Welcome to Fort Monroe

Mini-Employee Handbook
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Fort Monroe is located at the tip of the Virginia Peninsula.  Because of its proximity to Washington, D.C., Langley Air Force Base and Norfolk Naval Base, Fort Monroe will continue to play an important role in our nation’s defense.  Also, we enjoy warm and lasting friendships with the surrounding communities of Newport News, Hampton and Phoebus.  Our communities are well known for their support of Fort Monroe and military families.  Additionally, this historic community has many great places to go, see and enjoy.

You are joining a community rich in history and natural beauty.  When construction of Fort Monroe was completed in 1834, it was referred to as the “Gibraltar of the Chesapeake” because of the strength of its fortifications.  We welcome you to Fort Monroe, the home of the Headquarters, U.S. Army Training and Doctrine Command, the Army’s “Architect of the Future”.

Below is a brief overview, which gives basic direction for certain questions you may have as a new employee.  If this doesn't answer all your questions, please check out the Civilian Personnel Advisory Center (CPAC) Homepage at:

HTTP://WWW-TRADOC.ARMY.MIL/CPAC web site is a great source of information not only for new employees but others as well.  We are trying to populate this homepage with commonly asked questions and general information regarding employment.  If you are unable to find the answer on the homepage, please refer your questions to your administrative point of contact (POC) in your organization.  

Payroll Related Issues

Change of Address, Name and/or Emergency Data

Notify your supervisor immediately if you change your home address, telephone number, name (by marriage or court action), marital status, or person to notify in case of emergency.  The personnel point of contact (POC) in your organization should submit a Standard Form 52, Request for Personnel Action, through the automated personnel system to change your name on civilian personnel records.  Documentation of the official name change will be required.  Address changes should also be reported to the personnel POC in your organization.  These POCs will forward changes to the servicing specialist in the CPAC.  You will also need to forward your address change to the Customer Service Representative (CSR) to update the payroll records.

Income Tax
If you wish to change the number of exemptions, withholding allowances, or have additional amounts withheld, file a new Form W-4 with the CSR.

Paydays and Direct Deposit
Primarily the Charleston Defense Finance and Accounting Service (DFAS) pay civilian employees serviced by the Fort Monroe CPAC.  A pay period chart was provided to you when you in-processed.  If not, you can get it from the CPAC homepage under Miscellaneous.  Paydays are approximately 12 days after the end of the 2-week pay period.  Department of Defense regulations require that new employees have their checks automatically deposited to a banking institution.  Complete Standard Form 1199A at the time of your appointment to have this direct deposit started in order to avoid a delay in receiving your pay.

Leave and Earnings Statement (LES)
Employees will receive an LES for each pay period.  This will be mailed to address in the payroll system, therefore, you must ensure this address is correct.  The LES will reflect amount of leave earned each pay period, (i.e., 4, 6, or 8 hours).  It will also reflect the leave balances as of the beginning of the leave year, the amount of leave accrued during the year, the amount of leave used (both for the leave year and during the current pay period), the current annual and sick leave balances, and the amount of annual leave the employee must use before the end of the leave year.  Employees should review the leave and earnings statements to ensure leave earned and used is properly reflected and should report any discrepancies to their Customer Service Representative.  Employees should also ensure that proper deductions are being made for health and life insurance, charitable donations, union dues, and/or savings allotments as selected by the employee.

The Army Benefits Center (ABC) and Employee Member Self Service (E/MSS) 

Web site is available for you to inquire about your LES/Payroll and Health information.  Your information will be in the payroll system a few weeks following your in-processing date, which will allow you to go on-line through CPAC web site under ABC/EMSS to make inquires or changes. 

If you have any questions prior to you going on-line contact your Customer Service Representative.

Payroll Deductions
  a.  Law requires certain deductions from your salary.  These are:

      - Federal and State Income Taxes

      - Social Security/Medicare and/or

      - Retirement Deductions

  b.  Optional deductions (for employees who qualify and elect) include:

      - Federal Employees Health Benefits (FEHB) premiums

      - Federal Employees Group Life Insurance (FEGLI) premiums

      - Thrift Savings Plan contributions

      - Union Dues

      - U.S. Savings Bonds

      - Allotment to a Credit Union or other savings institution

      - Combined Federal Campaign contribution

The processing of these forms may be done on-line through ABC and EMSS.  Until you have been processed into the payroll system, these forms for the above listed deductions are located on the CPAC web site under Miscellaneous, Frequently Used Forms.  Although these forms may be downloaded and completed electronically, they must have an original signature when mailed or delivered to the CSR.  

