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Section A

The Employer

Employees who receive this handbook are federal non-appropriated fund (NAF) civilian employees of the United States Air Force.  NAF employees are paid from monies earned by the organization for which they work.  The organization is the Services Division of the 75th Mission Support Group.

Section B

The Human Resource &Training Office

The Human Resources Office (HRO) was designated to administer the NAF personnel system.  The HRO is located at 5731 E Avenue, Bldg 460.  The hours of operation are 8:00am to 4:00 p.m., Monday thru Friday.  Employees who have business to conduct at the HRO during duty hours must first get permission from the supervision before leaving the work area. HRO can be contacted at 777-1080 or 777-2791.  The Training Office can be contacted at 777-6006, 586-5623, or 586-0102. 

Section C

Paydays and Paychecks

[image: image4.wmf]Paychecks are issued every two weeks—for a total of 26 pay periods a year.  Employees can have their paychecks sent directly to a financial institution or have allotments taken out for savings, loans, etc.  For further information contact the HRO.

Section D

Dual Compensation

Employees may have more than one federal job as long as the total hours worked in all jobs do not exceed 40 hours per week.  This includes AAFES, appropriated fund (APF) and other NAF agencies.  An employee may not be paid for more than 40 hours of work per week.  It is the employee’s responsibility to ensure that the total hours do not exceed 40 hours a week.  Employees who violate the dual compensation law could face disciplinary action.  Employees will not hold both a NAF and APF position within the Child Development Center (CDC).  This provision does not prohibit CDC APF employees from holding a NAF position in another activity including the School Age Program.

Section E

Types of Appointments

There are two types of appointments: regular and flexible.  The following describes the compensation and benefits for each type of appointment.

· Regular Appointments - Regular employees are guaranteed a minimum of 20 hours to a maximum of 40 hours of work per week and they receive the following benefits:

1. Health and life insurance

2. [image: image5.wmf]Awards

3. Retirement plan

4. 401k plan

5. Military leave (only for Reserve or Nat’l Guard)

6. Annual leave

7. Sick leave

8. Administrative leave

9. Family and Medical leave

10. Family friendly leave  

11. Court leave

12. Holiday pay

13. Overtime pay

14. Sunday premium pay

15. Night shift differential

16. Workers’ compensation

17. Unemployment compensation

· [image: image6.wmf]Flexible Appointments - Flexible employees have work schedules that depend on the needs of the activity.  These employees may work a minimum of zero hours to a maximum of 40 hours per week, but do not receive all benefits.  Only benefits below apply:

1. Awards

2. Overtime pay

3. Workers’ Compensation

4. Unemployment Compensation

5. Night Shift Differential

6. Family and Medical leave

Section F

Position Classification and Pay

In addition to regular or flexible appointments, all NAF employee positions are rated.  Employees unsure of their classification should contact their supervisor or the HRO.  These ratings are important in determining eligibility for night shift differential and overtime compensation.  The supervisor determines the major duties and responsibilities assigned to a position.  A position guide is just that—a set of guidelines.  It is an approximate record of duties and does not cover every minor duty that may be required.  The HRO reviews the assigned duties to establish standards and assigns a pay plan and grade.  NAF positions may be classified into one of the following pay systems:

· Crafts and Trades (NA, NL, or NS) Rating – These positions include laborers who generally work with their hands, such as bartenders, cooks, waiters, food service workers, etc.

· Child Development (CC) Rating – This rating is for employees who work in the Child Development Center and youth programs.

· NAF PAY BANDS (NF) Rating – These ratings include positions such as operations clerks, recreation aids, and recreation specialists.

Section G

Off-Duty Military (ODM) Personnel

Active duty enlisted personnel may be hired as NAF employees during their non-duty hours.  They may not work more than 34 hours a week and are not eligible for group health insurance, workers’ compensation, and the NAF retirement or 401K program.  A military member who retires may continue to work in a NAF job after retirement; however, there cannot be a change in job or employment status during the 180 days following retirement.

Section H

Work Schedules

[image: image7.wmf]Regular employees normally work the same days and hours per week.  Flexible employees are subject to “on call” work in addition to the hours posted on a work schedule.  Supervisors or managers may change work schedules by giving an employee a minimum of 24 hours notice.

