N J Documents Required at In Processing
N . .
Qe (Please have these documents ready to give to the HR Assistant)

"
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Ay ” \\‘-":L

> Original unexpired passport OR both an original birth certificate and a valid
driver's license

» Onboarding user ID and password

> Form A-4, Alabama Department of Revenue Employee’s Withholding
Exemption Certificate

» W-4, Federal Employee’s Withholding Exemption Certificate
» AF Form 1745, Address Change Form (Required for Civilian Pay)

» FMS Form 2231, FASTSTART Direct Deposit and a “voided” check.
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Good morning and welcome to your New Employee In-Processing Brief. This slide shows a few of the items that you should have provided to your HR assistant or specialist prior to today’s briefing. Please ensure these items have been shared. If you have not shared these, please take a moment to discuss if they are needed with your servicing specialist after today’s briefing. 

If you are transferring from another agency or an internal AF hire, your specialist may not require all listed documents.

In this new world of virtual meetings, we ask that you maintain proper virtual meeting room etiquette at all times. 

Please mute your mics until we open the floor for questions. Please state your name anytime you are responding on the mic. 

And above all else, please be patient as we all know how unpredictable technology can be. 

Thank you and we look forward to helping you navigate your onboarding journey. 



L\ 4 42d FSS/Civilian Personnel Section, Maxwell AFB &L

T s
Hayge ™

CIVILIAN IN-PROCESSING
BRIEFING

2 N
AIp BygS W\

| o 42 FSS/IFSMC
This Briefing Is: HR Assistant

Unclassified
Mission-Ready World-Class Leadership 2



Presenter
Presentation Notes
Introductions:

     My name is Saundra and I will be walking you through today’s briefing. Please pay close attention to all areas of this briefing and record any questions you may have to address at the end. You may also place questions in the chat box and we will do our best to monitor and respond as we see them. 

     Before we get started, please take a moment to introduce yourself and the organization where you will work. 

Welcome to Team Maxwell. 


& 2
\.,,/ Overview of Agenda

» Common Access Card (CAC)
» Civilian Pay

> Leave
» Disabled Veteran’s Leave

» Federal Employee Benefits

» Federal Employees Retirement System Revised Annuity Employee
(FERS-FRAE)

» Electronic Official Personnel Folder (e-OPF)
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The topics listed here on the Agenda overview will be covered during today’s.   

Please feel free to ask questions at the end or place your questions in the chat box. Myself and the other specialist online will do our best to answer them promptly. 


V.
N Overview of Agenda, Cont'd

» Employee Conduct and Responsibility
» Probationary/Trial Period

» Training

» Telework

» Reasonable Accommodation

» Workers’ Compensation

» Employee Assistance Program (EAP)

> Labor Relations
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\w/ Common Access Card (CAC)

» Allows access to the base, work computer, and certain base facilities

» List of base facilities is provided on the CD in your in-processing folder

» Issued after personnel action has processed

> CACs will not be available for 7 to 10 days after you in-process

» To determine if personnel action has processed, call (334) 953-6487 (Maxwell AFB) or DSN
665-2089 (Randolph AFB) and ask, “Am | in the Defense Enroliment Eligibility Reporting System
(DEERS) as a Maxwell-Gunter civilian employee?”

» Obtain CAC at the Military Personnel Section (MPS) located on first floor of Bldg 804

»Please bring two forms of ID
» Appointment required; call 334-953-6487 or schedule at hitps://rapids-appointments.dmdc.osd.mil
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Your Common Access Card or CAC allows you access to the base, your work computer and certain facilities around the base.  The base facilities to which civilian employees have access are listed on the “Base Access for Civilian Employees” document attached to your Reporting Instructions email.  If you have a military dependent ID card, a military retiree ID card or a military retiree dependent ID card, you are not limited to the facilities on that list.

You cannot get a CAC until your personnel action has been fully processed with AFPC. I repeat, you may not obtain CAC access (even as a transfer employee) until your action as fully “HR’d” with AFPC, or the Air Force Personnel Center at Randolph AFB, TX.  