The Fort Monroe Customer Service Representative (CSR) is: 

Name:  Sheron Taylor

Phone:
 (757) 788-2457
Email:
Taylors@Monroe.Army.Mil
BENEFITS

Federal Employees Group Life Insurance
  a.  Federal Employees Group Life Insurance (FEGLI) is available to you at shared government cost for basic coverage if you are serving on a permanent or term appointment, with a full-time or part-time work schedule.  The amount of basic insurance coverage is based on your pay (rounded to the next higher thousand plus $2,000).  This benefit is doubled in case of accidental death.  Federal Employees Group Life Insurance also pays benefits for dismemberment (loss of a hand, foot, or eye) at a rate ranging from one-half to the full basic insurance amount. 

  b.  Additional insurance is available by electing one or more of the following options:

      Option A - Standard (provides $10,000 of extra coverage).

      Option B - Additional (amounts may be selected that are 1, 2, 3, 4,

or 5 times your annual basic pay).

      Option C - Family (provides coverage for spouse in multiples up to 5x($5,000) and each dependent child in multiples up to 5x($2,500) under age 22). NOTE:  When you elect family coverage and the appropriate multiple, it automatically covers applicable spouse and dependents.

The cost for these options is paid by payroll deduction based on your age.

  c.  Complete information about the FEGLI program is available in the FEGLI brochure (RI 76-21), which is furnished to each employee eligible for the program. It is also contained on the CPAC web site under the Benefits Section.

NOTE:  You have 31 days from your Entrance on Duty to elect this coverage.  If you fail to complete form and/or decline coverage through the automated process you will automatically be covered with Basic Life Insurance. 
Designation of Beneficiary
  a.  All proceeds from life insurance, retirement, Thrift Savings Plan, or unpaid compensation payable after the death of an employee will be payable to the first person or persons listed below who are still alive at the time of the employee's death.

     (1)  Widow or widower.

     (2)  If widow(er) is deceased, to child or children in equal shares, with the share of any deceased child distributed among the descendants of that child.

     (3)  If none of the above, to parents in equal shares or the entire amount to the surviving parent.

     (4)  If none of the above, to the executor or administrator of the estate of the descendant.

     (5)  If none of the above, to the next of kin under the laws of the State in which the descendant was domiciled at time of death.

  b.  It is not necessary to designate a beneficiary unless you wish to designate a person or persons not included above, or in a different order.  If you wish to designate a beneficiary, the necessary forms can be obtained from the CPAC or the CPAC Web site under Benefits, Designation of Beneficiaries. 

Designation of Beneficiary Coordinator is: 

Name:  Sheron Taylor

Phone:
757 788-2457

Email:
Taylors@Monroe.Army.Mil
Health Benefits Program
  a.  Permanent and term, full or part-time, employees are normally eligible to participate in the Federal Employees Health Benefits (FEHB) Program.  Employees may select from various insurance or Health Maintenance Organization (HMO) coverage with the government sharing the cost of premiums.  Complete information about the various plans, options, coverage, cost, benefits, and conditions are available to you in brochure form.  Employees normally have 31 days after becoming eligible to select this coverage otherwise it is automatically waived.

  b.  Changes to enrollment can be made during FEHB Open Season, which occurs during November/December each year.  Other events which permit enrollment or change in enrollment are also stated on the Standard Form 2809 which is used to elect FEHB coverage or in the Federal Employees Health Benefits Program (FEHB) brochure which is furnished to each eligible employee and which is available on the CPAC web site under Benefits.

  C.  Changes that you wish to make in your enrollment are to be done through ABC via Internet at www.abc.army.mil or telephonically at 1 877-276-9287. You have a short window in which you can turn forms into the Civilian Personnel Advisory Center after starting with the government.  