Meal Periods

Meal periods may be paid or unpaid.  Each supervisor should advise the employees of their type of meal period.  Non-paid meal periods are scheduled for not less than 30 minutes.  During these meal periods, employees are free of duty.  When time off for a meal is not possible, a meal period of 20 minutes may be authorized and is included in the scheduled tour of duty.  The time covered by the 20 minutes or less is paid, and employees must spend the on-the-job meal period at or near the workstation.  Employees are not required to work more than six consecutive hours in any workday without a meal period.  

Rest Periods

Short rest periods, not exceeding 15 minutes may be granted if the supervisor believes such rest periods are necessary.  Rest periods are not allowed in conjunction with a meal break or at the beginning or end of a work schedule.

Section I

Group Life, Medical & Life Insurance

This program provides eligible regular employees with life, accidental death and dismemberment, and health insurance.  Newly hired or reclassified to regular employees are eligible to enroll anytime within the first 30 days of eligibility.  Life insurance for regular employees will become effective on the 31st day of employment. 

Section J

Retirement Program

Regular employees are eligible to enroll in the USAF NAF Retirement Plan.  This program provides for retirement, disability and death benefits.  These benefits, combined with Social Security, should give a measure of financial security. To be eligible, you must be a regular employee for a minimum of one year.

Section K
401K Savings Plan

This savings plan allows regular employees to automatically contribute a portion of their salary each pay period as a “pre-tax” contribution (after 30 days of regular employment).  This means that the amount contributed is not subject to federal income tax.  The employer makes matching contributions to plan on the employee’s behalf.  The amount of the employer’s contribution is a percentage of the employee’s contribution.

Section L

Overtime

Overtime may occasionally be required from all employees.  Some positions may be classified as exempt or non-exempt from overtime eligibility as defined under the Fair Labor Standards Act (FLSA).  If classified as exempt, an employee is not eligible for overtime unless pre-approved by his/her manager.  An employee must be paid for overtime, as described below, if they are classified as non-exempt from overtime.  The overtime hours are for actual hours worked.  Sick leave or annual leave is not considered in the actual hours worked.
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Holiday Pay

Regular employees receive holidays off with pay, if the holiday falls within the 

scheduled workweek.  If a holiday falls on an employee’s normal day off, the employee is entitled to observe the holiday one-day preceding or following the holiday as established by the manager.  Regular employees required to work on a 

holiday receive holiday pay plus pay for the hours worked.  Flexible employees are not entitled to holiday pay.  The following are all the observed legal holidays:

Jan 1 



-  New Years Day

[image: image15.wmf]3rd Monday in Jan   

-  Martin Luther King Day

3rd Monday in Feb 

-  President’s Day

Last Monday in May

-  Memorial Day

July 4



-  Independence Day

1st Monday in Sept

-  Labor Day

2nd Monday in Oct

-  Columbus Day

Nov 11



-  Veteran’s Day

4th Thursday in Nov

-  Thanksgiving Day

Dec 25



-  Christmas Day

Sunday Premium

Regular crafts and trades employees (NA, NL, & NS) who are scheduled to work 40 hours a week and also are scheduled to work Sundays, are paid Sunday premium pay.  Compensation is paid 25% of the hourly rate in addition to the regular pay.

Night Shift Differential Pay

When the majority of the hours worked are between 3 p.m. to midnight (2nd shift), crafts and trades employees (NA, NL, NS) are paid an additional night differential of 7.5% of their regular pay.  When the majority of the hours worked are between 11 p.m. to 8am (3rd shift), crafts and trades employees are paid an additional night differential of 10% of their regular pay. If majority of hours worked are between 7 a.m. to 4 p.m.(1st shift), NO additional differentials are paid.

Call-Back to Duty Time

Callback duty time occurs when an employee is called to work but was not scheduled.  The employee is only paid for the time actually worked, but must be paid for a minimum of two hours.

Section M

Leave

Requests for annual, sick, or leave without pay (LWOP) must be submitted on a OPM Form 71, Request for Leave or Approved Absence.

