oA NEWS AROUND THE
DECEMBER 9, 2011 BAS E

The new Child Development Centers will be opening in the month of De-
cember. The facilities are CDC West located 26 Weaver Avenue and
CDC East located 127 Howie Walters Road. The new centers will pro-
vide jobs for over 50 new employees. The HR office will be busy provid-
ing information and in processing the new employees as they get settled
into the area. Please take the time to make the new additions to our
Force Support family feel welcome in the coming months. Another pro-
ject around the base that may affect our NAF employee includes the re-
opening of the Commando Fitness Center. The Center has been remod-
eled and furnished with new state of the art equipment to meet the fitness
needs of our military and civilian work force. Take the time to stop by and
see the improvements and take advantage of everything available to you
as a NAF employee. See you there!

CHECK YOUR LES — {

How often do you look at the Leave and Earnings Statement?

Are you being paid for the correct number of hours worked? Are the

proper deductions being made for insurance, retirement, 401k and in-

come tax? If you think you may have to pay additional income tax at the

end of the year, you may want to consider changing your W4, Em-

pl oyee’s Wi thholding All owance Certifi
please contact the HR office. We can help you get on-line and reset

your password as needed.

JUST A REMINDER: YOUR W-2 CAN BE PRINTED FROM YOUR
AMY MONEY ACCOUNTO WHEN AVAILABLE.
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2012 Federal Holiday

Monday, January 2nd
Monday, January 16th
Monday, February 20th
Monday, May 28th
Wednesday, July 4th

Monday, September 3rd

Monday, October 8th
Monday, November 12th
Thursday, November 22nd

Tuesday, December 25th

Sunday Premium

’

New Year'’'s Day

Birthday of Martin Luther King, Jr. -.’-"'",k,ﬁ.,\
Washington’s Birthda H“__““ﬂw
Memorial Day
Independence Day

Labor Day

Columbus Day

Veterans Day

Thanksgiving Day
REMINDER: The maximum amount of
Christmas Day annual leave that may be carried over from

one year to the next is 30 days (240 hours),

Pay

The Office of Personnel Manage- Sunday Premium Pay. The em- If you have more questions, please
ment has provided guidance for ployee does not have to work eight contact the Human Resources
employee Sunday Premium Pay as hours on a Sunday in order to re- Office.

a result of the decision in Fathauer ceive Sunday Premium Pay. Eight

v. United States. It states that an hours is the limitation upon the More information can also be found at
employee (regular or flexible) who number of hours for which premium WWW.Myhurlburt.com/

has a regularly scheduled tour of pay may be paid, not a minimum Employee Comer/

duty that begins on, ends on, or
includes a Sunday is eligible for

Equal Employment Office

number of required hours.

Sunday Premium Payments.

It is Air Force policy to provide equal opportunity in employment for all per-
sons and maintain a work environment free from unlawful discrimination.
Resolving EEO complaints at the lowest possible organizational level is es-
sential to Air Force mission accomplishment, employee morale and work

productivity.

The Equal Opportunity (EO) office staff at Hurlburt Field can be reached at
850-884-5679 if you would like more information on the equal opportunity
program at Hurlburt Field, Florida.
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LWOP for regular employees moving with head of household

A regular employee is entitled to
LWOP for up to 150 calendar
days in order to avoid a break in
service when resigning from his/
her position due to an em-

pl oyer’'s transf
household. The employee must
be a family member of either:

a. A military member who is
head of household

b. A federally employed per-
son who is the head of
household

e

c. A non-federally employed
person who is the head
of household

An employee granted LWOP
according to these procedures, f
receives no special employment
consideration as a result of this
LWOP status. Requests for
LWOP is the
sponsibility and must be ap-
proved by the Force Support
Commander or Deputy.
Employees submit request for
LWOP to his/her supervisor on
SF-71 along with evidence of
sponsor’ s

emp |

transf

ders. Normally annual leave is
not granted in conjunction with
LWOP. An employee who is
granted LWOP has to perform
duty on the last duty day prior to
the start of the LWOP. (AFMAN
34-310 14.4.3 and AFI 36-815,
41.2.2))

CLASSIFICATIONS AND APPEALS

An appeal is a written request made by an employee for a change in the pay system; grade or pay band,
series, or title of his/her officially assigned position. An appeal may be filed by an employee individually or
on behalf of a group of employees occupying identical positions (having the same pay plan, series, grade
or pay band, and position number). An employee may appeal the classification of his/her position at any
time and has the right to be assisted and advised in preparing the appeal by a representative of his/her
own choice, unless there is a conflict of interest.

It may be helpful to speak to your supervisor or the HRO, 884-5213, if you have questions about classifi-
cation issues or the appeal process.

NAFjobs.org

This website is user friendly and
accessible 24 hours, 7 days a
week. You will have the con-
venience of applying for any po-
sitions from any accessible com-
puter with internet connection.
You will always have access to
a variety of positions all around

the Air Force. The website of-
fers built-in help menus and it
allows you to input your informa-
tion in one location which offers
simple instructions by applying
with a few clicks of the mouse.
You won’t have

misplacing applications ever
again!
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HURLBURT FIELD Information available to you at www.myhurlburt.com

1 SOFSS/FSMH )
145 Letourneau Avenue Access to : My Money

Hurlburt Field, FL 32544

Phone: 850 -884-6464 401K Booklet

Fax: 850-884-2204
E-mail: Ask HRO@hurlburt.af.mil NAF Retirement

Life Insurance

Health and Dental rates
WWW.myhurlburt.com

Stand Alone Dental rates

Accessing your 401K account On-line

Go to the website ( www.wellsfargo.com/401k ). It will bring you to a page that says Wells
Fargo Retirement Services. On the right side of this page is a box (View Your Retirement
Plan Accounts). Click on first time user and it will ask you to enter a Registration ID (this is
your SSN with the dashes). Click Continue and it will ask for your birth date (mm/dd/yyyy).
Click Continue, on this page you will create a User Id and Password. It will also ask you to
answer security questions. Click Submit, if you were registered successfully it will bring you
to the Home Page, then Click on Retirement Savings Account.

You now have access to your account.
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