Thrift Savings Plan

The Thrift Savings Plan (TSP) is a tax-deferred retirement savings plan similar to a 401K plan in private industry.  Thrift Savings Plan participation is voluntary and open to employees covered by FERS or CSRS (see section on retirement).  It offers all participants:

     - Tax deferred contributions of up to 10% of basic pay for employees 

       covered by FERS or 5% of basic pay for employees covered by CSRS.  

       (NOTE:  This amount is changing with the May 15, 01 Open Season. 

       It will go up 1% each year for 5 years.)
     - A choice of three investment funds.

     - A loan program.

     - Portable benefits if you leave Government service.

     - Choice of withdrawal options.

If you are covered by FERS, you also receive:

     - An agency automatic contribution of 1% of your basic pays to your TSP account, whether you contribute or not.

     - Agency matching contributions on your own contributions (up to 5% of your basic pay each pay period).

For more details, see the booklet, "Summary of the Thrift Savings Plan for Federal Employees" which is furnished to eligible employees and available on the CPAC web site under Benefits.

Changes that you wish to make regarding your coverage of TSP, Health, Life Insurance, Retirement are to be done through ABC via Internet at www.abc.army.mil or telephonically at 1 877-276-9287. 


Benefits Coordinator is: 

Name:  Sheron Taylor

Phone:
757-788-2457

Email:
Taylors@Monroe.Army.Mil
RETIREMENT

Permanent and term employees are generally covered by one of two federal retirement plans:

Civil Service Retirement System (CSRS) covers most permanent employees hired before 1984.  Employees pay 7 percent of their salary into this retirement system and the government contributes an equal amount.  CSRS employees do not pay into Social Security; however, they do pay an additional 1.45 percent of their salary into Medicare.

Some basic entitlements of CSRS are:

     (1)  Retirement eligibility is attained at:

          -  Age 55 with 30 years service;

          -  Age 60 with 20 years service; or

          -  Age 62 with 5 years service.

NOTE:  CSRS employees must have been employed for at least 1 year within the 2-year period immediately preceding retirement to be eligible for an annuity.  Accrued and unused sick leave at date of retirement is used in computing the amount of annuity or survivor annuity.  It is not used in determining the high 3 average salary and cannot be counted toward the minimum length of service necessary to retire.

     (2)  The basic formula for determining an employee's projected retirement annuity under CSRS is:

          -  One and 1/2 percent of the "high 3" (i.e., the highest salary the employee earned during a 3-year period) average pay, multiplied by years of service up to 5 years; plus

    -  One and 3/4 percent of the "high 3" average pay, multiplied by

all years of service over 5 and up to 10 years; plus

           -  Two percent of the "high 3" average pay, multiplied by all service over 10 years.

For example, an employee with 30 years of service and a "high 3" average pay of $26,000 would get:

 .015  (1 and 1/2%) X $26,000 X  5 years =  $1,950

 .0175 (1 and 3/4%) X $26,000 X  5 years =  $2,275

 .02   (2%)         X $26,000 X 20 years = $10,400

                            Basic Annuity  $14,625 per year

NOTE:  The total Basic Annuity cannot exceed 80 percent of the "high 3" average pay.

Federal Employees Retirement System (FERS) covers most permanent and term employees first hired after 1983.  Federal Employees Retirement System is a 3-part program, which includes a basic retirement annuity plan (employees

contribute .8 percent of salary into basic retirement), plus Social Security (employees contribute 7.65 percent of salary into Social Security), plus a Thrift Savings Plan (see details in the Thrift Savings Plan section).  New employees are furnished a pamphlet entitled "FERS, Federal Employees Retirement System" (publication number RI 90-1), which provides details about the retirement system.  Some of the basic entitlements of FERS are:

     (1) Retirement eligibility is attained at:

          -  Age 60 with 20 years service;

          -  Age 62 with 5 years service; or

          -  The "minimum retirement age" (MRA) with 30 years service.  The MRA is age 55 until the year 2002, when it begins to rise by 2 months per year until it reaches age 57 in the year 2027.

     (2) Reduced retirement benefits are also available to employees who have reached the MRA and have at least 10 years of creditable service.  The reduction in annuity is 5 percent per year for each year the employee is under age 62.