Annual Leave

Regular employees earn annual leave. 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 must be approved by the supervisor before it is taken.  Employees begin to earn annual leave immediately upon appointment or change to a regular position; however, a 90-day waiting period is required before an employee can take any leave.  After 90 days, the amount of leave earned for each pay period and the current balance of annual leave appears on the paycheck stub.  Leave in excess of 240 hours must be used prior to the end of the leave year, or it is lost.  If an employee resigns or separates from the job after the initial 90-day waiting period, a lump-sum payment for any unused annual leave is paid to the employee.  This payment is generally included in the employee’s last paycheck.  The employee is not paid for any accrued annual leave upon resignation or separation from the job before the 90-day waiting period.  Annual leave may be taken in 15-minute increments, not exceeding eight hours a day or 40 hours a week.  Annual leave is earned based on the employee’s total years of service and the number of scheduled hours worked in the pay period.  Military time served may count toward the total years of service.  Annual leave is earned as follows:
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Sick Leave

Regular employees earn sick leave.  Sick leave is intended solely for absences when the employee is too ill to work, or needs to visit a doctor, dentist or eye doctor.  According to the Family Member Sick Leave (see below), an employee may also use sick leave when caring for a family member.  Sick leave must be approved by the supervisor.  If an employee is too sick to report for work, the supervisor must be contacted within the first two hours of the scheduled workday –preferably to report before the shift begins.  The supervisor may require the employee to submit a note from the doctor verifying the illness.  Sick leave is earned at the rate of 5% of the hours worked a pay period.  Unlike annual leave, a waiting period is not required before sick leave may be taken.  Sick leave may be taken in 15-minute increments.  Sick leave may not exceed the scheduled workday or workweek in which the absence occurred, or exceed a maximum of eight hours a day or 40 hours a week.  When the employee resigns or is separated from employment, unused sick leave is not paid to the employee.  

Absent Without Leave (AWOL)

All employees absent from the job without supervisory approval are considered AWOL.  An absent employee who is scheduled to work and does not contact the supervisor within the first two hours of the scheduled duty time may be charged AWOL.  If an employee is AWOL three or more times, employment may be terminated.  The maximum penalty for AWOL is termination of employment. 

Donated Annual Leave

To be eligible to receive donated sick leave from other individuals; an employee must not have any sick leave or annual leave available.  Eligible employees who are faced with a serious, long-standing illness must fill out a “Request to Receive Donated Leave” form.  These forms are available at HRO.   The completed form must be submitted to the employee’s supervisor along with a physicians note stating the employee’s diagnosis, prognosis, and estimated time needed for sick leave.  After the supervisor’s approval, the form is brought to HRO with any support documentation.  After the HRO approval, they forward the request to find donors.  Donors complete a “Request to Donate Annual Leave” form.  Donors may only submit annual leave, not sick leave.  Employees should remember there is no guarantee of finding donors.  With this in mind, sick leave should be used wisely.

Leave Without Pay

LWOP may be granted to employees, upon request, for reasons acceptable to the supervisor.  The supervisor does not have to grant LWOP if it disrupts operations in any way.  LWOP is charged in 15-minuted increments.  Supervisors may approve up to 30 days LWOP; the Services Commander/Director must approve LWOP in excess of 30 days.

Leave for Maternity Reasons

Regular employees may be granted sick leave, annual leave or LWOP for incapacitation due to pregnancy as supported by a medical certificate.  Flexible employees are taken off the schedule. 



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.

Military Leave

Regular employees who are members of a Reserve or National Guard unit can take leave of absences for performance of active duty or active duty for training.

Forced Leave

Forced leave is used by management when reduced or suspended business operations, such as broken water pipes, result in temporarily reduced or suspended work schedules.  It is usually LWOP, which temporarily places an employee in a non-work, non-pay status; however, regular employees may take annual leave instead of LWOP.

Family & Medical Leave (FML) Act

Under the FML Act, ALL employees may request to use up to six month of LWOP to care for a family member or make arrangements for adoption.  FML cannot be denied if the employee has a valid reason.  Individuals also may elect to use annual leave until the leave is exhausted.

Family Friendly Leave Act

This act provides that any regular employee may use sick leave to attend to the medical needs of a family member, and for purposes relating to the death of a family member.   The use of sick leave for these purposes may not exceed 40 hours in any year.  However, you may use an additional 64 hours in any year (up to a total of 13 days) only when the remaining sick leave balance does not fall below 80 hours.  In either case, the number of hours of sick leave that may be used for family care or bereavement is dependent upon an employee’s average workweek.