It may take up to 7 to 10 business days for the Air Force Personnel Center to process your personnel action.   Please be patient. Your supervisors and liaisons are aware of this processing time and should have non CAC related tasks for your completion in the meantime. For those requiring base access in the interim, you will be provided with a 30 day pass. When you first arrive to Maxwell AFB, please visit the Visitor Center located at the Main Gate on Maxwell Blvd. You will need to present your driver’s license, vehicle registration and proof of insurance for the issuance of your pass.  

Once your action is “HR’d” you will be visible in DEERS.  To determine if you are enrolled in DEERS, use the contact information provided on this slide.

Once you have verified DEERS enrollment, MPF will provide you with an appointment date and time for the issuance of your CAC. You will be required to bring two forms of ID to your appointment. 

https://rapids-appointments.dmdc.osd.mil/

& Y.
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Steps to Gaining Access

\/ « In-Processing Brief — completes onboarding requirements A
 AFPC completes HR hiring action
CPOQO | - Forwards new hire pay information to Civilian Pay y
\/ N
 Verifies profile in DEERS

MPE | ° Issues CAC with valid Certificates ’

~

"/ e Coordinates access to ATAAPs, Email (via unit IT POC/Security Manager),
Gaining| Org boxes, shared drives, DTS, and any other Org specific needs.

Org Y

Mission-Ready World-Class Leadership 6


Presenter
Presentation Notes
After your onboarding, many individuals will be eager to start work, elect benefits, and complete trainings, however, there are several components that must coordinate to accomplish full access. 

Though Civilian Personnel begins this hiring journey with you, we do not oversee the gaining of computer and email access for all new employees. Once your CAC has been issued by MPF, you will need to request the required forms from you IT POC/Security Manager to gain access to your computer and email. Your supervisor or Unit Program Coordinator (UPC) should be able to assist for these actions. 


Yy
A\ Y4 Civilian Pay

» When and how do | get paid?
» Direct Deposit
» Every two weeks

» For up-to-date pay information and maintenance, go to:
https://mypay.dfas.mil

» Leave and Earnings Statements (LES)

» Form W-2, Wage and Tax Statement

» Allotments

» Address Changes (for pay purposes only)
» Direct Deposit

» Tax Withholdings
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All Appropriated Funds Civilians receive their pay via direct deposit every two weeks. All In-processing briefs take place on the first day of the pay period. You may expect your first check by the 3rd Friday following onboarding. 

Once you receive your CAC you will be able to check your Leave and Earnings Statements (LES), make changes to federal or state tax deductions, change your address for pay purposes, change your direct deposit to another account, or establish an allotment, via the website on this slide.



https://mypay.dfas.mil/

& 4
\w/ Leave

> Annual Leave Accrual

» Less than 3 years service — 4 hours per pay period
» 3 — 14 years service — 6 hours per pay period
» 15 years or more service — 8 hours per pay period

» You may carry over 240 hours of annual leave to the next leave year

» Employees returning from overseas appointments may carry over up to 360 hours of annual
leave

» Sick Leave Accrual
» Always 4 hours per pay period
» No limitation on the amount of sick leave accumulation
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Annual Leave is earned based on your creditable years of service.  You will earn 4 hours of annual leave if you have less than 3 years of creditable service; 6 hours of annual leave if you have 3-14 years of creditable service; and 8 hours of annual leave if you have 15 or more years of creditable service.

Up to 240 hours of annual leave may be carried over to the next leave year.  However, employees who are returning from an overseas appointment may carry over up to 360 hours of annual leave.

Sick leave is earned at the rate of 4 hours per pay period regardless of the years of service.  There is no cap on the amount of sick leave that can be accrued and carried over to the next leave year.  In addition, sick leave earned and not used under a previous Federal appointment can be “reinstated.” 

Some active duty service is creditable for leave accrual purposes.  A copy of your DD Form 214 Mbr 4 is used to verify military service for non-retirees.  However, if you are retired military and believe you have military service that is creditable for leave accrual purposes, you should complete a SF 813.  A copy of the SF 813 is included in the attachments of your in-processing brief email. You may also obtain a copy of your SF 813 from your servicing HR Specialist. 

