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EMPLOYEE RIGHTS AND RESPONSIBILITIES
UNDER THE FAMILY AND MEDICAL LEAVE ACT
Basic Leave Entitlement

a regimen of continuing treatment, or incapacity due to pregnancy, or
incapacity due to a chronic condition. Other conditions may meet the
definition of continuing treatment.

• for incapacity due to pregnancy, prenatal medical care or child birth;
• to care for the employee’s child after birth, or placement for adoption
or foster care;
• to care for the employee’s spouse, son, daughter or parent, who has
a serious health condition; or
• for a serious health condition that makes the employee unable to
perform the employee’s job.

Use of Leave

Military Family Leave Entitlements

Substitution of Paid Leave for Unpaid Leave

FMLA requires covered employers to provide up to 12 weeks of unpaid,
job-protected leave to eligible employees for the following reasons:

Eligible employees whose spouse, son, daughter or parent is on covered
active duty or call to covered active duty status may use their 12-week
leave entitlement to address certain qualifying exigencies. Qualifying
exigencies may include attending certain military events, arranging for
alternative childcare, addressing certain financial and legal arrangements,
attending certain counseling sessions, and attending post-deployment
reintegration briefings.
FMLA also includes a special leave entitlement that permits eligible
employees to take up to 26 weeks of leave to care for a covered servicemember during a single 12-month period. A covered servicemember is:
(1) a current member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment,
recuperation or therapy, is otherwise in outpatient status, or is otherwise
on the temporary disability retired list, for a serious injury or illness*;
or (2) a veteran who was discharged or released under conditions other
than dishonorable at any time during the five-year period prior to the
first date the eligible employee takes FMLA leave to care for the covered
veteran, and who is undergoing medical treatment, recuperation, or
therapy for a serious injury or illness.*

*The FMLA definitions of “serious injury or illness” for
current servicemembers and veterans are distinct from
the FMLA definition of “serious health condition”.
Benefits and Protections

During FMLA leave, the employer must maintain the employee’s health
coverage under any “group health plan” on the same terms as if the
employee had continued to work. Upon return from FMLA leave, most
employees must be restored to their original or equivalent positions
with equivalent pay, benefits, and other employment terms.
Use of FMLA leave cannot result in the loss of any employment benefit
that accrued prior to the start of an employee’s leave.

An employee does not need to use this leave entitlement in one block.
Leave can be taken intermittently or on a reduced leave schedule when
medically necessary. Employees must make reasonable efforts to schedule
leave for planned medical treatment so as not to unduly disrupt the
employer’s operations. Leave due to qualifying exigencies may also be
taken on an intermittent basis.
Employees may choose or employers may require use of accrued paid
leave while taking FMLA leave. In order to use paid leave for FMLA
leave, employees must comply with the employer’s normal paid leave
policies.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to take
FMLA leave when the need is foreseeable. When 30 days notice is not
possible, the employee must provide notice as soon as practicable and
generally must comply with an employer’s normal call-in procedures.
Employees must provide sufficient information for the employer to determine
if the leave may qualify for FMLA protection and the anticipated timing
and duration of the leave. Sufficient information may include that the
employee is unable to perform job functions, the family member is unable
to perform daily activities, the need for hospitalization or continuing
treatment by a health care provider, or circumstances supporting the need
for military family leave. Employees also must inform the employer if
the requested leave is for a reason for which FMLA leave was previously
taken or certified. Employees also may be required to provide a certification
and periodic recertification supporting the need for leave.

Employer Responsibilities

Covered employers must inform employees requesting leave whether
they are eligible under FMLA. If they are, the notice must specify any
additional information required as well as the employees’ rights and
responsibilities. If they are not eligible, the employer must provide a
reason for the ineligibility.
Covered employers must inform employees if leave will be designated
as FMLA-protected and the amount of leave counted against the employee’s
leave entitlement. If the employer determines that the leave is not
FMLA-protected, the employer must notify the employee.

Unlawful Acts by Employers

FMLA makes it unlawful for any employer to:

Eligibility Requirements

Employees are eligible if they have worked for a covered employer for at
least 12 months, have 1,250 hours of service in the previous 12 months*,
and if at least 50 employees are employed by the employer within 75 miles.

*Special hours of service eligibility requirements apply to
airline flight crew employees.

• interfere with, restrain, or deny the exercise of any right provided
under FMLA; and
• discharge or discriminate against any person for opposing any practice
made unlawful by FMLA or for involvement in any proceeding under
or relating to FMLA.

Enforcement

Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical
or mental condition that involves either an overnight stay in a medical
care facility, or continuing treatment by a health care provider for a
condition that either prevents the employee from performing the functions
of the employee’s job, or prevents the qualified family member from
participating in school or other daily activities.
Subject to certain conditions, the continuing treatment requirement may
be met by a period of incapacity of more than 3 consecutive calendar days
combined with at least two visits to a health care provider or one visit and

An employee may file a complaint with the U.S. Department of Labor
or may bring a private lawsuit against an employer.
FMLA does not affect any Federal or State law prohibiting discrimination,
or supersede any State or local law or collective bargaining agreement
which provides greater family or medical leave rights.

FMLA section 109 (29 U.S.C. § 2619) requires FMLA
covered employers to post the text of this notice. Regulation
29 C.F.R. § 825.300(a) may require additional disclosures.

For additional information:
1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-5627

WWW.WAGEHOUR.DOL.GOV

U.S. Department of Labor Wage and Hour Division
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14.17. Family Friendly Leave Act (FFLA)
14.17.1. FFLA, P.L. 103-388, enacted into law on 22 Oct 94. This authority is
administratively extended to NAF employees. The FFLA expands the use of sick leave for
certain NAF employees. These employees may now use sick leave for the following two
reasons:
14.17.1.1. Family care. To give care or otherwise attend to a family member having an
illness, injury, or other condition which, if the employee had such a condition, would
justify the use of sick leave by such an employee.
14.17.1.2. Bereavement. For purposes relating to the death of a family member,
including to make arrangements for or attend the funeral of such family member.
14.17.1.2.1. The term ―family member‖ means spouse and parents thereof; children,
including adopted children, and spouses thereof; parents; brothers and sisters, and
spouses thereof; an individual related by blood or affinity whose close association
with the employee is the equivalent of a family relationship.
14.17.1.2.2. The term ―children, including adopted children, and spouses thereof,‖ as
used covers adult sons and daughters, and spouses thereof, whether disabled or not.
14.17.1.2.3. The term ―illness, injury or other condition‖ includes physical or mental
illness; pregnancy and childbirth; medical, dental or optical examination or treatment.
14.17.2. Limitation on Use of Sick Leave for Family Care or Bereavement. The FFLA
authorizes the use of up to 40 hours of sick leave per leave year. There is no minimum
balance of sick leave required to use the first 40 hours. In addition, an employee who
maintains a minimum balance of at least 80 hours of sick leave may use up to an additional
64 hours of sick leave per leave year, bring the total amount of sick leave available for family
care and bereavement purposes to a maximum of 104 hours per leave year.
14.17.3. Calculation of Sick Leave Hours for Family Care or Bereavement.
14.17.3.1. For the employee who works 40 non-overtime hours per week consistently
and regularly throughout the leave year, the number of sick leave hours that may be used
for family care and bereavement are those authorized para 14.17.2.
14.17.3.2. For all other employees, the basic amount of sick leave that may be used for
family care and bereavement shall be equal to the average number of non-overtime hours
of work in the employee’s scheduled workweek. To determine the employee’s average
number of non-overtime hours in a workweek, a weekly average of the number of nonovertime hours scheduled over the twelve workweeks prior to the date leave commences
is used as the basis for calculation. In addition, an employee who maintains a sick leave
balance equal to at least twice the weekly average of non-overtime hours worked each
week as computed above, may use an additional amount equal to the number of hours of
sick leave normally accrued by the employee during a leave year minus the basic amount
of sick leave authorized for FFLA. As the number of hours in the employee’s workweeks
vary, entitlement to any remaining sick leave for FFLA must be recalculated for each
subsequent request for sick leave throughout the leave year.
Example of calculation. A regular employee, who works a different number of nonovertime hours each week, has requested sick leave for family care.
Total non-overtime hours worked preceding 12 workweeks
Average number of non-overtime weekly hours
(395 divided by 12)

395
32
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Number of basic sick leave hours for FFLA authorized
32
Sick leave balance required to take any further
sick leave for FFLA (32x2)
Number of sick leave hours normally accrued during
leave year (32 hrs x 52 weeks x 5%)
Number of additional sick leave hours for FFLA authorized
(83 minus 32)
Total sick leave hours for FFLA