Blood Donations

The Air Force encourages its employees to volunteer as blood donors (without compensation) to blood banks or in emergencies to individuals.  Normally, the employee may be excused for up to 4 hours so that they can donate blood. 

Voting Absences

Employees who wish to vote where they maintain voting residence (except where voting is permitted by absentee ballot), may be excused for that purpose, without charge to leave, if the polls open less than three hours before the employee reports to work or closes less than three hours after the employee’s regular duty hours, no time off is granted.  If additional time off is needed because of special circumstances, you should contact your supervisor or the HRO for further information.

Religious Services

Religious services at the Base Chapel are open to everyone.  

If you desire to attend religious services on special days of 

worship and services are conducted during your working 

hours, such absence must be approved by your supervisor in advance and is chargeable to annual leave or leave without pay. 

Court Leave

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

Section N

Worker’s Compensation Program

All NAF employees, except off-duty military personnel, are entitled to workers’ compensation benefits if they are injured on the job.  To be eligible for benefits, employees must immediately report any injury to the supervisor.  Failure to do so may result in the loss of entitlements.  An LS-201, LS-202, and AF Form 786 must be completed, which states how the injury occurred ad noting any witnesses to the injury.  The LS-202 must be completed regardless if medical attention is required.  If medical attention is required, the supervisor provides an LS-1 form.  The LS-1 form must be completed by the employee’s physician.

Section O

Performance Evaluation

An employee’s work is continuously monitored to evaluate work performance and provide training or assistance where needed.  If employed for more than 90 days, employees receive an annual performance evaluation from his/her supervisor during October.   The employee is told whether he/she is meeting the performance standards of the position.  When performance standards are not satisfactory, the employee is advised of performance deficiencies or areas, which need improvement.  The employee is provided with reasonable assistance and time to improve.  Failure to improve may result in reassignment to another job, change to a lower grade or separation from work.


Section P

Suggestion Program

Employees are encouraged to suggest improvements, which would result in 

tangible and intangible benefits.  Employees should submit suggestions

to their supervisor using the forms prescribed in AFI 38-401,  

Instruction for the Air Force Suggestion Program.

Section Q

Position Changes (Reassignments, Details & Promotions)

An employee’s request for a position change to another position requires submission of an AF Form 2550, “NAF Application for Promotion or Other Position Change.”  This form, which can be submitted by an employee at any time, is submitted to HRO and remains on file as long as the employee has a NAF position at Hill AFB.

Reassignments

Employees may request consideration for reassignment by submitting AF Form 2550.  Managers may reassign an employee at any time to another position, within the same employment category and pay plan, in order to promote the efficiency of the organization.

Details

Management may temporarily have an employee perform the duties of another position, within the same employment category and pay plan, in order to promote the efficiency of the organization.

Promotions

Position changes to a higher graded position are non-competitive.  Competitive positions are open to all qualified employees.   When an employee’s services are needed in a higher graded position for a period of two weeks or less, the temporary assignment may be noncompetitive.  The employee filling a temporary assignment must be qualified for the position.  When the duties of a position change significantly, the supervisor may rewrite the position guide for submission to get the position reclassified.  If the reclassification results in a higher grade, the employee may be non-competitively promoted.

Section R

Moving to Another NAF Position

When employees are transferred to another NAF position, they must be released by the end of the pay period following notification of the losing supervisor, or as agreed by both the gaining and losing supervisors.

Section S

Equal Employment Opportunity (EEO)

The HRO is designed 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 discrimination in any personnel action, involving race, color, sex, religion, age, marital status, national origin or handicap, may file a complaint of discrimination directly with an EEO counselor.  The names of EEO counselors are posted on a bulletin board at all facilities.  Complaints are filed without fear of reprisal.

Section T

Maintaining Discipline

Supervisors set reasonable standards of conduct.  They also are responsible for informing employees of the standards and ensuring that the standards are observed.  Disciplinary action may be taken when the rules are violated.  Depending on the nature and circumstances surrounding the offense, disciplinary actions may consist of oral admonishments, written reprimands, suspensions from duty without pay or separation from duty.