Please allow 6-12 months for SF813 processing as forms are sent to various agencies depending on creditable service being reviewed. 

If you are a transfer employee, please be sure to provide your latest LES for submission to CivPay. This will ensure that all accrued time is properly transferred. 


& 2 . ®
A Y4 Sick Leave Transfer [ R
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» Transfer employees from another federal agency should give a
copy of his/her last leave and earnings statement (LES) to the
HR Assistant as soon as possible to include in your financial
documents so that any remaining leave from your previous

agency can be added to your new position under the AF:

» Examples:
» Army
» Navy
» Marine Corps
» Department of the VA
» Homeland Security

Mission-Ready World-Class Leadership 9


Presenter
Presentation Notes
Transfer employees from another federal agency are also entitled to the full transfer of their sick leave balance. 

Please ensure that you are sharing the most recent LES as this will reflect the most accurate leave balance. Submitting an old LES may delay the transfer or cause an inaccurate transfer. 
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\w/ Disabled Veteran Leave

» Disabled Veteran Leave

» Provides eligible veterans with paid time off to attend medical appointments and/or treatments for
his/her rated disability

» Veterans with a service-connected disability of 30% or more (determined by the Department of
Veterans Affairs) who are hired on or after 5 November 2016 may be eligible

» If eligible, may receive up to 104 hours of leave to use for medical treatment of a service connected
disability

» Leave must be used in the 12-month eligibility period; unused leave is forfeited

» Disabled veteran employees may submit documentation of a service-connected
disabllity rating of 30 percent or more using the following link:
https://mypers.af.mil/app/answers/detail/a 1d/34555
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The purpose of Disabled Veteran Leave is to provide eligible veterans paid time off to attend medical appointments and/or treatment for their rated disability during their first year after civilian appointment.

Veterans with a service-connected disability of 30% or more who are hired on or after 5 Nov 16 may be eligible to receive up to 104 hours of leave to use for medical treatment of a service-connected disability.

Leave must be used in the 12-month eligibility period.  If not used, the leave is forfeited.

Disabled veteran employees may submit documentation of a service-connected disability rating of 30 percent or more using the link provided on this slide.

It is important to note that this leave is separate from the sick leave accrued by all federal civilians and should only be used for purposes connected to one’s disability rating. 



\
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Federal Employees Benefits

» OPM Benefits Guidance for New/Prospective Employees

» Government Retirement and Benefits (GRB) System New User and How to
Videos:

V V V

>

~ederal Employees’ Health Benefits (FEHB)
~ederal Employees’ Dental and Vision Insurance Program (FEDVIP)
_ong Term Care (LTC) Insurance

~ederal Employees’ Group Life Insurance (FEGLI)

» Thrift Savings Plan (TSP): transactions only
» Federal Flexible Spending Account Program (FSAFEDS)

» Information on beneficiary forms is available at: https://mypers.af.mil
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All Appropriated Funds Civilians are eligible for the benefits listed here. In the in-person briefing setting, we would typically show the GRB or Government Retirement and Benefits System New User How-To Video, however, this platform may only be accessed via CAC enabled computer. Upon gaining your access, you will be able to view this video when you first log in to the GRB system. 

Until you can access the GRB Platform you may ask questions or make benefit selections by calling 1-800-525-0102

The GRB system (and not your local CPO) cover the following benefit areas and should be contacted before the noted timelines:
Federal Employees’ Health Benefits (FEHB): Must select plan within 60 days of EOD or waive
Federal Employees’ Dental and Vision Insurance Program (FEDVIP): Must select plan within 60 days of EOD or waive
Long Term Care (LTC) Insurance: Can apply within 60 days of EOD
Federal Employees’ Group Life Insurance (FEGLI): Automatically enrolled for basic. Must select within 31 days of EOD for Optional insurance
Thrift Savings Plan (TSP): Government WILL match up to 5%, 3% will automatically come out of  your paycheck (can increase percentage)
Federal Flexible Spending Account Program (FSAFEDS)

TSP website: https://www.tsp.gov/index.html


If you want to complete beneficiary forms, use the link provided on the slide to access information on beneficiary forms. You will not be able to access the myPers site until you have your CAC, however, you may review the available benefits plans on OPM.gov or search Federal Benefits plans. 

