EMPLOYEE ORIENTATION GUIDE
SECTION A – EMPLOYEE STATUS

You are employed as a civilian employee by the United States Air Force within the Department of Defense.  As a Nonappropriated Fund (NAF) Federal Employee, your salary comes from the profits generated by the Force Support Squadron(FSS) activities on this base.  This distinguishes you from other Air Force civilian employees who are commonly known as Civil Service employees whose salaries are paid from funds appropriated by Congress.

SECTION B – THE HUMAN RESOURCES OFFICE

The Human Resources Office (HRO) is the operating office designated to administer the NAF personnel program.  The HRO is located in Building 621.  Our street address is: 784 Eielson Street, Bldg 621, Grand Forks AFB, ND 58205.  The hours of operation are from 7:30 am to 4:30 pm; telephone number 747-5030.  If you have a question your supervisor can’t answer, he or she will normally call us for the information.  If you have other questions about your NAF employment, feel free to call the Human Resources Office.  If you have business to conduct at our office, you should get permission from your supervisor before leaving your work area.

SECTION C – EQUAL EMPLOYMENT OPPORTUNITY (EEO)

We are dedicated to the full implementation of Federal laws mandating equality of opportunity for NAF employees.  Personnel actions are based on the principles of merit and qualifications.  Any employee or applicant who feels that discrimination was involved in any personnel action because of race, color, sex, sexual orientation, religion, age, national origin, sexual orientation or handicap may file a complaint of discrimination.  Complaints may be filed without fear of reprisal with an EEO counselor.  The names of counselors are posted on the employee bulletin board at your place of work.

SECTION D – DUAL COMPENSATION/DUAL EMPLOYMENT

NAF employees with a scheduled tour of 40 hours per week are prohibited from being employed in another position in the federal government.  If you are a regular or flexible employee, you may work in other jobs as long as the total hours worked in all jobs do not exceed 40 hours per week.  This restriction applies to all jobs within the United States Government, including Appropriated Fund (Civil Service) and Base Exchange (AAFES) jobs.  Regular employees are not authorized to hold two regular positions.

SECTION E – OFF-DUTY MILITARY (ODM) PERSONNEL

Active duty enlisted personnel may be hired as NAF employees during their non-duty hours, but may not work more than 34 hours a week.   ODM employees are not eligible for group health insurance, 401 (k) or workers’ compensation.  Active duty military members who are planning to retire from military service are subject to the 180-day restriction governing military retirees.  You may continue to work in your NAF job after retirement; however, there can be no change in your employment status during the 180 days following retirement.  Upon retirement you must bring a copy of your DD214 to the Human Resources Office as soon as possible.

SECTION F – TYPES OF APPOINTMENTS

There are two types of appointments: regular and flexible.  Supervisors determine which type of appointment will be used.  The following describes the compensation and benefits:

1. Regular Appointments – Regular employees have a regular and continuous work schedule of at least 20 hours to a maximum of 40 hours per week.  The number of scheduled hours per week may be changed by giving a written 24 hour notice letter prior to the effective date of the change date.  Employees whose appointments are regular will be eligible for the following benefits and compensation (based on approved guidelines):

a. Health and Life Insurance

j.   Sunday Premium Pay

b. Awards*



k.  Unemployment Compensation*

c. Retirement Plan


l.   Administrative Leave 

d. 401(k)




m. Overtime Pay*

e. Military Leave



n.  Maternity Leave

f. Annual Leave



o.  Paternity Leave

g. Sick Leave



p.  Shift Differential*

h. Holiday Pay



q.  Workers’ Compensation

i. Court Leave



  

2. Flexible Appointments – Flexible employees have work schedules that are generally limited or sporadic in nature.  Schedules depend upon the needs of the activity and employees may work a minimum of zero to a maximum of 40 hours per week.  Employees on a flexible appointment may be converted to a regular at any time by an approving official.  Employees whose appointments are flexible are eligible for certain benefits, based on approved guidelines as annotated by an *asterisk in Section F-1 above.

3. Temporary Appointments – Temporary employees can either be Regular or Flexible appointments.  All compensation described in F-1 and F-2 apply to these appointments.

4. Probationary periods – All employees will serve a probationary period as outlined below:

a. All Crafts and Trades employees, and Pay Banded NF-I thru NF-II employees serve a 6-month probation.

b. Pay Band NF-III and Child Care employees serve a 12-month probation.

c. Temporary employees are not required to serve a probation.

SECTION G – POSITION CLASSIFICATION AND PAY

Your position guide/description is just that – a set of guidelines.  It is an approximate record of your duties.  It is not intended to cover every minor duty assignment, permanent or temporary in nature, that is given to you.  Incidental tasks or duties required of you are frequently necessary in order to operate our organization successfully.  The supervisor determines what duties and responsibilities will be assigned to a position and the position is then given a classification.  This basically means comparing the assigned duties to established standards and a pay plan, series and grade or pay band is assigned.

