibility to finance such personal development plans.  If employees' personal goals coincide with organizational goals, the government may consider the training to be mission essential and provide time and assistance in management directed training.  Other training which is job-related, but which the supervisor determines is not mission essential, may be pursued as self-development training at personal expense.  Non-essential self-development training during duty hours is subject to supervisory approval of annual leave.

CHAPTER XVII

DEPARTMENT OF THE ARMY CAREER PROGRAM MANAGEMENT
1.  Objective.  The career management system is designed to attract, develop, and retain employees to meet Department of the Army (DA) staffing requirements in certain professional, technical, and administrative fields.

2.  Programs.  The following areas of work have been organized into separate career programs and career fields.  Central referral level refers to the grade levels in which central referral inventories are maintained at DA or Major Command (MACOM) levels.



   Central


Career Program/Field
Referral Level

Ammunition Management
GS-11 & above


Automatic Data Processing
GS-13 & above


Civilian Personnel Management
GS/GM-13 & above


Commissary Management
GS-9 & above


Communications
GS-12 & above


Comptroller
GS/GM-13 & above



  MACOM-GS-12


Contracting & Acquisition
GS-12 & above


Education Services
GS-11 & above


Engineers & Scientists
GS/GM-14 & above


  (Nonconstruction)
  (MACOM-GS/GM-13


Engineers & Scientists
  & above)


  (Resources & Construction)


Equal Employment Opportunity
GS-12 & above


Executive Assistant (Base Operations)
GS/GM13-15



  DACADS - Voluntary


General Intelligence (Security
GS-10 & above


  Administration, GS-080, GS-1810)


General Intelligence GS-132 &
GS-13 & above


  related series


Historian
N/A


Housing Management
GS-11 & above


Librarian
GS-9 & above


Manpower & Force Management
GS-12 & above


Material Maintenance Management
GS/GM-13 & above



  MACOM-GS-12


Medical
N/A


Military Personnel Management
N/A


Morale, Welfare & Recreation
N/A


Public Affairs & Communications
GS-12 & above


  Media
  MACOM-GS-11


Quality Assurance Specialist
All Grades


  (Ammunition Specialist)


Quality & Reliability Assurance
GS-12 & above


Records Management
GS-11 & above


Safety Management
GS-12 & above



  MACOM-GS-11


Supply Management
GS/GM-13 & above



  MACOM-GS-12


Training
GS/GM-13 & above



  MACOM-GS-12


Transportation
GS/GM-13 & above



  MACOM-GS-12

3.  Registration and Referral.

    a.  Central Referral Levels.

        (1)  Employees interested in promotion or reassignment to the grade levels indicated in paragraph 17-2 must complete the appropriate registration forms.  Completed forms are sent to the appropriate MACOM or DA referral office for review and processing.  Each career program or field has different forms and methods of registration.  Employees who are interested in applying should contact either the specific activity career program manager for the field of work or the Civilian Personnel Advisory Center (CPAC).

        (2)  Referrals for vacant positions will be issued from the central referral inventories maintained at DA, MACOM, or DA Civilian Announcement Distribution System (DACADS) as appropriate.

    b.  Below Central Referral Levels.

        (1)  Employees desiring promotion or reassignment to grade levels below those indicated in paragraph 17-2, should apply through the Southwest Civilian Personnel Operations Center (SW CPOC) under local merit promotion procedures.

        (2)  Referral is made in accordance with SW CPOC merit promotion procedures.

4.  Role of the Supervisor.

    a.  The supervisor, with the aid of the CPAC and activity career program managers, will be concerned mainly with the following:

        (1)  Serving as the employees' initial source of information on career programs, appraisals, progression patterns, mobility requirements, and assignment opportunities.

        (2)  Discussing career appraisals, training and development opportunities, and realistic career expectations with employees.

        (3)  Revising employees' training plans and ensuring that employees are available for planned training.

        (4)  Assisting employees with career appraisal forms.

    b.  When a career intern is assigned to an activity, the supervisor will be involved with:

        (1)  Developing intern performance standards.

        (2)  Ensuring the intern receives the required formal training plan.

        (3)  Assigning on-the-job training to the intern as prescribed in the intern training plan.

        (4)  Evaluating intern performance, counseling the intern on job performance, and providing input for and completing intern performance appraisals.

        (5)  Consulting with activity career program managers and recommending action to the CPAC, Management Employee Relations, if the intern is not progressing satisfactorily.