     (3) The basic formula for determining an employee's projected retirement annuity is:

          -  If the employee is under age 62 or has less than 20 years of creditable service: 1 percent (.01) of  "high 3" average salary, multiplied by years of service.

          -  If the employee is at least age 62 and has at least 20 years of creditable service:  1.1 percent (.011) of "high 3" average salary, multiplied by years of service;

          -  Some employees are entitled to an annuity supplement under FERS.  This supplement is payable to employees who retire at the MRA with at least 30 years of service; retire at age 60 with at least 20 years of service; retire under "Discontinued Service Retirement" rules (see below); or retire under one of the special retirement systems (e.g., firefighters, air traffic controllers, etc.).  Since FERS benefits are based on a federal retirement plus Social Security benefits, and workers retiring before age 62 are ineligible for Social Security, the annuity supplement is intended to bring retirement income up to a level that is comparable to what will be drawn when Social Security benefits start.  The formula for computing the annuity supplement changes each year and is based on Social Security earnings rules.

Deferred Retirement is available to both CSRS and FERS participants.  When employees leave the federal service, they have an option of withdrawing retirement contributions or leaving these contributions in the system so they can draw a deferred annuity when they reach age 62.  The employee must have completed 5 years of service (and not withdrawn retirement contributions) to be eligible for a deferred annuity at age 62.  (NOTE:  FERS employees can also draw a deferred annuity at age 55 with at least 10 years of service; however, the 5 percent penalty for each year under age 62 is applied.)  Annuity amounts under a Deferred Retirement are computed as of the date the employee left federal service and are not adjusted for inflation between that time and the time the employee reaches age 62 (or 55 for FERS).

Discontinued Service Retirement (DSR) is applicable to both CSRS and FERS employees who are affected by reductions in force (RIF).  Employees who are age 50 with 20 years of service or have 25 years of service at any age,

are eligible for a Discontinued Service Retirement, provided their job is abolished (or they are bumped out of their job in a RIF) and they have not been offered an alternative job in the same commuting area within two grade

levels of their current job.  The CSRS employees who take a DSR receive an annuity that is reduced 2 percent per year for each year the employee is under age 55.  The FERS employees who take a DSR have no reduction in annuity (the 5 percent penalty per year under age 62 does not apply to FERS DSR retirements).

Some Involuntary Separations other than as a result of RIF under the DSR rules described above also allow an employee to receive an early retirement.  Involuntary separation means any separation against the will and without the consent of the employee, other than for cause on charges of misconduct or delinquency.  Some examples (other than RIF) are lack of funds, inefficiency,

disability (that is initiated by the agency, not the employee) and separation during probation because of failure to qualify.  The age/service requirements for receiving an annuity as a result of an involuntary separation are the same as those described for Discontinued Service Retirement above.

Voluntary Early Retirement Authority (VERA) is a program that is sometimes requested during RIF.  To be eligible to use VERA, the agency must have projected that a substantial number of employees would be changed to lower grade or separated through RIF procedures without use of VERA, and the agency must have formally submitted a request in writing to the Office of Personnel Management (OPM) and received approval of this request.  Retirement eligibility for VERA is the same as for DSR (i.e., the employee must have 20 years of service at age 50 or have 25 years of service at any age).  The employee does not have to receive a formal RIF notice to be eligible for VERA, but does have to be within the targeted series/grades identified by management as excess or otherwise eligible for VERA.  Normally, VERA "windows" are established which identify the beginning and ending date during which employees can apply, the series/grades or other restrictions on types of

employees who can apply, and the latest date employees must be off the rolls.  Use and restrictions of VERA are management decisions and must be based on projected needs to reduce the civilian work force.

Disability Retirement Benefits is available to CSRS and FERS employees who become unable to continue work in their federal positions because of disability.  To be eligible for disability retirement, CSRS employees must

have completed at least 5 years of civilian service and FERS employees must have completed at least 18 months of creditable civilian service.  The employee must also have become totally disabled for continued work in their current position or any other vacant position at the same grade level for which the employee is qualified.

Continuance of Federal Benefits into Retirement: (i.e., health and life insurance) may be continued after retirement in most circumstances.