SECTION H – HOURS OF WORK

1. Work Schedules – All employees will have access to a posted work schedule.  Flexible employees may be subject to “on call” work in addition to hours posted on the schedule. A time clock is used at most locations for clocking in and clocking out.  Clocking in early or clocking out late without supervisory approval will not be allowed.  Work schedules may be changed by supervisors/managers for flexible and regular employees by providing a minimum of 24-hour notice.

2. Meal Periods – Noncompensated meal periods will be scheduled for not less than 30 minutes and not more than one hour.  During these meal periods, employees will be free of duty.  Under conditions where time-off for a meal period is not possible, a meal period of 20 minutes or less may be authorized and is included in the scheduled tour of duty.  The time covered by the 20 minutes or less is compensable, and the employee must spend their on-the-job meal period at or near their work station.  No employee will be required to work more than six consecutive hours in any workday without a meal period.

3. Rest Period – Short rest periods for not more than 15 minutes during each four hours of continuous work MAY be granted at manager’s discretion, if the manager believes such rest periods contribute to the employees’ well-being and relief of monotony and result in a more productive work relationship.  Rest periods may not be scheduled in conjunction with a meal break.  The rest period is compensable time.

SECTION I – PAYDAYS AND PAYCHECKS

Employees will be paid every other Friday (if a holiday falls on Friday, payday will be on Thursday) for a total of 26 pay periods a year. 

Direct deposit of your paycheck will be made the morning of payday.  

SECTION J – LEAVE

1. Annual Leave (Regular Employees) – Annual leave is paid time-off from work.  It is granted for the purpose of vacations or time off to transact personal business, which cannot be taken care of during off-duty hours.  Annual leave is charged in 15-minute increments.  The supervisor must approve when annual leave is taken and how much is taken.  Submit SF-71, Application for Leave, to your supervisor to obtain this approval.  You will start to earn annual leave immediately upon appointment or change to a regular position; however, you must wait 90 days before you can use this leave.  The amount of leave earned and your balance will appear on your pay check stub.  You may accumulate and carry over up to 240 hours of annual leave each year or 360 hours if returning from overseas.  Contact your supervisor for additional guidance.

If you resign or are separated beyond the initial 90-day waiting period, you will receive lump-sum payment for any unused annual leave balance to your credit.  This lump sum payment will generally be included in your last paycheck.

Annual leave is earned based on the number of hours worked in the pay period.


0-3 
years service


5% 
of hours worked per pay period


3-15
years service


7.5%
of hours worked per pay period


15 + 
years service


10%
of hours worked per pay period

Between 3 and 15 years of service, annual leave earned during the last pay period of the year is earned at the rate of 12.5%. 

Annual leave may not exceed eight hours per day or 40 hours per week.

2. Sick Leave (Regular Employees) – Sick leave may be used for any of the following conditions:

a. Illness, injury, examinations and treatment by a physician

b. Contagious disease (must be supported by medical certificate)

c. Family Care – to give care to a family member having an illness, injury or other condition (i.e., physical or mental illness, pregnancy or childbirth, and medical, dental, or optical examination or treatment)

d. Bereavement – for purposes relating to the death of a family member, including to make arrangement for or attend the funeral of such family member.

When you are too ill to work you must notify your supervisor within two hours after your scheduled workday begins.  Supervisory approval must be granted before it is taken.  Sick leave of more than three consecutive workdays should be supported by a medical certificate.  If the employee was not attended by a physician the employee’s certificate showing satisfactory evidence of incapacitation for duty may be accepted.  In cases of extended illnesses, where medical evidence does not justify the approval of sick leave, the absence may be charged to annual leave, LWOP with the employee’s consent, or AWOL.

Sick leave is earned at the rate of 5% of hours worked per pay period.  Sick leave may be taken at any time after appointment; no waiting period is necessary.  Sick leave may be taken in 15-minute increments not to exceed 8 hours per day, or 40 hours per week.  However, an employee may be paid sick leave only for those hours scheduled to work for the day or week during which the absence occurs.  There will be no payment for unused sick leave upon resignation.

3. Leave Without Pay (LWOP) (All employees) – LWOP may be granted to employees, upon request, for reasons acceptable to the supervisor.  There is no requirement to grant LWOP if it will disrupt operations in any way.  LWOP is granted when annual or sick leave is not available.  LWOP is charged in 15-minute increments.  Activity managers may approve LWOP up to 30 workdays and the Commander/Deputy Commander of SVS, over 30 days.

