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BENEFITS & ENTITLEMENTS

CONUS Evacuation Allowances
In accordance with the Joint Travel Regulations (JTR), Chapter 12 and Appendix I, Part B, Executive agencies may provide evacuation pay, advance pay, and payments for travel for civilian employees and their dependents that are evacuated in the United States because of natural disasters or other reasons that create imminent danger to their lives.  Allowances may be paid as soon as an authorized official orders an evacuation.

The following officials may order an evacuation from any location in the United States and certain non-foreign areas:

· The Secretary of Defense, or the Secretary’s designated representative, for dependents and employees of Department of Defense (DOD) components;

· The Secretary of the Army, Navy or Air Force or the Secretary’s designated representative, for employees and dependents of their respective service;

· The head of a DOD component or designated representative (definition in JTR, Appendix A);

· The commander of a U.S. installation or designated representative (definition in JTR, Appendix A);

· The commander, director, head, chief or supervisor of an organization or office.

Evacuation Pay

Evacuation pay is continuing pay for an employee’s regular pay days.  The payments are based on the employee's existing salary and cover the period the evacuation order remains effective, or until the employee is reassigned to a new duty station.  The evacuation payment authorization cannot exceed 180 days. The amount of each bi-weekly payment is based on the employee's regularly scheduled tour of duty.  Employees with intermittent schedules will be paid based on an approximation of the number of days per week normally worked.

Evacuated employees may be assigned to perform any work the authorizing official determines is necessary during the period of evacuation.  Failure or refusal to perform assigned work can result in termination of further evacuation payments.
Advance Pay

5 U.S.C. 5522, as regulated by 5 CFR 550.403-4, authorizes advance payments for DoD civilians ordered to evacuate.  An advance payment is based on the employee's salary (including allowances, differentials, or other authorized payments, and excluding applicable deductions).  Within the Department, the amount of the advance payment may not exceed the amount the employee would normally receive for two pay periods.  The purpose of an advance payment is to help the employee defray immediate expenses incidental to the evacuation.  When an employee receives an advance, the amount of the advance is exclusive of any other form of payment received by the employee, such as evacuation pay.

Special Allowances

The Office of Personnel Management (OPM) has interpreted its evacuation regulations that an evacuated employee who is returned to the Permanent Duty Station (PDS) may be paid per diem while working at the PDS if the employee's residence is uninhabitable.  In such cases, the employee's dependents may continue to receive per diem at the safe haven. 

Travel allowances normally would not be payable if the employee is working at the PDS.  However, if an employee's home is uninhabitable, an agency may use the special allowance authority in OPM's regulations at 5 CFR 550.405 to pay subsistence expenses (including lodging) for the employee.  The authority to pay subsistence expenses is discretionary and may be applied regardless of whether the lodging is within or outside of the boundaries of the duty station.

Per Diem for Employees/Dependents Due To Evacuation
Evacuated employees and their dependents are authorized a per diem allowance under the ‘Lodgings Plus’ per diem computation method for each day in an evacuation status.  The Lodgings Plus’ per diem computation consists of a lodging ceiling and an M&IE allowance.  The maximum lodging reimbursement for an employee and dependent family is the actual total daily lodging cost incurred by the family, not to exceed the sum of the daily lodging portion of the locality per diem rate authorized for the employee and/or each dependent.  However, if an evacuated employee or dependent stays with friends or relatives while at a safe haven, no lodging cost is allowed, whether or not any lodging payment is made to the friend or relative.  Each evacuated employee/dependent is authorized the M&IE portion of the per diem allowance even if not authorized the lodging portion for any given day.
Temporary Duty (TDY) Travel
Travel entitlements in support of clean up efforts will be in accordance with the JTR, Chapter 4.