64
83
51
83

14.17.3.3. Granting Sick Leave. Sick leave for family care and bereavement must be
requested and approved in the same manner as sick leave for personal illness or medical
care, and the same documentation requirements apply.
14.17.3.4. The amount of sick leave granted to an employee described in 14.17.3.1,
may not exceed a total of 104 hours per leave year. The amount of sick leave granted
to an employee described in 14.17.3.2, may not exceed the number of hours of sick
leave normally accrued by that employee during a leave year.
14.17.3.4.1. To be granted any sick leave during any leave year in an amount
exceeding 40 hours (for the employee described in 14.17.3.1), the employee
concerned shall retain in his or her sick leave account a balance of at least 80 hours
after deducting the amount requested that exceeds the basic 40 hours. For example, if
an employee requests 104 hours of sick leave for family care, the employee must
have a beginning sick leave balance of 184 hours.
14.17.3.4.2. To be granted any sick leave during the leave year in an amount
exceeding the average number of hours in the employee’s workweek (for the
employee described in para 14.17.3.2), the employee concerned shall retain in his or
her sick leave account a balance of at least twice the average number of hours in the
employee’s average workweek. Using the example in para 14.17.3.2, if this
employee requested all 83 hours of sick leave authorized, the employee must have a
beginning sick leave balance of 147 hours.
14.17.3.5. Interaction with VLTP. An employee who applies to become a leave recipient
under the VLTP to care for a family member is required to use the sick leave available to
him or her under the provisions of the FFLA before he or she is eligible to become a
leave recipient of donated annual leave.
14.17.3.6. Recordkeeping Requirements. All supervisors will be required to maintain
information manually on employees who use sick leave for family care or bereavement.
The NAF-HR will issue periodic reminders about the need to maintain the required
information, including the need to transfer the information whenever another supervisor
within the organization assumes leave-approving duties for an employee. When an
employee resigns, or transfers to another installation, all sick leave hours used for family
care and bereavement in the current leave year is submitted to the NAF-HR to record on
150, Record of Leave Data, and filed in the employee’s OPF.
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14.16. Family and Medical Leave Program.
14.16.1. Background. The FMLA was enacted into law on 5 Feb 93 with an effective date
of 5 Aug 93.
14.16.2. Purpose. The FMLA established a family and medical leave program for Federal
employees. An employee is entitled, during a twelve-month period, to a total of twelve
weeks of unpaid family and medical leave, with employment and benefit protection, for one
or more of the following reasons: (a) the birth of a son or daughter of the employee and the
care of such son or daughter; (b) the placement of a son or daughter with the employee for
adoption or foster care; (c) the care of a spouse, son, daughter, or parent of the employee if
such spouse, son, daughter, or parent has a serious health condition; or (d) a serious health
condition of the employee that makes the employee unable to perform any one or more of the
essential functions of his or her position. Family leave covers the situations described in (a),
(b), and (c), above; medical leave covers the situation described in (d), above. The National
Defense Authorization Act for FY 2008 (NDAA), Public Law 110-181, amended the FMLA
to allow eligible employees to use their 12 weeks of job-protected leave in the applicable 12month period for any ―qualifying exigency‖ arising out of the active duty or call to active
duty status of a spouse, son, daughter or parent. The NDAA also amended the FMLA to
allow eligible employees to take up to 26 weeks of job-protected leave in a ―single 12-month
period‖ to care for a covered service member with a serious injury or illness.
14.16.2.1. The ―single 12-month period‖ for leave to care for a covered service member
with a serious injury or illness begins on the first day the employee takes leave for this
reason and ends 12 months later, regardless of the 12 month period established for other
types of FMLA leave.
14.16.2.2. An eligible employee is limited to a combined total of 26 workweeks of leave
for any FMLA-qualifying reason during the ―single 12-month period.‖ (Only 12 of the
26 weeks total may be for a FMLA-qualifying reason other than to care for a covered
service member.)
14.16.3. Notification Requirement. A notice describing the FMLA's provisions is posted in
a prominent place in the worksite. The notice is at least 8½ inches by 11 inches, and is fully
legible. Figure 14.1 is used as the basis for the required notice to employees.
14.16.4. Coverage. The FMLA applies to all NAF employees, regular and flexible, who are
otherwise eligible under these provisions.
14.16.5. Service Requirement. To be eligible to take family or medical leave, an employee
must complete at least 12 months of service as an employee, excluding military service
(other than military duty performed while in a civilian position.) The 12 months of service
does not need to be current service nor twelve continuous months of service. Employees
serving in flexible appointments with a stated time limitation or ―not-to-exceed‖ date of one
year or less are subject to the provisions of Title I of the FMLA. Title I is regulated by the
Department of Labor.
14.16.6. Type of Leave.
14.16.6.1. Family and medical leave is in addition to annual leave, sick leave, advanced
annual or sick leave, other LWOP, leave made available under the VLTP, and
compensatory time off available to the employee. It is an entitlement that provides an
employee up to 26 workweeks of unpaid leave in a 12-month period for certain family
and medical needs and covered service members. A father and a mother are each entitled
to 12 workweeks of unpaid leave for a birth, adoption, placement, or for the care of a son
or daughter with a serious health condition.
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14.16.6.2. Family or medical leave is not subtracted from the employee's entitlement
unless the employee confirms for management that he or she is invoking the entitlement
to such leave. Once invoked, the 12-month period begins on the date an employee first
takes leave for a family or medical need and continues for 12 months.
14.16.6.3. In cases involving the birth or placement of a child, family leave must be
concluded within 12 months after the date of birth or placement. Such leave may begin
prior to or on the actual date of birth or placement.
14.16.6.4. The 26-workweek period is the maximum period of leave an employee is
entitled to for both family and medical leave during the 12-month period. To the extent
that an employee has previously taken family leave, the employee's entitlement to
medical leave may be less than 26 workweeks and vice versa.
14.16.6.5. Family and medical leave is available to all employees. A total of 26
workweeks is available in direct proportion to the number of hours in the employee's
regularly scheduled workweek. The leave entitlement is calculated on an hourly basis to
equal twelve times the average number of hours in the employee's regularly scheduled
workweek. If the number of hours in an employee's workweek varies from week to
week, a weekly average of the hours scheduled over the twelve workweeks prior to the
date leave commences is used as the basis for the calculation.
14.16.6.6. If the number of hours in an employee's workweek is changed during the 12month period of family or medical leave, entitlement to any remaining family and
medical leave is recalculated based on the number of hours in the employee's current
workweek.
14.16.7. How to Remain in a Pay Status When Invoking Family or Medical Leave:
14.16.7.1. An employee may elect to substitute accumulated annual or sick leave;
advanced annual or sick leave; or, leave made available under the VLTP; for any or all of
the family or medical leave needed. An employee may not substitute sick leave in any
situation in which sick leave would not normally be provided under current law and
regulation. An employee who substitutes paid time off for the unpaid leave is, for benefit
purposes, treated as an employee in pay status versus LWOP.
14.16.7.2. The election to substitute paid leave for LWOP is made prior to the date paid
leave commences. An employee may not retroactively substitute paid leave for LWOP
previously taken under this program. Management may not deny an employee's right to
substitute paid leave for any or all of the period of LWOP for family or medical leave
taken. Nor may management require an employee to substitute paid leave for any or all
of the period of LWOP for family or medical leave taken.
14.16.8. Intermittent Leave or Reduced Leave Schedule:
14.16.8.1. Intermittent leave or leave taken intermittently means leave taken in separate
blocks of time, rather than for one continuous period of time, and may include leave
periods of 15 minutes to several weeks.
14.16.8.2. An employee may choose to take medical leave, or family leave to provide
care for a family member, on an intermittent basis or in the form of a reduced
workday/workweek (referred to as a reduced leave schedule) when medically necessary,
and when agreed to by management. If the leave taken under these conditions is
foreseeable based on planned medical treatment or recovery from a serious health
condition, management may place the employee, temporarily, in an available alternative
position for which the employee is qualified and that can better accommodate the
recurring periods of leave.
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14.16.8.3. An alternative position need not consist of equivalent duties, but must be in
the same commuting area; provide an equivalent grade or pay level; the same type of
appointment, work schedule, and the same employment benefits available in the
employee's previous position. Pay level includes any applicable interim geographic
adjustment, special rate of pay, locality-based comparability payment, or special salary
rate. Upon termination of the circumstances that required the medical or family leave,
the employee is returned to his or her permanent position or an equivalent position
addressed later in this guidance.
14.16.8.4. An employee may not take leave on an intermittent basis or under a reduced
leave schedule for the birth or placement of a child unless the employee and supervisor
agree.
14.16.9. General Definitions.
14.16.9.1. Four terms used in the definition of "son or daughter" have been grouped
together for ease of reference:
14.16.9.1.1. Son or daughter means a biological, adopted, or foster child, a stepchild,
a legal ward, or a child of a person standing in loco parentis, who is under 18 years of
age or 18 years of age or older and incapable of self-care because of mental or
physical disability. A son or daughter incapable of self-care requires active assistance
or supervision to provide daily self-care in three or more of the ―activities of daily
living‖ (ADLs) or ―instrumental activities of daily living‖ (IADLs). ADLs include
adaptive activities such as caring appropriately for one’s grooming and hygiene,
bathing, dressing, and eating. IADLs include cooking, cleaning, shopping, taking
public transportation, paying bills, maintaining a residence, using telephones and
directories, using a post office, etc.
14.16.9.1.1.1. Adopted refers to a legal process in which an individual becomes
the legal parent of another's child. The source of an adopted child--e.g. whether
from a licensed placement agency or otherwise--is not a factor in determining
eligibility for family leave.
14.16.9.1.1.2. In Loco Parentis refers to the situation of an individual who has
day-to-day responsibility for the care and financial support of a child or, in the
case of an employee, who had such responsibility for the employee when the
employee was a child. A biological or legal relationship is not necessary. For
example, an employee who lives with, cares for, and acts as a parent to the
employee's grandchild or an employee who is divorced from the parent with
custody would be entitled to family leave should the child need care for a serious
health condition.
14.16.9.1.1.3. Incapable of self-care refers to the situation of a son or daughter
who requires active assistance or supervision to provide daily self-care in several
of the activities of daily living. Activities of daily living include adaptive
activities such as caring appropriately for one's grooming and hygiene, bathing,
dressing, eating, cooking, cleaning, shopping, taking public transportation, paying
bills, maintaining a residence, using telephones and directories, and using a post
office, etc.
14.16.9.1.1.4. Mental or physical disability refers to a mental or physical
impairment that substantially limits one or more of the major life activities of an
individual as defined in 29 CFR 1630.2(h), (i), and (j).
14.16.9.1.2. Foster care means 24-hour care for children in substitution for, and away
from, their parents or guardian. Such placement is made by or with the agreement of
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the state as a result of a voluntary agreement by the parent or guardian that the child
be removed from the home, or pursuant to a judicial determination of the necessity
for foster care, and involves agreement between the state and foster family to take the
child. Although foster care may be with relatives of the child, state action is involved
in the removal of the child from parental custody.
14.16.9.1.3. Parent means a biological parent or an individual who stands or stood in
loco parentis to an employee when the employee was a son or daughter. The term
does not include parents ―in law.‖
14.16.9.1.4. Spouse means an individual who is a husband or wife pursuant to a
marriage that is a legal union between one man and one woman, including common
law marriage between one man or one woman in states where it is recognized.
14.16.9.1.5. Military Caregiver means a spouse, son, daughter, parent, or next of kin
of a covered service member with a serious injury or illness. A serious injury or
illness is one that was incurred by a service member in the line of duty on active duty
that may render the service member medically unfit to perform the duties of his or her
office, grade, rank, or rating.
14.16.9.1.6. Covered service member means (1) a member of the Armed Forces,
including a member of the National Guard or Reserves, who is undergoing medical
treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on
the temporary disability retired list, for a serious injury or illness; or (2) a veteran who is
undergoing medical treatment, recuperation, or therapy, for a serious injury or illness and
who was a member of the Armed Forces (including a member of the National Guard or
Reserves) at any time during the period of 5 years preceding the date on which the
veteran undergoes that medical treatment, recuperation, or therapy.
14.16.9.1.7. A serious injury or illness means (1) one that was incurred by a service
member in the line of duty on active duty in the Armed Forces (or existed before the
beginning of the member’s active duty and was aggravated by service in line of duty
on active duty in the Armed Forces) and that may render the member medically unfit
to perform the duties of the member’s office, grade, rank, or rating or (2) in the case
of a veteran who was a member of the Armed Forces (including a member of the
National Guard or Reserves) at any time during a period described in paragraph
14.16.9.1.6 , means a qualifying (as defined by the Secretary of Labor) injury or
illness that was incurred by the member in line of duty on active duty in the Armed
Forces (or existed before the beginning of the member’s active duty and was
aggravated by service in line of duty on active duty in the Armed Forces) and that
manifested itself before or after the member became a veteran.
14.16.9.1.8. Qualifying exigencies include:
14.16.9.1.8.1. Issues arising from a covered military member’s short notice
deployment (i.e., deployment on seven or less days of notice) for a period of
seven days from the date of notification;
14.16.9.1.8.2. Military events and related activities, such as official ceremonies,
programs, or events sponsored by the military or family support or assistance
programs and informational briefings sponsored or promoted by the military,
military service organizations, or the American Red Cross that are related to the
active duty or call to active duty status of a covered military member;
14.16.9.1.8.3. Certain childcare and related activities arising from the active duty
or call to active duty status of a covered military member, such as arranging for
alternative childcare, providing childcare on a non-routine, urgent, immediate
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need basis, enrolling or transferring a child in a new school or a day care facility
if they are necessary due to circumstances arising from the active duty or call to
active duty of the covered military member;
14.16.9.1.8.4. Making or updating financial and legal arrangements to address a
covered military member’s absence;
14.16.9.1.8.5. Attending counseling provided by someone other than a health
care provider for oneself, the covered military member, or the child of the covered
military member, the need for which arises from the active duty or call to active
duty status of the covered military member;
14.16.9.1.8.6. Taking up to five days of leave to spend time with a covered
military member who is on short-term temporary, rest and recuperation leave
during deployment;
14.16.9.1.8.7. Attending to certain post-deployment activities,
including
attending arrival ceremonies, reintegration briefings and events, and other official
ceremonies or programs sponsored by the military for a period of 90 days
following the termination of the covered military member’s active duty status, and
addressing issues arising from the death of a covered military member;
14.16.9.1.8.8. Any other event that the employee and supervisor agree is a
qualifying exigency.
14.16.10. Employee Notice to Management. If the need for leave is foreseeable, the
employee is required to provide 30 calendar days notice to the supervisor before the leave is
to begin. If events beyond the control of the employee require an employee to begin family
or medical leave before the full 30-day notice can be provided, the employee remains
responsible for providing as much notice as is practical. This notice suffices as the
employee's notification of intent to invoke his or her entitlement to family or medical leave.
If necessary, notice may be given by an employee's personal representative (e.g., a family
member or other responsible party.)
14.16.10.1. If an employee's need for leave under paragraph 14.16.2. (c) or (d) is
foreseeable based on planned medical treatment, the employee consults with management
and makes a reasonable effort to schedule medical treatment so as not to unduly disrupt
the operations of the employer, subject to the approval of the health care provider.
Management may, for justifiable cause request that an employee reschedule medical
treatment, subject to the approval of the health care provider.
14.16.10.2. If an employee's need for leave is foreseeable, and the employee fails to give
30 days notice with no reasonable excuse for the failure, management may delay the
taking of leave until at least 30 days after the date the employee provides the required
notice.
14.16.10.3. When an employee invokes family or medical leave, management provides
guidance concerning the employee's rights and obligations under this program.
14.16.11. Defining a Serious Health Condition. An employee may take family leave in
order to care for a spouse, son or daughter, or parent with a serious health condition or
medical leave because of the employee's own serious health condition that makes the
employee unable to perform the functions of his or her position. In defining a serious health
condition the terms continuing treatment, health care provider and unable to perform the
essential functions are used. Definitions of all terms are:
14.16.11.1. Serious health condition means an illness, injury, impairment, or physical or
mental condition that involves:
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14.16.11.1.1. Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential
medical care facility, including any period of incapacity or any subsequent treatment in
connection with such inpatient care; or
14.16.11.1.2. Continuing treatment by a health care provider that includes (but is not
limited to) examinations to determine if there is a serious health condition and
evaluations of such conditions if the examinations or evaluations determine that a
serious health condition exists. Continuing treatment by a health care provider may
include one or more of the following:
14.16.11.1.2.1. A period of incapacity of more than three consecutive calendar
days, including any subsequent treatment or period of incapacity relating to the
same condition, which also involves:
14.16.11.1.2.1.1. Treatment two or more times by a health care provider, by a
health care provider under the direct supervision of the affected individual’s
health care provider, or by a provider of health care services under orders of,
or on referral by, a health care provider; or
14.16.11.1.2.1.2. Treatment by a health care provider on at least one occasion
which results in a regimen of continuing treatment under the supervision of
the health care provider (e.g., a course of prescription medication or therapy
requiring special equipment to resolve or alleviate the health condition).
14.16.11.1.2.2. Any period of incapacity due to pregnancy, or for prenatal care,
even if the affected individual does not receive active treatment from a health care
provider during the period in incapacity or the period of incapacity does not last
more than three consecutive calendar days.
14.16.11.1.2.3. Any period of incapacity or treatment for such incapacity due to a
chronic serious health condition that:
14.16.11.1.2.3.1. Requires periodic visits for treatment by a health care
provider or by a health care provider under the direct supervision of the
affected individual’s health care provider;
14.16.11.1.2.3.2. Continues over an extended period of time (including
recurring episodes of a single underlying condition); and
14.16.11.1.2.3.3. May cause episodic rather than a continuing period of
incapacity (e.g., asthma, diabetes, epilepsy, etc.). The condition is covered
even if the affected individual does not receive active treatment from a health
care provider during the period of incapacity or the period of incapacity does
not last more than three consecutive calendar days.
14.16.11.1.2.4. A period of incapacity, which is permanent or long-term due to a
condition for which treatment may not be effective. The affected individual must
be under the continuing supervision of, but need not be receiving active treatment
by, a health care provider (e.g., Alzheimer’s, severe stroke, or terminal stages of a
disease).
14.16.11.1.2.5. Any period of absence to receive multiple treatments (including
any period of recovery) by a health care provider or by a provider of health care
services under orders of, or on referral by, a health care provider, either for
restorative surgery after an accident or other injury or for a condition that would
likely result in a period of incapacity of more than three consecutive calendar
days in the absence of medical intervention or treatment (e.g.,
chemotherapy/radiation for cancer, physical therapy for severe arthritis, dialysis
for kidney disease).
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14.16.11.1.3. Serious health condition does not include routine physical, eye, or
dental examinations; a regimen of continuing treatment that includes the taking of
over-the-counter medications, bed-rest, exercise, and other similar activities that can
be initiated without a visit to the health care provider; a condition for which cosmetic
treatments are administered, unless inpatient hospital care is required or unless
complications develop; or an absence because of an employee’s use of an illegal
substance, unless the employee is receiving treatment for substance abuse by a health
care provider or by a provider of health care services on referral by a health care
provider. Ordinarily, unless complications arise, the common cold, the flu, earaches,
upset stomach, minor ulcers, headaches (other than migraines), routine dental or
orthodontia problems, and periodontal disease are not serious health conditions.
Allergies, restorative dental or plastic surgery after an injury, removal of cancerous
growth, or mental illness resulting from stress may be serious health conditions only
if such conditions require inpatient care or continuing treatment by a health care
provider.
14.16.11.2. Health care provider means:
14.16.11.2.1. A licensed Doctor of Medicine or Doctor of Osteopathy or a physician
who is serving on active duty in the uniformed services and is designated by the
uniformed service to conduct examinations;
14.16.11.2.2. Any health care provider recognized by the Federal Employees Health
Benefits Program or who is licensed or certified under Federal or State law to provide
the service in question;
14.16.11.2.3. A health care provider as defined in paragraph 14.16.11.2.2. who
practices in a country other than the U.S., who is authorized to practice in accordance
with the laws of that country, and who is performing within the scope of his or her
practice as defined under such law;
14.16.11.2.4. A Christian Science practitioner listed with the First Church of Christ,
Scientist, in Boston, Massachusetts; or
14.16.11.2.5. A Native American, including an Eskimo, Aleut, and Native Hawaiian,
who is recognized as a traditional healing practitioner by native traditional religious
leaders and who practices traditional healing methods as believed, expressed, and
exercised in Indian religions of the American Indian, Eskimo, Aleut, and Native
Hawaiians, consistent with Public Law 95-314, August 11, 1978 (92 Stat. 469), as
amended by Public Law 103-344, October 6, 1994 (108 Stat. 3125).
14.16.11.3. Incapacity means the inability to work, attend school, or perform other
regular daily activities because of a serious health condition or treatment for a recovery
from a serious health condition.
14.16.11.4. Unable to perform the essential functions of his or her position means the
fundamental job duties of the employee's position. It is not necessary that an employee
literally be so physically or mentally incapacitated that he or she is unable to work in
order to meet the requirement of being unable to perform the essential functions of his or
her position. An employee who must be away from work to receive medical treatment or
for continuing medical supervision meets this requirement. For example, an employee
undergoing kidney dialysis must be away from work to receive dialysis treatment, a
cancer patient may require chemotherapy treatments, an individual who has suffered a
serious car accident may require periodic physical therapy under medical supervision.
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NOTE: The following examples of a serious health condition were cited
in the legislative history: heart attacks, heart conditions requiring heart
bypass or valve operations, most cancers, back conditions requiring
extensive therapy or surgical procedures, strokes, severe respiratory
conditions, spinal injuries, appendicitis, pneumonia, emphysema, severe
arthritis, severe nervous disorders, injuries caused by serious accidents,
pregnancy, complications or illnesses related to pregnancy (such as
severe morning sickness), the need for prenatal care, childbirth and
recovery from childbirth.
14.16.11.4.1. Conditions or medical procedures that would not normally be covered
by the Act include minor illnesses that last only a few days and surgical procedures
that typically do not involve hospitalization and require only a brief recovery period.
(Complications arising out of such procedures that develop into serious health
conditions are covered.) Voluntary or cosmetic treatments (such as most treatments
for orthodontia or acne) that are not medically necessary are not covered, unless
overnight inpatient hospital care is required. Restorative dental surgery after an
accident or removal of cancerous growths are included if the other conditions are met,
e.g., the condition requires an absence of more than three days. Treatments for
allergies and stress are also included if the other conditions are met. Routine physical
examinations are excluded.
14.16.11.4.2. Treatment of substance abuse is also included, such as when a stay in
an inpatient treatment facility is required. On the other hand, absence because of the
employee's use of the substance, without treatment, does not qualify for leave under
the FMLA.
14.16.12. Medical Certification.
14.16.12.1. Management may require written medical certification issued by the health
care provider of the employee or the health care provider of the spouse, son, daughter, or
parent of the employee, as appropriate. The employee must provide the certification in a
timely manner. The employee pays the expense for and selects the health care provider
to provide the original certification. Medical certification includes:
14.16.12.1.1. The date on which the serious health condition commenced.
14.16.12.1.2. The probable duration of the serious health condition or specify that the
serious health condition is a chronic or continuing condition with an unknown
duration and whether the patient is presently incapacitated and the likely duration and
frequency of episodes of incapacity.
14.16.12.1.3. The appropriate medical facts within the knowledge of the health care
provider regarding the serious health condition, including a general statement as to
the incapacitation, examination, or treatment that is required by a health care
provider.
14.16.12.1.4. If applicable, a statement from the health care provider that the son, daughter,
spouse or parent of the employee requires psychological comfort and/or physical care; needs
assistance for basic medical, hygienic, nutritional, safety, or transportation needs or in making
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arrangements to meet such needs (e.g., care by a visiting nurse, placement in a special school);
and would benefit from the employee's care or presence.
14.16.12.1.5. If applicable, a statement from the employee on the care he or she will
provide and an estimate of the amount of time needed to care for his or her spouse,
son, daughter, or parent.
14.16.12.1.6. If applicable, a statement that the employee is unable to perform one or
more of the essential functions of his or her position or requires medical treatment for
a serious health condition, based on written information provided by management on
the essential functions of the employee's position (e.g., such as a copy of the
employee's PD and/or performance standards) or, if not provided, discussion with the
employee about the essential functions of his or her position.
14.16.12.1.7. If applicable, the dates on which planned medical treatment is expected
to be given and the duration of such treatment (required to certify the need for
intermittent leave or leave on a reduced leave schedule.)
14.16.12.2. The information on the medical certification shall relate only to the serious
health condition for which the current need for family and medical leave exists.
Management may not require any personal or confidential information in the written
medical certification other than that required by paragraph 14.16.12.1. If an employee
submits a completed medical certification signed by a health care provider, management
may not request new information from the health care provider. However, a health care
provider representing the AF, including a health care provider employed by the Air Force
or under administrative oversight of the AF, may contact the health care provider who
completed the medical certification, with the employee’s permission, for purposes of
clarifying the medical certification.
14.16.12.3. In situations where an employee is unable to provide requested medical
certification before leave begins, management grants the leave on a provisional basis
(provisional leave). If ultimately, the employee fails to provide the required certification,
management may allow the employee to have the provisional leave charged to LWOP,
the employee's annual and/or sick leave account, as appropriate, or may charge the
employee as AWOL. Appropriate disciplinary action will be taken against an employee
who knowingly provides false medical certification of the need for leave.
14.16.12.4. To remain entitled to leave to care for a family member or for the employee's
own illness, the employee or the employee's spouse, son, daughter, or parent must
comply with any requirement from management that he or she submit to examination
(though not treatment) to obtain a second or third medical certification from a health care
provider other than the individual's health care provider. If the individual refuses to
submit to such examination and the employee fails to provide medical certification, the
employee may be denied family or medical leave.
14.16.12.5. When there is reason to doubt the validity of the medical certification,
management may require, at the expense of the installation, the employee obtain the
opinion of a second health care provider designated or approved by management,
concerning the information in the original certification. This health care provider cannot
be employed by the DoD or be under its administrative oversight on a regular basis
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unless access to health care is extremely limited--e.g., a rural area or an overseas location
where no more than one or two health care providers practice in the relevant specialty, or
the only health care providers available are employed by the DoD.
14.16.12.6. In cases where the second opinion differs from the original certification,
management may require, at the expense of the installation, that the employee obtain the
opinion of a third health care provider designated or approved jointly by management and
the employee, concerning the information in the original certification. Management and
the employee must act in good faith to reach agreement on the third health care provider.
The opinion of the third health care provider regarding the need for leave is binding upon
management and the employee.
14.16.12.7. Management may require, at the installation's expense, subsequent medical
recertification from the health care provider on a periodic basis, not more often than
every thirty calendar days. Management may require subsequent medical recertification
more frequently if the employee requests that the original leave period be extended, the
circumstances described in the original medical certification have changed significantly,
or the agency receives information that casts doubt upon the continuing validity of the
medical certification.
14.16.13. Health Insurance. Health insurance continues during periods of family and
medical leave for an employee enrolled in the health insurance program. During periods of
unpaid family or medical leave, an employee is treated in the same manner as any other
employee who continues coverage while on LWOP.
14.16.14. Unemployment Compensation. An employee who is on unpaid family or
medical leave is ineligible for unemployment compensation benefits since the employee is
considered employed and not available for work.
14.16.15. Greater Leave Entitlements. Management complies with any collective
bargaining agreement or any employment benefit program or plan that provides greater
family or medical leave entitlements to employees than those provided under this guidance.
Conversely, the entitlements established for employees under this guidance may not be
diminished by any collective bargaining agreement or any employment benefit program or
plan.
14.16.16. Records and Reports.
14.16.16.1. Medical certifications are subject to the provisions of 5 CFR 293, subpart A,
for safeguarding information.
14.16.16.2. Reports on the use of family and medical leave are required. At a minimum,
the following information concerning each employee who takes family or medical leave
is maintained:
14.16.16.2.1. The employee's rate of basic pay.
14.16.16.2.2. The occupational series of the employee's position.
14.16.16.2.3. The total number of hours of unpaid family and medical leave taken
(including any paid leave substituted for LWOP for family or medical leave).
14.16.16.2.4. Of the total hours, the number taken for family leave.
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14.16.16.2.5. Of the total hours, the number taken for medical leave.
14.16.16.3. When an employee transfers, the losing organization supplies the gaining
organization with information on family and medical leave taken during the 12 months
prior to the transfer. Specifically, the beginning and ending dates of the employee's 12month period, and the number of unpaid family and medical leave hours taken during the
employee's 12-month period.
14.16.17. Prohibition of Coercion.
14.16.17.1. Any interference with an employee's right to take family or medical leave is
prohibited. Accordingly, no employee may directly or indirectly intimidate, threaten or
coerce, or attempt to intimidate, threaten or coerce any other employee for the purpose of
interfering with the employee's right to family and medical leave. This includes
promising to confer or conferring any benefit (such as appointment, promotion or
compensation), or taking or threatening to take any reprisal (such as deprivation of
appointment, promotion or compensation).
14.16.17.2. This prohibition does not preclude discussions on scheduling leave in a
manner that assists the supervisor in planning for the performance of work during the
employee's absence. Nor does it prohibit the requirement for medical certification,
recertification, or subsequent opinions.
14.16.18. Enforcement. Employees who believe management has not fully complied with
the FMLA or this guidance may file a grievance under the administrative grievance
procedures or negotiated grievance procedures, as appropriate.
14.16.19. Returning From Family or Medical Leave.
14.16.19.1. An employee who takes family or medical leave is entitled to return to the
position held immediately before taking family or medical leave.
14.16.19.2. On rare occasions, when returning an employee to the same position imposes
extreme hardship, management has the flexibility to place the employee in an equivalent
position with equivalent benefits, pay, status, and other terms and conditions of
employment.
14.16.19.3. An equivalent position is in the same commuting area and carries or provides
at a minimum: (a) the same or substantially similar duties and responsibilities which
must entail substantially equivalent skill, effort, responsibility and authority; (b) an
equivalent grade or pay level including any applicable interim geographic adjustment,
special rate of pay; any locality-based comparability payments; or any special salary rate;
(c) the same type of appointment and work schedule; (d) the same employment benefits
made available to the employee in his or her previous position; (e) opportunity for WGIs,
incentive and performance awards; (f) the same or equivalent premium pay consistent
with applicable law and regulation; and (g) the same or equivalent opportunity for
training or education benefits consistent with applicable law and regulation, including
any training that an employee is required to complete to qualify for his or her previous
position.
14.16.19.4. Management may not return an employee to an equivalent position where
written notification has been provided that the equivalent position will be affected by a
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business based action if the employee's previous position is not affected by a business
based action.
14.16.19.5. Upon the employee's return to work, employment benefits (e.g., health
insurance, life insurance) are provided at the same level to which the employee would
have been entitled had the employee not taken family or medical leave. Basically, the
employee's benefits are treated the same way as those of any other employee returning
from a LWOP status.
14.16.19.6. Conversely, an employee has no greater rights to restoration or benefits than
the employee would have had if the employee had not taken family or medical leave. For
example, if there had been a business-based action or transfer of function, the employee
would not be entitled to be treated any differently than he or she would have been had the
employee not been on family or medical leave.
14.16.19.7. As a condition of returning, management may establish a uniformly applied
practice or policy that requires all similarly-situated employees, (i.e., same occupation,
same serious health condition) to obtain written medical certification from a health care
provider of the employee that the employee is able to perform the essential functions of
his or her position. This condition applies only to those employees who take medical
leave (an employee's own serious health condition). When this condition of returning is
applied, management notifies the employee of the requirement before leave commences
and pays the expenses for obtaining the written medical certification. An employee’s
refusal or failure to provide written medical certification may be grounds for appropriate
disciplinary action.
14.16.20. Interaction with Other Laws. The family and medical leave entitlement does not
modify or affect any federal law prohibiting discrimination. If the entitlements under the
Family and Medical Leave Program conflict with any federal law prohibiting discrimination,
management must comply with whichever statute provides greater entitlement to employees.
For example, if because of an illness or injury, a regular employee cannot perform the
essential functions of his or her position, the FMLA entitles an employee to take leave either
on an intermittent or continuous basis and to retain the regular position of record. This
entitlement continues until the 12 workweeks of leave are exhausted. At the end of the
FMLA entitlement, an employee is entitled to be returned to his or her same position or
placed in an equivalent position with pay and benefits equivalent to those held by the
employee when leave commenced--i.e., those of a regular position. If the employee is unable
to perform the essential duties of the previous position, the Rehabilitation Act may,
depending on the nature of the employee's disability, require an agency to attempt
accommodation. If, for example, the effort to accommodate results in the employee being
placed in a flexible position, the employee would be entitled only to those benefits provided
flexible employees.

Notice to Current and Prospective AF NAF Employees
Regarding Payment of Child Support
Stance on Child Support
Complies with Executive Order 12953 dated 17 February 1995 which requires
agencies of the Federal Government to establish and enforce regulations on child
support. Services strongly encourages voluntary compliance with child supports
orders and payment obligations.