4. Absence Without Leave (AWOL) (All employees) – If you are absent from your job without proper authority, you will be carried as AWOL, without pay, and may be subject to disciplinary action.  Maximum penalty for AWOL is removal or termination from your position.

5. Leave for Maternity Reasons – Regular employees may be granted sick leave, annual leave, and LWOP for incapacitation due to pregnancy as supported by a medical certificate.

6. Leave for Paternity Reasons – Regular male employees may request annual leave or LWOP while caring for minor children or the mother of a newborn child if the mother was incapacitated for maternity reasons, as supported by medical authority.

7. Military Leave – Regular civilian employees, who are members of Reserve components, are entitled to excused absences up to maximum of 15 calendar days in any fiscal year, without loss of pay, leave, or performance rating when called to active duty or for active duty training.  Any part of this excused absence that is not used in any given year accumulates for use in succeeding fiscal years, not to exceed 15 calendar days maximum carryover.

8. Court Leave – Regular employees will be authorized absence from work for jury duty or for attending court in any unofficial capacity as a witness on behalf of the U.S. Government upon advance submission of a court order, subpoena, summons or other judicial notification.  Such employees will receive their regular pay for such time off, or will retain the court fees received from the court; whichever is the greater amount.  If the court fees are the lesser amount, such fees, exclusive of transportation costs, will be turned over to the employing NAFI.

9. Administrative Leave – Installation commanders may suspend some or all NAFI operations when severe weather conditions or other emergency conditions dictate such action as being in the best interest of the Air Force.

a. Administrative leave will be granted to regular employees if the installation commander suspends operations when unusually severe weather conditions dictate such actions.

b. Flexible employees at work when operations are suspended will be paid for hours actually worked and relieved of duty on LWOP.

c. Flexible employees not at work when operations are suspended are not granted administrative leave.

d. Employees, who are notified of suspended operations in advance, normally 24 hours, will be scheduled for leave.

      The status of employees on approved leave or LWOP during periods of excused     

      absence does not change.

      Employees may not be excused without charge to leave when operations are 

      suspended well enough in advance to permit the scheduling of leave (normally    

      24‑hour notice).

10. Forced Leave – Forced leave is used by management when reduced or suspended operations result in reduced or suspended work schedules.  Reasons for forced leave include lack of business, slow business, facility repair or remodeling, power outage, lack of funds, etc.

Forced leave is used when the required 24-hour notice for schedule change cannot be met.

Regular employees will be paid for actual hours worked, and have the option of using annual leave or LWOP for the remainder of their shift.  Flexible employees will be paid for actual hours worked, and relieved of duty on LWOP.

11. Advancement of Leave:

a. Annual Leave: Under usual circumstances, advancement of annual leave is not granted.  However, regular employees may be granted an advance equal to all annual leave that will accumulate in the current leave year, provided there is reasonable assurance that the employee will be in duty status long enough to earn the advance leave.  The Commander/Deputy Commander of SVS is the approving authority for all requests of advance annual leave.

b. Sick Leave: Except in cases of serious illness or disability, advancement of sick leave is not granted.  When warranted, however regular employees may be advanced up to 30 days of sick leave.  An advance of sick leave is not granted if the employee will not return to duty for a sufficient period of time to earn the advanced leave.  The Commander/Deputy Director of SVS is the approving authority for all requests of advanced sick leave.

12. Leave Transfer Program – A regular category NAF employee may receive annual leave from another regular category employee under the following conditions: When a medical condition or family emergency or other hardship situation that is expected to require an employee’s absence from duty for a prolonged period of time and to result in a substantial loss of income to the employee because of the unavailability of paid leave.  The Commander/Deputy Commander of SVS is the approving authority for the transfer of annual leave.

An advance of annual or sick leave must be initiated on SF 71, Application for Leave, and sent through supervisory channels.  The request for advance sick leave must be accompanied by a prognosis from a physician.

SECTION K – PAY ADMINISTRATION

1. Overtime:

a. You may occasionally be required to work overtime.  How your position is classified determines how you are paid for overtime.  Crafts and Trades (NA, NL, NS) pay category employees and Child Care (CC) pay banded employees will be paid overtime in excess of 8 hours per day or 40 hours per week at 1½ times their hourly rate.

b. NF Pay banded employees will be paid overtime for any work over 40 hours per week at 1½ time their hourly rate.

c. Positions are classified as exempt or nonexempt under the Fair Labor Standards Act (FLSA).  Exempt employees may be given compensatory time off or be paid for their overtime hours.  All nonexempt employees must be paid overtime.  Your position guide indicates your FLSA exempt or nonexempt status.