Section U

Business-Based Actions (BBA)

Even though Services plans on continued growth and expansion, the business climate may hinder these efforts.  A business-based action is a reduction in employment category or pay rate, a change to lower pay band, a furlough of eight calendar days or more, or a separation action initiated by management for non-disciplinary reasons.  It is used to adjust resources in response to reorganize, realignment of workload, elimination of duties or responsibilities from a position, lack of funds, or from a need to be competitive with pay in the local labor market.  A BBA is not used to address a performance or conduct deficiency, or to down grade a position because of a change in classification standards, or correction of a misclassification.  Employees are affected by BBAs only if so identified after an objective, fair and equitable ranking against other employees in the same employment category, occupational series, grade or pay band, and in the same Services Organization.  

Section V

Types of Separations

Retirement – A regular employee who joined the retirement program is eligible to retire voluntarily at the age of 55 with 30 years of service or the age of 60 with 20 years of service.  Retirees should contact HRO two to three months prior to retirement.

Resignation – An employee wishing to resign needs to complete AF Form 2548 (NAFI Request for Personnel Action).  The reason for resignation and a forwarding address is needed.  The effective date must be the last day worked.  Two weeks notice to find a replacement is appreciated.  All resigning employees must clear through the HRO to ensure that their final check is received in a timely manner.

Termination – A flexible employee may be terminated for any valid reason.

Removal – Management may take this action for a poor performance,

delinquency, or misconduct of any regular employee.

Other – Separations from work may also include:

1) Separation due to an employee’s death

2) Separation for a lack of loyalty or security reasons; or

3) Separation for other valid reasons such as conflict of interest which cannot be resolved except by termination without prejudice. 

Section W

Grievances

Every employee has the right to express dissatisfaction or give views on matters that relate to employment and working conditions without fear of restraint, interference, threat, discrimination or reprisal.  All grievances or complaints must be presented to the supervisor in writing within seven days of the occurrence or the date of discovery.  The grievance should contain the following information:

1) The employee’s name, grade, organization, duty telephone, home address and home telephone.

2) If the employee has a representative, include the representative’s full name, duty address, duty telephone and home address.

3) Make a clear indication that the statement is a “Step 1 Grievance”

4) A statement of the specific action or incident, including the date the incident occurred.

5) A statement of the employee’s reason for believing that the incident is improper.

6)  A brief explanation of any attempts the employee made to informally resolve the grievance.

7) A statement of specific personal relief sought by the employee.

Management at each level should try to resolve the grievance within seven days.  In all cases, a written response is provided.  


Section X

Miscellaneous

Proper Mailing Address and Phone

Employees are responsible for keeping supervisors and HRO informed of any changes in mailing addresses or telephone numbers.

Emergency Address and Telephone Numbers

If something happens to you at your work site, would your supervisor know how to contact your family? Emergency address and phone numbers are maintained on the AF Form 971, Supervisor’s Record of Employee.  

Punctuality

The employee has the responsibility to appear at the workstation on time.  Failure to appear on time may result in one of several actions being taken.  The Supervisor may choose to excuse the tardiness, or make LWOP or AWOL charges (see section L for details).

Creditable Service

The leave Service Computation Date (SCD) is usually the date of appointment or conversion to regular employment.  An employee with prior regular service, or prior active duty military, that meets the eligibility criteria, has the SCD adjusted according to AFMAN 34-310, ATCH 8.

Civilian ID Cards and Auto Stickers

Employees receive a form from HRO to get an ID card on the day they in-process.  The ID card is needed to get on base.  It also must be shown at any time to a Security Police officer, if requested.  It is a civilian ID card and may not be used to get into military restricted buildings such as the commissary or Base Exchange.  According to the job position, regular employees and flex employees may be issued different kinds of cards with different restrictions.  Only regular employees who have been employed for one year are issued auto stickers.  If an ID is lost, stolen or damaged, it must be immediately reported to HRO.  Upon resignation or separation of employment, the employee’s must return the ID card and/or stickers to HRO.  If they are not returned, the employee’s name is turned into the Security Police.