Administrative Leave
Employees affected by a natural disaster and who are not required to evacuate may be excused from work without charge to leave for reasonable periods of time.  DoD 1400.25-M, Civilian Personnel Manual, subchapter 610, Hours of Duty, permits the commander or head of an activity that in connection with extreme weather conditions closes all or part of the activity to excuse employees administratively.  When group dismissal is projected to exceed three days, the order must document why other measures could not be used and the reason for the length of the anticipated dismissal.
Telework
Arrangements for certain employees to telework at home or at an alternate work location are appropriate when traditional worksites have been evacuated because of a natural disaster.  Information to implement telework efficiently and effectively is available at the GSA/OPM website, www.telework.gov.
Emergency Contact Data
You may register and enter your Emergency Contact Data at https://cpsapp2.belvoir.army.mil/emercontact/default.asp.  Once you have registered and entered your primary and alternate contact data, the information should be reviewed periodically to ensure that it is accurate.  This information will be used to contact the person(s) you designated in the event of an emergency or death.  If kept accurate, it will help expedite the processing of benefits and claims for your dependents and survivors.  In addition to maintaining accurate emergency contact data, it is important that your designation of beneficiary forms for appropriate benefits are also current.  An increase or decrease in dependents, marital status, and other significant changes may be one that would require a change in your designation of beneficiary.  
Work Schedules
Commanders and heads of activities through their managers and supervisors have the authority and responsibility to establish work schedules for their employees.  In the event of an emergency, employees may be required to perform extensive overtime for an indefinite period.  While the mission may drive work requirements, all work should be scheduled and performed cognizant of safety-first.
Waiver of Biweekly Cap on Premium Pay

Officials with appointing authority will waive the biweekly limitation on premium pay for work in support of an emergency or its aftermath (5 CFR 550.106).  Employees for whom the biweekly limitation is waived are subject to the annual limitation and receive premium pay to the extent basic pay and premium pay together for the calendar year do not exceed the greater of the GS-15, step 10 rate (including any special rate or locality rate), or level V of the Executive Schedule.  Certain fixed payments, such as availability pay, are not covered by the waiver (5 CFR 550.107).
For pay system processing, the Defense Finance and Accounting Service (DFAS) requires that the official send the payroll office a list of eligible employees via Electronic Data Management (i.e., imaging) at the DFAS toll free number of 866-401-5849.  The memorandum must contain the names and social security numbers of the employees and give the starting and ending dates of the emergency.  If the ending date is not known at the time the list is sent to DFAS, the authorizing official must submit a second memorandum when the emergency terminates.
Special employee indicator (LU) has been created for the exception to the biweekly premium pay limitation.  Employees with indicator LU in effect will have pay calculations made each pay period applying the annual rather than the biweekly limitation on premium pay.
Reference ADUSD(CPP) Memo, September 13, 2005, subject: Waiver of the Biweekly Limitation on Premium Pay: http://www.cpms.osd.mil/hurricaneinfo/docs/premiumpaywaiver.pdf.

Hazardous Duty Pay & Environmental Differential Pay

Similar payments, Hazardous Duty Pay (HDP) applies to General Schedule employees, whereas Environmental Differential Pay (EDP) applies to prevailing rate (or wage) employees.

HDP and EDP are additional pay for exposure to unusually severe physical hazards and working conditions that can not be eliminated or significantly reduced by preventive measures, including the use of safety equipment and protective clothing.  For example, employees may receive additional pay for work in hazardous weather or terrain, for exposure to toxic materials, or for work in unsafe structures.  Management officials determine whether the additional pay is warranted.
These are payable as differentials listed in 5 CFR part 550, subpart I, appendix A (HDP) and 5 CFR part 532, subpart E, appendix A (EDP).  
HDP listing: http://a257.g.akamaitech.net/7/257/2422/11feb20051500/edocket.access.gpo.gov/cfr_2005/janqtr/5cfr550.907.htm 
EDP listing: http://a257.g.akamaitech.net/7/257/2422/11feb20051500/edocket.access.gpo.gov/cfr_2005/janqtr/5cfr532.513.htm 

Injury Compensation

Normally work-related injuries or illnesses are reported through the Injury Compensation Program Administrator (ICPA) at the employee’s regular Civilian Personnel Assistance Center (CPAC). The ICPA will ensure that the claim is input through the Electronic Data Interchange system (EDI). If the ICPA cannot be reached because of the disaster or resulting TDY, use this alternative:

If an employee has a work-related injury, he/she should file a claim, using this link to fill in and print a CA-1 form for an injury: 
http://www.dol.gov/libraryforms/go-us-dol-form.asp?FormNumber=356
Or this link for a CA-2 form for a work-related illness: 
http://www.dol.gov/libraryforms/go-us-dol-form.asp?FormNumber=357
Note that these forms can be filled out on line and then printed and signed; they cannot be submitted from the web link above. The completed form must be printed and signed by the employee and the supervisor or acting supervisor. The form should then be submitted to the installation Injury Compensation Program Administrator (ICPA) in the CPAC office at the normal duty station. If it is impossible to reach the ICPA or anyone in the CPAC office, fax the signed form to one of these DOD liaison offices, who can submit it for you on an emergency basis:

       Residents of –






Fax to – 

       CT, MA, ME, NH, RI, VT, NJ, NY, PR, VI


617-565-9896

       DE, PA, WV, MD (MD zip codes beginning with 21xxx)
215-597-3962
       FL, AL, KY, SC, MS, NC, TN, GA



904-232-2733
       IA, IL, IN, MI, MN, OH, WI




216-522-3691

       KS, MO, NE, South TX




214-767-6854

       CO, MT, ND, SD, UT, WY




303-844-1152
       CA







415-744-2505
       AK, ID, OR, WA





206-220-4323

       OK, NM, TX (North & West)




214-767-6854
       DC, VA, MD (not MD zip codes 21xxx)


703-696-5438

If you are on TDY because of the disaster, and have a work-related illness or injury, the chargeback code is the same as it would be if you were injured at your normal duty site. The CA-1 or CA-2 form can be signed by your acting supervisor at the TDY site.
If you are already receiving compensation (salary replacement) because of an earlier work-related illness or injury, your compensation will continue to be direct-deposited. If your financial institution is not able to receive direct deposits because of the disaster, notify your claims examiner at your district OWCP office, or fax the DOD liaison at the above number.
Following the disaster, ensure that the ICPA in your CPAC office receives the original form and tell him/her it was submitted through the DOD liaison.

If emergency medical care is needed for a work-related injury (not illness) a CA-16 form should be obtained from the ICPA or supervisor/acting supervisor. The CA-16 forms are not available on line. The CA-16 form authorizes payment for emergency treatment. If the CA-16 form cannot be obtained, use existing Federal Employee health insurance to receive emergency treatment. Do not pay out of pocket, as the self-pay cost may not be what the Department of Labor reimburses.
Time & Attendance/Civilian Pay Questions & Answers (Payroll)

Question:  Will I receive my pay even though I am unable to report to work?

Answer:  Yes, the civilian pay system will automatically generate time and attendance in the event none has been reported for an employee up to the number of hours you are scheduled biweekly.  You will receive your basic salary and allowances.  This procedure will continue until no longer necessary.  
Question:  What will happen to my direct deposit if my financial institution is not operating?
Answer:  Financial institutions work with the Federal Reserve Bank to ensure alternate locations are available to access funds.

Question:  What will happen with my check if mail cannot be delivered to me?

Answer:  The Post Office will make provisions to distribute mail at alternate locations.  However, if possible, it is suggested you make arrangements and change to electronic funds transfer to receive your biweekly payments.  This can be done using myPay at https://mypay.dfas.mil/mypay.aspx.
Question:  Will my allotments be processed as normal?

Answer:  Yes, your allotments will be automatically sent to the financial institutions as normally done.

Question:  Will my child support/alimony payments be processed?

Answer:  Yes, child support/alimony payments will be processed as normal and sent to the designated recipients.

Question:  Will my TSP/TSP Loans be deducted from my pay?

Answer:  Yes, your TSP/TSP Loans will be automatically deducted as they normally are.

Question:  Will my Flexible Spending Account (FSA) and Long Term Care (LTC) payment be made?

Answer:  Yes, payments for FSA/LTC will be sent to the provider.

Question:  Where will my LES be sent?

Answer:  If you receive a hardcopy LES, it will be sent to your address of record.  If you have internet connectivity, we recommend you change your LES to electronic vice hardcopy.  You can accomplish that via the myPay website, https://mypay.dfas.mil/mypay.aspx.
Question:  If I am unable to reach anyone at my work site is there an 800 number I can call for assistance with my civilian pay?