 

https://www.opm.gov/healthcare-insurance/Guide-Me/New-Prospective-Employees/Health/When-can-I-enroll/#url=Overview
https://mypers.af.mil/

\/ Federal Employees Benefits (GRB)

KEMLI !E'_:: TOTAL COMPENSATION STATEMEMT E

@ Account @ Announcements
p Resource Library E New User Video

Dental & Vision Insurance Long Term Care Insurance Flexible Spending Accounts Pay & Leave

Social Security

Comyright © 2019 Government Retirement & Benefits, Inc. All Rights Resenved, User: xo00xe37 7 | Logout
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GRB is accessible via the Air Force Portal or MyPers. You must have CaC access to use this platform. Here is a snapshot of the platform home screen. 


\ Federal Employees Retirement System
wr Revised Annuity Employee (FERS-FRAE)

» The Bipartisan Budget Act of 2013, signed into law on 26 December 2013
mandates that:

» Employees hired by the Federal government on or after 1 January 2014 will pay 4.4 percent
for their retirement benefits

» Your retirement plan code is listed on your leave and earnings statement under “Deductions”
and on your Notification of Personnel Action (SF-50) under “Retirement Plan”
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FERS is a retirement plan that provides benefits from three different sources: a Basic Benefit Plan, Social Security and the Thrift Savings Plan (TSP). Two of the three parts of FERS (Social Security and the TSP) can go with you to your next job if you leave the Federal Government before retirement. The Basic Benefit and Social Security parts of FERS require you to pay your share each pay period. Your agency withholds the cost of the Basic Benefit and Social Security from your pay as payroll deductions. Your agency pays its part too. Then, after you retire, you receive annuity payments each month for the rest of your life.

For more information on FERS you may visit FERS information from the Office of Personnel Management at the site listed on the slide. 


*\/ MyPers and Self-Service Functions
@

» MyPers Is the Air Force personnel services website and can be accessed using the
following link: https://mypers.af.mil/app/home

» Self-service functions listed below are available and may be accessed using the
following link: https://mypers.af.mil/app/answers/detail/a 1d/19331/p/2566%2C3

» Awards Update Employees on Temp Disability Retirement List
» Certification/License Update Employment Verification

» Change in Veterans’ Preference in Reduction in Force Mailing Address update

» Civilian Career Report MyBiz+ and MyBiz+ for Mgrs and Supervisors
» Date of Birth Correction Name Change Request

» Disability Resume Update

» Disabled Veteran leave Request Service Computation Date Correction

» Education Updates Social Security Number Correction

» Electronic Official Personnel Folder Training Update

» Emergency contact Update Supervisor
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MyPers is the one-stop-shop for all you personnel self-service functions. You can access all of the functions listed above. Gone are the days that you must wait and rely on your CPO to accomplish these simple tasks. However, we are available if you have any questions. Please note, all functions will require CAC access. 

https://mypers.af.mil/app/home
https://mypers.af.mil/app/answers/detail/a_id/19331/p/2566,3

A ) _ o
\v/ Electronic Official Personnel Folder (e-OPF)

» E-OPF provides web-based access for Federal personnel to view and print
employment documents

» E-OPF account can be established after receipt of CAC and email account

» Use the following website to establish an account and access your e-OPF:

» https://eopfl.nbc.gov/usaf/

» NOTE: It is strongly recommended employees print a physical copy of his/her eOPF for their
personal records i
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Your personnel records will be filed in your electronic-Official Personnel Folder (e-OPF).

You may establish an account to access your e-OPF after you receive your CAC and email account.

Use the website provided on this slide to establish your e-OPF account.