Personal Records

All NAF employees are given copies of all their personnel actions, such as pay increases, promotions, appointment changes, etc.  Each employee should keep these records.  Official Personnel Files (OPF) are maintained by the HRO, and they are mailed to the record center in St. Louis, Mo., at the end of employment.

Bulletin Boards

Regulations and notices are posted in each facility.  It is the employee’s responsibility to read the notices on regular basis.

Chain of Command

All non-appropriated fund employees are required to use their line of authority (chain of command) at all times.  All requests must originate with the first level supervisor.

Code of Ethics

Air Force personnel, on or off duty, are expected to conduct themselves in a lawful manner.   Behaving in a lawful manner means to observe regulations governing conduct, and to refrain from private activities which would place them in a position where there is a conflict, or an appearance of conflict, between public interest of the United States and their private interests.  A list of prohibitions may be reviewed at the Human Resources Office.

Respect for the Flag

Chapter 10, Title 36, United States Code, states in part, “….during the ceremony of hoisting or lowering the flag, all persons present should face the flag, stand at attention and salute.  When not in uniform, men should remove the headdress with right hand holding it at the left shoulder, the hand being over the heart.  Men without hats should salute in the same manner.  Women should salute by placing the right hand over the heart….” Further, it is an Air Force directive that all persons and vehicles come to a complete stop upon hearing the first note of the National Anthem or upon seeing the flag being hoisted or lowered.

Political Activities

An employee of the Federal Government is prohibited by law (the Hatch Act) from holding or running for certain public offices, taking an active administrative or managerial part in partisan political campaigns, requesting political contributions, or using their official position or influence in political campaigns or elections.  Violation of this law could result in severe disciplinary action or removal. If you are in doubt about the restrictions on your political activity, contact the Human Resources Office before taking office.


Strikes Against the Government

The Labor Management Relations Act of 1947 prohibits strikes against the government by Federal employees.

Indebtedness

Employees are expected to pay their just debts and maintain a reputation in the community for honoring debts.  An employee’s failure, without good reason to honor debts acknowledged to be valid, or whose validity is supported by a court judgment, or to make and adhere to satisfactory arrangements for settlement is cause for disciplinary action.

Hill Air Force Base Facilities

You may use as a NAF employee

Did you know that you can use many of the facilities at Hill AFB?  Following is a list of services and facilities that are available for use by civilian employees, although some are available on a space available or limited basis.  Recreation facilities are available to dependants and guests of civilian employees as well.  If you are interested, you should contact the individual offices or facilities directly to obtain specific information such as rates, hours, and availability.

Medical Service (injuries and emergencies)

Tickets and Tours

Post Office

Auto and Wood Hobby Shop

Thrift Shop

Outdoor Recreation

Housing Referral Office

Bowling Center

Library

Education Services

Swimming Pools

Child Development Center

Snack Bars

Fitness Center

Golf Course

Credit Unions and Banks

Airline Ticket Office – (SATO)

Youth Center

Enlisted and Officers’ Club

Carter Creek Cabins

Centennial Park

Log Cabin

Base Restaurants

Drug and Alcohol Abuse Programs

Normally, civilian employees may not use the following base facilities unless entitled to do so by being a retired military member or military dependent:

Base Exchange

Package Store

Base Service Station

Military Dining Halls

Commissary

Base Medical Clinic

Legal Office

“Welcome to the 75th Services Division!” The HRO/Training staff always has an open door policy.  If you have any questions, please do not hesitate to come see us.

We are here for you!  Congratulations on your new position of employment!



75th Services Division Directory
Facility
Location                                                         
Services Division Administrative Office
Bldg 180
777-4134