Answer:  If you are unable to contact anyone in your agency or normal chain of command, please call 800-538-9043 for emergency payroll assistance.

Emergency Disbursements

Specific guidance on emergency disbursements will be provided by DoD or DFAS at the appropriate time.  If you should need to contact someone regarding receipt of your salary check in an emergency situation, please call the DFAS Customer Service Helpdesk at 800-538-9043.
Tax Relief
The Internal Revenue Service (IRS) has a toll-free telephone number for use by callers who need help with tax matters: 1-866-562-5227.  Callers to this dedicated telephone line can find out about available tax relief and receive Disaster Tax Loss Kits.  IRS monitors the aftermath of natural disasters and Federally declared emergencies to provide relief and guidance appropriate to the situation.

Employee’s Group Life Insurance/Health Benefits Programs

Your deductions and benefits for life insurance and health benefits coverage will remain unchanged.  If your health benefits coverage area is affected and this impacts your services or the location where services are obtained, alternative information will be provided by the Office of Personnel Management and/or your agency.

To file a claim, please call the Office of Federal Employee’s Group Life Insurance (OFEGLI) at 800-633-4542.
Flexible Spending Accounts

Deductions and benefits under the Flexible Spending Account (FSA) program will remain unchanged.  You can obtain assistance from the FSA administrative office via email, fsa@opm.gov or by calling 877-372-3337 if you or a family member experiences a hardship with allotments or claims.  
Federal Long Term Care Insurance Program

Your Long Term Care (LTC) deductions and benefits will remain unchanged.  If you and/or your enrolled family member have questions regarding your coverage or eligibility for benefits, contact LTC Partners at 800-582-3337.
Thrift Savings Plan (TSP)/TSP Loans

Deductions and benefits under the TSP program will remain unchanged.  TSP is administered by the Federal Retirement Thrift Investment Board.  Information regarding TSP to include your account and loan information can be found on the website, www.tsp.gov.  Participants may also contact the Thrift line at 1-877-968-3778 or for TDD assistance, call 1-877-847-4385.
Duty Hours for Volunteer Work
Generally speaking, Federal agencies are prohibited by law (section 1342 of title 31, United Stated Code) from accepting volunteer service.  There are some exceptions to that prohibition.
Under Title 5, United States Code, Section 3111, Student Volunteers is one such exception, it provides unpaid training opportunities for the student.  If the individual is enrolled, not less than half-time, in a high school, trade school, technical or vocational institute, junior college, college, university, or comparable recognized educational institution, they may be eligible with the permission of the institution at which the student is enrolled, as part of an agency program established for the purpose of providing educational experience for the student; is to be uncompensated; and will not be used to displace an employee. 

10 U.S.C., Section 1588 also allows for voluntary services under certain conditions.   

Also during periods of emergencies the Office of Personnel Management may issue guidance allowing Volunteer Service pertaining to assistance for that emergency.  It is recommended that before you allow anyone to work Volunteer Service you coordinate with your Civilian Personnel Advisory Center and your local legal office.

HIRING
Individuals are hired for permanent jobs through competitive examining procedures.  While there are no special hiring authorities for people affected by a natural disaster, in addition to hiring individuals through competitive procedures, agencies can use a number of existing hiring flexibilities.

The existing hiring flexibilities include:
Excepted Service and Non-Competitive (i.e., non-competitive examination) Authorities
When an excepted service authority exists that fits your agency's vacancy, a public announcement on USAJOBS is not required and procedures for traditional competitive hiring do not apply.  However, agencies still must provide veterans' preference and place persons with "priority consideration."    

30-Day Critical Needs Appointments
What it provides: A 30-day critical need appointment under Schedule A may be made under 5 CFR 213.3102(i)(2), and may be extended for an additional 30 days.  However, an individual may not be employed under this authority for more than 60 days in a 12-month period. 

When to use it: To meet a short-term critical need requirement for individuals with specialized skills or on an interim basis to get an individual on board quickly to meet an emergency need pending completion of a competitive process, issuance of a clearance, or other procedure required for a longer appointment. You may not use it to extend another temporary appointment. 

