
FMMC NAF EMPLOYMENT
This brochure is provided for your use as a brief reference about Army NAF employment. For additional information, please access the World Wide Web at www.cpol.army.mil/library/naf/handbook/ or contact the Ft. Myer NAF CPU at 703-696-3699.  Additional  information about NAF employment can be found in AR 215-3, NAF Personnel Policy.  
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You will be paid every 14 days, 26 times a year. There will likely be a delay in getting your first paycheck, because of the time needed for processing your initial time and attendance record.  Direct deposit of your paycheck to a financial institution of your choice is a requirement. 

WORK SCHEDULE
Your supervisor will establish and post work schedules two weeks in advance. From time to time it may be necessary to change schedules on short notice. When this occurs, every attempt will be made to give you advance notice. 

ATTENDANCE
If for some reason you must be absent, or you will not be able to get to work on time, you must notify your supervisor as early as possible. This must generally be done within 2 hours of your scheduled time to start work. 
REST PERIODS
A 15 minute rest period is authorized for each 4 hours of continuous work. A rest period can not be used as a continuation of the lunch or dinner period, nor can it be used to shorten the daily work schedule. 

Your supervisor establishes the rest period policy in writing and posts for all employees to observe. 

MEAL PERIODS
If you are scheduled to work in excess of 6 hours, you will be scheduled a meal period. Meal periods are indicated on the work schedule and are no less than 30 minutes, nor more than 1 hour.
KINDS OF APPOINTMENTS
Flexible – This is an indefinite position either on a scheduled or on an as needed basis. Employees paid on the NA, NL, NS, or CC pay schedule and who are regularly scheduled must have a documented guaranteed number of hours per week. An employee serving under a Flexible appointment category is not eligible to receive benefits
Regular Part-time - The employee serves in a continuing position on a scheduled basis for 20 to 39 hours a week. The minimum workweek is 20 hours. The Employee is eligible to participate in benefits plans, and accrues annual and sick leave, and must serve a one year probationary period upon initial appointment (or as identified under Flexible appointment.). 

Regular Full-time - The employee serves in a continuing position on a scheduled basis for 40 hours a week. The Employee is eligible to participate in benefits plans, and accrues annual and sick leave, and the incumbent must serve a one year probationary period (or as identified under Flexible appointment). 

Limited Tenure (Regular Part-time or Regular Full-time) - The employee serves in either a part-time or full-time appointment for a limited period in excess of one year. The employee is eligible to participate in the benefits plans, and accrues annual and sick leave. This service is credited toward completion of the one year probationary period up to a maximum of 6 months if the position is converted to a regular appointment with no change in duties and no break in service. 

Seasonal (Regular Part-time or Regular Full-time) - The employee serves in a continuing position on a seasonal basis, with a minimum of 6 months in a work status. Employee is eligible to participate in benefits plans, and accrues annual and sick leave, and the employee must serve a one year probationary period upon initial appointment. 

PROBATION
Each individual receiving an initial appointment to a regular full-time or regular part-time position is required to serve a one year probationary period, unless otherwise waived.  An employee may be separated during probation for failure to demonstrate the skills and character traits required of the position. 

PAY SYSTEMS
Pay Band System - The Army NAF (NF) Pay Band System includes all clerical, administrative, sales, technical services, and managerial, executive professional and personal service positions. Positions in this category are identified as "NF" with pay levels from NF-1 through NF-6. 
Caregiving Personnel Pay Program (CC) - Positions within the Child Development Centers provide direct care or supervision of children are identified as "CC" with grade levels ranging from CC-2 through CC-5. 
Federal Wage System (FWS) (NA, NL, NS) employees - This category includes positions in a recognized craft or trade, or manual labor occupation. The positions in this category are identified as NA (Worker), NL (Leader), and NS (Supervisor). 

HOLIDAYS
All regular full-time employees and regular part-time employees with a basic workweek of 5 or 6 days are entitled to holiday pay for all holidays.  Legal holidays observed are: 

- First day of 

- Third Monday  

  January                         of January 

- Third Monday of
- Last Monday 
  February                        of May 

- Fourth day of 
- First Monday 
  July                              of September

- Second Monday of 
- Eleventh day 
  October                        of November
- Fourth Thursday of 
- Twenty-fifth 
  November 
               day of December
Any other day designated as a holiday by Federal statute or Executive order. 

LEAVE
Regular Full-time and Regular Part-time employees earn both annual and sick leave. Flexible employees do not earn leave. If you are eligible for leave, you may use your leave as it accrues. There is no waiting period.  Contact your NAF CPU for further information.
GROUP INSURANCE
Only regular employees may participate in the group life, health and dental insurance plans. . Participation in the plan is optional. Off-duty military personnel are not eligible to participate. If you are eligible, and want to join, you must enroll within 31 days of your eligibility date, or wait until there is an "open season" enrollment period. 

RETIREMENT AND 401(k) SAVINGS PLAN
Retirement participation for eligible employees is mandatory for the first 6 months of employment. At the 6 month anniversary of employment, participation becomes optional. The 401(k) savings plan is voluntary and offered to all regular employees immediately upon appointment or at any later time. 

Further information can be obtained at your servicing NAF CPU, or on the benefits web-site, www.nafbenefit@cfsc.army.mil 

For additional information about NAF employment, contact your NAF CPU or access � HYPERLINK "http://www.cpol.army.mil" ��www.cpol.army.mil� and select “Reference” and then “Nonappropriated Fund (NAF).
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