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Welcome to the 2008 edition of the Human Resource Handbook for DoDDS-
Pacific/DDESS-Guam.  This edition includes the latest information on the National Security 
Personnel System (NSPS), as well as the various policies and regulations that govern your 
employment with our organization. 
 

As a new employee or as a member of our team, please take time to review this important 
document on issues ranging from resource services to performance standards. The sections on 
employee pay and benefits contain the latest information available. 
 

We’ve done our very best to produce the most accurate, complete, and up-to-date 
Handbook possible, but if you find we have missed something or made a mistake, we want to 
hear from you.  Please direct your comments to the Human Resources staff at the contact 
numbers provided or send an email to:  PAC.Personnel@pac.dodea.edu. 

Finally, please remember your professional obligation to meet our organization’s vision 
for the students we serve, and that you are working and living in an overseas environment.   

 
            Nancy C. Bresell 
           Director 
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WELCOME TO THE PACIFIC! 
 
 
The day-to-day management of all employees at the school level is the basic responsibility of the 
School Principal or first line supervisor who functions as the “Personnel Manager”, having the 
authority to establish and fill positions, evaluate performance, train, develop, reward and/or 
discipline assigned personnel. 
 
If you have any problems, see your first line supervisor or the School Principal first.  If 
your problems cannot be resolved or your questions cannot be answered at that level, they will 
be referred to the next line of supervision or to the DoDDS-P/DDESS-G Human Resources 
Representative.  The need to refer routine human resources matters to the DoDEA Human 
Resources Regional Service Center should be an exception rather than a practice. 
 
The purpose of this handbook is to help you understand some facts about your appointment and 
your employment as a DoDEA Schools, Pacific Area, employee.  The following information 
explains benefits and responsibilities of your employment.  This is part of your in-processing 
orientation, and you are encouraged to read it carefully and keep it with your personal 
copies of your employment documents.  This handbook is periodically updated, and comments 
on ways to improve it are welcomed.  If you have a recommendation, please send it to DoDDS-
Pacific/DDESS-Guam Human Resources Division, Unit 35007, Bldg. 290, APO AP 96376. 
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SECTION A - IMPORTANT TELEPHONE NUMBERS 
 
 
 
KOREA 
 
DoDEA Human Resources Field Representative    644-5854 
 
Human Resources Assistant       644-5852 
 
Customer Service Representative (Payroll)     644-5862 
 
Human Resources Specialist (Educator Staffing)    644-5868 
 
JAPAN 
 
DoDEA Human Resources Field Representative    644-5858 
 
Human Resources Specialists       644-5896/5860 
 
Customer Service Representative (Payroll)     644-5939 
 
Human Resources Specialist (Educator Staffing)    644-5850 
 
OKINAWA 
 
DoDEA Human Resources Field Representative    644-5800 
 
Human Resources Assistants       644-5851/5799 
 
Customer Service Representative (Payroll)     644-5861 
 
Human Resources Specialist (Educator Staffing)    644-5868 
 
GUAM 
 
DoDEA Human Resources Field Representative    644-5941 
 
Human Resources Assistant/Customer Service Rep (Payroll)  644-5940 
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SECTION B - WORKING FOR THE DEPARTMENT OF DEFENSE IN 
THE PACIFIC 

 
 
1.  Status of Forces Agreement (SOFA)  (Foreign Overseas Areas).  U.S. Forces (USF) are in 
the Pacific area as an instrument of U.S. foreign policy.  As an employee of the DoDEA Pacific 
Area, many of your responsibilities and the scope of your activities are defined in treaties with 
the host nations.  Your presence and employment in your host nation are governed by provisions 
of the SOFA which entitle you to exemption from some host nation taxes and afford you certain 
benefits.  Among these is the right to use certain USF facilities for your personal and family 
needs. SOFA agreements apply in Korea and Japan. 
 
2.  ID/Privilege Card.  Your ID/Privilege Card is proof of your status and is your admission 
“ticket” to USF facilities and to USF retail outlets where merchandise is exempt from local taxes 
and import duties.  Your use of USF facilities is sanctioned under SOFA or other appropriate 
regulations, and it is your responsibility to protect your privilege and your ID/Privilege Card.  If 
your card is lost or stolen, you must immediately notify the pass and registration section of your 
local base law enforcement office.  To apply for a replacement card, contact your supervisor or 
the Personnel Field Representative.  However, since dependents of military service members 
derive their right to use of USF facilities from their sponsor, they must contact the sponsor’s 
Civilian Personal Office. 
 