Who do you need to get in touch with for questions regarding Child Support?
If you need help in establishing or enforcing a child support order, contact your
home state’s Child Support Enforcement (CSE) Agency. You can find information
on a State CSE agency through the following website:
www.acf.dhhs.gov/programs/cse.

What should you do if you owe Child Support?
If you owe child support, you are responsible for keeping your payments current.
A convenient way to make a payment is to have it withheld from your wages and
automatically sent to the proper collecting authority with an allotment. To add an
allotment log in to: https://nafpay.afsv.net/

What will happen if you are delinquent with your Child Support contributions?
Your Federal wages can be garnished to enforce a legal obligation to provide child
support payments. Federal personnel records are regularly cross-matched with
records of persons who owe child support. Federal and State income Tax refunds
may also be withheld to collect unpaid child support. Many states also have laws
which allow them to put a lien on property, withhold and deliver property, seize or
sell property and report child support debts to credit bureaus.

As a bargaining unit employee, you are represented by:
American Federation of Government Employees, Local 2429, AFL-CIO

310-322-9822 (Office)
310-322-9824 (Fax)

Jennifer Grigsby, President
Andrea Choi, Vice President
Michelle Sapp, Representative
Yvonne Walker, Representative

Department of the Treasury
Internal Revenue Service
Notice 1015
(Rev. December 2016)

Have You Told Your Employees About the
Earned Income Credit (EIC)?
What is the EIC?
The EIC is a refundable tax credit for certain workers.

Which Employees Must I Notify About the EIC?
You must notify each employee who worked for you at any time during
the year and from whose wages you did not withhold income tax.
However, you do not have to notify any employee who claimed
exemption from withholding on Form W-4, Employee’s Withholding
Allowance Certificate.
Note: You are encouraged to notify each employee whose wages for
2016 are less than $53,505 that he or she may be eligible for the EIC.

How and When Must I Notify My Employees?
You must give the employee one of the following.
• The IRS Form W-2, Wage and Tax Statement, which has the required
information about the EIC on the back of Copy B.
• A substitute Form W-2 with the same EIC information on the back of
the employee’s copy that is on Copy B of the IRS Form W-2.
• Notice 797, Possible Federal Tax Refund Due to the Earned Income
Credit (EIC).
• Your written statement with the same wording as Notice 797.
If you give an employee a Form W-2 on time, no further notice is
necessary if the Form W-2 has the required information about the EIC on
the back of the employee’s copy. If you give an employee a substitute
Form W-2, but it does not have the required information, you must notify

the employee within 1 week of the date the substitute Form W-2 is given.
If Form W-2 is required but is not given on time, you must give the
employee Notice 797 or your written statement by the date Form W-2 is
required to be given. If Form W-2 is not required, you must notify the
employee by February 7, 2017.
You must hand the notice directly to the employee or send it by
first-class mail to the employee’s last known address. You will not meet
the notiﬁcation requirements by posting Notice 797 on an employee
bulletin board or sending it through office mail. However, you may want
to post the notice to help inform all employees of the EIC. You can
download copies of the notice at www.irs.gov/formspubs. Or you can go
to www.irs.gov/orderforms to order it.

How Will My Employees Know If They Can
Claim the EIC?
The basic requirements are covered in Notice 797. For more detailed
information, the employee needs to see Pub. 596, Earned Income Credit
(EIC), or the instructions for Form 1040, 1040A, or 1040EZ.

How Do My Employees Claim the EIC?
An eligible employee claims the EIC on his or her 2016 tax return. Even
an employee who has no tax withheld from wages and owes no tax may
claim the EIC and ask for a refund, but he or she must file a tax return to
do so. For example, if an employee has no tax withheld in 2016 and
owes no tax but is eligible for a credit of $800, he or she must file a 2016
tax return to get the $800 refund.
Notice 1015 (Rev. 12-2016)
Cat. No. 20599I

NAF POSITION LISTINGS
Categories:
REGULAR: (20 Hrs. Guaranteed) Basic work week will be 20-40 hours
FLEXIBLE: (0 Hrs. Guaranteed) Basic work week will be 0-40 hours
PAYBAND I POSITIONS:




Marketing Aide
Cashier-Checker
Guest Services Representative

Commercial Sponsorship
Visual Information Specialist
Lead Accounting Technician
Accounting Technician
Budget Analyst
Computer Assistant
Recreation Specialist







Caterer
Operations Manager
Chef
Accounting Technician
Guest Services Manager







Marketing
Club
Lodging

PAYBAND III POSTIONS:








PAYBAND II POSTIONS:
Marketing Clerk
Human Resources Assistant
Accounting Clerk
Recreation Assistant
Club Operations Assistant

Marketing
NAF HR
Resources
Outdoor Recreation
Club

PAYBAND IV POSITIONS:




Marketing
Marketing
Resources
Resources
Resources
Resources
Community Center
And Outdoor Recreation
Club
Club
Club
Lodging
Lodging




Supervisory Marketing Specialist
Marketing
Supervisory Accounting Technician Resources
Supervisory Recreation Specialist Community Center
And Outdoor Recreation
Club Manager
Club
Lodging Manager
Lodging

CHILD AND YOUTH
PAYBAND I POSITIONS:


Child & Youth Program Assistant
(Entry Level)
Child & Youth Program Assistant
(Intermediate Level)
Child & Youth Program Assistant
(Target Level)




PAYBAND II POSITIONS:

CDC and Youth Center



CDC and Youth Center



Child & Youth Program Assistant
(Target Level)
Child & Youth Program Leader

CDC and Youth Center
CDC and Youth Center

CDC and Youth Center

CRAFT AND TRADE






Cook
Cook Leader
Food Service Worker
Bartender
Waiter

Club and CDC
Club
Club
Club
Club







Custodial Worker
Custodial Worker Leader
Custodial Worker Supervisor
Maintenance Worker Supervisor
Laborer

Lodging
Lodging
Lodging
Lodging
Lodging

10.4. Political Activities. Public Law 103-94, The Federal Employees Political Activities Act of 1993, governs the
political activities of employees. The law generally permits employees to engage in a wide array of political
activities, however, such activity is done on the employee's own time, and away from the worksite. The principles
of 5 U.S.C. 7324 relating to political activity of Government employees are administratively extended to NAFI
employees to the extent that no employee shall:

10.4.1. Use official authority or influence for the purpose of interfering with an election or affecting its results
which includes: using their official titles while participating in a permitted political activity; using their
authority to coerce anyone into participating in a political activity; soliciting or receiving uncompensated
volunteer services from a subordinate; and soliciting or discouraging the participation in a political activity of
anyone with official matters before DoD.

10.4.2. Participate in the following political fundraising activities: soliciting or receiving political contributions
(except under limited circumstances in relation with certain local elections or Federal labor organizations);
employees may not solicit contributions anonymously over the telephone; allowing the use of their official
titles in relation with political fundraising; and hosting or sponsoring a political fundraiser. An employee’s spouse
may host or sponsor a fundraiser, and the employee may attend it.

10.4.3. Run for partisan office (except as independent candidates in certain local elections).
10.4.4. Participate in a permitted political activity while on duty, while in a government office or building,
or using a government vehicle.

10.4.5. NAFI employees retain the right to vote as they choose; express their opinions on all political subjects
and candidates; and participate in nonpartisan political activity. In addition, an employee may hold a state,
territorial, and local office if it does not conflict with duties, laws, or executive orders. No inquiries shall be
made concerning the political affiliation of an employee or applicant for employment, and any disclosures of
political affiliation shall not be considered in the employment process of the employee or applicant for
employment.

10.4.6. Permissible Activities. Under the law, employees generally may participate in

political
organization activities such as being members of a political party or partisan group; serving as officers of a
political party or partisan group; attending and participating in a political convention, caucus, or rally; and
serving as delegates to a political party convention.

10.4.6.1. They may take an active part in a political campaign, which includes displaying a political sign,
sticker, button, or similar material; initiating or circulating a partisan nominating petition; canvassing for
votes; endorsing or opposing a candidate in a political advertisement, broadcast, or campaign literature;
addressing a political convention, caucus, or rally on behalf of a candidate; managing a political campaign;
and distributing campaign literature (but not while on duty, in a government office or building, or using a
government vehicle).

10.4.6.2. They may participate in the following election-related activities: voting, acting as recorders,
watchers, or challengers at a polling place; serving as election judges or clerks; driving voters to a polling
place; and running for non-partisan office (that is, an office to which political parties may not designate
candidates). Employees who run for non-partisan office may not seek the endorsement of a political party
or print partisan campaign literature.

10.4.6.3. They may participate in the following political fundraising activities: making a financial political
contribution; attending, addressing, or being featured guests at a political fundraiser (but refraining from
soliciting contributions personally); soliciting or receiving uncompensated volunteer services (but not from a
subordinate or anyone with official matters before DoD); and managing or organizing a political fundraiser
hosted or sponsored by others (but refraining from soliciting contributions personally).

10.4.6.4. They may use work email to discuss political subjects in a manner similar to water-cooler
conversations. Employees may not use work email to send messages to a high number of people with
whom they have a minimal relationship for the purpose of encouraging the recipients to support or oppose
a candidate, political party, or partisan group.

THE HATCH ACT
Permitted and Prohibited Activities
For Employees Who May Engage in Partisan Political Management and Campaigns*
 May not use their official authority or influence to







interfere with or affect the result of an election. For
example:
 May not use their official titles or positions
while engaged in political activity.
 May not invite subordinate employees to
political events or otherwise suggest to
subordinates that they attend political events
or undertake any partisan political activity.
May not solicit, accept or receive a donation or
contribution for a partisan political party, candidate
for partisan political office, or partisan political
group. For example:
 May not host a political fundraiser.
 May not invite others to a political fundraiser.
 May not collect contributions or sell tickets to
political fundraising functions.*
May not be candidates for public office in partisan
political elections.
May not knowingly solicit or discourage the
participation in any political activity of anyone who
has business pending before their employing office.
May not engage in political activity – i.e., activity
directed at the success or failure of a political party,
candidate for partisan political office, or partisan
political group – while the employee is on duty, in any
federal room or building, while wearing a uniform or
official insignia, or using any federally owned or
leased vehicle. For example:
 May not distribute campaign materials or items.
 May not display campaign materials or items.
 May not perform campaign related chores.
 May not wear or display partisan political
buttons, T-shirts, signs, or other items.
 May not make political contributions to a
partisan political party, candidate for partisan
political office, or partisan political group.
 May not post a comment to a blog or a social
media site that advocates for or against a
partisan political party, candidate for partisan
political office, or partisan political group.
 May not use any e-mail account or social media
to distribute, send, or forward content that
advocates for or against a partisan political
party, candidate for partisan political office, or
partisan political group.

* Soliciting, accepting, or receiving such donations or contributions
may be done so long as the person being solicited is: 1) a member of
the same federal labor organization as defined under section 7103(4) of
this title or a federal employee organization which as of the date of
enactment of the Hatch Act Reform Amendments of 1993 had a
multicandidate political committee (as defined under section 315(a)(4)
of the Federal Election Campaign Act of 1971 (2 U.S.C. 441a(a)(4)));
2) not a subordinate employee; and 3) the solicitation is for a
contribution to the multicandidate political committee (as defined under
section 315(a)(4)of the Federal Election Campaign Act of 1971 (2
U.S.C. 441a(a)(4))) of such federal labor organization as defined under
section 7103(4) of this title or a federal employee organization which as
of the date of the enactment of the Hatch Act Reform Amendments of
1993 had a multicandidate political committee (as defined under section
315(a)(4)of the Federal Election Campaign Act of 1971 (2) U.S.C.
441a(a)(4))).

 May be candidates for public office in nonpartisan















elections.
May register and vote as they choose.
May assist in voter registration drives.
May contribute money to political campaigns, political
parties, or partisan political groups.
May attend political fundraising functions.
May attend and be active at political rallies and meetings.
May join and be an active member of political clubs or
parties.
May hold office in political clubs or parties.
May sign and circulate nominating petitions.
May campaign for or against referendum questions,
constitutional amendments, or municipal ordinances.
May campaign for or against candidates in partisan
elections.
May make campaign speeches for candidates in partisan
elections.
May distribute campaign literature in partisan elections.
May volunteer to work on a partisan political campaign.
May express opinions about candidates and issues. If the
expression is political activity, however – i.e., activity
directed at the success or failure of a political party,
candidate for partisan political office, or partisan political
group – then the expression is not permitted while the
employee is on duty, in any federal room or building,
while wearing a uniform or official insignia, or using any
federally owned or leased vehicle.

For further information, contact the
U.S. Office of Special Counsel’s Hatch Act Unit
at:
Tel: (800) 85-HATCH or (800) 854-2824
(202) 254-3650
Fax: (202) 254-3700
Hatch Act advisory opinion requests: hatchact@osc.gov
 This list of permitted and prohibited activities does not apply to federal
employees in the following agencies, divisions, or positions:
o Election Assistance Commission
o Federal Election Commission
o Office of the Director of National Intelligence
o Central Intelligence Agency
o Defense Intelligence Agency
o National Geospatial Intelligence Agency
o National Security Agency
o National Security Council
o National Security Division (Department of Justice)
o Criminal Division (Department of Justice)
o Federal Bureau of Investigation
o Secret Service
o Office of Criminal Investigation (Internal Revenue Service)
o Office of Investigative Programs (Customs Service)
o Office of Law Enforcement (Bureau of Alcohol, Tobacco and
Firearms)
o Merit Systems Protection Board
o U.S. Office of Special Counsel
o Career members of the Senior Executive Service
o Administrative law judges, administrative appeals judges, and
contract appeals board members

(Rev. 5/11)

CODE OF ETHICS
For Government Service
I. Put loyalty to the highest moral principles and to country above loyalty to
persons, party, or Government department.

II. Uphold the Constitution, laws and regulations of the United States and of all
governments therein and never be a party to their evasion.
III. Give a full day’s labor for a full day’s pay; giving earnest effort and best
thought to the performance of duties.
IV. Seek to find and employ more efficient and economical ways of getting tasks
accomplished.
V. Never discriminate unfairly by the dispensing of special favors or privileges
to anyone, whether for remuneration or not; and never accept, for himself or
herself or for family members, favors or benefits under circumstances which
might be construed by reasonable persons as influencing the performance of
governmental duties.
VI. Make no private promises of any kind binding upon the duties of office,
since a Government employee has no private word which can be binding on
public duty.
VII. Engage in no business with the Government, either directly or indirectly,
which is inconsistent with the conscientious performance of governmental
duties.
VIII. Never use any information gained confidentially in the performance of
governmental duties as a means of making private profit.
IX. Expose corruption wherever discovered.
X. Uphold these principles, ever conscious that public office is a public trust.
Public Law 96-303 3 July 1980

ADAPT Program Overview
310-653-6860

3.3.1. The primary objectives of the ADAPT Program are to promote readiness, health, and wellness through the
prevention and treatment of substance misuse and abuse, to minimize the negative consequences of substance misuse
and abuse to the individual, family, and organization, to provide comprehensive education and treatment to individuals
who experience problems attributed to substance misuse or abuse, to restore function and return identified substance
abusers to unrestricted duty status or to assist them in their transition to civilian life, as appropriate. (T-1) These
objectives are met through four levels of activities:
3.3.1.1. Universal (Primary) Prevention and Education: This includes population-based outreach, education, prevention
programs, screening, and consultation. Community-based prevention and education efforts will be delivered by ADAPT
staff through coordinated efforts with other community agencies. (T-3) Clinic- based services, screening and consultation
will be delivered through the ADAPT Program. (T-2)
3.3.1.2. Selective (Targeted) Prevention: This involves global screenings for alcohol misuse, as well as initiatives to
prevent future alcohol misuse, prescription drug misuse, or drug use with individuals who are identified as high risk or
are suspected of substance misuse. Selective prevention includes screening, assessment, education, brief preventive
counseling, and tailored feedback in specific individuals or groups identified as moderate to high risk.
3.3.1.3. Indicated Prevention: This is indicated for those who are engaging in risky drinking but have not yet developed
problems associated with their drinking. Individuals in this group can be identified through screening in primary care or
other appropriate setting. The majority of these individuals are best served through motivational interviewing and brief
advice. This focuses on those who are already in the early stages of alcohol and substance use.
3.3.1.4. Treatment and Continuing Care (Aftercare): Provide evidence-based substance use disorder treatment for
individuals who are abusing or are dependent on alcohol or drugs that follows the clinical practice guidelines. (T-3) The
primary aim should be restoring function, improving quality of life, and returning members to productive and
unrestricted duty, or to assist them in their transition to civilian life, as appropriate. (T-3) All installations will provide
Level 1.0 care, other higher level care can be provided by civilian or military facilities with a referral from the provider.
(T-1)
3.3.2. Use of evidence-based services.
3.3.2.1. ADAPT Program will provide evidence-based substance use disorder services that adhere to this instruction,
clinical practice guidelines (CPGs), as well as other DoD/Veterans Affairs (VA) sanctioned task force and/or accredited
professional organizations specializing in the treatment of substance use disorders. (T-0)
3.3.3. The American Society of Addiction Medicine (ASAM) Patient Placement Criteria (PPC) will be utilized by every
installation ADAPT Program to match personnel to the appropriate level of care. (T-1) The ASAM PPC describes
treatment on a continuum of five basic levels of care. Every installation will have the following: (T-1)
3.3.3.1. Level 0.5: Alcohol Brief Counseling (ABC, Selective Prevention and Education). (T-1)
3.3.3.2. Level 1.0: Outpatient Services. (T-1)

AFI 44-107
1.2. Air Force Policy Regarding Illicit Drug Use by Civilian Personnel.
1.2.1. The Air Force, as a result of its national defense responsibilities, and the sensitive nature of its
work, has a compelling obligation to eliminate illicit drug use from its workplace. Civilian employees of
the Air Force must refrain from illicit drug use whether on or off-duty. Performing duties under the
influence of illicit drugs adversely affects personal safety, risks damage to government property,
significantly impairs day-to-day operations, and exposes sensitive information to potential compromise.
Use of illicit drugs is inconsistent with the high standards of performance, discipline, and readiness
necessary to accomplish the Air Force mission.
1.2.2. The Air Force is concerned with the well-being of its employees, the successful accomplishment of
the mission, and the need to maintain high employee productivity. The intent of the Air Force is to offer
assistance to those civilian employees who need it, while sending a clear message that illicit drug use is
incompatible with Federal service.
1.2.3. The performance of every Federal civilian employee must, at all times, support the Air Force
mission with the highest level of productivity, reliability, and judgment.
1.2.4. Federal employees entrusted with the national defense must be free from the possibility of
coercion or influence of criminal elements. This is especially important for those civilian employees who
have been entrusted with access to classified information, or who, for instance, are responsible for
weapons systems with nuclear or conventional capabilities.
1.2.5. Random drug testing, reasonable suspicion testing, accident or safety mishap testing, voluntary
testing, and consent testing as part of or as a follow-up to counseling or drug abuse treatment will be
employed to deter Federal civilian employees from the use of illicit drugs and to identify employees for
treatment and administrative actions.

What is the IDEA Program?
Innovative Development through Employee Awareness.
The Program encourages creative thinking and ensures all innovative ideas
are made available to benefit the Air Force and DoD. Ideas that increase
productivity, efficiency and foster continuous process improvement while
saving dollars and time.