Your e-OPF should contain records for ALL you federal service. If you notice any discrepancies, please note that they will need to be disputed or reviewed via AFPC and depending on date of discrepancy, the National Archives for Civilian Personnel Records. 

https://eopf1.nbc.gov/usaf/

Y 2
\‘;{ Employee Conduct, Ethics and Responsibility

» Procedures on civilian employee standards of conduct and individual
responsibility throughout the Air Force (AF) is found in Air Force Instruction (AFI)
36-703, Civilian Conduct and Responsibility, located at:

» http://static.e-publishing.af.mil/production/1/af al/publication/afi36-703/afi36-703.pdf

> Government Ethics

» Prospective Employees: Required to abide by the federal criminal conflict of interest statues
as outlined in 18 U.S.C. 88§ 201-209, as well as the Standards of Ethical Conduct for
Employees of the Executive Branch at 5 C.F.R. Part 2635

» Supervisory Employees: Supervisory positions are subject to 5 C.F.R. § 2638.103,
Government Ethics Responsibilities of Supervisors
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All civilian employees are expected to read and adhere to AFI 36-703, Civilian Conduct and Responsibility.  Please use the website provided on this slide to access and read this AFI as soon as possible

Once you become a DoD employee, you will be subject to a number of government-wide and DoD-specific ethics requirements. In particular, you will be required to abide by the federal criminal conflict of interest statutes, as well as the Standards of Ethical Conduct for Employees of the Executive Branch. To support you in maintaining your ethical commitments in the DoD agency or military department, your ethics office includes a dedicated group of ethics experts that provide training and counseling to employees to ensure the continuation of our ethical workplace. You will receive detailed new employee ethics training from them, to be completed within three months of your first day at the Department. This training will provide further explanation of the ethics statutes, rules and regulations that apply to you as a DoD employee. The same ethics office also administers the agency’s financial disclosure program; if you are in a position that requires you to file a financial disclosure report, your local ethics official will contact you with detailed instructions for doing so. That report will be due no later than 30 days after your appointment as a DoD employee. 
 
Supervisory positions are subject to the Government Ethics Responsibilities of Supervisors: Every supervisor in the executive branch has a heightened personal responsibility for advancing government ethics. It is imperative that supervisors serve as models of ethical behavior for subordinates. Supervisors have a responsibility to help ensure that subordinates are aware of their ethical obligations under the Standards of Conduct and that subordinates know how to contact agency ethics officials. Supervisors are also responsible for working with agency ethics officials to help resolve conflicts of interest and enforce government ethics laws and regulations, including those requiring certain employees to file financial disclosure reports. In addition, supervisors are responsible, when requested, for assisting agency ethics officials in evaluating potential conflicts of interest and identifying positions subject to financial disclosure requirements. If you have any questions about these requirements, or any government ethics issue, you should contact the ethics counselor for your organization, which will be located in your local Counsel or Judge Advocate General’s office. You are also required to review the Principles of Ethical Conduct.  

For Confidential Financial Disclosure positions - In addition, you will be required to file the Confidential Financial Disclosure Report (OGE 450) within 30 days of being designated a filer.
For Public Financial Disclosure positions - In addition, you will be required to file the Public Financial Disclosure Report (OGE 278) within 30 days after the date of appointment.


http://static.e-publishing.af.mil/production/1/af_a1/publication/afi36-703/afi36-703.pdf

I_,'J,IIIL_
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\w/ Employee Conduct, Ethics and Responsibility (cont’'d) M‘e

» The following guidelines are provided on civilian employees’ conduct with
Federal inmates in accordance with Air University Instruction (AUI) 25-201,
Federal Prison Camp Labor and Support, which is available at the website
provided below:

» Familiarity and fraternization are prohibited

» Professional working relationships must be maintained at all times
» Address inmates as “Mr.” or “Inmate”

» Do not discuss personal affairs or sensitive information with inmates

» Inmates are not allowed to accept or give gratuities of any kind to include but not limited to
meals, snacks, unauthorized computer or phone use

» Failure to adhere to Air University Instruction 25-201 could result in disciplinary action

» http://static.e-publishing.af.mil/production/1/au/publication/aui25-201/aui25-201.pdf
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.  In addition, employees are expected to adhere to Air University Instruction (AUI) 25-201 which is accessible at the website shown on this slide.  Employees must adhere to the following concerning Federal inmates located at the Federal Prison on Maxwell AFB. 