2. Holiday Pay:

a. If an employee is regular category and the holiday falls on their scheduled workday then the employee is entitled to observe the holiday with pay on that day.

NOTES:  

1) A regular employee whose workday covers portions of 2 calendar days, and who, except for this section, would ordinarily be excused from work for the hours of any calendar day on which the holiday falls, will instead be excused from work on his or her entire workday that starts on the calendar day on which the holiday begins.

2) When management closes an activity on a Friday or a Monday because of a holiday falling on a Saturday or Sunday, regular employees whose scheduled workweek includes the Saturday or Sunday holiday or the Saturday or Sunday holiday and the closed Friday or Monday observe the official holiday.  Those regular employees, whose scheduled workweeks include only the closed Friday or Monday, observe the holiday on the closed day.

3) When management elects to close an activity the day preceding or following a holiday that falls on a day other than Saturday or Sunday, the official holiday is the observed day.

b. If an employee is flexible and the holiday falls on any day then the employee is not entitled to observe the holiday on any day.

The following is a list of all observed legal holidays:

New Years Day


1 January

Martin Luther King’s Day

3rd Monday of January

President’s Day


3rd Monday of February

Memorial Day



Last Monday of May

Independence Day


4 July

Labor Day



1st Monday of September

Columbus Day


2nd Monday of October

Veteran’s Day



11 November

Thanksgiving Day


4th Thursday of November

Christmas Day



25 December

c. Pay for holiday on which NAF employees are excused from work: An employee who is entitled to observe the holiday, and who is excused from work because of the occurrence of a holiday, is entitled to holiday pay (which is regular base pay, including any applicable night shift differential) for the number of nonovertime hours that would have been scheduled had it not been a holiday.

d. Pay for work performed on a holiday: An employee who is entitled to observe the holiday, and who performs work on a holiday, is entitled to holiday pay (which is regular base pay, including any applicable night shift differential) for the number of scheduled hours, PLUS holiday premium pay (which is at a rate equal to regular base pay) for the number of nonovertime hours actually worked on the holiday.

e. Flexible employees are not entitled to observe the holiday or receive holiday pay if required to work.

3. Sunday Premium Pay – Only regular Crafts and Trades employees who are regularly scheduled to work 40 hours per week and whose schedules include Sundays, will be paid Sunday premium pay.  Compensation will be paid at 25% over their basic hourly rate for hours worked on Sunday.  Pay Banded and Child Care employees are not entitled to Sunday Premium Pay.

4. Night Shift Differential Pay – All NAF Crafts and Trades and Child Care employees are entitled to night shift differentials when the work is performed as part of a regularly established night shift for the organization.  Pay Banded (NF) employees are not entitled to night shift differentials.

5. Call-Back Duty Time – Call back duty time occurs when a regularly scheduled, regular or flexible employee is required to work on a day when work was not scheduled, or when the employee is required by management to return to work.  All employees will be guaranteed two hours compensation (whether or not work is performed).  Tip credit is not included in the two hours if work is not performed.

6. Call-In Duty Time – Call in duty time occurs when flexible employees are called to work on a day when they are not scheduled to work.  All employees will be paid for at least two hours (whether or not work is performed).  For tipped employees, tip credit is not applied against the two hours, if no work is performed.

7. Pay Adjustments (Pay Banded Employees) – Supervisors, at a minimum, will review each employees rate of pay at least annually on 30 September for consideration of a rate increase.  A Pay Banded employee’s supervisor can recommend a pay adjustment at any time.  Pay adjustments must be within the appropriate bay band.  

8. Within Grade Increases WGI (Crafts and Trades Employees) – A CT employee whose performance is satisfactory is advanced to the next higher step of his or her grade following completion of the required waiting period

a. Regular Employees: All service in a pay status, including periods of sick leave, annual leave or other paid leave counts toward the required waiting period.  A limited amount of time in a nonpay status will also count towards that period.  (Any nonpay time in excess of the allotted amount will be made up before the next WGI is effected.)

  26 Calendar Weeks – Advance to Step 2

  78 Calendar Weeks – Advance to Step 3

104 Calendar Weeks – Advance to Step 4/Step 5

b. Flexible Employees: Any day where actual work is performed is considered a workday.  Both requirements for workdays and waiting period must be satisfied prior to increase being granted.

130 Workdays in no less that 26 weeks – Advance to Step 2

390 Workdays in no less than 78 weeks – Advance to Step 3

520 Workdays in no less than 104 weeks – Advance to Step 4/Step 5

9. Split Shift – A split shift is two or more work periods within the workday, excluding overtime, when the break between the work periods exceeds 1 hour.  Employees who are required to work split shifts must be allowed to use the time off between their shifts as they wish.  