To be eligible to retain government health insurance in retirement, the employee must have continuously enrolled under Federal Employees Health Benefits (FEHB) for 5 years immediately preceding the start date of a

retirement annuity, or have been continuously enrolled since the employee's first opportunity to enroll if the first opportunity was less than 5 years.  In limited cases, this 5-year requirement can be waived if specific

legislation has been passed to allow such a waiver (e.g., employees who receive a buyout offer or are involuntarily separated through RIF and were enrolled in FEHB before 30 March 1994, and are separated before 30 September 2003).

NOTE:  CHAMPUS is creditable toward the 5 years and is being covered under another Family FEHB Plan.

To be eligible to retain government life insurance in retirement, the employee must have carried basic life insurance for the 5 years of service immediately preceding the start date of retirement annuity, or for the full period of service during which life insurance was available if this is less than 5 years.  Employees who meet these criteria can retain their "basic" life insurance coverage.  Employees who wish to retain their "optional" life insurance (other than accidental death and dismemberment) must have carried the particular form of optional insurance in force for the 5 years of service

immediately preceding retirement, or for the full period of service during which optional insurance was available, if this period of availability was less than 5 years.  The rates and payable amounts of life insurance after retirement vary depending on the employee's age.

CPAC Webpage for Retirements.

Post 56 Military Service

What is Post 56 Military Service?  Post-56 Military Service is any service served after 1-1-57.  The reason this is significant is that prior to that time the military wasn’t subject to the Social Security Tax on their earnings.  These earnings impact on your civil service retirement.  See below.

CSRS: As a general rule, military service is creditable, provided it was active duty and ended with an honorable discharge. - If your military service occurred before 1957, it is included in the computation of your annuity. You have been given gratuitous credit for that military service even though you were not contributing to the retirement fund. (Not applicable to retired military)

Beginning January 1, 1957 military service became subject to Social Security. Treatment of military service under CSRS depends on whether it was performed after December 31, 1956 (hereafter, referred to as post‑56 military service.)

A 1982 change in law distinguishes between those persons who were on board before October 1, 1982 and those who first became subject to CSRS on or after that date. Employees first hired in positions subject to CSRS after September 30, 1982 can receive post‑56 military service credit only if they make a deposit covering the service. Employees hired in positions subject to CSRS before October 1, 1982 can receive credit for post‑56 military service without making the deposit, but will be subject to elimination of this service credit if they become eligible for Social Security benefits at age 62. At this time their annuity will be recomputed excluding the post‑56 military service. Under CSRS rules, post‑56 deposit will be 7% of the basic military pay earned during the period covered by the deposit, plus interest (at a variable interest rate).

FERS:
Military service that would be creditable under CSRS is also creditable under FERS, except all post‑56 military a deposit to receive credit under FERS rules of any purpose must cover service. Even if an employee covered by FERS was first hired before October 1, 1982, post‑56 military service cannot be credited unless the required deposit is completed. Under FERS rules, post‑56 deposit will be 3% of the basic military pay earned during the period covered by the deposit, plus interest (at a variable interest rate).

If you transferred into FERS retirement system from CSRS, to determine whether military service is credited under FERS rules or CSRS rules will depend on how many years of creditable CSRS service you had before transferring. If you transfer to FERS with less than five years of CSRS service (other than CSRS interim or CSRS offset) all of your post service (including any creditable military service) is treated under FERS rules. If you transfer to FERS with five or more years of CSRS service (other than CSRS Interim or CSRS offset), this service (and past creditable military service) is treated under CSRS rules.

NOTE:  The operating manual which governs Service Credit Payments for Post – 1956 Military Service is:  OM830-1 Chapter 23.  Please either refer to the CPAC web site under Benefits, Retirement for the form needed to get your Estimated Earnings from the appropriate DFAS Center.

For all Retirement issues contact Army Benefits Center, www.abc.army.mil. 

On-the-Job Injuries

Federal Employees Compensation Act (FECA)
The Federal Employees Compensation Act (FECA) is administered by the Office of Workers' Compensation Programs (OWCP) of the U.S. Department of Labor.  It

provides compensation benefits to civilian employees for disability due to personal injury sustained while in the performance of duty or to employment-related disease.  The Act also provides for the payment of benefits to dependents if the injury or disease causes the employee's death.  Benefits

cannot be paid if the injury or death is caused by the willful misconduct of the employee, the employee's intent to bring about their injury or death or that of another employee, or if intoxication is the proximate cause of the injury or death.