Familiarity and fraternization are prohibited
Professional working relationships must be maintained at all times
Address inmates as “Mr.” or “Inmate”
Do not discuss personal affairs or sensitive information with inmates
Inmates are not allowed to accept or give gratuities of any kind to include but not limited to meals, snacks, unauthorized computer or phone use
Failure to adhere to Air University Instruction 25-201 could result in disciplinary action


http://static.e-publishing.af.mil/production/1/au/publication/aui25-201/aui25-201.pdf

\.é/ Air Force Portal

» How do you access mylLearning, GRB, MyPers, eOPF, etc.?

AF PORTAL

APPLICATIONS CAREER & TRAINING LIFE & FITMESS

SEARCH AFP

WITH CMSAF KA § T AIRMEN POWERED
BY INNOVATION

FEATURINGD
UH. HEVIN BASIK

LEADERS AND SUPERVISORS WE NEED - C__ > BLUEPRINT LEADERSHIP WITH CMS5AF KA _ > AIRMEN POWERED BY INNOVATION >

AIR FORCE ANNOUNCEMENTS PUBLICATIONS QUICK LINKS

CURRENT OUTAGES OR UPDATES

AETC Automated Informations Systems Service Desk T

(AASD) Contact Change * APM {Acquisition Process Model)
Read More._ = AcgDemo - Dol Civilian Acguisifion Workforce Personnel Demonsiration
Project
AF Fortal TLS Change Notification * Acquisiion Career
il More.._ = Acquisition Common Porial Emvironment (CPE)
* Acquisition Excellence & Change Office
Enhanced Technical Information Management System Pt Fsnaam Mimagemeil L
* PDAQ (Product Data Acquisiti
(ETIMS) - 23 thru 30 March e e i e

* STEM (Science, Technology, Engineering & Mathematfics)
Read Mare...

AIR FORCE INFORMATION

Air Force Personnel Operations Activity (AFPOA) System o U Ol < & R il Eris Tl
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Here is a snapshot of the AF Portal platform. This will be your home page for internet explorer and will allow you to access all necessary platforms mentioned in this briefing. To include: myLearning, GRB, MyPers, eOPF, and more. 


) 4
\.,./ Probationary Period

» Competitive Service Appointments

» Employees serve a two-year probationary period

» Excepted Service Appointments

» Employees serve a one-year trial period

Note: To determine which type of position you occupy, Competitive or Excepted, check your Notification of
Personnel Action, SF 50, Block 34. To determine if you are serving a Probationary or Trial Period, check the
remarks in Block 45. If you are serving a Probationary or Trail Period, there will be a remark to that effect in Block

45.

e ]
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Employees appointed to a Competitive Service position must serve a two-year probationary period.

Employees appointed to an Excepted Service position must serve a one-year trial period.

To determine which type of position you occupy, Competitive Service or Excepted Service, please check your Notification of Personnel Action (SF 50) in Block 34.  If you are required to serve a probationary or trial period, a remark to that effect should be included on your appointment SF 50 in Block 45, Remarks.


N Reasonable Accommodations

> What Is areasonable accommodation?

» An accommodation is any change in the work environment or in the way things are
customarily done that enables an individual with a disability to enjoy equal
employment opportunities.

» The Air Force is legally required to provide reasonable accommodation to qualified
iIndividuals with disabilities who are employees or applicants for employment, unless
doing so would cause undue hardship.

Additional information regarding reasonable accommodations is available by visiting AFI 36-205 via
https://static.e-publishing.af.mil/production/1/af al/publication/afi36-205/afi36-205.pdf
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All Appropriated Funds employees are entitled to reasonable accommodations in their workspace. Reasonable accommodations are any change in your work environment that would enable those with disabilities to enjoy equal employment opportunities and that may be met without adverse or undue hardship to the organization. 