Who is eligible: An agency may determine what qualifications are required.  An agency does not have to consider Career Transition Programs (CTP), PPP, or Reemployment Priority Lists (RPL).  Keep in mind that OPM qualification standards and other requirements, such as adhering to the CTAP and RPL, apply to competitive service appointments. 

Benefits to the hiring manager: This authority allows a manager to meet an emergency requirement to fulfill the mission of an agency.

Other Excepted Service Hiring Flexibilities 

· Schedule A for chaplains and chaplain's assistant (5 CFR 213.3101(a)); 

· Schedule A for persons with disabilities (5 CFR 213.3101 (t), (u), (gg));

· Schedule A 1-year temporary emergency need appointments –  OPM may grant use of this authority or upon request by an agency (5 CFR 213.3102(i)(3)); 

· Schedule B for students (STEP) – applicant needs to be an enrolled student (5CFR 213.3202(a)); 

· Schedule A for faculty members (who may not have a school to teach in right now) – up to 130 days in a year (5 CFR 213.3101(o)); 

· Schedule A for local physicians, surgeons, nurses (5 CFR 213.3102(n)); 

· Experts and consultant (5 CFR 304); 

· Intergovernmental Personnel Act (IPA) assignments – assignment must be of mutual concern to both the Federal Government and the state/local entity (5 CFR 334); 

· 30% disabled veterans – term appointments (5 CFR 316.302(b)(4)), temporary appointments (5 CFR 316.402(b)(4)), and conversion of time limited appointments of more than 60 days to career or career-conditional appointment (5 CFR 315.707); 

· Veterans Recruitment Authority (P.L. 107-288) and (5 CFR 307); 

· Defense Career Intern Program (DCIP) (5 CFR 213.3202(n));

· Remote/Isolated Locations – positions in remote/isolated locations where examination is impracticable.  A remote/isolated location is outside the local commuting area of a population center from which an employee can reasonably be expected to travel on short notice under adverse weather and/or road conditions which are normal for the area. For this purpose, a population center is a town with housing, schools, health care, stores and other businesses in which the servicing examining office can schedule tests and/or reasonably expect to attract applicants.  An individual appointed under this authority may not be employed in the same agency under a combination of this and any other appointment to positions involving related duties and requiring the same qualifications for more than 1,040 working hours in a service year.  Temporary appointments under this authority may be extended in 1-year increments, with no limit on the number of such extensions, as an exception to the service limits in §213.104 (5 CFR 213.3102(i)(1)).
Relevant Regulations

5 U.S.C. 2103 – Defines excepted service employment. 

5 CFR part 6, Exceptions From the Competitive Service (Rule VI), provides extensive information about the authority to except positions from the competitive civil service, including definitions of the types of positions granted under Schedules A, B, and C.  This rule also requires OPM to publish notice of all exceptions granted under Schedules A, B, and C. 

Excepted Service, Consolidated Listing of Schedules A, B, and C Exceptions, 70 FR 2284 (January 12, 2005).  OPM publishes annually a consolidated list of agency-specific exceptions under Schedules A, B, and C in the Federal Register.  Agencies also may have excepted service hiring authorities provided by law or Executive order, which OPM does not publish. 

5 CFR part 213 (January 1, 2004) – OPM lists its excepted hiring authorities that apply Government-wide in title 5, Code of Federal Regulations, under part 213.  See Schedule A and Schedule B. 

Time Limited Appointments
Agencies must consider employees on Career Transition Programs (CTAP, ICTAP), PPP, or Reemployment Priority Lists (RPL).  Keep in mind that OPM qualification standards apply.
· Temporary – work needs to be of a truly temporary nature; competitive examining procedures generally apply (5CFR 316.401-403) 

· Term – work needs to be of a truly non-permanent nature; competitive examining procedures generally apply (5CFR 316.301-304) 

Direct Hire Authority (DHA) (5 CFR 337.201-206)

Implementing Government-wide Authority 

If you are implementing a Government-wide direct hire authority OR if you have received direct hire approval, use the following steps:
· Step 1.  Provide public notice, including posting on USAJOBS: http://www.usajobs.opm.gov. 

· Step 2.  Use Career Transition Programs (CTAP), PPP or Interagency Career Transition Assistance Program (ICTAP) requirements for applying special selection priority to eligible candidates.
· Step 3.  Hire qualified candidates. 