CHAPTER XVIII

EQUAL EMPLOYMENT OPPORTUNITY

1.  Purpose.  This chapter defines the Equal Employment Opportunity (EEO) Program and provides an overview of the responsibilities of supervisors and managers in support of the program.

2.  Policy.
    a.  Employment practices within the Department of the Army (DA) must demonstrate full adherence to the letter and spirit of Federal policy guaranteeing equal employment opportunity to all persons without regard to race, color, religion, sex, national origin, physical or mental handicapping condition, age, or reprisal/retaliation.
    b.  The Combined Arms Center and Fort Leavenworth pursues a vigorous policy of equal employment opportunity for all civilian employees and applicants for employment.  Supervisors of civilian employees play the key supporting role.

3.  Responsibilities of Supervisors.
    a.  Supervisors shall actively promote an environment of acceptance and respect for all employees in the employment situation regardless of race, color, religion, sex, national origin, physical or mental handicapping condition, age, or reprisal/retaliation.

    b.  Supervisors shall have direct input to the installation's annual Affirmative Employment Plan goals and objectives.  The overall success of the plan depends on the effectiveness of each supervisor in applying the goals and objectives to personnel-related decisions and actions.

    c.  Supervisors shall identify employees who have potential for advancement, provide counseling and guidance regarding qualifications for higher-level duties, assist in the preparation of individual development plans, and encourage employees to improve their skills in order to advance within the work force.

    d.  Supervisors shall adhere to the intent and spirit of equal employment opportunity when assigning work which contributes to the development of employee skills, initiating personnel actions, presenting awards, selecting applicants for initial employment and promotion, and carrying out other actions affecting employees.

    e.  Supervisors shall ensure that employees are informed of discrimination complaint procedures and are free to exercise their right to use them without fear of reprisal or coercion.

    f.  Supervisors shall cooperate with and, as requested, provide full information to EEO counselors and other authorized investigating officials during EEO complaint administrative processes.  Determined efforts will be made to resolve all complaints at the earliest opportunity by exploring appropriate methods of resolution in cooperation with the EEO Officer, Civilian Personnel Advisory Center, and Staff Judge Advocate Labor Counselor, as appropriate.

    g.  Supervisors shall attend and ensure employees attend all mandatory EEO-related training courses, including refresher training.

    h.  Supervisors shall actively support and encourage employees to attend command-sanctioned EEO special emphasis activities.  When the mission permits, supervisors will approve employees' requests to participate in such events during duty time without charge to leave.

    i.  Supervisors shall support program initiatives by nominating employee volunteers to collateral duty appointments, i.e., EEO counselor, special emphasis program committee members, mediators, Prevention of Sexual Harassment (POSH) training facilitators.

CHAPTER XIX

HEALTH AND SAFETY

1.  Policy.  The health and safety of employees should be a major concern of managers and supervisors.  Accidents or unhealthy environmental conditions adversely impact  the employee and affect productivity and job performance. 

2.  Safety Office.  The Command Safety Office is responsible for planning, organizing, implementing, and evaluating accident prevention strategies, and for conducting standard Army safety and occupational health inspections of buildings and work sites to determine compliance with Occupational Safety and Health Act (OSHA) Standards.

    a.  All accidents involving civilian employees or government property must be promptly reported to the Command Safety Office.

    b.  Additional information concerning safety program requirements may be obtained by contacting the Command Safety Office.

3.  Preventive Medicine Services.

    a.  The Preventive Medicine Service provides the following:

        (1)  Occupational Health Services, including maintenance of a health and medical information module, maintenance of a hearing evaluation audiometry registry, medical and chronic disease surveillance, hearing and vision conservation, pregnancy surveillance, illness absence monitoring, and immunizations.  The Occupational Health Nurse (OHN) provides services for civilian employees, including maintenance of civilian employees' medical records, job-related immunizations, flu vaccines, assessment for on-the-job injuries, and occupational health counseling.  No emergency care is available at this installation.  In case of emergency, call 911; an ambulance will transport the individual to the nearest hospital.

        (2)  Environmental Health Services, including food service sanitation inspections and training, entomological services, drinking water surveillance, direct support for industrial hygiene, and other environmental or sanitary inspections of facilities and programs.

        (3)  Industrial Hygiene Services, including maintenance of health hazard information and the Industrial Hygiene Implementation Plan, industrial hygiene inspections and consultations, toxic materials inventory, and hazardous materials management.

        (4)  Community Health Nursing Services for military personnel and families, and for installation living and working areas.  Services include disease surveillance, health promotion, HIV program, and community health consultation.