Immediately notify your supervisor if you are injured on duty.  Your supervisor will make arrangements for you to be transported to the Medical Treatment Facility (MTF) on Fort Monroe for evaluation.  You have the choice of your attending physician.  In traumatic injuries, you or someone acting on your behalf must complete the employee portion of Form CA-1 within 24 hours and return it to your admin POC.  They will in-turn send it to the FECA Coordinator in the CPAC.  If disability results from an occupational disease, you or someone acting on your behalf must complete Form CA-2.

If you are disabled due to a traumatic injury, you may use leave or request continuation of pay for up to 45 days if needed.  Any absence after 45 days must be claimed on Form CA-7.  If you are disabled due to a occupational

disease, you may use your leave or claim compensation on Form CA-7.

The CPAC Office will provide information relating to the FECA program and assist you in completion of required claim forms. CPAC website below.

http://www-tradoc.army.mil/cpac/injury_compensation.htm

Out-Processing
If you decide to leave Federal service, you should provide your supervisor with at least 2 weeks notice.  You must sign a Standard Form 52, Request for Personnel Action, which will be forwarded to the CPAC.  The CPAC staff will be able to give you information about your benefits including those listed below:

NOTE:  You can refer to the CPAC Web site under Miscellaneous, In/Out Processing for a handout for Separating Employees.

  a.  RETIREMENT FUNDS.  You may apply for a refund of your retirement contributions 31 days after your resignation if you are not eligible for an immediate retirement annuity.  If you have at least 5 years service,

you may leave the contributions in to receive a deferred annuity at age 62.

  b.  THRIFT SAVINGS PLAN.  There are several options available for withdrawing funds from your TSP:

      - transferring to an IRA or other eligible retirement fund

      - withdrawing entire balance in a single payment

      - receiving a series of equal monthly payments

      - receiving a life annuity

  c.  HEALTH BENEFITS.  Your Federal Employees Health Benefits (FEHB) coverage terminates after a free 31-day extension of coverage.  You may be eligible for Temporary Continuation of Coverage (TCC) for up to 18 months during which you would pay the total premium (both employee and government share).  You are also eligible to convert to an individual policy either at the time you resign or at the end of the 18-month TCC.

  d.  LIFE INSURANCE.  Federal Employees Group Life Insurance (FEGLI) coverage terminates at the end of the pay period in which you resign.  You then have 31 days free extension of coverage during which you may convert to an individual

policy.

Out-Processing, Post-56 Military Service, and FECA Coordinator is: 

Name:  Tanya Argarin

Phone:
757 788-2640

Email:
Argarint@monroe.army.mil
MISCELLANEOUS TOPICS

Probationary or trial periods
  a.  Most non-temporary appointees are hired on a 1-year probationary or trial period.  This period is a continuation of the original selection process and places a responsibility on the employee to demonstrate qualifications and fitness for continued employment.  During the 1-year probationary period, the supervisor will rate the employee's performance and observe the employee's conduct to determine whether the employee should be retained in Federal service. 

  b.  An employee serving a probationary or trial period is given full consideration, both as to qualifications for the job and the manner in which general standards of public service are being met.  These standards include high integrity, mature personality, good work habits, respect for higher authority and fellow employees, and a willingness to learn and improve.  Action will be taken to terminate the appointment of employees during the

probationary period when the employee's service fails to measure up to the qualifications and standards required.

Pay Schedules
Salaries of Federal employees are normally governed by one of two pay schedules described below.  The CPAC posts the new pay scales on the bulletin board, our web page and in our office for your convenience.

  a.  General Schedule (GS) "white collar" workers are paid according to a pay scale fixed by the President pursuant to law.  General Schedule employees nation-wide usually receive pay adjustments in January based on the cost-of-living index.  In addition, the 1990 Federal Employees Pay Comparability Act authorized locality based comparability payments or "locality pay" for GS workers over a 9-year period beginning in 1994 in order to close the gap between private sector salaries and those of Federal workers in the same area.  Locality pay amounts vary depending on the geographic area where an employee works.

b. Wage Grade (WG) "blue collar" employees are paid from a scale fixed by a lead agency in a geographic area adjusted per prevailing rates.  These prevailing rates are determined on the basis of surveys of rates paid by private employers in each local wage area.  Wage grade pay adjustments are paid at differing times of the year, depending on locality.