10. Tour of Duty – A tour of duty is a work schedule of those days of the week and hours of the day that an employee is to be on duty.  The tour of duty is at least 1 hour and not more than 8 hours on a regular basis.  A tour of duty is established, in writing, for all regular employees at least one administrative workweek in advance.  An employee must not be scheduled for more than 40 hours in the workweek or for more than 6 consecutive days at any one time.

11. Work Schedules – All employees have access to a posted schedule.  Flexible employees may be subject to on-call work in addition to hours posted on the schedule.  Work schedules may be changed by supervisors/managers by providing a minimum of 24 hours notice to the employee.

SECTION L – POSITION CHANGES

1. Reassignments: 

a. Managers may reassign employees to other positions within the same employment category and pay plan or pay band at any time to promote the efficiency of the organization.

b. Employees may request reassignment to other positions by completing AF Form 2550, NAF Application for Promotion or Other Position Change, and submitting it to the HRO.

2. Details:  Upon management’s determination that the services of an employee are required in another position/area, details may be used to satisfy the requirement.  There is no change in basic rate of pay while on a detail.  Supervisor records the detail on the employees AF Form 971, Supervisor’s Record of Employee.

3. Promotions:

a. Temporary promotions may be made noncompetitively when an employee’s services are needed in a higher grade or pay level position, and the employee meets the qualification requirements for the position.  Temporary promotions must be expected to last a minimum of at least two pay periods (4 weeks).  At the end of the temporary promotion the employee returns to their previous position with previous pay.

b. Employees may complete AF Form 2550 for any higher grade or pay level positions at any time.  The form must be submitted to the HRO for consideration.  A complete listing of all NAF positions is maintained in the HRO.

c. Should the duties of your position change significantly, your supervisor may rewrite your position guide/description and submit it for reclassification.  If the new duties result in a higher grade or pay level, you may be promoted noncompetitively into the new higher paying position.

SECTION M – RELEASE OF EMPLOYEES

Current NAF employees selected for another NAF position will be released no later than the end of the following pay period from the date the losing supervisor is notified of the selection.  Release to the new duty section will be no later than 15 calendar days unless mutually agreed upon by both the losing and gaining supervisor.

SECTION N – GROUP LIFE AND MEDICAL INSURANCE 
Regular category employees are eligible to enroll in the group life and/or health insurance plan. Coverage is effective immediately after enrollment for Health insurance but there is 30 day waiting period before life insurance is effective.  Insurance must be elected at the time of appointment to a regular category position or anytime prior to expiration of that one-month period.  If you initially waive insurance and later want to enroll, you must wait until Open Season for health insurance and complete an evidence of insurability form for life insurance.  Family Members may be covered under the health insurance plan.  Additional information may be obtained by contacting the Human Resources Office.

SECTION O – 401(K) 

Regular category employees are eligible to enroll in the 401(k) plan after serving one year of regular employment.  This program allows employees to have a set amount of money taken out of their paycheck and put into a retirement savings account.  Money that is put into this account is invested in a mix of investment options that you choose.  Your money is also matched up to 3% by the Air Force. Additional information may be obtained by contacting the Human Resources Office.

SECTION P – RETIREMENT PROGRAM

Regular category employees are eligible to enroll in the USAF NAF Retirement Plan after serving one year of regular employment.  This program provides for retirement, disability, and death benefits.  These benefits, combined with Social Security, will give the retired or disabled employee, or eligible survivor, a measure of financial security.  Once you enroll in the plan, you cannot terminate participation in, or discontinue contributions to the plan as long as you remain a permanent employee.

SECTION Q – WORKERS’ COMPENSATION PROGRAM

All employees, except active duty military employed by NAF during off-duty hours, are entitled to workers’ compensation benefits for injuries and illnesses incurred on the job and as a result of their employment.  To be eligible for benefits, however, you must report the injury to your supervisor immediately.  Failure to do so may result in loss of entitlements.  Your supervisor will provide you with the required forms to request treatment.  If you require medical attention, normally you will be taken to the clinic on base, but you do have the option of selecting your own physician.

SECTION R – GRIEVANCES

Employees have the right to express their dissatisfaction and give their views on matters that relate to employment and working conditions without fear of restraint, interference, threat, discrimination or reprisal.  If there is a matter that you are dissatisfied with discuss it with your supervisor.

You may be accompanied, represented, or advised by a representative of your own choosing.  The representative’s service must not result in a conflict or apparent conflict of interest with priority needs of the Air Force, or cause unreasonable cost to the Nonappropriated Fund Instrumentality (NAFI).  You and your representative may use a reasonable amount of official time, subject to supervisory approval to prepare and present your grievance.