Archery Range
Northeast Perimeter
777-7780

Auto Skills Center (Skills Dev Ctr)
Bldg 534
586-0566

Auto Mart Rental Space Reservations
Bldg 534
777-3467

Auto Mart
West of Bldg 805

Base Theater (reservations)
Bldg 441
777-4134

Base Restaurant Administration (Crosswinds Restaurant)
Bldg 230
777-2043

Bowling Center
Bldg 525
777-6565

Carter Creek Reservations
Bldg 805
777-2225

Car Wash Reservations
Bldg 180
775-6794

Centennial Park Reservations
Bldg 805
777-2225

Child Development Center
Bldg 470
777-6321

Club Hill
Bldg 450
777-3841

Club Hill Barber Shop
Bldg 450
777-2533

Dining Facility, Hillcrest Military
Bldg 519
777-3428

Equipment Check-out Center
Bldg 524
777-2225

Family Child Care
Bldg 460
777-0695

Fitness Center, Hess
Bldg 520
777-2761


Westside Fitness Center
Bldg 1277
777-8360

Golf Course
Bldg 720
777-3272

Honor Guard
Bldg. 402
777-3967

Human Resource Office
Bldg 460
777-2791

Information, Tickets & Travel
Bldg 460
777-3525

Leisure Travel (un-official travel office)
Bldg 460
777-1322

Library, Gerrity Memorial
Bldg 440
777-2533

Lodging (Mountain View Inn)
Bldg 146
777-0801

Massage Therapy (appointments)
Bldg 520
510-1762

Log Cabin (reservations)
Bldg 805
777-2225

Marketing and Publicity
Bldg 351
775-2084

Marquee, electronic
Wardleigh Rd.
775-2084

Nutrition Connection (Hess Fitness Center)
Bldg 520
825-5789

Outdoor Recreation
Bldg 805
777-2225

Resource Management
Bldg 180
775-2403

Riding Stables 
Bldg 1725
777-9037


Riding Stables POC


777-3735

Rod and Gun Club
Bldg 1506
777-6767

Skills Development Center
Bldg 534
586-0566


Auto, Engraving, Frame, Wood Shops

Training Office
Bldg 460
777-6006

Veterinarian
Bldg 401
777-2969

Youth Activities Center
Bldg 883
777-2419 

Youth Fishing Pond
Bldg 805
777-2225
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Chapel





HRO





Honor Guard


Bldg. 402





388FW


Bldg. 120





149





Lodging


Check-in





Linen


Exchange





11th Street





75th Services Division


Tickets & Travel Info.  Bldg. 460


Bowling Center 	Bldg. 525


Golf Course        	Bldg. 720


Club Hill	Bldg.  450


Outdoor Recreation    Bldg. 524


Child Development     Bldg.  470


Youth Center               Bldg. 883





HRO





Fam


Camp





Centennial


Park





Emergency 


Evacuation


Upon entering 


your building,


please note the 


nearest exit to


your room.


In an emergency


situation, please


evacuate the


building in a 


calm and orderly


manner.


Move to a 


distance of at 


least 300 feet


and remain there


until  a safety


response team 


advises you


that it is safe to


return.


**************************


Evacuation is


mandatory


during:


**Fire Alarms


**Bomb Threats


**Emergency


situations coded  as


such by Base


Safety Personnel.











Bowling 


Center





Outdoor 


Recreation





Golf


Course





Thornton 


Community


Center


Bldg. 460





472





480





521





351





350





Skills


Development





Fitness


Center


Bldg 520





Dining


Facility





Pool #3





Hospital





Child


Development


Center





6th Street





Library





Club Hill





Commissary





BX





AAFES Mini Mall





Burger 


King





Bldg. 230





Base 


Restaurant





75 ABW


MPF


Bldg. 180





8th Street





Pool


#2





Family Support  Bldg. 308








Airman’s Attic





To Youth Center 


Bldg. 883





4th Street





150





150





141





134





142





To Hobson House/1118





Wardleigh Road





Hill East Area Map














Nonappropriated 


Fund





  Employee              


  Handbook
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    Job Rating		Actual Work		Rate of


			Performed		Compensation





Crafts & Trades	In Excess of 		1.5 x the hourly


(NA, NL, NS)		8 hours a day		rate for the


or in excess		overtime hours only      


of 40 hrs a week		








Child 			In excess of 40	1.5 x the hourly


Development		hours a week		rate for the 


   						overtime hours only





Pay Bands		In excess of 40 	1.5 x the hourly


(NF)			hours a week		rate for the overtime


						hours only





	





�





0-3 years of service		5% of the hours worked


				per pay period





3-15 years of service		7.5% of the hours worked 				per pay period





15+ years of service		10% of the hours worked


				per pay period





�





�





�





�





�





�





�





�

















PAGE  
18

_1114950844.doc