For more information on reasonable accommodations please visit the link listed on this slide. You may also reach out to your organizations EMR Specialist. 

https://static.e-publishing.af.mil/production/1/af_a1/publication/afi36-205/afi36-205.pdf

Y 4
\,f Training

» New Employee Training:

> Mandatory

» New Employee Orientation (NEO) Training (Online) must be completed within 90 days of appointment
Contact Ms. Shundalynne Hall, 42 FSS/FSDET (334) 953-5940, when training has been completed

» Right Start Training within 30 days of appointment — POC: Ms. Pamela Jackson, 42FSS/FSH, (334)
953-3799.

» DoD Performance Management and Appraisal Program (DPMAP) training within 30 days of appointment

1) DoD Performance Management and Appraisal Program (DPMAP) 4-module
or
2) DoD Performance Management and Appraisal Program (DPMAP) 7-module

> Other required training: You will receive automatic notifications via email.

L
Mission-Ready World-Class Leadership 21


Presenter
Presentation Notes
New Employee Orientation (NEO) : Training is provided on line and must be completed within 90 days of your appointment.  Once you complete the training, please notify Ms. Shundalynne Hall at 334-953-5940. Previously, this training was administered via ADLS, however, since the Air Force training platform has transitioned to myLearning, please reach out to Ms. Hall for current training requirements. 

Right Start: You may have received a virtual link for your RightStart training with your in-processing brief email attachments, however, Right Start will resume in-person briefings beginning 6 May 2021. Your HR Specialist with share your contact information with the Relocation Aid for scheduling. The POC for this program is Ms. Pamela Jackson. 

DPMAP: 

The consolidated 4-module course is approximately 1 hour and 25 minutes in duration.  The 7-module course is approximately 2 hours and 25 minutes in duration.  While longer in duration, the 7-module course offers additional in-depth explanations and the ability to review modules on specific activities at the applicable time during the appraisal cycle.  
 
Section 9902(c)(3) of Title 5, United States Code, requires training and retraining for supervisors, managers, and employees in the implementation and operation of the DPMAP.  Training options include completion of either computer-based training or local instructor-led classroom training, or a combination of the two, subject to locally negotiated collective bargaining agreements.  Either the 4-module or the 7-module course may be completed to satisfy the initial DPMAP training requirement if computer-based training is the delivery method.    
 
All employees must complete DPMAP training upon initial assignment to a covered position and at least once every five years thereafter.  All supervisors and managers of DPMAP covered positions must complete DPMAP training upon initial assignment to the position and, pursuant to Section 9902(d)(2) of Title 5, United States Code, at least once every three years thereafter.  The 4-module course should be completed to satisfy the retraining requirement if computer-based training is the delivery method.    
 
You will also be required to complete security training prior to being given access to the Local Area Network (LAN).  Contact your organization’s security manager and complete this training as soon as possible so that you can gain access to email.

There are other mandatory training requirements.  You will receive notification of these training requirements via email.



Telework

A4
*

> Telework

» AFIl 36-816, Civilian Telework Program, is available on the following website: htip://static.e-
publishing.af.mil/production/1/af al/publication/afi36-816/afi36-816.pdf

> A copy of DD Form 2946, DoD Telework Agreement, is on the CD you received today

» Telework Training site: https://telework.gov/
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  AFI 36-816, Civilian Telework Program, is available at the website provided on this slide.  A copy of DD Form 2946, DoD Telework Agreement, is included on the email you received for in processing. All telework agreements are at the discretion of your supervisor. 

Please note all telework agreements require the completion of the telework training provided at the link on this slide. This training may be completed before obtaining CAC access. 

http://static.e-publishing.af.mil/production/1/af_a1/publication/afi36-816/afi36-816.pdf
https://telework.gov/

14
3

Worker’'s Compensation

» EXxclusive recourse available to employees injured on duty

» Types of injuries
» Traumatic
» Occupational lliness/Disease

» Use the Employees’ Compensation Operations and Management Portal (ECOMP) to report
Injuries
» For questions on Workers’ Compensation, contact the BEST at 1 (800) 525-0102 or TDD 1 (800) 382-0893

(press 2 for civilian employees; then press 4 for all other inquiries)
» https://www.ecomp.dol.gov.