If you and your representative, (if any) wish to present a grievance, it must be in writing to your immediate supervisor.  The grievance must be filed timely and within 21 days of the date of occurrence or date of discovery.  The grievance should contain the following information:

1. Grievance is to be explained in detail.

2. Attempts (if any) to resolve the grievance informally.

3. Relief employee expects to receive from management.

If management is unable to make a decision, or the employee is dissatisfied with management’s decision, the grievance may be forwarded, in writing, within 21 days, to the commander for a final decision.

A NAF employee’s chain of command in the grievance process is:

1. Activity/Flight Manager

2. Commander/Deputy Commander of FSS
3. Support Group Commander

SECTION S – PERFORMANCE EVALUATION

Your supervisor will continuously monitor your work performance and provide training and/or assistance where needed.  The supervisor will advise you on whether you meet, fail to meet, or exceed the standards for satisfactory performance.

Annual Performance Evaluation – All employees, who have at least 90 days of employment, will receive an annual performance evaluation from their supervisor each year during the month of October.  You will be advised whether you are or are not meeting the performance standards of your position.  Employees who have met the performance standards may be recommended to the Commander/Deputy Commander of FSS for a performance award, and/or pay adjustment, by their supervisor/manager.  Those employees not meeting their performance standards will be provided reasonable assistance and time to improve.  Failure to improve may result in reassignment, change to lower grade or level, or separation.

SECTION T – INCENTIVE AWARDS PROGRAM

NAF employees play an important part in the efficiency and economical operation of the activity, and we believe in recognizing them accordingly.  All NAF employees may be considered for cash awards.

1. Annual Performance Award – This award is given to employees to recognize outstanding performance of a continuing nature.  A NAF employee must have six months of active NAF service at Grand Forks AFB to be considered for the Annual Performance Award.

2. NAF Employee of the Month – This award is for Supervisors/Managers to recognize an employee who has shown outstanding performance for the month.  Recommendations must be submitted to the HRO by the 2nd of each month. The Employee of the Month will receive a $30.00 cash award and a Certificate of Recognition.

3. NAF Employee of the Quarter – The Awards Committee will meet on or about the 10th of the first month following each quarter to select the one winner for NAF.  All monthly winners will be considered for the quarterly award.  The NAF Employee of the Quarter will receive a $150.00 cash award and a plaque.

4. NAF Employee of the Year – There will be one NAF Employee of the Year Award.  Supervisors wishing to recommend a NAF employee for Employee of the Year must comply with established procedures.  Quarterly winners will compete with any other nominees that the Flight Chiefs want to nominate.  The NAF Employee of the Year will receive a $200.00 cash award and a plaque.

5. Special Act or Service Award – A special act or service award may be given to an employee for a specific event that results in a unique contribution to the organization above and beyond the scope of assigned duties.  The actual dollar savings of intangible benefits should determine the amount of the award.

6. Service Recognition Award – This award reflects recognition of long and faithful service.  Employees who have 5, 10, 20, 30, 40, and 50 years of NAF service will receive Certificates of Recognition.  These service awards will be monitored by the HRO and certificates will be prepared when required.

7. On-the-Spot Cash Award – This award is given to any NAF employee for a specific event that results in a unique contribution benefiting the NAF activity.  This award can be up to $250.00.  The Commander/Deputy Commander will approve/disapprove the recommendation.

8. Honorary Awards – All NAF employees are eligible for these awards.  Specific criteria and instructions for each award are in AFI 36-1001, Performance Management Program.

SECTION U – MAINTAINING DISCIPLINE

Supervisors set reasonable standards of conduct for employees and they are responsible for informing employees of the standards and ensuring they are observed. Disciplinary action will be taken against any employee who violates established rules.  Disciplinary actions may consist of oral admonishment, written reprimands, suspensions from duty without pay, or separations from duty for cause, depending upon the nature and circumstances surrounding the offense.

SECTION V – BUSINESS BASED ACTIONS

Even though we plan on continued growth and expansion, the business climate may hinder our efforts to do so.  If it becomes necessary to reduce the staff, the immediate supervisor (with proper approval authority) may reassign, reduce pay and/or hours, or furlough employees, by issuing a 24-hour notification.  If it should become necessary to separate a regular category employee due to abolishment of position, a minimum of 30 days’ written notice will be provided.  In addition, every effort will be made to find alternative employment for you where possible.  Regular employees with at least one year of continuous service as regular employees who are involuntarily separated under this procedure are entitled to receive severance pay.  The amount of severance pay is one week’s pay for each full year of continuous regular service for the first 10 years.  If employee has over ten years, they will receive two week’s pay for each full year of continuous regular service beyond 10 years of service.