· Step 4.  Document hiring actions using the authority codes found in the Delegated Examining Operations Handbook, Chapter 2, Section A - Review Hiring Flexibilities. 

· Step 5.  Be aware of the authority's expiration date.  In the case of agency-specific, direct-hire authorities, submit another request to OPM if needed. 

Government-wide Authorities
There are a number of Government-wide direct hire authorities.  A list is provided at this web site: http://www.opm.gov/employ/html/sroa2.asp#directhire.
Authorities: 5 U.S.C. Section 3304 and 5 CFR Part 337, Subpart B
Using the Office of Personnel Management (OPM) approved direct hire authorities, agencies may appoint candidates directly to jobs, without regard to the provisions of title 5 U.S.C. 3309 through 3318, for which OPM determines that there is a 

· severe shortage of candidates, or 

· critical hiring need. 

When using the direct hire authorities, agencies must adhere to public notice requirements as set forth in 5 U.S.C. 3327 and 3330, and displaced employee procedures found at 5 CFR part 330, subpart G. 

Medical Occupations – All grade levels at all locations for the following occupations:
· Diagnostic Radiologic Technologist, GS-0647 

· Medical Officer, GS-0602 

· Nurse, GS-0610 and GS-0620 

· Pharmacist, GS-0660 

Information Technology Management (Information Security) – GS-2210, GS-9 and above at all locations

Relevant Regulations

Chief Human Capital Officers Act of 2002 (Title XIII of the Homeland Security Act of 2002).  The Act contains provisions that apply Government-wide, including direct hire.  It provides agencies with the authority to appoint candidates directly to jobs for which OPM determines there is a severe shortage of candidates or a critical hiring need. 

Federal Register Notice (Volume 69, Number 114), 69 FR 33271 (codified in 5 CFR part 337) publishes OPM's final regulations implementing the Chief Human Capital Officers Act of 2002, which gives authority for, among other things, direct hire.  The preamble to this final rule includes analysis and discussion of comments received by OPM on the interim regulations and how they were considered in writing the final regulations. 

Public Notice Requirements.  When using a Government-wide direct hire authority, the agency must comply with public notice requirements in 5 CFR 337.203. 

Competitive Examining

Authorities: 5 U.S.C. Chapter 33; 5 CFR Part 332; 5 CFR Part 315, Subpart C; 5 CFR Part 337, Subpart C; Individual agency delegation of examining authority.
The traditional method to enter Federal service is by appointment through the competitive examining process.  The Office of Personnel Management delegated authority to agencies to examine for all their positions, except for administrative law judges. Jobs filled through this process are open to the public.

Current and Former Competitive Employees

Current career and career-conditional employees may be appointed by transfer (5 CFR 315.501).
Former career and career-conditional employees may be appointed by reinstatement, but time limits may apply (5 CFR 315.401).

120 Days or Less Appointments – An agency may appoint an employee with specialized skills or competencies from another agency for up to 120 days without regard to PPP, CTAP or ICTAP selection priority (5 CFR 330, subparts F and G).

Agency Reemployment Priority List (RPL) – Current and former employees on agency RPLs provides selection priority to employees who will be or were separated by reduction in force or who have recovered from a work related injury (5 CFR 330).
SES Limited Emergency Appointments – Agencies have the authority to make SES Limited Emergency appointments to career employees.  OPM may approve agencies’ requests to appoint individuals who are not current career employees, and will consider temporary space allocations for agencies who identify the need as essential (5 CFR 317.601).

Waivers

The Deputy Under Secretary of Defense (Civilian Personnel Policy) may authorize PPP waivers in response to natural disasters.  Such waivers will be designed for the specific circumstances caused by the natural disaster.  For example, the requirement to clear PPP when reassigning employees to vacant DoD positions may be waived if the reassignment is in response to damage or destruction at the employee’s worksite.  Requests for waivers should be sent from the activity through the AG-1 CP, Policy and Program Development Division to the Assistant Secretary of the Army, Manpower and Reserve Affairs.
Waiver of the reemployment restriction for former employees who received a VSIP and waiver of the repayment provisions may also be granted.