4  Supervisory Responsibilities.  Supervisors are directly responsible for the safety and well-being of their subordinate employees during duty hours.  Therefore, every effort must be made to establish and enforce work environments, policies and practices that ensure employees' safety and well-being.

     a.  Employees should be informed of and encouraged to use the services available through the Occupational Health Nurse as listed above, and excused from duty without charge to leave for the time required to receive those services.  Employees who return to work after an absence of more than 5 days due to illness or injury, or after a work-related injury or illness, must first be directed to the Occupational Health Nurse for certification of release to return to work. 

    b.  When health-related concerns of employees impact on their work performance, supervisors should contact the CPAC, Management-Employee Relations, to discuss appropriate actions to take for resolution.

	CAC SAFETY ORIENTATION CHECKLIST

Every supervisor must thoroughly instruct each new employee in the safety requirements of the job.

This checklist is provided for that purpose.  The instruction must be completed within one week 

after the employee is hired.  Check each of the items on this form at the time instruction is given.  

When completed, sign and maintain on file.

Employee's Name_______________________________________________________________

Occupation________________________________Date Hired____________________________

                                                                                                     Completed

1.   Discuss general safety rules  (including Post's                                __________

      bicycle and jogging policy, crosswalks rules, etc)

2.   Explanation of safety rules for specific jobs                                   __________

3.   General discussion of safety devices                                               __________

4.   Reporting unsafe conditions                                                            __________

5.   Job conduct                                                                                      __________

6.   Proper lifting techniques                                                                  __________

7.   Safety suggestions                                                                            __________

8.   Reporting injuries                                                                             __________

9.   Medical aid                                                                                       __________

10.  First aid and qualified personnel                                                     __________

11.  Emergency procedures                                                                   ___________

12.  Personal protective equipment                                                       ___________

13.  Housekeeping                                                                                ___________

14.  Storage of materials                                                                       ___________

15.  Fire protection                                                                               ___________

I have instructed the above new employee in the safety requirements checked and feel that he/she 

can reasonably be expected to perform his/her duties with a maximum degree of safety.

                                                                                   _______________________________

                                                                                                       Supervisor

Signed by employee______________________________________Date______________________
Mr. Larry Fitts

Safety & Occupational Health Manager (684-3274)                                                         June 1999




CHAPTER XX

THE ARMY IDEAS FOR EXCELLENCE PROGRAM (AIEP)

1.  Policy.  AR 5-17 establishes the policies governing the AIEP to encourage civilian employees to improve present policies, practices, and regulatory constraints which do not facilitate good management.

    a.  The AIEP is a combination of the Model Installation Program and the Army Suggestion Program.  AR 5-17 includes instructions on the submission and eligibility of ideas, explanation of evaluation and disposition procedures, and guidance for the payment of awards.

    b.  The AIEP is designed to improve morale by providing civilian employees the opportunity to take part voluntarily in the improvement of management within the government.  It focuses on improvements which result in saving resources.  As a result, employees are recognized and rewarded for suggestions which are approved and adopted.

2.  Responsibilities.  The Deputy Chief of Staff for Resource Management (DCSRM) is responsible for establishing and managing the AIEP Program and appointing a program coordinator to administer the program.  Supervisors are responsible for promoting the program, encouraging and assisting suggesters, and upon request, providing technical evaluation for determining whether or not suggestions are adopted.

3.  Eligibility.  All members of the Army community are eligible to submit ideas.  However, payment of awards is limited to the following:

    a.  Direct-hire Army civilian personnel (including USAR technicians) who are paid from appropriated funds.

    b.  Non-Army Federal employees paid from appropriated funds.

    c.  Retired or otherwise separated employees whose ideas were entered into the AIEP system while they were in an eligible status.

If an idea submitted by a person not eligible for a cash award is adopted, the local commander may choose to present another form of recognition such as a medal, plaque, or locally devised certificate.

4.  Submission.  In all cases in which a submission qualifies as an AIEP idea, there will be prompt evaluation and disposition.  All AIEP proposals must be submitted on DA Form 1045 to the installation DCSRM program coordinator and must be signed and dated by the suggester.

Value of Organization							Number of Hours








� GS employees only


� Eligible for Bonuses & Ranks authorized by AR 690-900, Chapter 920.


� Authorized similar awards by AR 215-3.


� Authorized to receive selected awards sponsored by private organizations


� Authorized to receive similar awards by local regulations.





100
96