Who is Eligible to Submit an Idea?
DoD military and civilian employees

Is My Idea Eligible to Submit?
For an idea to be eligible it must:
-Be the submitter’s own thought or a new application of an old principle
-Be submitted with intent to benefit the Air Force
-Must state the current method, procedure, task, directive or policy
-Explain why the current method should be changed or what the problem is
-Provide detailed description or solution on how to implement the idea

Is There An Award?
You will receive either a
monetary award between
$0 to $10,000 or a IDEA
Certificate and/or promo
item

-Expected benefits of your idea and why the AF should approve your idea

SUBMIT YOUR IDEAS AT https://idps.afpc.randolph.af.mil

SMC COMMANDER’S INTENT

CIVILITY IN THE SMC WORKPLACE
As your Commander, I am responsible for “establish[ing] and maintain[ing]
a healthy command climate which fosters good order and discipline, teamwork,
cohesion, and trust. A healthy climate ensures members are treated with dignity,
respect, and inclusion, and does not tolerate harassment, assault, or unlawful
discrimination of any kind.” AFI 1-2, Commander’s Responsibilities, 8 May 2014,
¶ 3.2, at p. 3.. During the past year, I have met with a number of SMC personnel,
both military members and civilian employees, individually and in groups, to
address quality of life issues, promote unit morale, and ensure that all members are
treated with dignity and respect. A recurring theme in many of these conversations
has been the absence of civility in the workplace in certain organizations. As we
enter the new year, I want to underscore my expectations in this regard.
We are all part of a military organization with a proud heritage and an
important mission to accomplish. Our ability to accomplish that mission depends
on our ability to work together as a team – Team SMC. Some of you pointed
toward specific work environments where you perceive that civility has been
lacking. In several instances, I have initiated Commander-Directed Investigations
(CDIs) which have examined the issue of civility in the workplace. In some cases,
these inquiries have substantiated disruptive and confrontational workplace
behavior, as well as a reluctance on the part of management to confront
dysfunctional behavior. These findings led me to initiate the recently concluded
SMC climate assessment survey. As suggested when I out-briefed Team SMC on
the survey results, there are several areas that require our continued attention.
All of us have a responsibility to address these issues. Leaders at all
echelons, both military and civilian, have a responsibility to engage on quality of
life issues and to “cultivate a culture of compliance and accountability while
promoting unit and mission pride.” AFI 1-2, ¶¶ 3.2.2 & 3.2.5. Airmen “do not
tolerate bullying, hazing, or any instance where an Airman inflicts any form of
physical or psychological abuse that degrades, insults, dehumanizes, or injures
another Airman. . . . It is the obligation of each Airman in the chain of command to
prevent such conduct.” AFI 1-1, Air Force Standards, 7 August 2012, as amended
12 November 2014, ¶ 2.2.8, at p. 14. AFI 36-703, Civilian Conduct and
Responsibility, 18 February 2014, ¶ 5.1, at p. 10 , offers similar guidance which is
more focused on such behavior as a potential cause of workplace violence. The
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instruction notes that “[t]he Air Force is committed to working with employees to
maintain a work environment free from violence, threats of violence, harassment,
intimidation, and other disruptive behavior. All employees are responsible for
promoting a safe working environment.” Further, AFI 23-2706, Equal Opportunity
Program, Military and Civilian, 5 Oct 2010, ¶ 1.1, at p. 11 states that the Air Force
has a zero tolerance policy for any form of unlawful discrimination or harassment
(by members or employees).
My expectation is for all SMC personnel to treat each other with dignity and
respect, and for all commanders, supervisors, and management officials to insist on
adherence to these standards. SMC is a professional organization where decorum
and civility are not only expected but required. Supervisors must address
unacceptable behavior, counsel those responsible, and take appropriate disciplinary
or corrective action against those few who refuse to treat others with courtesy and
respect. I encourage all SMC personnel who are confronted by challenges of this
nature to bring their concerns to the attention of the managers or supervisors
responsible for the work environment. I urge those in leadership positions to seek
advice from functional experts in the personnel, equal opportunity (EO) and legal
communities as to how best to address such workplace issues and to ensure senior
leadership is aware of potential problems so that they do not spin out of control.
For individuals who find themselves confronting a hostile work
environment, our EEO Office is there to help. As explained by the Secretary in her
Memorandum to All Airmen, dated 14 May 14, any Airmen (military or civilian)
who believe they have been subject to harassment or discrimination should
immediately report it to their supervisor or the local EO Office. If you find
yourself faced with other forms of inappropriate conduct, you should go to your
supervisor, Commander, personnel office and/or the Inspector General.
Additionally, if you become overwhelmed by stress, I encourage you to seek
assistance from all the helping agencies SMC provides – the Installation Chaplain,
USAF Clinic, Employee Assistance Program (for civilian employees), and your
Unit Commander, SPO Director, or First Sergeant. If you are a bargaining unit
employee, your Union leadership may also be able to render assistance and
advocate on your behalf. AFGE Local 2429 represents non-supervisory GS
employees at SMC. IBPO Local 548 represents non-supervisory DoD Police
Officers assigned to the 61st SFS.
The Air Force General Counsel’s Office (SAF/GC) offers, in conjunction
with SMC/EO, an Alternate Dispute Resolution (ADR) program. AFI 51-1201,
Conflict Management and Alternate Dispute Resolution in Workplace Disputes,
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17 March 2014. Most people assume that ADR is only available when someone
has filed an EEO complaint or grievance. In reality, SMC/EO can provide a trained
mediator without the filing of an EEO complaint or grievance when requested by
unit leadership or by an individual, to mediate issues between two individuals who
are experiencing conflict in the workplace. I encourage employees to take
advantage of the ADR process early on while problems are still small and
amenable to a win-win resolution.
SMC members are highly skilled and innovative Air Force professionals and
we must act accordingly. Disruptive and confrontational behavior not only creates
a strained work environment but it detracts from the mission. It is up to each of us
to ensure that we do not allow these types of behaviors to destroy unit cohesion
and impede Air Force priorities. We must respect each other and strive to create a
congenial work environment that fosters the type of dialogue and creativity
necessary to continue to provide a technological edge to our nation’s warfighters.
Our primary concerns in resolving such matters are making sound decisions
up front and doing the right thing for the right reasons. Our moral, ethical and legal
responsibility is to treat all employees fairly, equitably, and in a nondiscriminatory
manner. Ensuring civility in the workplace can go a long way toward
accomplishing these objectives. To this end, I expect all of us to treat our coworkers with dignity and respect and to hold accountable all those who fail to meet
this fundamental expectation. I appreciate your support and efforts in this regard
in the coming year. It is the right thing to do!

Dated: 1 January 2016

SAMUEL A. GREAVES
Lieutenant General, USAF
Commander
Space and Missile Systems Center

NAF Schedule Area 130 Los Angeles, California (LA) Effective: 1 January 2017
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Defense Civilian Personnel Advisory Service
Alexandria, Virginia 22350-1100

Issue Date: 29 December 2016
Wage Schedule # 033
SUBJECT: NAF Wage Schedules for the Los Angeles, California (LA) Wage Area
TO:

Commanding Officers of Military Departments and DoD Component Installations in the Area

The Crafts and Trades schedules shown below have been established under authority of DoD Instruction
5120.39 "Department of Defense Wage Fixing Authority-Appropriated Fund and Nonappropriated Fund
Compensation Programs", 1 October 2015, and are to be applied in accordance with the provisions of
5 CFR Part 532 to installations listed on the reverse side. These schedules also conform with the
limitations contained in CPM 2016-22, dated 27 December 2016.

NA
NL-NS
Grade

1

1*10.50
2*11.03
3*11.56
4 12.26
5 13.11

2

NA - Rates
3
4

5

1

2

NL - Rates
3
4

5

10.94
11.49
12.04
12.79
13.67

11.38
11.95
12.52
13.30
14.20

11.82
12.41
13.00
13.80
14.75

12.25 *11.55 12.03 12.51 12.99 13.47
12.87 *12.13 12.64 13.15 13.65 14.16
13.48 *12.71 13.24 13.77 14.30 14.83
14.33 13.50 14.08 14.63 15.19 15.74
15.30 14.41 15.03 15.62 16.21 16.80

1

NS - Rates
2
3
4

5

*13.76
*14.28
*14.81
*15.50
16.23

14.33
14.88
15.43
16.15
16.89

14.90
15.48
16.05
16.80
17.58

15.48
16.07
16.66
17.44
18.24

16.05
16.67
17.28
18.09
18.95

6
7
8
9
10

13.99
14.79
15.62
16.43
17.30

14.53
15.40
16.26
17.13
18.02

15.13
16.03
16.89
17.80
18.73

15.68
16.65
17.55
18.50
19.44

16.26
17.25
18.20
19.18
20.16

15.35
16.26
17.16
18.10
19.01

16.00
16.95
17.85
18.83
19.79

16.61
17.61
18.59
19.61
20.60

17.27
18.31
19.31
20.34
21.38

17.85
18.97
20.02
21.10
22.17

17.07
17.89
18.73
19.72
20.74

17.76
18.65
19.52
20.56
21.62

18.49
19.39
20.30
21.37
22.47

19.19
20.13
21.07
22.18
23.32

19.93
20.85
21.82
23.00
24.20

11
12
13
14
15

18.13
18.97
19.79
20.62
21.45

18.86
19.74
20.62
21.47
22.35

19.64
20.54
21.43
22.34
23.25

20.38
21.33
22.26
23.18
24.14

21.13
22.11
23.09
24.04
25.02

19.94
20.83
21.76
22.70
23.62

20.75
21.72
22.69
23.64
24.58

21.61
22.60
23.59
24.57
25.58

22.40
23.45
24.48
25.51
26.54

23.25
24.32
25.37
26.46
27.54

21.74
22.76
23.73
24.74
25.72

22.64
23.69
24.75
25.74
26.79

23.55
24.62
25.72
26.78
27.91

24.46
25.61
26.72
27.81
28.97

25.35
26.52
27.70
28.83
30.01

NS-16
NS-17
NS-18
NS-19

26.80
27.92
28.97
30.02

27.95
29.05
30.16
31.27

29.05
30.20
31.35
32.52

30.16
31.35
32.56
33.75

31.27
32.52
33.75
35.01

* Rates for grade adjusted to comply with
minimum wage for the State of California

JAMES R. BRADY
Chief
Wage and Salary Division

Order Date: 12 September 2016
Effective Date: 1 January 2017

https://www.cpms.osd.mil/Content/NAF%20Schedules/survey-sch/130/130-033-CT.html
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Defense Civilian Personnel Advisory Service
Alexandria, Virginia 22350-1100

Pay Schedule #
SUBJECT:
TO:
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033-62

Issue Date: 28 Dec 2016

NAF Pay Ranges for the Los Angeles, CA Wage Area

Commanding Officers of Military Departments and DoD Component Installations in the Area

The NAF Pay Ranges shown below have been established under authority of DoD Instruction 5120.39
"Department of Defense Wage Fixing Authority-Appropriated Fund and Nonappropriated Fund Compensation
Programs", dated 1 October 2015, and are to be applied to all employees whose official duty station
is located within the geographic boundary of the wage area definition shown on the reverse side.
This pay schedule is for NAF pay system employees only.
PAY RANGES
MINIMUM
NF LEVELS

PER YEAR

MAXIMUM

PER HOUR

PER YEAR

PER HOUR

** 1

21,910

(10.50)

41,760

(20.01)

** 2

26,320

(12.61)

54,620

(26.17)

3

32,620

(15.63)

65,000

(31.15)

4

34,500

(16.53)

102,000

(48.87)

5

68,000

(32.58)

161,900

(77.58)

6

*

*

* See www.cpms.osd.mil/content/Documents/DoD-Instruction.pdf
** Adjusted to comply with new minimum wage for the State of California.
JAMES R. BRADY
Chief
Wage and Salary Division

Order Date
: 12 Sep 2016
Effective Date : The minimum rates for NF
levels 1 and 2 are effective on 01 Jan 2017.
All other rates are effective the first day
of the first pay period beginning on
or after 01 Jan 2017.

Pay Report for this area. You will need the Adobe PDF file reader to view this file.
You can get the FREE Adobe PDF file reader here.

https://www.cpms.osd.mil/Content/NAF%20Schedules/survey-sch/130/130-033-62-NF.html 1/25/2017

LA AFB Sexual Assault Prevention and Response
Building 272, 2nd Floor, Room C2-210
During duty hours, please call
(310) 653-5442 or (310) 653-5789

24-hr Crisis Line: (310) 653-SARC (7272)

Restricted Report


Confidential access to services (no investigation initiated)



Eligible personnel: Active Duty, Reserve, Guard, Dependents (18+) and AF Civilians



CA Mandated Reporting Law: Medical providers are mandated reporters to law
enforcement. At LA AFB, only the SARC and Victim Advocates, can receive a
restricted report and maintain confidentiality

Unrestricted Report


Investigation is initiated and those with need to know will be notified



Eligible personnel: Active Duty, Reserve, Guard, Civilians age 18 and up, Contractors

Independent Report


If a third-party reports to a mandated reporter = Unrestricted
There are many resources available on and off-base; call
our hotline or stop by the SAPR office to learn more!
Ms. Christine Hayes,
Sexual Assault Response Coordinator

MISHAP DATA WORKSHEET
This form contains personal information protected by the Privacy Act of 1974. Form will be safeguarded from unauthorized disclosure and will be
disposed of according to AFI 33-332.
FROM (Supervisor)

TO (Unit Safety Representative)

TO (Unit Commander)

TO (Wing Safety)

I. MISHAP DATA INFORMATION (To be filled in by the supervisor and sent to Unit Safety Rep, Commander, and Safety Ofc within 5 workdays after the mishap.)
NAME (Last, First, Middle Initial)

DATE OF MISHAP

GRADE

SSN

DUTY STATUS (At time of mishap)
ON DUTY

AGE

SEX

UNIT/OFFICE SYMBOL/DUTY PHONE

AFSC/JOB SERIES

AEF ASSIGNED (1-10) BEEN DEPLOYED IN LAST 365 DAYS MISHAP OCCURRED

OFF DUTY

YES

NO

YES

ON BASE

NO

TIME OF MISHAP

OFF BASE

WEATHER
PERM PARTY

STUDENT

AEF NUMBER

DAYS DEPLOYED
WITNESSED?

DISPOSITION OF INDIVIDUAL: (CHECK ALL THAT APPLY)

YES

NO MEDICAL TREATMENT NEEDED OR SOUGHT

NUMBER OF DAYS

PLACED ON QUARTERS/CON LEAVE FOR
ADMITTED TO HOSPITAL FOR

NO

WITNESS NAMES

TREATED AND RELEASED BACK TO REGULAR DUTY
RETURNED TO LIMITED DUTY FOR

LIGHT CONDITIONS
EXACT LOCATION WHERE MISHAP OCCURRED
(Bldg #, Street Name, Miles from Base/Installation)

NUMBER OF DAYS

NUMBER OF DAYS

TYPE OF INJURIES RECEIVED (i.e., Bruise, Fracture, Sprain, etc.)

LOCATION AND PARTS OF BODY INJURED (i.e., Left Leg, Head, Right Ankle, etc.)

TREATMENT RECEIVED (Includes Stitches, Casts, etc.)

MEDICATIONS PRESCRIBED

PROPERTY DAMAGE
GMV/SPV/PMV DESCRIPTION (Year, Make, Model) GMV REGISTRATION NO

PROPERTY DESCRIPTION

ESTIMATED COST

DAMAGE DESCRIPTION

SEATBELT/HELMET USED ALCOHOL INVOLVED
YES

NON AIR FORCE PROPERTY DAMAGE

ESTIMATED COST

NO

NO

POSTED SPEED

SPEEDING
YES

YES

NO

MSF TRAINED
YES

NO

SPEED TRAVELED

MPH

MPH

PROVIDE A CONCISE SUMMARY OF THE MISHAP(Who, What, When, Where, and Why) (Indicate the cause) (If more space is needed, continue on reverse)

INDICATE THE CORRECTIVE ACTION(S) TAKEN TO PREVENT RECURRENCE (If more space is needed, continue on reverse)

DATE

SUPERVISOR SIGNATURE

II. UNIT SAFETY REPRESENTATIVE, UNIT COMMANDER, AND SAFETY OFFICE REVIEWS AND COMMENTS
UNIT SAFETY REPRESENTATIVE REVIEW AND COMMENTS

DATE

SIGNATURE

AETC FORM 435, 20060701

PREVIOUS EDITION IS OBSOLETE

II. UNIT SAFETY REPRESENTATIVE, UNIT COMMANDER, AND SAFETY OFFICE REVIEWS AND COMMENTS -- CONTINUED
UNIT COMMANDER REVIEW, CONCURRENCE, AND COMMENTS

DATE

SIGNATURE

SAFETY OFFICE REVIEW AND COMMENTS

NOT REPORTABLE IAW:
SAS REPORT NUMBER:
DATE

SIGNATURE

ADDITIONAL REMARKS OR COMMENTS (Summary of Mishap or Corrective Action Taken)

AETC FORM 435, 20060701 (REVERSE)

PATIENT'S AUTHORIZATION FOR RELEASE OF MEDICAL INFORMATION
(USAF NONAPPROPRIATED FUND WORKERS' COMPENSATION PROGRAM)
(THIS FORM IS AFFECTED BY THE PRIVACY ACT OF 1974)
AUTHORITY: 33 U.S.C. 903, Longshoremen's and Harbor Workers' Compensation Act; 10 U.S.C. 8013; and 44 U.S.C. 3101.
PRINCIPAL PURPOSE: To obtain information on present and past injuries and illnesses of employees.
ROUTINE USES: Used to determine what benefits, if any, may be due an employee under the Longshoremen's and Harbor Workers' Compensation
Act as extended by the Nonappropriated Fund Instrumentalities Act (5 U.S.C. 8171). Information furnished may be disclosed to any DOD component or
part thereof, and upon request, to other Federal, state and local government agencies in the pursuit of their official duties and to the Department of
Labor. The information may also be used for other lawful purposes including those indicated below, law enforcement and or litigation.
DISCLOSURE IS MANDATORY: Failure to provide the information may result in reduction and/or delay of potential benefits.

1. I authorize and direct any physician who has examined and/or treated me or who may examine and/or treat me after the date of signature on this
authorization or any medical facility where I have been examined and/or treated or at which I may be examined and/or treated after the date of signature
on this authorization to provide to any authorized representative of the United States Air Force any information regarding my physical condition and/or
treatment rendered, and to allow said representative to inspect, review and/or make copies of any and all medical records concerning my condition.
2. I authorize and direct any of my prior employers who may have records of my physical condition or insurance carriers which may have received and
processed my prior claims for benefits to provide such records for inspection, review and/or copying by said representative.
3. I authorize my current employer to release information on my claim to any claim index bureau or similar organization which maintains such
information for historical, analytical, and/or investigative purposes.
4. A copy of this authorization may be accepted and honored as if it were the original.

CASE NUMBER

EMPLOYEE'S NAME (Print or type)

DATE

EMPLOYEE'S SIGNATURE

AF IMT 786, 19981101, V2

PREVIOUS EDITION IS OBSOLETE.

U.S DEPARTMENT OF LABOR
EMPLOYMENT STANDARDS ADMINISTRATION
Office of Workers' Compensation Programs

PRIVACY ACT OF 1974 NOTICE

In accordance with the Privacy Act of 1974 (Public Law No. 93-579, 5 LS.C. 522a), you are hereby
notified that: (1) The Longshoremen's and Harbor Workers' Compensation Act, as amended and
extended (33 U.S.C. 901 et seq.) is administered by the Office of Workers' Compensation Programs of
the U.S. Department of Labor. In accordance with this responsibility, the Office recieves and maintains
personal information on claimants and their immediate families. (2) The information will be used to
determine eligibility for and the amount of benefits payable under the Act. (3) The information may be
used by other agencies or persons in handling matters relating, directly or indirectly, to the suject
matter of the claim, so long as such agencies or persons have recieved the consent of the individual
claimant, or have complied with the provisions of 20 CFR 702. (4) Furnishing all requested information
will facilitate the claims adjudication process; and the effects of not providing all or any part of the
requested information may delay the process, or result in an unfavorable decision or a reduced level of
benefits (disclousure of a social security number is voluntary; the failure to disclose such number will
not result in the denial of any right, benefit or privilege to which an individual may be entitled).
THIS NOTICE SHOULD BE RETAINED FOR YOUR INFORMATION
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SAFETY FIRST ...

Watch for traffic; Make way for 1st responders; Keep 25 m away from the perimeter.
Be aware of downed power lines and fallen debris.
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INSTRUCTIONS FOR SUBMITTING WORKERS' COMPENSATION FORMS
FORM

PREPARED BY

FORWARDED TO

LS-201

Injured Employee
NAF-HR within 24 hrs of completing the paperwork
***** Must be completed by the employee in his/her own words. *****

AF 786

Injured Employee
NAF-HR within 24 hrs of completing the paperwork
***** Authorization for Release of Medical Information. *****

LS-202

Supervisor/Manager
NAF-HR within 24 hrs of completing the paperwork
***** Must be completed within 24 hrs of notice of an injury *****
***** Supervisor or manager of facility MUST sign Block #37. *****

LS-1

Supervisor/Physician

NAF-HR within 24 hrs of completing the paperwork and
Injured employee takes to treating Physician
***** Used for initial visit/treatment….NOT for follow-up visits/appointments. *****

LS-204

Attending Physician
Human Resources Office
***** Only used for FOLLOW-UP visits/appointments. *****

LS-210
Supervisor
Human Resources Office
***** Only need if release date/return to work date is not known as time LS-202 is submitted. *****

IMPORTANT!
Per Air Force Services Agency (AFSVA) all documentation should be completed and forwarded to the Human
Resources Office within 24 hours of injury or knowledge of injury to avoid delays or conflicts.
If any witnesses were present at the time of injury, have witnesses submit statements in MFR format and
submit with all other documentation.
If an employee is injured at work but does not wish to see the doctor and continues to work, please have the
employee complete an LS-201, Notice of Employee's Injury or Death, section 16, annotating their refusal to
seek medical attention at the time of injury, also ask the employee to write a statement in MFR format stating
the same. Submit this documentation to the Human Resources Office.
If you have any questions, comments, or concerns pertaining to this matter, please don't hesitate to call
David Perez 310-653-5085 or Morgan Burton 310-653-8943.
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EM Tip of the Month,
Earthquake Actions
Before an Earthquake
• Earthquake Kits (72 hours)
 Home, Work, and Vehicle

• Confirm AtHoc profile is current
• Everbridge Registration (Local)
• Ensure AFPASS is current
• Fasten shelves securely to walls. Store
breakable in low, closed cabinets with
latches.
• Hang heavy items (pictures, mirrors, etc.)
away from beds, couches, and anywhere
people sit.
• Brace overhead light fixtures.
• Install flexible pipe fittings to minimize
breakage of gas and water lines.
• Secure your water heater by strapping it
to the wall studs and bolting it to the floor.
• Store flammable products securely in
closed cabinets with latches on the
bottom shelves.
• Identify a safe place in every room (e.g.,
under a sturdy table or against an inside
wall) where nothing can fall on you.