Pay Scales are located at the CPAC Website under Pay Scales.

Within Grade Increases
Within-grade increases are increases to the next pay step on the pay schedule without change in duties, title, or grade.

  a.  General Schedule (GS) employees (non-temporary) who are serving at "an acceptable level of competence" are eligible for a within-grade increase after serving the following waiting periods without an equivalent increase in

compensation:

      -  52 calendar weeks to steps 2, 3, or 4

      - 104 calendar weeks to steps 5, 6, or 7; and,

      - 156 calendar weeks to steps 8, 9, or 10

Your supervisor will determine whether your work is of an "acceptable level of competence."  If it is determined that your performance is not of "an acceptable level of competence," you will be notified in writing and advised of your rights regarding the negative determination.

  b.  Federal Wage System (WG, WL, WS, WD, WN) employees will automatically advance to the next higher step in grade if they are under a regular wage schedule; rated fully successful or better on their last annual rating; and have completed the required waiting period.  An employee whose most recent rating is marginal or unsatisfactory is ineligible for a within-grade increase.  The waiting periods for increases are:

      -  26 calendar weeks to step 2

      -  78 calendar weeks to step 3

· 104 calendar weeks to steps 4 and 5

CPAC Website that covers this topic.

Leave Accrual Rates for Full-Time Employees

Annual Leave Accrual is based on years of service.  Please follow chart below:

	Years of Federal Service:
	
	

	
	
	

	Less than 3 years
	4 hours/pay period
	13 days/year

	Between 3 and 15 years
	6 hours/pay period; 10 in last pay period
	20 days/year

	15 years or more
	8 hours/pay period
	26 days/year

	
	
	

	Maximum Accumulation
	
	

	
	
	

	Non-Senior Executive Service
	240 Hours
	30 days/year

	Outside U.S.
	360 Hours
	45 days/year


QUALIFYING PERIOD: You are entitled to use leave as it is earned if you are serving under an appointment of at least 90 days.  If you have back-to-back appointments of less than 90 days each you are entitled to leave after you have been currently employed for 90 days without a break.  After the 90-day period you are entitled to use leave.
Sick Leave Accrual is:  4 hours per pay period for all full-time employees.

Part-time leave accrual rates are located on the CPAC web page under Leave, Earning Rates for Leave Accrual.



Official Personnel Folders (OPFs)
All employees have an established Official Personnel Folder (OPF), containing records and documents related to civilian employment.  This folder, also known as a "201" file, provides a chronological, comprehensive, and continuing record of the employee's service, status, skills, and other personal history related to civilian employment.  The "201" file travels with the employee throughout their entire Federal career.  Since the OPFs are maintained at the SECPOC, Fort Benning, GA, you need to contact Sheron Taylor at x2457 or email:  Taylors@monroe.army.mil to request a review of your folder.  She will notify you when your folder is at the CPAC for review.  All OPFs will be reviewed in CPAC Office.  If you plan to make a lot of copies you must provide paper to the CPAC.  

Union Representation

Fort Monroe has two unions, they are:

	NAGE, Local R4 - 11
	NAGE, Local R4 - 12

	
	

	Employees Covered: Headquarters Fort Monroe; United States Army Health Services Command; & United States Army Troop Support Agency located at Fort Monroe, VA


	Employees Covered: Headquarters U.S. Army Training and Doctrine Command located at Fort Monroe, VA




A listing of the Union Officials, phone number, etc. are located at the CPAC web page under Partnership.  

We hope this mini-handbook is helpful, as we know you are given a lot of information on your first day of employment.  Please refer back to this book as needed. Remember it is also located on the CPAC website under Miscellaneous/ In-Out Processing.

If you have any questions that are no covered, please don’t hesitate to direct them to our main number at 788-2457.

Welcome to Fort Monroe 

Civilian Personnel Advisory Center
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