» Employee Responsiblilities:

Report all injuries

Observe safety rules/regulations/policies
Report safety hazards

Submit forms asap and keep copies
Keep supervisor Informed of status

YVV VYV
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As a Federal employee, you are covered by Worker’s Compensation for traumatic injury or occupational illness/disease.

If you are injured on duty, you should inform your supervisor asap and file a Worker’s Compensation claim via ECOMP.  The website for ECOMP is listed on this slide.

If you have questions about Worker’s Compensation claims, contact BEST using the number provided on this slide.

It is your responsibility to report all injuries and safety hazards and to observe safety rules, regulations and policies.  

https://www.ecomp.dol.gov/

& .
\w/ Employee Assistance Program (EAP)

» EAP Is a professional resource available to help you resolve life challenges
» Avallable 24/7 for employees and family members

» EAP services: counseling, consultation, crisis management and referral for legal
or financial consultation

> Free and confidential

» Avallable to all appropriated fund (APF) civilian employees on Maxwell-Gunter
AFB

» EAP Contact Info: 1-800-222-0364; 1-888-262-7/848 (TTY); www.FOH4You.com
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EAP is a free resource provided to all employees at Maxwell-Gunter AFB.  Please use the phone number or website provided on this slide to contact EAP.

Please note, EAP is not a program run by your local CPO. 

http://www.foh4you.com/

A 4
\v/ Labor Relations

» American Federation of Government Employees (AFGE) Local 997
» Union President: Ms. Rosa Timmons
» Union Office Phone Number: 334-279-9733

» Collective Bargaining Agreement (CBA) between Maxwell AFB and American Federation of
Government Employees (AFGE) Local 997 (A copy of the CBA is included on the CD you
received today)

» Bargaining Unit Status Codes at Maxwell-Gunter AFB
» BUS Code AF2409 - Employees who are covered by the bargaining unit
» BUS Code 7777 - Eligible to be in a bargaining unit but there is no bargaining unit established
» BUS Code 8888 - Ineligible to be included in a bargaining unit
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The American Federation of Government Employees (AFGE) Local 997 is the exclusive representative for bargaining unit employees serviced by Maxwell Civilian Personnel.  

Employees assigned to a position in BUS Code AF2409 are covered by the bargaining unit.

Employees assigned to a position in BUS Code 7777 are eligible to be in a bargaining unit but no bargaining unit has been established that covers the position (employee).

Employees assigned to a position in BUS Code 8888 are ineligible to be included in a bargaining unit.   

If you are in a position that is in BUS Code AF2409 and would like to know more about the Union, you may call the Union office at the phone number provided on this slide.

The BUS code assigned to your position is included on your Standard/Core Personnel Document.  The BUS code is also on your Notification of Personnel Action (SF 50) in Block 37.

A copy of the Collective Bargaining Agreement (CBA) is included on the Reporting Instructions email you received today at in processing.




A )
\w/ Summary

» Common Access Card (CAC)
» Civilian Pay

> Leave
» Disabled Veteran’s Leave

» Federal Employee Benefits

» Federal Employees Retirement System Revised Annuity Employee
(FERS-FRAE)

» Electronic Official Personnel Folder (e-OPF)
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  Please let me know if further clarification is needed as I talk these areas.


& 4
\w/ Summary, Cont’d

» Employee Conduct and Responsibility
» Probationary/Trial Period

» Training

» Reasonable Accommodation

» Telework

» Workers’ Compensation

» Employee Assistance Program (EAP)

» Labor Relations

Mission-Ready World-Class
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A 2 <
\w/ 42 FSS, Civilian Personnel Section, Maxwell AFB, AL M,g

QUESTIONS
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' Oath of Office

, do solemnly swear (or affirm) that | will support and defend the

Constitution of the United States against all enemies, foreign and domestic;
that | will bear true faith and allegiance to the same; that | take this
obligation freely, without any mental reservation or purpose of evasion; and
that | will well and faithfully discharge the duties of the office on which | am

about to enter. So help me God.
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