During an Earthquake

Immediate Actions
After an Earthquake
Duty Hours
• Military / Civilians / Contractors
•
•
•
•

Immediate Accountability
SABC / CPR
Damage Assessment
Evacuation based on surroundings

• UCC (Activated when needed)
• EOC (Activated when needed)
• CP will send Accountability and/or
Directive Message

After Duty Hours
• Family
•
•
•
•
•

Safety/Accountability
SABC / CPR
Damage Assessment
Evacuation based on surroundings
Avoid road travel

• Monitor Local Radio
• Straight Talk Line: 310-653-2851
• Chain of Command
• Report Accountability (phone, text,
email, AFPASS)
• Standby for guidance
Note: Telecommuting from home
may be required, only when directed

9 Mar 17

Mishap Reporting
What is considered a mishap?
When a military member is injured ON or OFF duty, an Air Force civilian is
injured ON duty, or there is damage to government property or equipment,
the mishap must be investigated and reported to Safety regardless of
severity. A good rule to follow is if you get injured and seek medical
treatment it’s serious enough to be investigated and reported to your
supervisor and Safety.

How do you report a mishap?
Supervisors are required to complete an AFSPC Form 87, if their
personnel are involved in a mishap. The supervisor should conduct an initial
interview with the individual(s) involved to investigate the circumstances
surrounding the mishap and try to prevent recurrence of a similar type
mishap. The supervisor then completes the AFSPC Form 87, has the USR
review then has the unit commander review/sign it, and forwards it to
Safety within 5 workdays after the mishap. ** In the event the commander

is unable to sign the mishap report, please forward a copy immediately and
send us the signed copy when possible. If the mishap is serious (fatality,

amputation, serious bodily injury, inpatient hospitalization of three or more
personnel, property damage of over $50,000 etc.) IMMEDIATE notification
to our office is required.
For personal injury mishaps resulting in loss of work hours or days
beyond the day the injury occurred, include with the AFSPC Form 87
copies of medical forms supporting restriction from duty by competent
medical authority.
NOTE FOR CIVILIAN SUPERVISORS: In order for the Safety Office
to comply with the Federal (U.S. Department of Labor) Recordkeeping
requirements, we must ensure any AF civilian employee injured on the job,
notifies the Safety Office. We must receive copies of all CA- or LS- forms
filed with the Office of Workers' Compensation Program (OWCP) as a result
of an on-duty injury or illness.

Los Angeles Air Force Base
Employee Assistance Program
LAAFB has contracted with Espȳr to provide employees and their family members with a comprehensive Employee
Assistance Program (EAP). All full time employees and eligible family members have access to the program. Services
are free and confidential, within the bounds of the law. The EAP is available 24/7/365 and provides the following
services.
Work-Life
 Legal consultation provided by attorneys. Simple Wills prepared at no cost. Twenty-four-hour emergency
services, consultation with a mediator, consultation with a fraud/ID theft specialist are also included. A twentyfive percent discount off the mediator or attorney fees for services rendered beyond the EAP.
 Financial consultation regarding debt matters, investment options, money management, tax preparation and
retirement planning. A twenty-five percent discount off the provider or CPA fees for services rendered
beyond the EAP.
 Child care information and referrals for all types of child care, as well as camps and schools
 Elder care services to assess elder care needs, locate resources and arrange referrals
 Adoption specialists share information, organize and arrange referrals for all stages of this process.
 Academic resources including customized profiles of kindergarten through graduate school. College planning
guidebooks are available. Referrals to tutors are available.
 Pet care services that offer referrals to breeders, groomers, walkers, sitters, kennels, vets, and pet
publications.
 Special needs services and referral to assess employee needs, educate, and make referrals for various special
needs affecting employees and their families such as heart disease, ADHD, disabilities, diabetes and more.
 Daily Living and Concierge resources that provides referrals such as for home improvement resources, cleaning
services, travel information and more.
 Relocation services and referral information provided to employees who are moving. Referrals include moving
companies, housing options, utility companies, schools and more.
Counseling
 Up to 3 sessions, per problem for face-to-face counseling and referral for a full range of personal, family and
work concerns. Counselors are located conveniently to your work or home.
 24 hour per day, 7 day per week, toll-free access to mental health professionals.
On-Line
 To access the on-line services, please go to www.espyr.com and sign in to the User Portal with the password:
LAAFB
 The website offers educational screenings, assessments, videos, quizzes, courses, articles, financial calculators,
child and eldercare service locators and much more. You may even confidentially request EAP services from
the site. Topics covered include:
o Emotional Wellbeing
o Relationships and Parenting
o Health and Wellness
o Financial
o Legal
o Personal and Professional Growth
 Monthly, live webinars

Federal Government-wide Academic Alliances
College

Central Michigan
University World
Campus

Benefit

15% discount and
application fee
waiver

Champlain College

up to 70% and no
application fee

College for America
at Southern New
Hampshire
University

Six-month term
tuition rate is
currently $1,500. CfA
reserves the right to
adjust tuition costs
for subsequent years.
This model provides
an “all you can learn”
approach. Graduation
fee of $150.00
waived.
There is no applicant
fee to enroll in CfA.

Drexel University
Online

The tuition will be
discounted 10 to
40%

Who is
eligible?
All Federal
Employees,
Spouses and
Dependents

All Federal
Employees,
Spouses and
Adult
dependents
Federal
employees and
their family
members.
Family
members are
defined as the
following;
•Spouse, and
parents thereof;
•Sons and
daughters, and
spouses thereof;
•Parents, and
spouses thereof;
•Brothers and
sisters, and
spouses thereof;
•Grandparents
and
grandchildren,
and spouses
thereof;
Federal
Government
employees and
their spouses
and dependents

Online/
OnCampus
Online,
Face-toFace, and
Hybrid

Website

Central
Michigan
University
Federal
Portal

Admissions

Phone: (877) 2684636
Fax: (989) 774-1998
cmuglobal@cmich.ed
u
Mailing Address:
Central Michigan
University
Global Campus
802 Industrial Drive
Mount Pleasant, MI
48858
Phone: (877) 8873960
Contact Form

Online

Champlain
College
Federal
Portal

Online

http://colleg E-mail:
eforamerica admissions@colleg
.org/Gov eforamerica.org
Phone: 1-855-7648232, option 2

Online

https://onli Email:
ne.drexel.ed https://online.drex
el.edu/onlineu/opm
degrees/apply.aspx

NAF TUITION ASSISTANCE
HOW TO APPLY FOR NAF CENTRALLY FUNDED TUITION ASSISTANCE
FAQs
1. Who is ELIGIBLE to apply for NAF TA?
 PRIORITY 1: NF-IV and V employees in a permanent Career Program covered position
 PRIORITY 2: NF-III and above employees occupying permanent positions that are a feeder group
to covered positions in Clubs, Golf, Bowling and Lodging
 PRIORITY 3: Non-Career Program Employees who participated in the current year NAF-DT.
2. HOW MUCH DOES NAF TA PAY?
 TA is limited to 75% of tuition costs not to exceed $187.50 per semester hour or $124.50 per
quarter hour (Maximum $562.50 per course)
 TA is limited to $3500 per person, per fiscal year
 TA does not cover books, laboratory fees or other related costs
 TA is not provided, whole or in part, for courses for which the employee is receiving other federal
or state tuition subsidies such as Veterans Administration educational benefits, scholarships,
grants, etc.
3. WHAT COURSES WILL TA PAY FOR?
 Tuition Assistance reimbursement for nongovernment training is not authorized for the sole
purpose of getting a degree, but rather for the purpose of developing those skills, abilities, and
knowledge that best qualify the employee for the performance of their official duties.
 TA is not provided for Post-Masters coursework or for courses at a lower level equal to a degree
already obtained
4. WHAT IS THE APPLICATION DEADLINE?
 Applications for Tuition assistance should be received 45 days prior to the starting date of the
course
 Applications will not be considered after the starting date of the course under any circumstance
5. HOW DO I APPLY?
 Current employees who meet eligibility requirements must submit the following documents to
AFPC.NAFCAREERS@US.AF.MIL:
 Completed SF 182 (Instructions are included below. Incomplete and/or incorrect forms will be
returned to the member)
 Copy of the course description and university’s fee schedule scanned from the current
catalog or saved as an .html or “print screen” from the university’s website
 Most current AF 2545
 Signed copy of the TA Agreement
6. Other things to note:
 If the member withdraws from the course after TA has been approved, he/she must notify the CP
immediately to ensure the funds are de-obligated and available for other uses.
 Any questions should be directed to the NAF Career Program at DSN 665-2596 or via email,
AFPC.NAFCAREERS@US.AF.MIL

Updated 2 Dec 2015

HOW TO COMPLETE THE SF 182
Use the attached SF 182 and TA Agreement

SF182.pdf




Open the electronic version of the SF 182
Complete the form using the instructions below (Always scroll up and down w/arrow or you may lose data
If possible, obtain signatures electronically

INSTRUCTIONS FOR SF 182
Note: You may leave blank any block for which instructions are not provided or do not apply

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

14.
15.
16.
17.

Section A - Trainee Information
Name – Last name, first, middle initial
Social Security Number – Enter the nine (9) digit SSN i.e. (123-45-6789)
Date of Birth - Self explanatory
Home Address – Enter home address, include street number, city, state, and zip code
Home Telephone Number – Enter area code, home telephone number
Position Level – Self explanatory
Organization Mailing Address – This is the internal agency address of your BranchDivision/Office/Bureau/Agency, include the street name, city, state and zip code.
Office Telephone Number – Enter area code, office telephone number and extension
Work E-Mail Address – Agency e-mail address
Position Title – Current position within the agency
Does Applicant need Special Accommodation? Indicate “Yes” or “No”. Describe the requirements in the
space provided or on a separate sheet
Type of Appointment – (Regular or Flex)
Education Level – Use the education level codes listed below
Enter 13 for Bachelor’s degree
Enter 14 for Post Bachelor
Enter 15 for 1st professional
Enter 16 for Post 1st professional
Enter 17 for Master’s degree
Enter 18 for Post master’s degree
Enter 19 for Sixth-year degree
Enter 20 for Post-sixth year
Enter 21 for Doctorate degree
Enter 22 for work beyond the Doctorate
Pay Plan – Enter NF
Series – The position classification four digit series (e.g. 0201)
Grade – Enter III or IV
Step – LEAVE BLANK FOR NAF APPLICATIONS

Section B – Training Course Data
1a. Name and Mailing Address of Training Vendor – Street number, city, state, and zip code of
School/University
1b. Location of Training Site – Provide mailing address of the training site if different from 1a
1c. Vendor Telephone Number – Self explanatory
1d. Vendor E-mail Address – Self explanatory
2a. Course Title – Self explanatory
2b. Course Number Code – Table 188 Code (Link located on Page 2 of SF 182)
3. Training Start Date – Enter start date as YYYY-MM-DD (2008-12-15)
4. Training End Date – Enter end date as YYYY-MM-DD (2008-12-19)
5. Training Duty Hours – Insert the number of duty hours for training
Updated 2 Dec 2015

6. Training Non-Duty hours – Insert the number of non-duty hours for training
7. Training Purpose Type – Enter Code 03
8. Training Type Code - Enter Code 02
9. Training Sub Type Code – Enter Code 23
10. Training Delivery Type Code - Enter Code 01
11. Training Designation Type Code – Enter Code 01 - Undergraduate
02 - Graduate
05 - NA
12. Training Credit – Enter number of academic credit hours
13. Training Credit Type Code - Enter Code 01 - Semester Hours
02 - Quarter Hours
04 - NA
14. Training Accreditation Indicator - Insert a Yes (Y) or No (N)
15. Continued Service Agreement Required Indicator - Insert Yes (Y) or No (N)
16. Continued Service Agreement Expiration Date - Enter date as YYYY-MM-DD (2009-01-22)
17. Training Source Type Code – Enter code – 01 - Internal Government – Current employer
02 - External Government – Federal other than current employer
03 - Non-government
18. Training Objectives (how will this training benefit the employee) DO NOT LEAVE BLANK!
19. Agency Use Only – Leave Blank
Section C – Costs and Billing Information
1. Direct costs and appropriation/fund chargeable
a. Training Tuition and Fees Cost – Actual cost of the course
b. Books and Materials Costs – Is always $0
c. Total Cost – Insert the actual final cost for tuition and fees. Calculate cost of course per #2 in the
FAQs above and insert that number
2. Indirect Costs and appropriation/fund chargeable
NOTE: THIS WILL ALWAYS BE $0 FOR NAF TA
a. Travel - Actual cost of travel ($0)
b. Per Diem - costs to include hotel, meals, misc costs ($0)
c. Total Cost – Insert the actual final cost for travel and per diem ($0)
6. Billing Instructions – Include the CFT information
HQ AFPC/DPIBH
ATTN: NAF CAREER PROGRAM
550 C Street West
JBSA Randolph AFB TX 78150
ADVANCE PAYMENT AUTHORIZED
Section D - Approvals
1.

Immediate Supervisor
a. Name and Title
b. Phone Number
c. Email Address
d. Signature
e. Date

2. Second Line Supervisor (Usually Flight Chief or Unit Deputy/Director)
a. Name and Title
b. Phone Number
c. Email Address
d. Signature
e. Date
Updated 2 Dec 2015

3. HR Specialist
a. NAF Career Program Administrator
b. 210-565-2596
c. AFPC.NAFCAREERS@US.AF.MIL
d. LEAVE BLANK
e. LEAVE BLANK

Section E – Approvals/Concurrence
1. Authorizing Official (CP Manager)
a. NAF Career Program Administrator
b. 210-565-2596
c. AFPC.NAFCAREERS@US.AF.MIL
d. LEAVE BLANK
e. LEAVE BLANK
Section F – Certification of Training Completion and Evaluation
1. Authorizing Official – (Course completion certifier i.e. instructor, Civilian Training Office)
a. NAF Career Program Administrator
b. 210-565-2596
c. AFPC.NAFCAREERS@US.AF.MIL
d. LEAVE BLANK
e. LEAVE BLANK

Updated 2 Dec 2015

Phone: 877-215-0009

Excelsior College

20% Undergraduate
15% Graduate

Georgetown
University School of
Continuing Studies

10% scholarship
applied to
Georgetown’s
published tuition
rate for the relevant
SCS Program each
academic semester.

Penn State
University World
Campus

5% tuition reduction
on competitive Penn
State World Campus
tuition rates, with no
program exclusions
or out-of-state rates.

Federal
employees,
their spouses
and domestic
partners
Federal
Employees

Online,
hybrid

Excelsior
College
Federal
Portal

OnCampus
and
Online

http://scs.g
eorgetown.
edu/opmfederalscholarshipalliance/

Federal
employees,
their spouses
and legal
dependents

Online,
hybrid

Penn State
World
Campus
Federal
Portal

Toll-free at 888-6472388 ext. 2 or via
Email at
admissions@excelsio
r.edu
Email:
scsscholarships@geo
rgetown.edu

Contact Form
World Campus
Contacts
Call or Email
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Services):
1616 McCormick
Drive
Largo, MD 20774

AFMAN34-310 28 SEPTEMBER 2011

23

by completing AF Form 2550, NAF Application for Promotion or Other Position
Change.
1.8.13. Alternative Work Schedules (AWS). Section 1041 of the National Defense
Authorization Act for Fiscal Year 1996 amended Section 6121(2) of 5 U.S.C. This
amendment added NAF employees to the group of employees who are covered by P.L. 97221, Federal Employees’ Flexible and Compressed Work Schedules Act of 1982, thereby
removing them from the basic overtime requirements imposed by FLSA and 5 U.S.C. for the
purpose of AWS. Flexible and compressed work schedules (jointly referred to as AWS)
must strictly comply with the provisions of P.L. 97-221; 5 U.S.C., Chapter 61, Subchapter II,
Flexible and Compressed Work Schedules; and 5 C.F.R., Part 610, Hours of Duty.
1.8.14. Telework Program. Department of Defense Instruction (DoDI) 1035.01, Telework
Policy, establishes policy, assigns responsibilities, and prescribes procedures for
implementing DoD telework programs. Telework is a discretionary workplace flexibility.
Telework is not a right and may be terminated at the discretion of the supervisor and/or
commander, or in response to an employee’s request.
1.8.14.1. Purpose. To establish telework guidance for Air Force Nonappropriated Fund
(AFNAF) employees under which eligible employees may participate in telework to the
extent possible without diminished employee work performance or customer service; to
establish a process that increases options for continuity of operations (COOP) during
emergency or pandemic situations; to promote AFNAF as an employer of choice; to
improve the recruitment and retention of high-quality employees through enhancements
to employees’ quality of life; to enhance efforts to employ and accommodate people with
disabilities, including employees who have temporary or continuing health problems, or
who might otherwise have to retire on disability.
1.8.14.2. Terms Explained.
1.8.14.2.1. Alternative worksite means a place away from the traditional worksite that
has been approved for the performance of officially assigned duties. It may be an
employee’s home, a telework center, or other approved worksite.
1.8.14.2.2. Approving Official. The individual who has final authority to approve or
disapprove telework agreements. The FSS commander/director at installation level,
or the higher headquarters equivalent at MAJCOMs DRUs, and FOAs.
1.8.14.2.3. Eligibility. Characteristics of the job position and the employee that
identify suitability for teleworking as determined by the supervisor or other
appropriate management official in the employee’s chain of command.
1.8.14.2.4. Official worksite/duty station. Official duty station has been defined in
federal travel regulations as the employee’s designated post of duty, the limits of
which will be: "....the corporate limits of the city or town in which the employee is
stationed. If the employee is not stationed in an incorporated city or town, the official
station is the reservation, station, or established area, or, in the case of large
reservations, the established subdivision thereof having definite boundaries within
which the designated post of duty is located."
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1.8.14.2.5. Regular and recurring telework. An approved work schedule where
eligible employees work at an alternative workplace on a regular, recurring, and
ongoing basis at least twice each biweekly pay period.
1.8.14.2.6. Situational telework. Telework that occurs on an occasional non-routine
or ad hoc basis. Telework that occurs to complete short-term special assignments or
to accommodate special circumstances is also considered situational even though the
telework may occur continuously for a specific period. Examples of situational
telework include telework as a result of inclement weather, doctor appointment, or
special work assignments and is sometimes also referred to as situational, episodic,
intermittent, unscheduled, or ad-hoc telework. Situational telework is approved on a
case-by-case basis.
1.8.14.2.7. Telework. The term telework refers to a work flexibility arrangement
under which an employee performs the duties and responsibilities of such employee’s
position, and other authorized activities, from an approved worksite other than the
location from which the employee would otherwise work.
1.8.14.2.8. Telework agreement. A written agreement, completed and signed by an
employee and the authorized management official(s) via the DD Form 2946,
Department of Defense Telework Agreement, that outlines the terms and conditions of
the telework arrangement.
1.8.14.2.9. Telework center. A GSA facility or GSA-approved facility that provides a
geographically convenient office setting with workstations and other office facilities and
services that are used by civilian employees from more than one organization.
1.8.14.2.10. Telework site. Alternative worksite location where an employee
performs assigned official duties.
1.8.14.2.11. Traditional worksite. Location where an employee would work absent
an alternative workplace arrangement.
1.8.14.3. Responsibilities.
1.8.14.3.1. Headquarters Air Force Services (AF/A1S) shall:
1.8.14.3.1.1. Approve NAF Telework Program policies.
1.8.14.3.1.2. Coordinate NAF Telework Program with appropriate Air Staff
offices.
1.8.14.3.2. AFSVA/SVX shall:
1.8.14.3.2.1. Develop and issue implementing instructions, standardized reports,
and revisions.
1.8.14.3.2.2. Maintain administrative oversight of the NAF Telework Program.
1.8.14.3.3. FSS Commander/Director shall:
1.8.14.3.3.1. Determine squadron participation and approves employee request
and eligibility in the program.
1.8.14.3.3.2. Ensure proper implementation of the NAF telework program in
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accordance with these implementing guidelines.
1.8.14.3.3.3. Ensure supervisors and managers of teleworking employees
complete training prior to entering into the written agreement.
1.8.14.3.3.4. Have final approval authority for all telework agreements. Notifies
the requestor, in writing, within 5 working days whether or not the application is
approved. If approved, the application is provided to the supervisor, the NAFHuman Resources (NAF-HR) Section, and the employee. If the application is
disapproved, writes a memorandum to the employee explaining the reasons for
disapproval. A copy of the memorandum is sent to the first-level supervisor.
1.8.14.3.4. Supervisors/Managers shall:
1.8.14.3.4.1. Successfully complete the basic telework training modules
(Telework 101) found on www.telework.gov before entering into a written
agreement to telework.
1.8.14.3.4.2. Determine which NAF positions in their organization are eligible
for regular and recurring or situational telework based on Air Force NAF criteria
for position and employee eligibility.
1.8.14.3.4.3. The first-level supervisor reviews the telework application for
completeness and accuracy. When the application is found to be acceptable, the
supervisor, within 5 calendar days, endorses the application to the approving
official with a recommendation for either approval or disapproval.
1.8.14.3.4.4. Ensure completion of the DD Form 2946, prior to the
commencement of either regular and recurring or situational telework.
1.8.14.3.4.5. Establish and approve telework schedules to meet mission
requirements.
1.8.14.3.4.6. Upon receipt of an employee’s DD Form 2946, forwards through
the appropriate channel to the approving official for approval/disapproval.
1.8.14.3.5. Employees shall:
1.8.14.3.5.1. Successfully complete the basic telework training modules
(Telework 101) found on www.telework.gov before entering into a written
agreement to telework.
1.8.14.3.5.2. Complete the Telework Request and Eligibility Checklist (Figure
1.2) and DD Form 2946 and submit through appropriate channels for
approval/disapproval.
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Figure 1.2. Telework Request and Eligibility Checklist
PART A – To be completed by the Employee
1. NAME
2. POSITION TITLE
3. PAY PLAN, SERIES, and
GRADE
4. TYPE OF TELEWORK
REQUESTED