Additionally, agencies can do the following to help evacuees find jobs:

· Review the Human Resources Flexibility Center at http://www.opm.gov/Strategic_Management_of_Human_Capital/fhfrc/default.asp;
· Allow HR specialists to assist evacuees with preparing resumes; and 

· Take laptops to evacuation centers to help evacuees search USAJOBS and match their competencies/knowledge, skills, and abilities with available jobs.
NONAPPROPRIATED FUND (NAF) EMPLOYEES
Customer Service Helpdesk at 800-538-9043
NAF Workers’ Compensation
If an employee has a work related illness or injury, he/she should notify their supervisor as soon as possible.  The supervisor will then start the claim process by giving the employee the LS-1, Request for Examination or Treatment, that authorizes the employee to seek medical treatment.  In an emergency, the employee may seek medical treatment immediately and then notify the supervisor.  The supervisor will also complete the LS-202, Employer's First Report of Injury, which is then staffed through the CPAC.  

The supervisor can fill these forms out on line and then print and sign them; they cannot be submitted from the web link.  The web link for the Department of Labor Longshore Forms is http://www.dol.gov/esa/owcp/dlhwc/lstable.htm.
The CPAC should keep a small supply of these forms in their office in case there is no access to the internet.

If the employee cannot notify their supervisor of a work related injury, they should contact the CPAC for assistance.  If contact cannot be made with their supervisor or the CPAC, they should contact the claims service contractor, BROADSPIRE, at 800-352-9994, ext 2354 to report their claim.  BROADSPIRE is responsible for the adjudication of NAF Workers' Compensation Claims for Department of the Army.  

If the employee is already receiving compensation payments because of an earlier work related illness or injury, and there is a change of address as to where the compensation payments are to be mailed, the employee needs to notify the claims examiner at BROADSPIRE, P.O. Box 670688, Houston, TX

77267-0688.  The toll free number is 800-352-9994, ext 2354 so that there is no break in payment of compensation.

NAF Employee Group Life Insurance
NAF Employee Group Life Insurance, if elected, remains in effect.  The benefit level is based on the annual salary, without regard for any special allowances or evacuation pay.  If the employee goes into LWOP status, premiums will be paid by the employer on a bi-weekly basis and collected from the employee when they return to pay status.  Questions about the NAF Employee Group Life Insurance may be referred to the US Army NAF Employee Benefits Office on their toll free number, 877-384-2340.  NAF employees need not take any special action to ensure coverage continues.

Employees who participate in the DOD NAF Employee Health Benefit Plan and who are normally in the PPO Plan will be given special consideration that will allow them to seek care outside of the network when it has been determined that network facilities are not sufficiently operational to provide for their health care.  Claims will be reimbursed at the network level.  Should a NAF employee go into LWOP status, premiums will be paid by the employer on a bi-weekly basis and collected from the employee when they return to pay status.  Questions may be referred to the Aetna Member Services toll free number, 800-367-6276.  NAF employees who have elected an HMO, should contact their HMO customer service representative for assistance.
NAF Employee Group Long Term Care
NAF Employee Group Long Term Care coverage remains in effect during evacuation.  Should an employee go into LWOP status for an extended period, they should contact CNA, the LTC carrier at 877-777-9072, to make arrangements for payment of premiums when possible.  Assistance may also be obtained by calling the US Army NAF Employee Benefits Office at 877-384-2340.
NAF Retirement Plan
Participants in the US Army NAF Employee Retirement Plan will continue to receive creditable service for up to one year while in an evacuation or LWOP status.  There is no requirement to retroactively deposit contributions for periods of LWOP NTE one year.  Evacuation pay is considered wages and is therefore included in pensionable salary for contribution purposes and in the calculation of the High-3 average salary at retirement.
NAF Employee 401(k) Savings Plan Loans
US Army NAF employees who participate in the NAF Employee 401(k) Savings Plan are eligible to participate in the loan program which allows participants to borrow up to half the vested value of their account, not to exceed $50,000.  Multiple loans are authorized.  Members who desire to obtain a loan should call Fidelity Investments on their toll free number, 800-835-5093.  Prior to requesting a loan, participants who have relocated should notify the NAF Employee Benefits Office so that account information can be updated to smooth processing of the loan application.  Contact the NAF Employee Benefits Office at 877-384-2340 for assistance.