SECTION W – SEPARATIONS

Each employee is asked to complete an exit interview questionnaire and meet with the Human Resources Office before terminating employment.  The questionnaire is part of our ongoing effort to make the 319th Services Squadron the best in the Air Force.  Each employee is asked to answer each question, providing your honest opinion regarding your employment experience with our organization.  Information provided is confidential and will not be filed in your personnel records.


Types of Separations:

1. Retirement – According to NAF Retirement Plan

2. Resignation – An employee who wishes to resign completes an AF Form 2548, NAFI Request for Personnel Action, either at the HRO or at the employing NAFI.  

3. A forwarding address and reason for resignation will be required.  The effective date of the action must be the last day the employee expects to work.  As a courtesy we ask that employees give at least a two weeks notice in order to begin replacement procedures.

4. Termination – A flexible employee may be terminated for any valid reason with 24 hours notice.

5. Separation (Regular Employees) – Will normally be processed as a Business Based Action according to the Air Force NAF Manual.

6. Removal (Regular Employees) – This is an action taken by management for performance, delinquency, or misconduct.

7. Resignation-Abandonment – An employee who fails to report for work or to notify management for three consecutive workdays without a reasonable explanation is considered to have resigned.    

SECTION X– SUGGESTION PROGRAM

It is possible to receive a cash award for a suggestion you submit to improve work methods, efficiency, morale or any idea, which result in savings to the NAFI.  When you have a suggestion, write it down on AF Form 1000, Suggestions, and send it to the activity manager.  For more information, contact the HRO.

SECTION Y – MISCELLANEOUS

1. Proper Mailing Address and Phone – It is the responsibility of each employee to keep his/her supervisor and the HRO informed of proper mailing address and home telephone number.  Any change in address or telephone number should be reported to the HRO as soon as possible.  The HRO will forward it to the payroll office.

2. Punctuality – You have the responsibility of appearing at your work station on time.  Failure to appear on time may result in one of several actions being taken.  Your supervisor will determine whether you will or will not be excused for the period of tardiness, whether you will be charged annual leave, LWOP, or whether such tardiness will be charged as AWOL.

3. Civilian ID Cards and Auto Stickers – NAF employees who have been issued a civilian card must turn this card in upon resignation, either to their supervisor or to the HRO.  Auto stickers must be removed from the vehicle and turned in.  Employees who do not return these items will have their names turned in to Security Forces and appropriate action will be taken to recover the card and sticker.

4. Personnel Records – All NAF employees are given copies of all their personnel actions, such as pay increases, promotion, appointment, etc.  These are very important to keep, as they are a record of your employment here at Grand Forks AFB.  Official personnel records for all employees are retired to the National Records Center in St Louis, Missouri, one month after date of separation.  If you leave Grand Forks AFB area and are hired at another base with NAF, they may request your records from the HRO or the Records Center, accordingly.

5. Bulletin Boards – Regulations and notices affecting your employment are posted on bulletin boards throughout the base.  It is your responsibility to read them periodically.

SECTION Z – FSS FACILITIES

This is a listing of all the Services Squadrons on base.  You may use these facilities as long as you are a NAF employee.  

Library – Bldg 201 







Phone #747-3046

Grand Forks Library offers a full range of services to base personnel, retirees and dependents.  The library offers bestsellers, paperbacks, video and audio cassettes, magazines, and newspapers.  An on-line computer research service is offered to squadrons, units, and associate organizations in their mission-related efforts.  Special attention is paid to assisting personnel and dependents with educational endeavors and research.

NAF Finance and Accounting Office – Bldg 621



Phone #747-3233

The NAFFAO is an organization responsible for providing centralized professional bookkeeping and accounting services and financial advice for all SVS activities and NAFIs.  It serves as a focal point for NAF financial matters and as a contact with base contracting and other agencies.

Outdoor Recreation – Bldg 621





Phone #747-3688

SVS Outdoor Recreation provides eligible personnel with recreational equipment at minimal rental fees. This special service enables the community to enjoy activities that may otherwise not be available to them.  A comprehensive stock of equipment is kept in excellent condition and ready for use at a moment’s notice.  Active duty military personnel have first priority when renting from Outdoor Recreation.  Retirees, DoD civilians and dependents, are eligible on an “equipment available” basis.  United Parcel Service (UPS) is also provided to customers.    

Fitness Center – Bldg 308






Phone #747-3384

The Fitness Center offers the very best for the fitness-minded individual.  Athletes of all abilities are served through a wide diversity of programs and services.  Racquetball, tennis, softball, volleyball and basketball are just a few of the program available for GFAFB personnel.  Aerobic exercise classes, several running courses, and full compliment of weight-lifting equipment (Universal, Nautilus and free weights) are some of the more popular attractions in the fitness program.  Full locker room facilities with saunas and whirlpool add convenience and comfort when utilizing the gymnasium facilities.  