Recurring

Situational

5. DATE REQUESTED
6. SIGNATURE
PART B – To be completed by the Supervisor
1. Position Eligibility:
Position is not developmental in nature and does not require the
employee to be in the office for on-the-job training or to learn the
organization
Position involves tasks and work activities that are portable and do
not require the employee to be at the traditional worksite
Position does not require handling of secure information
(Management determines what information is too secure or
sensitive to be taken from the workplace)
Is not dependent on daily face-to-face contact with the supervisor,
colleagues, customers or the general public
Work performed is measurable
2. Employee Eligibility:
Demonstrated dependability and the ability to handle responsibility
Ability to prioritize work effectively and utilize good time
management skills
Proven or expected minimum performance rating of ―fully
successful‖ or equivalent
Possesses experience in performing the tasks and duties of the
position
3. If all items above are checked, have employee complete the Telework Agreement and APPROVE this
request. If ANY of the items are not checked and accommodations cannot be made, DENY the
request.
Supervisor’s Signature
_______________________________________
CC/CL Signature
_______________________________________
APPROVED

DENIED
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1.8.14.3.5.3. Complete and sign a safety checklist that proclaims their home safe
for an official home worksite. The goal is to ensure that all requirements to do
official work are met in an environment that allows the tasks to be performed
safely.
1.8.14.3.5.4. Ensure that a proper work environment is maintained in instances
where the home is the alternative worksite (e.g. dependent care arrangements are
maintained and do not interfere with the home office, personal disruptions such as
non-business telephone calls and visitors are kept to a minimum). Telework is not
a substitute for dependent care.
1.8.14.3.5.5. Must have a written telework agreement (regardless of whether
telework is regular and recurring, or situational). The agreement is mandatory in
order for any employee to participate in telework.
1.8.14.3.6. FSS NAF-Human Resources Section shall:
1.8.14.3.6.1. Ensure supervisors and participants adhere to all policies and
procedures.
1.8.14.3.6.2. Provide appropriate notification to local labor organizations and
ensure labor relations obligations are completed prior to local implementation of
the telework program.
1.8.14.3.6.3. Serves as an advisor for installation leadership.
1.8.14.3.6.4. Serves as a resource for managers and employees on telework
matters.
1.8.14.3.6.5. Track employee participation and provide usage
AFSVA/SVXHR at the end of each calendar year.

data to

1.8.14.3.6.6. Distribute information on telework throughout the workplace and
include in periodic training events.
1.8.14.3.6.7. Brief new employees occupying telework eligible positions to
ensure they are aware of their telework responsibilities, should telework be
offered or requested.
1.8.14.4. Telework Applicability. Telework is an effective strategy for mission
accomplishment, ensuring continuity of operations (COOP) in a crisis, and recruiting and
retaining valued talent. Telework for applicable NAF jobs can be used:
1.8.14.4.1. On a regular and recurring basis.
1.8.14.4.2. On a situational, non-routine, or ad hoc basis:
1.8.14.4.2.1. To perform large projects or tasks that requires concentration and
uninterrupted blocks of time for successful completion.
1.8.14.4.2.2. For supervisor or commander directed Web-based distance and
continuous learning, including educational requirements required by law or
regulation. Training requested by an employee is subject to the supervisor’s or
commander’s approval, as applicable, and must conform to the provisions of
applicable regulations.
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1.8.14.4.2.3. When the traditional worksite is closed during adverse or inclement
weather conditions (e.g., snow emergencies, floods, hurricanes).
1.8.14.4.3. As a regular, situational, or ad hoc arrangement for employees with
impairments, as appropriate. The DoD Computer/Electronic Accommodations
Program may provide services and accommodations (e.g., assistive devices and
technology) for employees with impairments teleworking under an approved telework
arrangement. In the case of covered employees, telework arrangements may be a
form of reasonable accommodation pursuant to sections 791 and 794a of title 29,
United States Code (U.S.C.) (also known as ―The Rehabilitation Act of 1973, as
amended‖). The Rehabilitation Act of 1973, as amended, does not apply to military
personnel.
1.8.14.4.4. Periodically (as practice) to prepare for COOP and an efficient transition
to telework in the event of an emergency situation.
1.8.14.5. Telework Eligibility. To the extent that mission requirements and customer
service are not jeopardized or diminished, the commander may permit employees to
telework who exhibit suitable work performance and occupy eligible positions (i.e., those
positions that involve portable work and are not dependent on the employee’s presence at
the traditional worksite or face-to-face interaction with customers) to the extent possible.
1.8.14.5.1. To be able to participate in telework, an employee must first be identified
as eligible. The Telework Act specifies two categories of employees who may not be
deemed eligible under any circumstances: an employee who "has been officially
disciplined for being absent without permission for more than 5 days in any calendar
year‖ and an employee who ―has been officially disciplined for violations of subpart
G of the Standards of Ethical Conduct of Employees of the Executive Branch for
reviewing, downloading, or exchanging pornography, including child pornography,
on a Federal Government computer or while performing official Federal Government
duties [Public Law 111-292, 6502(a)(2)(A)(B)]." The term ―official discipline‖
should be understood as a disciplinary action that results in the placement of a
document in an employee’s official personnel file (OPF). Specific determinations for
eligibility are left to the discretion of the FSS Commander/Director.
1.8.14.5.2. Telework eligibility criteria should be applied impartially and
consistently. Supervisors or commanders should allow flexibility for employees to
telework to the extent that mission readiness or accomplishment and customer service
is not compromised. Regular, routine use of telework programs will allow
supervisors, and employees to identify and resolve technology, equipment,
communications, workflow, and associated issues that could impact the efficiency of
mission accomplishment and inhibit the transparency of remote work.
1.8.14.5.3. Telework is a discretionary workplace flexibility. Employees cannot be
ordered to telework, unless the employee’s duties are designated as mission-critical or
the employee’s telework agreement addresses this requirement. Telework is not an
entitlement and not all employees are eligible to telework. Although there may be
circumstances when employees in these positions may be considered for telework on
a situational basis, employees in the following types of positions are typically not
eligible for telework:
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1.8.14.5.3.1. Employees in positions that require, on a daily basis, an on-site
activity or face-to-face personal contacts that cannot be handled remotely or at an
alternate workplace (e.g., hands-on contact with machinery, equipment, or
vehicles).
1.8.14.5.3.2. Employees whose performance or conduct warrants more close
supervisory direction than telework may provide, whose rating of record is below
fully successful (or its equivalent), whose conduct has resulted in disciplinary
action within the past 12 months, or who have unresolved security issues.
1.8.14.5.3.3. Employees recently assigned or newly appointed to trainee or entry
level positions.
1.8.14.5.3.4. The length of time for which the employee is deemed ineligible for
telework is at the commander’s/director’s discretion and should be based upon
criteria identified and addressed in this guidance (e.g., the employee’s
performance within the first 6 months in the position or at mid-term review is at
an acceptable level).
1.8.14.5.3.5. Management is encouraged to review all positions for determining
telework eligibility based on the criteria in this guidance.
1.8.14.6. Telework Requirements.
1.8.14.6.1. Telework Agreements.
1.8.14.6.1.1. All employees who telework on a regular and recurring basis or
situational basis must complete a DD Form 2946. The DD Form 2946 shall be
signed and dated by the employee and supervisor and maintained by the
employee’s supervisor. Completed DD Form 2946s should address the logistics
of alternate workplace arrangements such as the employee’s work schedule,
security requirements for DoD information, safety requirements for alternate
workplace, supplies and equipment used, the supervisor’s expectations of a
teleworker’s performance, and the employee’s emergency response telework
responsibilities.
All telework agreements, regardless of the employee’s
emergency response status, should address:
1.8.14.6.1.1.1. The employee’s telework location (e.g., the employee’s home
or other approved alternate workplace such as a telework center, when
appropriate).
1.8.14.6.1.1.2. Whether the employee will telework when the traditional
worksite is closed (e.g., emergency dismissal due to adverse weather
conditions such as snow emergencies, floods, hurricanes, or any other type of
emergency situation).
1.8.14.6.1.2. If the employee’s home is the telework location, it is the responsibility
of the employee to make certain that a safe work environment is maintained while
teleworking. Employees should designate one section of the home as the telework
work station for purposes of the telework agreement and complete and sign a selfcertification safety checklist as part of the initial submittal of the DD Form 2946 prior
to beginning the telework arrangement.
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1.8.14.6.1.3. Telework agreements shall be reviewed by the supervisor and
teleworker, re-validated at least every 2 years, and revised when appropriate. A
new DD Form 2946 should be completed when a new relationship is established
between the employee and their supervisor.
1.8.14.6.1.4. Teleworkers may be required to return to the traditional worksite on
scheduled telework days based on operational requirements. A recall to the office
for operational reasons is not a termination of the telework agreement. Requests
by teleworkers to change their scheduled telework day(s) in a particular week or
biweekly pay period should be accommodated by the supervisor where
practicable and consistent with mission requirements. A permanent change of the
telework agreement must be reflected by approval of a new DD Form 2946.
1.8.14.6.2. Official Worksite. Designation of the official worksite shall be
established for an employee on an approved regular telework schedule on a case-bycase basis consistent with the guidance set forth in section 531.605 of title 5, Code of
Federal Regulations. The official worksite for an employee covered by a telework
agreement is the location of the traditional worksite for the employee’s position (i.e.,
the place where the employee would normally work absent a telework agreement), as
long as the employee is scheduled to report physically at least twice each biweekly
pay period on a regular and recurring basis to the traditional worksite.
1.8.14.6.3. Security Considerations. Employees are responsible for safeguarding all
DoD information, protecting government furnished equipment and government
property, and performing assigned duties while teleworking in support of mission
requirements. Employees who telework from home must comply with criteria and
guidelines established by the installation for keeping Government property and
information safe and secure. Restrictions may apply to employees located outside the
continental United States (OCONUS).
1.8.14.6.4. Equipment and Office Supplies. Installations may provide the necessary
equipment and office supplies (e.g. paper, toner, and printer ink) for use by
employees who telework on a regular and recurring basis, within budgetary
constraints, based on the nature and type of work performed. Coordination with the
Installation Comptroller and/or Resource Manager (in the case of Nonappropriated
Funds) is required to determine availability of funds for telework equipment.
Equipment and supplies may be furnished for employees who telework on a
situational or ad hoc basis upon availability of funds. Employees must comply with
equipment usage requirements set forth in the telework agreement. Installations may
provide funding to install telephone lines, broadband, or other necessary
telecommunications equipment in a private residence for employees that telework on
a regular and recurring basis. The Air Force is not responsible for any operating costs
associated with employee's personal equipment and residence at alternative worksites.
This includes maintenance, insurance, and utilities.
1.8.14.6.5. Emergency Situations. Employees who perform mission-critical duties
may be required to work from home or an alternate workplace such as a telework
center during an emergency situation. Installations are strongly encouraged to have
these employees complete a DD Form 2946. The telework agreement should address
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the telework location and work expectations. To the extent practicable, supervisors
will include a description of emergency duties with the telework agreement if
emergency duties are different from the employee’s normal duties. In the event of a
pandemic health crisis, employees with COOP responsibilities may be asked to
telework to prevent the spread of germs. These employees should telework on a
regular basis to ensure their proficiency and telework’s effectiveness in continuing
operations. Employees in positions not typically eligible for telework should
telework on a situational basis when feasible. Employees who may be required to
telework in the event of a pandemic should have a signed DD Form 2946 in place.
1.8.14.6.5.1. Employees approved for regular and situational telework who are
not able to report to their assigned office location due to office closure or
dismissal from a natural or man-made emergency event (e.g., hurricane,
earthquake, wild fire, snow storm, flooding, act of terrorism) shall continue to
telework each regularly scheduled work day during the emergency situation.
Designated employees who are unable to work due to injury or illness or
dependent care responsibilities will request leave appropriate for those
circumstances. If circumstances permitting excused absence for other nonteleworking employees also prevent the teleworker from working at the telework
location (e.g., loss of electrical power; evacuation by local authorities; or the
employee cannot access materials necessary to continue work during the
emergency), the employee shall attempt to contact a supervisor to be excused
from duty. Supervisors may administratively excuse the designated teleworker
from teleworking on a case-by-case basis. If the teleworker is unable to
communicate with their supervisor to be excused from duty and cannot maintain
their remote working status, the teleworker should follow the installation’s
emergency guidance, orders, and procedures (e.g., outlined in COOP and other
applicable emergency management plans). Any requirement that a teleworker
continue to work if the installation closes or dismisses employees early should be
included in the employee’s DD Form 2946.
1.8.14.6.5.2. When an employee’s residence or other approved alternate
workplace has been designated as a safe haven during an emergency, such as a
pandemic health crisis evacuation, the supervisor may assign any work necessary,
as long as the employee has the skills to perform the assigned work, without
regard to the employee’s grade or pay band level. In cases where a safe haven is
designated, a DD Form 2946 does not need to be in place.
1.8.14.6.5.3. Employees designated as mission-critical should telework on a
regular basis to ensure their proficiency and telework’s effectiveness in
continuing operations in the event of an emergency or pandemic. Mission-critical
employees in positions not typically eligible for telework should telework on a
situational basis, when feasible. Such employees should have a signed DD Form
2946 in place.
1.8.14.6.6. Work Schedules and Compensation. Employees who telework must be at
their alternate worksite during their scheduled tours of duty. Employees may not use
telework as a substitute for dependent care, e.g., child or elder care. Employees who
telework may also have alternate work schedules at the discretion of the supervisor.
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Employees may work part of the day at their approved alternate worksite and part of
the day at the traditional worksite to accommodate work schedules and personal
commitments (e.g., to attend a training course or a medical appointment located near
the employee’s alternate worksite prior to reporting to the traditional worksite).
Premium pay provisions that apply to work at the traditional worksite also apply to
employees who telework. Employees may work overtime only when specifically
ordered and approved in advance by the supervisor. Instances in which employees
perform overtime work without prior supervisory approval may be cause for
administrative or disciplinary action.
1.8.14.6.7. Time and Attendance. Time spent in a telework status must be accounted
for and reported in the same manner as if the employee reported for work at the
traditional worksite. Supervisors should establish appropriate procedures for
documenting hours of work and approved leave for teleworkers to ensure telework
hours are appropriately coded as regular and recurring, situational, or medical.
Employees must record dates of telework accomplished so installation telework usage
can be tracked.
1.8.14.6.8. Telework Training. Employees participating in telework should take
telework training prior to teleworking. Supervisors should also take part in telework
training. Comprehensive OPM telework training courses for supervisors and
employees are available at the joint OPM/GSA telework website,
http://www.telework.gov/tools_and_resources/training/index.aspx.
Employees,
supervisors, and leaders shall be permitted to participate in telework training during
the work day.
1.8.14.6.9. Performance Management. Performance standards for employees that
telework should be the same as performance standards for on-site employees. As
with any supervisory relationship, work assignments to be performed or training to be
accomplished while on telework should be agreed to, and understood, in advance of
the telework event. Supervisor expectations of an employees’ performance should be
clearly addressed in the DD Form 2946. As with on-site personnel, employees shall
be held accountable for the results they produce while teleworking. Supervisors shall
communicate expectations of telework arrangements, including work assignments,
office coverage, and staff communication to teleworking and non-teleworking
employees in the workgroup.
1.8.14.6.10. Telework Denial and Termination. A telework request may be denied
by the supervisor. A telework agreement may be terminated at the discretion of the
supervisor or at the employee’s request. When an employee’s request to telework is
denied or an agreement is terminated by the supervisor, the reasons for denial or
termination should be documented in writing and given to the employee. Denial or
termination of telework agreements should be based on business reasons (e.g., the
telework agreement fails to meet the organization’s needs or the employee’s
performance does not meet the prescribed standard). Employees may dispute the
denial of telework, the reasons given for a denial, and the termination of an existing
telework agreement through the negotiated grievance procedures or administrative
procedures per AFMAN 34-310, as applicable.
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1.8.14.6.11. Workers’ Compensation and Other Liabilities. The Government is not
liable for damages to the employee’s personal or real property while the employee is
working at the approved alternative worksite, except to the extent the Government is
held liable by the Federal Tort Claims Act. The employee is covered by the
Longshore and Harbor Workers’ Compensation Act (LHWCA) when injured or
suffering from work-related illnesses while conducting official Government business.
The employee agrees to notify the supervisor immediately of any accident or injury
that occurs at the alternative worksite while performing official duties and to
complete any required forms.

Department of Defense

INSTRUCTION
NUMBER 1035.01
April 4, 2012
USD(P&R)
SUBJECT:

Telework Policy

References: See Enclosure 1

1. PURPOSE. In accordance with the authority in DoD Directive 5124.02 (Reference (a)), this
Instruction:
a. Reissues DoD Instruction 1035.01 (Reference (b)).
b. Establishes policy, assigns responsibilities, and prescribes procedures for implementing
DoD telework programs.
c. Implements the provisions of sections 6501 through 6506 of title 5, United States Code
(U.S.C.), as added by Public Law 111-292 (also known as the “Telework Enhancement Act of
2010”) (Reference (c)); section 359 of Public Law 106-346 (Reference (d)); and sections 101 and
206 of title 37, U.S.C. (Reference (e)).

2. APPLICABILITY. This Instruction applies to:
a. OSD, the Military Departments, the Office of the Chairman of the Joint Chiefs of Staff
and the Joint Staff, the Combatant Commands, the Office of the Inspector General of the
Department of Defense, the Defense Agencies, the DoD Field Activities, and all other
organizational entities within the DoD (hereinafter referred to collectively as the “DoD
Components”).
b. Employees (as defined in the Glossary) and Service members where indicated in the
Instruction and at the discretion of the Heads of the OSD and DoD Components.

3. DEFINITIONS. See Glossary.

4. POLICY. It is DoD policy that telework shall be:
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a. Actively promoted and implemented throughout the DoD in support of the DoD
commitment to workforce efficiency, emergency preparedness, and quality of life. Telework
facilitates the accomplishment of work; can serve as an effective recruitment and retention
strategy; enhance DoD efforts to employ and accommodate people with disabilities; and create
cost savings by decreasing the need for office space and parking facilities, and by reducing
transportation costs, including costs associated with payment of transit subsidies.
b. Authorized for the maximum number of positions to the extent that mission readiness is
not jeopardized.
c. Used to the broadest extent possible by eligible employees on a regular and recurring
basis, up to and including full-time telework, or a situational basis at an approved alternative
worksite. Telework, however, is not an entitlement.
d. Periodically exercised to ensure its effectiveness in continuing operations in the event of a
crisis or national emergency (e.g., pandemic influenza).
e. Used to help create employment and return-to-work opportunities for veterans, people
with disabilities, and spouses of Service members and employees being relocated.

5. RESPONSIBILITIES. See Enclosure 2.

6. PROCEDURES. See Enclosure 3.

7. INFORMATION COLLECTION REQUIREMENTS. The DCPAS Annual Telework Report
referred to in paragraph 7.f. of Enclosure 2 has been assigned Report Control Symbol (RCS)
DD-P&R(A)2433 in accordance with DoD 8910.1-M (Reference (f)).