NAF Retirees
US Army NAF retirees should contact the US Army NAF Employee Benefits Office on their toll free number, 877-384-2340, to report a change in location that may affect receipt of their monthly retirement annuity, to obtain information about their health insurance coverage, or for other benefit related assistance.   The NAF Employee Benefits Office is open from 8:30 to 5:30, EST, Monday through Friday.

NAF Hiring
Installation commanders may make an exception to appointment policy procedures (employment of a relative) in order to make flexible emergency hire appointments in the event of emergencies resulting from natural disasters or similar unforeseen circumstances.  

Emergency Hire (Not to exceed 30 days) –  Employee is appointed non-competitively to a flexible position for emergency purposes not to exceed 30 days.  The appointment must be terminated within the 30-day period, and cannot be converted to a regular appointment.  In unusual circumstances, the appointment may be extended an additional 30 days with appropriate approval.   Employees appointed on an emergency basis may not be non-competitively converted to another position.  The individual must compete as an outside candidate for further employment within NAF.  The emergency hire period is not creditable towards any future credit for service computation or probationary period purposes.
Reassignment within a NAFI of an employee to another position that is comparable in grade, or pay level – Employees may be reassigned non-competitively.

Current and Former NAF Employees – This does not include emergency hire FLX service, but includes any other service with a DOD NAFI.  Current Army APF employees are deemed to have current NAF employee status for purposes of this priority consideration if, at the time of application, they are serving in a position without time limits and have served continuously for at least one year in an Army APF position.

NAF Reemployment Priority List – Each installation that has separated RFT or RPT employees by BBA, will retain such employees' names on a reemployment priority list until re-employed but not longer than one year from the date of separation.
RESOURCES

Help Lines
Contact Numbers

Army Information Line     

800-833-6622
Army Benefits Center – Civilian 
877-276-9287







  TDD 877-276-9833  
Army NAF Employees 


877-384-2340

DoD Civilian Hotline


888-363-4872



    email CPMS –  disasterresponse@cpms.osd.mil
DFAS/Payroll Helpdesk


800-538-9043

OPM Helpline 



800-307-8298

Websites
CNTRL + Click to open link
Army Information Line:
http://www.armyfamiliesonline.org/skins/WBLO/home.aspx?AllowSSL=true
Army Benefits Center – Civilian: https://www.abc.army.mil/
Civilian Personnel Management Service Hurricane Information: 

http://www.cpms.osd.mil/hurricaneinfo/
OPM Hurricane Information: http://www.opm.gov/katrina/
Handbook on Pay and Leave Benefits for Federal Employees Affected
by Severe Weather Conditions or Other Emergency Situations:
http://www.opm.gov/oca/compmemo/2005/2005-18hb.pdf
FirstGov Hurricane Recovery: 

http://www.firstgov.gov/Citizen/Topics/PublicSafety/Hurricane_Katrina_Recovery.shtml
FirstGov Desastres y emergencias:

http://www.firstgov.gov/Espanol/Temas/Desastres.shtml
FEMA 2006 Hurricane Season: 

http://www.fema.gov/hazard/hurricane/hu_season.shtm
US Government One-Step Access to Flu Info: http://pandemicflu.gov
OPM Flu Guidance: http://www.opm.gov/pandemic/agency/index.asp
DoD Disaster Preparedness & Response Information:
http://www.cpms.osd.mil/disasters
Army Emergency Human Resources Guidance:
http://cpol.army.mil/library/emergency/
DoD Pandemic Influenza Watchboard/Implementation Plan:
http://fhp.osd.mil/aiWatchboard/
Information on Tax Relief:

http://www.irs.gov/newsroom/article/0,,id=147085,00.html
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Due to the severity of recent hurricanes, the possibility of a pandemic influenza outbreak, and other natural disasters, general information on a variety of civilian personnel matters has been consolidated in this “Smart Book.”  This information is also available on the Army’s website �HYPERLINK "https://cpol.army.mil/"��Civilian Personnel On-Line (CPOL)� and is subject to update as guidance is provided on specific incidents.
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