Skills Development Center – Bldg 203




Phone #747-3481

The Skills Development Center is a diversified facility providing instructional classes and work areas in fine arts, fine crafts and industrial arts.  The Wood Craft Shop provides tools and equipment for woodworking projects.  A custom framing shop offers a selection of over 300 frame styles and will either teach patrons to frame, or will provide custom framing for a fee.  Graphics, trophies, ceramics, consignments and a large resale craft supply store are all encompassed in the program.  Our programming also supports college courses.

Auto Skills Center – Bldg 310





Phone #747-3394

 The Auto Skills Center provides stalls, tools, and equipment for the do-it-yourselfer to be able to perform all types of vehicle and engine repairs.  For the people who are not mechanically inclined they do provide automotive services for a fee.

Collocated Club – Bldg 309






Phone #747-3392

The Collocated Club is a popular gathering place for both formal and informal settings.  The club is noted for an excellent menu and is a great location for special events, dances, etc.  Two lounges, an informal luncheon line and formal evening dining make the Collocated Club very popular among the general membership.  Membership is open to all ranks.

Youth Activities – Bldg 121






Phone #747-3151

Youth Activities is responsible for social and recreational programs for youth aged 5-18.  Activities are planned each week to offer youth the finest in educational and recreational leadership and enjoyment.  A comprehensive sports program, a full battery of instructional classes, a full-day summer camp program, and numerous special events combine to make Youth Activities among the best in AMC.

Community Activity Center – Bldg 203




Phone #747-6104

Offers Information Tickets and Tours (ITT), Retires Center and Airmans Lounge
Fast Eddie’s – Bldg 203






Phone #747-6201

Fast Eddie’s Gourmet Coffee Shop located in the Community Activity Center offers a wide variety of specialty coffees and is open to all personnel

Child Development Center – Bldg 168




Phone #747-3041

The Child Development Center and Pre-School program provide developmental programs designed to meet the social, physical, emotional and intellectual needs of children and give them the protection and security they need when they are away from their parents.  Active duty personnel have first priority.

Family Child Care (FCC) – Bldg 216





Phone #747-4167

Family Child Care providers offer child care in their homes as a supplement to the Child Development Center for military and civilian children ages two weeks to 12 years.  This agency can identify all child care options at the base, that includes a list of licensed, on-base family child care providers and a current off-base (by counties) listing.  Parents seeking childcare are asked to fill out a resource and referral questionnaire to help FCC match parents with providers who can best meet their needs. Anyone needing assistance or interested in becoming a home child care provider should call FCC.

Veterinary Clinic – Bldg 302






Phone #747-3375

The primary mission of the Vet Clinic, US Army, is medical care of assigned military working dogs, and inspection of commercial food establishments that provision the base.  Privately owned animals are provided vaccinations and limited domestic procedures on a space-available basis only.

Lodging – Bldg 117







Phone #747-7044

The Warrior Inn is often the first stop for newcomers to the base.  The facility is responsible for housing transient individuals and families as well as overseeing unaccompanied personnel housing for both Officers and Enlisted.

Aquatic Center – Bldg 308






Phone #747-3305

The Aquatic Center is open year-round to all military members and their families.  Swimming lessons are offered to all ages.  Other programs offered include open swim time, lifeguard training courses, scuba diving lessons, water safety classes, pre-natal exercise classes, aqua basketball, and aqua aerobics classes.  The Aquatic center is also available for rental for pool parties and special events.

Bowling Center – Bldg 202






Phone #747-3050

Dakota Lanes is a 24-lane facility with AMF pinsetters, and a full line snack bar and full service pro shop and lockers.  The lanes feature league and open bowling, youth bowling, bumper bowling and tournaments.  Active duty, retired military and DoD civilian employees are eligible to use this facility.  

Marketing and Publicity Office – Bldg 621




Phone #747-3238

The Marketing and Publicity Office supports all SVS activities by providing promotional materials to help advertise upcoming programs.  Promotional materials include posters, flyers, booklets, banners, etc.  Marketing and Publicity is responsible for advertising all events through various print media, briefings, displays, base newspaper, marquees, SVS publications, etc.

The Marketing Office assists activity managers with their marketing goals and objectives.  The Marketing Director works with the activity managers to develop surveys, insuring that SVS programs are meeting the needs of the base population.

Golf Course – Bldg 811






Phone #747-4282

The Golf Course is comprised of 9 greens with 18 teeing areas, practice green, driving range, chipping green, pro shop and a snack bar.  Active duty, retired military and DoD Civilian employees are eligible to use this facility.  The Golf Course offers open golf, youth golf, tournaments and a golf simulator.  
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