8. RELEASABILITY. UNLIMITED. This Instruction is approved for public release and is
available on the Internet from the DoD Issuances Website at http://www.dtic.mil/whs/directives.

2

DoDI 1035.01, April 4, 2012

9. EFFECTIVE DATE.
a. This DoDI is effective upon its publication to the DoD Issuances Website.
b. If this DoDI is not otherwise reissued or cancelled in accordance with DoD Instruction
5025.01 (Reference (g)), it will expire effective April 4, 2022 and be removed from the DoD
Issuances Website.

Enclosures
1. References
2. Responsibilities
3. Procedures
Glossary
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ENCLOSURE 1
REFERENCES

(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)

(j)
(k)
(l)
(m)
(n)
(o)
(p)
(q)
(r)
(s)
(t)
(u)
(v)
(w)
(x)
(y)

DoD Directive 5124.02, “Under Secretary of Defense for Personnel and Readiness
(USD(P&R)),” June 23, 2008
DoD Instruction 1035.01, “Telework Policy,” October 21, 2010 (hereby cancelled)
Sections 6501 through 6506 of title 5, United States Code, as added by Public Law 111-292
(also known as the Telework Enhancement Act of 2010)
Section 359 of Public Law 106-346, “Department of Transportation and Related Agencies
Appropriations Act 2001,” October 23, 2000
Sections 101 and 206 of title 37, United States Code
DoD 8910.1-M, “Department of Defense Procedures for Management of Information
Requirements,” June 30, 1998
DoDI 5025.10, “DoD Directives Program,” October 28, 2007
DoD Directive 8000.01, “Management of the Department of Defense Information
Enterprise,” February 10, 2009
DoD Directive 8100.02, “Use of Commercial Wireless Devices, Services, and
Technologies in the Department of Defense (DoD) Global Information Grid (GIG),”
April 14, 2004
DoD Directive 8500.01E, “Information Assurance (IA),” October 24, 2002
DoD Directive 5400.11, “DoD Privacy Program,” May 8, 2007
DoD 5400.11-R, “Department of Defense Privacy Program,” May 14, 2007
Sections 791 and 794a of title 29, United States Code (also known as “The Rehabilitation
Act of 1973, as amended”)
Sections 531.605, 550.112(g), 550.409, 551.422, and 2635.704 of title 5, Code of Federal
Regulations
DoD Instruction 5200.01, “DoD Information Security Program and Protection of Sensitive
Compartmented Information,” October 9, 2008
Section 552a of title 5, United States Code (also known as the “Privacy Act of 1974”)
DoD 5400.7-R, “DoD Freedom of Information Act Program,” September 4, 1998
Office of Management and Budget Memorandum 07-16, “Safeguarding Against and
Responding to the Breach of Personally Identifiable Information”, May 27, 2007
Office of Management and Budget Memorandum 06-16, “Protection of Sensitive Agency
Information, June 23, 2006
Section 423 of title 41, United States Code (also known as section 27 of the “Office of
Federal Procurement Policy Act, as amended”)
Federal Acquisition Regulation, current edition
Defense Federal Acquisition Regulation Supplement, current edition
Page 13845 of Volume 71, Federal Register, March 17, 2006
Section 620 of Public Law 104-52, “The Treasury, Postal Service, and General
Government Appropriations Act of 1996”, November 19, 1995
Sections 1346(b), 1402(b), 2401(b), and 2761-1680 of title 28, United States Code (also
known as “The Federal Tort Claims Act”)
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(z)
(aa)
(ab)
(ac)
(ad)

Section 3721 (also known as “The Military Personnel and Civilian Employees Claims
Act”) of title 31, United States Code
Chapter 81 of title 5, United States Code (also known as “The Federal Employees’
Compensation Act”)
Chapter 18 of title 33, United States Code (also known as “The Longshore and Harbor
Workers’ Compensation Act”)
Section 630 of Public Law 105-277, “Omnibus Consolidated and Emergency Supplemental
Appropriations Act, 1999,” October 21, 1998
DoD Directive 8570.01, “Information Assurance Training, Certification, and Workforce
Management,” August 15, 2004
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ENCLOSURE 2
RESPONSIBILITIES

1. UNDER SECRETARY OF DEFENSE FOR PERSONNEL AND READINESS
(USD(P&R)). The USD(P&R) shall oversee the development and implementation of a telework
policy for the DoD.

2. DEPUTY ASSISTANT SECRETARY OF DEFENSE FOR CIVILIAN PERSONNEL
POLICY (DASD(CPP)). The DASD(CPP), under the authority, direction, and control of the
USD(P&R), through the Assistant Secretary of Defense for Readiness and Force Management
(ASD(R&FM)), shall:
a. Develop DoD telework policy, guidelines, procedures, and processes.
b. Designate a DoD Telework Managing Officer (TMO) to implement, monitor, and
evaluate the DoD’s telework implementation program for compliance with this Instruction and
section 6505 of Reference (c); serve as an advisor for DoD leadership; and serve as a resource
for DoD Components.
c. Develop telework marketing materials.
d. Coordinate telework information technology requirements with the DoD Chief
Information Officer DoD CIO).

3. DEPUTY ASSISTANT SECRETARY OF DEFENSE FOR MILITARY PERSONNEL
POLICY (DASD(MPP)). The DASD(MPP), under the authority, direction, and control of the
USD(P&R), through the ASD(R&FM), shall assist the DASD(CPP) with developing telework
policies pertaining to military personnel.

4. ASSISTANT SECRETARY OF DEFENSE FOR RESERVE AFFAIRS (ASD(RA)). The
ASD(RA), under the authority, direction, and control of the USD(P&R), shall assist the
DASD(CPP) with developing telework policies pertaining to the Reserve Components.

5. DIRECTOR, DEFENSE HUMAN RESOURCE ACTIVITY (DHRA). The Director, DHRA,
under the authority, direction, and control of the USD(P&R), shall:
a. Prepare consolidated reports on DoD-wide employee telework participation rates.
Coordinate with the TMO to assess the progress made in achieving telework participation goals
during the reporting period and other DoD goals relating to telework (e.g., the impact of telework
on emergency preparedness, recruitment, and retention) and submit to the Office of Personnel
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Management (OPM) for the annual Status of Telework in the Federal Government Report to
Congress.
b. Prepare DoD telework eligibility status reports.

6. DoD CHIEF INFORMATION OFFICER (CIO). The DoD CIO shall:
a. Develop strategies and provide guidance for enterprise information technology
capabilities and data security required to support telework.
b. Oversee the evaluation of new and emerging technologies that facilitate telework and
approve them for DoD-wide use, as appropriate.
c. Establish criteria and guidelines for using and protecting Government furnished
equipment (GFE) and non-GFE, including personally owned equipment, to access DoD
information systems and networks to perform telework.

7. HEADS OF THE OSD AND DoD COMPONENTS. The Heads of the OSD and DoD
Components shall:
a. Develop, implement, and operate telework programs in accordance with law, this
Instruction, and other applicable DoD policies.
b. Delegate authority for telework implementation to subordinate authorities as deemed
appropriate.
c. Designate a Component Telework Coordinator or Manager to implement and evaluate the
Component telework program for compliance with this Instruction and sections 6501 through
6506 of Reference (c); serve as an advisor for Component leadership; and serve as a resource for
supervisors and employees.
d. Actively promote telework within their respective Components, consistent with
accomplishing their respective assigned missions, and make every effort to overcome artificial
barriers to program implementation through education and training for leadership and
supervisors on telework benefits and performance in a telework environment and the value of
integrating telework into continuity of operations (COOP) activities.
e. Designate positions to indicate telework eligibility and require documentation in the
position record in the Defense Civilian Personnel Data System (DCPDS) or equivalent human
resources system. Determine eligibility for all Component employees to telework; require
documentation of employee telework eligibility in the employee record in DCPDS. Make
telework position determinations when establishing new positions or filling vacant positions that
were not previously designated for telework eligibility. Notify all Component employees of their
telework eligibility.
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f. Establish annual Component telework participation goals, track employee participation,
monitor goal progress, and provide employee telework eligibility and participation data to
(Defense Civilian Personnel Advisory Service) DCPAS for submission to OPM for the annual
Status of Telework in the Federal Government Report to Congress.
g. Require employees or Service members who are eligible to telework and their supervisors
to be fully trained on telework procedures including information technology and data security,
and safety requirements consistent with the guidance in DoD Directives 8000.01, 8100.02,
8500.01E, and 5400.11, and DoD 5400.11-R (References (h) through (l)). Delegate authority to
excuse those employees who are teleworking under an approved telework agreement as of the
date of the issuance of this Instruction from mandatory training to subordinate authorities as
deemed appropriate consistent with the guidance in section 6503 of Reference (c).
h. Require all employees who are authorized to telework to complete DD Form 2946,
“Department of Defense Telework Agreement,” available on the DoD Forms Management
Program Website at http://www.dtic.mil/whs/directives/infomgt/forms/formsprogram.htm.
i. Monitor and assess Component telework implementation to ensure compliance with this
Instruction, Component specific guidance, and collective bargaining agreements, as applicable.
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ENCLOSURE 3
PROCEDURES

1. TELEWORK APPLICABILITY. Telework is an effective strategy for mission
accomplishment, ensuring COOP in a crisis, and recruiting and retaining valued talent.
Telework also benefits the environment by reducing traffic congestion and decreasing energy
consumption and pollution. Telework can be used:
a. On a regular and recurring basis.
b. On a situational, non-routine, or ad hoc basis:
(1) To perform large projects, tasks that require concentration and uninterrupted blocks
of time for successful completion, or to accomplish routine job tasks when practicable.
(2) For supervisor or commander directed Web-based distance and continuous learning,
including educational requirements required by law or regulation. Training requested by an
employee or Service member is subject to the supervisor’s or commander’s approval, as
applicable, and must conform to the provisions of applicable regulations.
(3) When the regular worksite is closed during adverse or inclement weather conditions
(e.g., snow emergencies, floods, hurricanes) or with supervisor approval when OPM announces
that Government offices are open with the option for unscheduled telework when severe weather
conditions or other circumstances disrupt commuting and compromise employee safety. More
information on unscheduled telework options can be found in OPM’s Washington D.C.
Dismissal and Closure Procedures at http://www.opm.gov/oca/compmemo/dismissal.pdf. While
this OPM instruction is intended to apply to situations affecting Federal employees in the
Washington D.C. area, Federal Executive Boards coordinate similar procedures in other
metropolitan areas based on this guidance. Components are authorized to implement this
guidance when the local Commander makes operation status decisions for weather-related
conditions for installations or sites outside of the Washington D.C. area.
c. As a regular or situational, arrangement for employees or Service members with
impairments, as appropriate. The DoD Computer/Electronic Accommodations Program may
provide services and accommodations (e.g., assistive devices and technology) for employees or
Service members with impairments teleworking under an approved telework arrangement. In the
case of covered employees, telework arrangements may be a form of reasonable accommodation
pursuant to sections 791 and 794a of title 29, U.S.C. (also known as “The Rehabilitation Act of
1973, as amended”) (Reference (m)). The Rehabilitation Act of 1973, as amended, does not
apply to military personnel.
d. Periodically (as practice) to prepare for COOP and an efficient transition to telework in
the event of an emergency situation.
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2. TELEWORK ELIGIBILITY
a. The Department of Defense shall determine the eligibility of all employees to participate
in telework. Eligible employees shall be permitted to telework to the maximum extent possible
without diminished individual or organization performance. All employees shall be notified of
their eligibility to telework.
b. Service member eligibility is discretionary and determined by the relevant commander or
supervisor, consistent with this Instruction and Component specific guidance.
c. Foreign national employee eligibility and implementation will be determined jointly by
the relevant overseas Service component commanders [OR SUPERVISOR], in accordance with
the joint committee process applicable to the country concerned, and consistent with applicable
host nation laws and regulations as well as international agreements and implementing
arrangements.
d. Telework eligibility criteria should be applied impartially and consistently without
prohibited factors being considered.
e. Supervisors or commanders should allow maximum flexibility for employees or Service
members to telework to the extent that mission readiness or accomplishment is not compromised.
Regular, routine use of telework programs will allow supervisors, employees, and Service
members to identify and resolve technology, equipment, communications, workflow, and
associated issues that could impact the efficiency of mission accomplishment and inhibit the
transparency of remote work.
f. Telework is a discretionary workplace flexibility. Although use of telework is
encouraged, employees cannot be ordered to telework, unless the employee’s duties are
designated as mission-critical and the employee is required to report to an alternative worksite or
the employee’s telework agreement addresses this requirement. In certain situations based on
the following criteria, positions or employees may be identified as ineligible for telework.
However when an employees’ position is ineligible for telework, there may be circumstances or
portions of employees’ work (e.g., reading and analyzing documents, and preparing reports or
other types of correspondence) when the employees in these positions may be considered for
telework on a situational basis:
(1) Employees in positions that require, on a daily basis, direct handling of classified
materials. Classified work at an approved alternative secure location may be allowed contingent
on individual DoD Component requirements regarding such work, when situations warrant.
(2) Employees in positions that require, on a daily basis, an on-site activity or face-toface personal contacts that cannot be handled remotely or at an alternative worksite (e.g., handson contact with machinery, equipment, or vehicles; direct patient care).
(3) Employees whose performance or conduct warrants more close supervisory direction
than telework may provide; whose rating of record is below fully successful (or its equivalent);
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whose conduct has resulted in disciplinary action within the past 12 months; or who have
unresolved security issues that might influence telework eligibility (e.g., based on personal
conduct, handling protected information, or use of information technology information systems).
(4) Employees recently assigned or newly appointed to trainee or entry level positions.
The length of time for which the employee is deemed ineligible for telework is at the
Component’s discretion and should be based upon criteria identified and addressed in the
Component’s telework guidance (e.g., the employee’s performance within the first 6 months in
the position or at mid-term review is at an acceptable level).
g. Employees in positions determined not normally suitable for telework as cited in
subparagraphs 2.f.(1) through (4) of this enclosure may become eligible to telework in an
emergency situation if their functions are designated as mission-critical.
h. DoD Components shall review the criteria at subparagraphs 2.f.(1) through (4) of this
enclosure to determine employee eligibility to participate in telework on either a regular or
situational basis.
i. Employees shall not be authorized to telework consistent with the guidance set forth in
section 6502 of Reference (c) if:
(1) The employee has been officially disciplined for being absent without permission for
more than 5 days in any calendar year.
(2) The employee has been officially disciplined for violations of subpart G of the
Standards of Ethical Conduct of Employees of the Executive Branch for viewing, downloading,
or exchanging pornography, including child pornography, on a Federal Government computer or
while performing Federal Government duties consistent with the guidance set forth in section
2635.704 of title 5, Code of Federal Regulations (Reference (n)).

3. TELEWORK REQUIREMENTS
a. Supervisor Functions
(1) Determine employee eligibility for regular and recurring or situational telework
consistent with the requirements of paragraphs 2.a. through h. of this enclosure and Component
guidance and collective bargaining agreements, as applicable.
(2) Notify employees of their eligibility to telework.
(3) Participate in telework training prior to approving employees’ telework agreements
and allow them to telework consistent with the requirements of paragraph 3.l. of this enclosure
and Component guidance.
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(4) Approve or deny requests for telework based upon mission requirements, employee
performance, current disciplinary actions, inappropriate work habits, and the needs of the
workgroup. Complete, sign, and maintain a DD Form 2946, consistent with the requirements of
subparagraphs 3.d.(1) through (6) of this enclosure and Component guidance when an
employee’s request to telework is approved. Base denial of telework requests on mission
requirements, performance, conduct, or the needs of the workgroup (e.g., office coverage).
Justify, in writing, the basis for the denial or termination of telework on the DD Form 2946.
Include information about when the employee may reapply or actions that the employee should
take to improve his or her chance of approval, when practicable.
(5) Ensure adequate worksite coverage during business hours so that mission operations
continue to be carried out efficiently and effectively and teleworkers and onsite employees are
treated equitably.
(6) Ensure teleworkers are held accountable for GFE.
(7) Terminate telework arrangements if an employee’s performance or conduct does not
comply with the terms of the telework agreement or if the teleworking arrangement fails to meet
organizational needs.
b. Employee Functions
(1) Participate in telework training prior to entering into a written telework agreement
consistent with the requirements of paragraph 3.l. of this enclosure and Component guidance.
(2) Complete DD Form 2946 detailing the location of the alternative worksite consistent
with the requirements of subparagraphs 3.d.(1) through (6) of this enclosure and Component
guidance. If requesting telework at home, designate one area in the home as the official work
station for purposes of telework, ensure that the designated area complies with safety
requirements, and complete the self-certification safety checklist. Report any work-related
accident or injury occurring at the alternative worksite and provide the supervisor with medical
documentation related to the accident or injury.
(3) Protect all controlled unclassified information (CUI) as defined in DoD Instruction
5200.01 (Reference (o)) including Privacy Act or For Official Use Only data, and classified
(where applicable and authorized at a secure alternative location) data and comply with all
criteria and guidelines for information and electronic security consistent with subparagraphs
3.f.(1) through (5) of this enclosure and Component guidance.
(4) Safeguard and ensure appropriate use of GFE consistent with subparagraphs 3.g.(1)
through (5) of this enclosure and Component guidance.
(5) Work at the regular worksite on scheduled telework days if called for by mission
requirements.
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(6) Contact the supervisor to request unscheduled telework when Government
employees are provided this option consistent with subparagraph 3.i.(3) of this enclosure and
Component guidance.
(7) Maintain a required performance level of at least the fully successful level or
equivalent.
(8) Code and report approved telework time in the Component Time and Attendance
System.
c. Service Member Functions. Service member responsibilities are at the discretion of the
Heads of the OSD and DoD Components and where indicated in this Instruction.
d. Telework Agreements
(1) All employees who are authorized to telework shall complete a DD Form 2946. The
DD Form 2946 shall be signed and dated by the employee and supervisor and maintained by the
employee’s supervisor. Components are encouraged to include a DD Form 2946 in the new
employee on-boarding packages for those employees occupying telework eligible positions to
ensure that they are aware of their telework responsibilities, should telework be offered or
requested. Information on telework responsibilities should be posted throughout the workplace
and included in periodic training events.
(2) Employees with mission-critical duties and those who may be required to telework in
the case of a COOP event, office closure due to adverse or inclement weather, or pandemic
health crisis shall have a DD Form 2946 in place.
(3) Completed DD Forms 2946 should outline the specific work arrangement agreed
upon and address the logistics of alternative workplace arrangements such as the employee’s
work schedule, security requirements for DoD information, safety requirements for the
alternative worksite, supplies and equipment issued, protection of GFE, the supervisor’s
expectations of a teleworker’s performance, and the employee’s emergency response telework
responsibilities. All telework agreements, regardless of the employee’s emergency response
status, should address:
(a) The employee’s telework location (e.g., the employee’s home or other approved
alternative worksite such as a telework center, when appropriate).
(b) Telework requirements when the regular worksite is closed (e.g., emergency
dismissal due to adverse weather conditions such as snow emergencies, floods, hurricanes, or
any other type of emergency situation) or when OPM announces that Government offices are
open with the option for unscheduled telework when severe weather conditions or other
circumstances disrupt commuting and compromise employee safety.
(c) Instructions on whether classified (where applicable and authorized at a secure
alternative location) and CUI data is authorized for use at the telework location. If so, criteria for
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the proper encryption, storage, safeguarding, and return of such information and data shall be
consistent with subparagraphs 3.f.(2)(a) through (c) of this enclosure. The DD 2946 shall also
include Component specific guidance and criteria.
(d) That the employee may not be authorized to telework if the employee’s
performance does not comply with the terms of the telework agreement.
(4) If the employee’s home is the telework location, it is the responsibility of the
employee to make certain that a safe work environment is maintained while teleworking.
Employees should designate one section of the home as the telework work station for purposes
of the telework agreement and complete and sign a self-certification safety checklist as part of
the initial submittal of the DD Form 2946 prior to beginning the telework arrangement.
(5) Telework agreements shall be reviewed by the supervisor and teleworker, revalidated at least every 2 years, and revised when appropriate. A new DD Form 2946 should be
completed when a new supervisor is responsible for the employee.
(6) Teleworkers may be required to return to the regular worksite on scheduled telework
days based on operational requirements (e.g., to attend a specific meeting). A recall to the office
for operational reasons is not a termination of the telework agreement. Requests by teleworkers
to change their scheduled telework day(s) in a particular week or biweekly pay period should be
accommodated by the supervisor where practicable, consistent with mission requirements. A
permanent change of the telework agreement must be reflected by approval of a new DD Form
2946.
e. Official Worksite. Designation of the official worksite shall be established for an
employee on an approved regular telework schedule on a case-by-case basis consistent with the
guidance in section 531.605 of Reference (n). The official worksite for an employee covered by
a telework agreement is the location of the regular worksite for the employee’s position (i.e., the
place where the employee would normally work absent a telework agreement), as long as the
employee is scheduled to report physically at least twice each biweekly pay period on a regular
and recurring basis to the regular worksite. The employee’s official worksite may involve an
arrangement where the employee has no dedicated space at the worksite, but uses alternative
arrangements when working at the official worksite location (e.g., desk sharing, hoteling, or hot
desking). In the case of a telework employee whose work location varies on a recurring basis,
the employee does not need to report at least twice each bi-weekly pay period to the regular
worksite established by the agency as long as the employee is performing work within the same
geographic area (established for the purpose of a given pay entitlement) as the employee’s
regular worksite.
(1) When an employee’s worksite is changed from the official worksite to the telework
location in a permanent arrangement, a Standard Form 50, “Notification of Personnel Action,” or
equivalent nonappropriated fund form must be completed by the servicing human resources
office. Supervisors and employees should be aware of the implications of this arrangement.
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(a) Employees are compensated based on the location of their official worksite (i.e.,
when the telework location is the employee’s official worksite, locality pay would be based on
the location of the telework site, not the regular worksite).
(b) Employees are entitled to reimbursement for official business travel to the regular
worksite when the employee teleworks full-time from a location outside of the local commuting
area, and his or her alternative worksite has been determined as his or her official duty station.
(2) Reassignment of the employee from the official worksite to the telework site may
also have implications for a reduction in force (e.g., the telework site may be a different
competitive area than the regular worksite).
f. Security Considerations. Employees or Service members are responsible for safeguarding
all DoD information, protecting GFE and Government property, and performing assigned duties
while teleworking in support of Component mission requirements. Government-furnished
computer equipment, software, and communications, with appropriate security measures, are
required for any telework arrangement that involves CUI data.
(1) Employees and Service members in telework arrangements shall not take classified
documents (hard copy or electronic) to their homes or alternative worksites. If classified
telework is authorized at an approved alternative secure location, teleworkers shall comply with
the procedures established by the DoD Component regarding such work.
(2) Employees and Service members must protect CUI, including Privacy Act or For
Official Use Only data, consistent with the guidance set forth in Reference (k); section 552a of
title 5, U.S. C. (also known as the Privacy Act of 1974) (Reference (p)); and DoD 5400.7-R
(Reference (q)); as well as DoD Component policy.
(a) Teleworking employees who access Personally Identifiable Information (PII) may
only do so on encrypted GFE requiring two-factor authentication for access, in accordance with
OMB Memorandum 07-16 (Reference (r)).
(b) Extraction of PII from DoD systems onto GFE used for teleworking is prohibited
unless approved by a manager and logged and erased in accordance with the requirements of
OMB Memorandum 06-16 (Reference (s)).
(c) The use of personal e-mail accounts for PII transmission is strictly prohibited. PII
may only be e-mailed between Government email accounts and must be encrypted and digitally
signed.
(3) Employees and Service members must protect CUI or contractor proprietary data
restricted by section 423 of title 41, U.S.C. (also known as section 27 of the “Office of Federal
Procurement Policy Act, as amended”) (Reference (t)) or data otherwise restricted by the Federal
Acquisition Regulation (Reference (u)) or the Defense Federal Acquisition Regulation
Supplement (Reference (v)) or other acquisition policies.
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(4) Employees and Service members must comply with criteria and guidelines
established by the DoD CIO and their respective Components for using both GFE and non-GFE
and for access to DoD information systems and networks to perform telework.
(5) Employees and Service members who telework from home must comply with criteria
and guidelines established by their respective Components for keeping Government property and
information safe and secure. Restrictions may apply to employees or Service members located
outside of the continental United States as determined by DoD Component criteria and
guidelines.
g. Equipment and Office Supplies. DoD Components should provide the necessary
equipment and office supplies (e.g., paper, toner, and printer ink) for use with GFE for
employees and Service members who telework on a regular and recurring basis, within
budgetary constraints, based on the nature and type of work performed. Equipment and supplies
may be furnished for employees and Service members who telework on a situational basis when
practicable. Employees must comply with equipment usage requirements set forth in the
telework agreement. The General Services Administration (GSA) offers guidelines for
equipment and support that agencies may provide to teleworkers on page 13845 of Volume 71,
Federal Register (Reference (w)).
(1) GFE should be approved for employees or Service members who telework on a
regular and recurring basis and for situational teleworkers, when practicable. The local
Component commander or supervisor should determine the propriety of furnishing and installing
GFE and software. The Component will be responsible for the service and maintenance of GFE.
(2) DoD remote access software may be installed onto Government-furnished and
personally-owned computers to enable access to unclassified DoD systems and networks
consistent with criteria and guidelines established by the DoD CIO and the employee’s or
Service member’s respective DoD Component requirements.
(3) GFE shall be used for official use and authorized purposes only. Family members
and friends of employees or Service members are not authorized to use GFE and materials. GFE
must be returned to the DoD Component at the conclusion of teleworking arrangements or at the
Component’s request.
(4) Use of personally owned computers to access unclassified DoD systems or networks
remotely must comply with the criteria and guidelines for using personal equipment established
by the DoD CIO and the employee’s or Service member’s respective DoD Component
requirements.
(5) The employee or Service member is responsible for the installation, repair, and
maintenance of all personally-owned equipment and other incremental costs associated with the
residential worksite. Operating costs associated with the teleworker using their personal
residence as the alternative worksite including home maintenance, insurance, or utilities (e.g.,
heat, electricity) will not be assumed by the DoD.

17

ENCLOSURE 3

DoDI 1035.01, April 4, 2012
(6) DoD Components may use appropriated funds to install telephone lines, broadband,
or other necessary telecommunications equipment in a private residence and fund appropriate
monthly expenses for employees that telework on a regular and recurring basis, when the
purpose is for official Government business consistent with the guidance set forth in section
1348 note of title 31, U.S.C. (Reference (x)) (also known as “The Treasury, Postal Service, and
General Government Appropriations Act of 1996”). Components may also issue a calling card,
provide a cell phone, or reimburse for long-distance (domestic and international) telephone
expenses if incurred as a result of official business.
(7) The DoD is not liable for damages to the employee’s or Service member’s personal
or real property while the employee or Service member is working at home, except to the extent
the Government is liable under sections 1346(b), 1402(b), 2401(b), and 2761-1680 of title 28,
U.S.C. (also known as “The Federal Tort Claims Act”) (Reference (y)) or section 3721 of (also
known as “The Military Personnel and Civilian Employees Claims Act”) (Reference (z)).
(8) Employees are covered by chapter 81 of title 5, U.S.C. (also known as “The Federal
Employees’ Compensation Act” (Reference (aa)) when injured or suffering from work-related
illnesses while conducting official Government business at the telework location. The DoD’s
potential exposure to liability is restricted to the designated official alternative worksite.
Employees paid from nonappropriated funds are covered under chapter 18 of title 33, U.S.C.
(also known as “The Longshore and Harbor Workers’ Compensation Act”) (Reference (ab)).
Employees should notify their supervisors if injured while teleworking and provide their
supervisors with medical documentation related to the injury.
h. Telework Centers
(1) DoD Components are authorized, consistent with section 630 of Public Law 105-277
(Reference (ac)), to fund costs associated with renting space, including equipment and utilities, at
telework centers as practicable. Components may provide employees with a cell phone or
calling card to cover long distance telephone charges while working at a telework center.
(2) Security requirements prescribed in this Instruction apply to all employees who
telework, including those who telework from telework centers.
i. Emergency Situations
(1) Employees or Service members who perform mission-critical duties may be required
to work from home or an alternative worksite such as a telework center during an emergency
situation. Components shall require these employees to complete a DD Form 2946. The
telework agreement should address the telework location and work expectations. Supervisors
will include a description of emergency duties with the telework agreement if emergency duties
are different from the employee’s normal duties. During any period that a Component is
operating under the COOP plan, that plan shall supersede the telework policy and the provisions
of the telework agreement. Telework agreements are not required for Service members.
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(2) In the event of a pandemic health crisis, employees with COOP responsibilities,
Service members, and employees who do not have COOP responsibilities, but are trained and
equipped to telework, may be asked to telework to prevent the spread of germs. These
employees or Service members should telework on a regular basis to ensure their proficiency and
telework’s effectiveness in continuing operations. Employees or Service members in positions
not typically eligible for telework should telework on a situational basis when feasible. These
employees shall have a signed DD Form 2946 in place.
(3) Employees approved for regular and situational telework who are not able to report
to their assigned office location due to office closure or dismissal from a natural or manmade
emergency event (e.g., hurricane, earthquake, wildfire, flooding, act of terrorism) or when OPM
announces that Government offices are open with the option for unscheduled telework when
weather conditions or other circumstances disrupt commuting and compromise employee safety,
shall telework each regularly scheduled work day during the emergency situation, when the
capability to telework is available at the alternative worksite. When Government offices are
closed to the public, designated employees who are unable to work due to personal situations or
other circumstances (e.g., illness, dependent care responsibilities, loss of electrical power,
evacuation by local authorities, or the employee cannot access materials necessary to continue
work during the emergency) shall attempt to contact a supervisor to request leave appropriate for
those circumstances or to be excused from duty. Supervisors may administratively excuse
designated teleworkers from teleworking on a case-by-case basis. If the worksite office is open
and circumstances prevent the employee from teleworking, the employee may report to the
worksite or request leave as practicable. If the teleworker is unable to communicate with his or
her supervisor to be excused from duty and cannot maintain their remote working status, the
teleworker should follow the Component’s emergency guidance, orders, and procedures (e.g.,
outlined in COOP and other applicable emergency management plans). Any requirement that a
teleworker continue to work during an office closure or early dismissal shall be included in the
employee’s DD Form 2946.
(4) When an employee’s residence or other approved alternative worksite has been
designated as a safe haven during an emergency, such as a pandemic health crisis evacuation, the
supervisor may assign any work necessary, as long as the employee has the skills to perform the
assigned work, without regard to the employee’s grade or pay band level. In cases where a safe
haven is designated, a DD Form 2946 does not need to be in place consistent with the guidance
in section 550.409 of Reference (n).
(5) Employees or Service members designated as mission-critical should telework on a
regular basis to ensure their proficiency and telework’s effectiveness in continuing operations in
the event of an emergency or pandemic. Mission-critical employees in positions not typically
eligible for telework should telework on a situational basis, when feasible. Such employees shall
have a signed DD Form 2946 in place.
j. Work Schedules and Compensation
(1) Employees who telework must be at their alternative worksite during their scheduled
tours of duty.
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(2) Employees may not use telework as a substitute for dependent care (e.g., child or
elder care).
(3) Employees who telework may also have alternative work schedules at the discretion
of the supervisor.
(4) Employees may work part of the day at their approved alternative worksite and part
of the day at the traditional worksite to accommodate work schedules and personal commitments
(e.g., to attend a training course or a medical appointment located near the employee’s
alternative worksite prior to reporting to the regular worksite).
(5) Premium pay provisions that apply to work at the regular worksite also apply to
employees who telework. Employees may work overtime only when specifically ordered and
approved in advance by the supervisor. Instances in which employees perform overtime work
without prior supervisory approval may be cause for administrative or disciplinary action.
k. Time and Attendance. Time spent in a telework status must be accounted for and reported
in the same manner as if the employee reported for work at the regular worksite.
(1) Supervisors should establish appropriate procedures for documenting hours of work
and approved leave for teleworkers to ensure telework hours are appropriately coded as regular
and recurring, situational, or medical. DoD Components using the Defense Civilian Pay System
shall document these telework hours in the time and attendance system.
(2) Employees must record dates and times of telework accomplished so Component
telework usage can be tracked.
l. Telework Training. Employees authorized to telework and their supervisors shall
complete telework training prior to signing the telework agreement. Employees teleworking
under an approved telework agreement as of the date of this Instruction may be excused from
this requirement consistent with DoD Component guidance. Components are strongly
encouraged to provide updated information related to revised DoD and Component policy and
guidance to these specifically exempt employees and their supervisors. Comprehensive OPM
telework training courses for supervisors and employees are available at the joint OPM/GSA
telework website, http://www.telework.gov/tools_and_resources/training/index.aspx. OPM also
offers telework training for managers available through OPM’s Eastern and Western
Management Development Centers. Details on the Development Centers and course schedules
can be found at http://www.leadership.opm.gov. DoD Component Telework Coordinators or
their designees may provide training and consultation on telework matters to employees,
supervisors, and leaders. Employees, supervisors, and leaders shall be permitted to participate in
telework training during the work day. All employees and Service members who telework shall
be trained on accessing the unclassified DoD information technology network remotely
consistent with the guidance in References (h) and (i) and in the guidance set forth in DoD
Directive 8570.01 (Reference (ad)).
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m. Telework and Travel. The provisions in the guidance set forth in sections 550.112 and
551.422 of Reference (n) concerning time spent in a travel status are applicable to employees
who are directed to travel away from the alternative worksite during a period that is scheduled
for telework.
n. Performance Management
(1) Teleworkers and non-teleworkers shall be treated the same for the purpose of work
requirements, periodic appraisals of job performance, training, rewarding, reassigning,
promoting, reducing in grade, retaining and removal, and other acts requiring management
discretion.
(2) Performance standards for employees that telework should be the same as
performance standards for on-site employees.
(3) As with any supervisory relationship, work assignments to be performed or training
to be accomplished while on telework should be discussed, understood, and agreed to in advance
of the telework event.

(4) Supervisor expectations of an employee’s performance should be clearly addressed in
the DD Form 2946. As with on-site personnel, employees shall be held accountable for the
results that they produce while teleworking.
(5) Supervisors shall communicate expectations of telework arrangements, including
work assignments, office coverage, and staff communication to teleworking and non-teleworking
employees in the workgroup.
(a) Supervisors shall put procedures in place to maintain communication across all
members of a workgroup.
(b) Supervisors are responsible for the effective functioning of the workgroup.
However, employees are responsible for their availability and information sharing with the
workgroup. Supervisors and employees are responsible for ensuring the success of the telework
arrangement.
o. Telework Denial and Termination. A telework request may be denied by the supervisor.
A telework agreement may be terminated at the discretion of the supervisor or at the employee’s
request.
(1) When an employee’s request to telework is denied or an agreement is terminated by
the supervisor, the reasons for denial or termination should be documented in writing and given
to the employee. Denial or termination of telework agreements should be based on business
reasons (e.g., the telework agreement fails to meet the organization’s needs or the employee’s
performance does not meet the prescribed standard).
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(2) Employees may dispute the denial of telework, the reasons given for a denial, and the
termination of an existing telework agreement through Component administrative grievance
procedures. Bargaining unit employees may file a grievance through negotiated grievance
procedures.
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GLOSSARY
PART I. ABBREVIATIONS AND ACRONYMS
DoD CIO
ASD(RA)

DoD Chief Information Officer
Assistant Secretary of Defense for Reserve Affairs

CUI
COOP

controlled unclassified information
continuity of operations

DASD(CPP)
DASD(MPP)
DCPAS
DCPDS
DHRA

Deputy Assistant Secretary of Defense for Civilian Personnel Policy
Deputy Assistant Secretary of Defense for Military Personnel Policy
Defense Civilian Personnel Advisory Service
Defense Civilian Personnel Data System
Defense Human Resource Activity

FMR

Federal Management Regulation

GFE
GSA

Government furnished equipment
General Services Administration

OPM

Office of Personnel Management

PII

personally identifiable information

TMO

Telework Managing Officer

U.S.C.
USD(P&R)

United States Code
Under Secretary of Defense for Personnel and Readiness

PART II. DEFINITIONS
These terms and their definitions are for the purpose of this Instruction.
alternative worksite. A place away from the regular worksite that has been approved for the
performance of assigned official duties. It may be an employee’s or Service member’s home, a
telework center, or other approved worksite.
CUI. A categorical designation that refers to unclassified information as defined in Reference
(o). The designation CUI replaces the term “sensitive but unclassified”.
COOP planning. An effort to ensure that the capability exists to continue agency essential
functions across a wide range of natural disasters or local or national declared emergencies.
Defense Civilian Pay System. A pay processing system used to pay DoD civilian employees.
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desk sharing. An arrangement in which two employees share the use of a single workspace
where each employee has a designated date or time for use of this space.
disciplinary action. Action taken to correct an employee’s performance or conduct. These
actions can range from oral admonishments; to written letters of reprimand; to suspension,
termination, or removal.
eligibility. Characteristics of the job position and the employee that identify suitability for
teleworking as determined by the supervisor or other appropriate management official in the
employee’s chain of command.
emergency situation telework. Telework performed in an employee’s or Service member’s home
or alternative worksite during a crisis situation or emergency event by those employees or
Service members who perform duties in support of mission requirements during crisis situations
or contingencies.
employee. A DoD civilian employee, to include foreign national employees, paid from
appropriated or nonappropriated funds.
Federal Executive Board. A group composed of the heads of all Federal departmental and
agency field offices, civilian and military, that is the primary means for distributing information,
interagency training, and promoting discussion of Federal policies, activities, and management
issues for Federal Executives in the field (e.g., agencies located in major metropolitan areas in
the United States).
hot desking. An arrangement in which employees use non-dedicated, non-permanent
workspaces assigned on an unreserved first come, first-served basis.
hoteling. An arrangement where employees use non-dedicated, non-permanent workspaces,
assigned for use by reservation on an as-needed basis.
mission-critical duties. Job position functions that are identified as critical to performance of the
mission.
official worksite. Approved location where the employee regularly performs his or her duties.
on-boarding. Process that takes place when an employee enters a new position. The onboarding process involves integrating and acculturating new employees into the organization and
providing them with the tools, resources, and knowledge to become engaged, successful, and
productive early in the employment cycle.
regular worksite. Location where an employee would work absent an alternative worksite
arrangement.
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routine telework. An approved work arrangement where eligible employees work at an
alternative worksite as part of an ongoing, regular, and recurring schedule, typically on an
approved day or days during a bi-weekly pay period.
safe haven. Agency designated location such as an employee’s residence or an alternative
location mutually agreeable to the agency and the employee when employees are evacuated from
their worksites.
situational telework. Telework that is approved on a case-by-case basis, where the hours worked
were not part of a previously approved, ongoing and regular telework schedule (e.g., telework as
a result of inclement weather, medical appointment, special work assignments, or to
accommodate special circumstances). Telework is also considered situational even though it
may occur continuously for a specific period and is also referred to as episodic, intermittent,
unscheduled, or ad hoc telework.
supervisor. Civilian management official, commander, or Service member who has
responsibility for directing and managing employee work and for approving and denying
employee telework agreements.
telework. A voluntary work arrangement where an employee or Service member performs
assigned official duties and other authorized activities during any part of regular, paid hours at an
approved alternative worksite (e.g., home, telework center) on a regular and recurring or a
situational basis. Telework includes remote work where an employee resides and works at a
location beyond the local commuting area of the employing organization’s worksite. Telework
does not include any part of work done while on official travel or mobile work, that is, work
characterized by routine and regular travel to customer or other worksites instead of a single
agency worksite (e.g., site audits, inspections, investigations, and property management).
telework agreement. A written agreement, completed and signed by an employee and the
authorized management official(s) via the DD Form 2946, that outlines the terms and conditions
of the telework arrangement.
telework center. A facility that provides a geographically convenient office setting with
workstations and other office facilities and services that are used by civilian employees from
more than one organization.
telework site. Alternative worksite location where an employee or Service member performs
assigned official duties.
unscheduled telework. A specific form of situational telework where an employee on an
approved telework agreement performs assigned official duties at home or another approved
worksite when Government offices are closed due to an emergency event or open, but severe
weather conditions or other circumstances disrupt commuting and compromise employee safety.
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Figure 1.2. Telework Request and Eligibility Checklist
PART A – To be completed by the Employee
1. NAME
2. POSITION TITLE
3. PAY PLAN, SERIES, and
GRADE
4. TYPE OF TELEWORK
REQUESTED

Recurring

Situational

5. DATE REQUESTED
6. SIGNATURE
PART B – To be completed by the Supervisor
1. Position Eligibility:
Position is not developmental in nature and does not require the
employee to be in the office for on-the-job training or to learn the
organization
Position involves tasks and work activities that are portable and do
not require the employee to be at the traditional worksite
Position does not require handling of secure information
(Management determines what information is too secure or
sensitive to be taken from the workplace)
Is not dependent on daily face-to-face contact with the supervisor,
colleagues, customers or the general public
Work performed is measurable
2. Employee Eligibility:
Demonstrated dependability and the ability to handle responsibility
Ability to prioritize work effectively and utilize good time
management skills
Proven or expected minimum performance rating of ―fully
successful‖ or equivalent
Possesses experience in performing the tasks and duties of the
position
3. If all items above are checked, have employee complete the Telework Agreement and APPROVE this
request. If ANY of the items are not checked and accommodations cannot be made, DENY the
request.
Supervisor’s Signature
_______________________________________
CC/CL Signature
_______________________________________
APPROVED

DENIED