 

SECTION C – HUMAN RESOURCES SERVICING 
 
 
3.  DoDEA Human Resources Regional Service Center.  The DoDEA Human Resources 
Regional Service Center is responsible for carrying out all aspects of the Human Resources 
program according to the requirements of statutes, executive orders, regulations, and established 
standards. 
 
4.  Access to the DoDEA Human Resources Regional Service Center.  You are expected 
first to discuss your problem or information needed with your supervisor.  If your 
supervisor is unable to resolve your need, you will be directed to the proper authority. 
 
5.  Orientation Process.  You should participate in an orientation process consisting of four 
parts:  (1) your local base “newcomer orientation”; (2) information received from your sponsor 
to ease your transition to the base environment; (3) this handbook to provide you with basic 
information about the conditions, rights and obligations of your employment, plus checksheets 
and information handouts from your DoDDS-P/DDESS-G Human Resources Division; and (4) 
an orientation by your supervisor describing the duties and requirements of your job.  The 
orientation process is to provide you with the information needed to make the transition to your 
new job as smooth as possible. 
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SECTION D - DOD EDUCATION ACTIVITY SCHOOLS 
 
 
6.  DoDDS Mission and Accreditation. (Overseas)  The mission of the Department of Defense 
Dependents Schools (DoDDS) is to maintain a school system which provides educational 
opportunities through thirteen years of school (kindergarten through grade twelve), to assure that 
such educational opportunities are of high quality and are comparable in all respects to the better 
school systems of the United States; to maintain such schools in sufficient numbers and types, 
properly staffed and equipped to provide quality education for eligible dependent children of 
United States military and civilian personnel of the Department of Defense stationed overseas.  
Most of the elementary schools and all of the middle and high schools are accredited by the 
North Central Association of Colleges and Schools (NCA). 
 
7.  Standards of Conduct for Employees.  As an employee of DoDEA Schools, you have a 
primary role in keeping American education and cultural standards alive in the American 
communities in the Pacific.  Your civilian and military associates regard the school system as a 
vital part of the overseas mission through its contribution to the education of dependent children.  
There is a uniqueness in your position.  As an employee of the U.S. Government, you will be the 
“mirror” of American society and culture.  It is essential that each of us place our best foot 
forward in all of our contacts. 
 
As a Federal employee, you are expected to conduct yourself in an acceptable manner at all 
times so that you will not reflect adversely on DoDEA, the public service, or the U.S. 
Government.  DoDEA will not interfere in the private lives of employees, but it does require that 
they be honest, reliable, trustworthy, and of good character and reputation, and have 
unquestioned loyalty to the United States. 
 
You are responsible for familiarizing yourself with the Standards of Conduct for DoD employees 
and to conduct yourself accordingly.  They are available at your place of work.  If you are in 
doubt about specific standards of conduct, you should consult with your supervisor. 
 
8.  Limitation on “Other” Employment.  As a Federal employee, you are prohibited from 
engaging in outside employment or other outside activity not compatible with the full and proper 
discharge of the duties and responsibilities of your Federal job.  Thus, you may not engage in 
outside employment which would tend to impair your mental or physical capacity to perform 
your Government duties and responsibilities in an acceptable manner.  “Other” incompatible 
activities include, but are not limited to, acceptance of a favor, pay, gift, payment of expenses, or 
any other thing of monetary value in circumstances in which acceptance may result in or create 
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the appearance of conflicts of interest.  Conditions under which you and your dependents may 
engage in commercial activities or private employment including appearances in or on television 
programs, stage plays, or motion pictures, are discussed in local command directives.  
Employees should consult their supervisor before engaging in outside employment. 
 
9.  Standards of Ethical Conduct for Employees of the Executive Branch.  Each employee 
has a responsibility to the United States Government and its citizens to place loyalty to the 
Constitution, laws and ethical principles above private gain. To ensure that every citizen can 
have complete confidence in the integrity of the Federal Government, each employee shall 
respect and adhere to the following principles of ethical conduct: 
 
(1) Public service is a public trust, requiring employees to place loyalty to the Constitution, the 
laws and ethical principles above private gain. 
 
(2) Employees shall not hold financial interests that conflict with the conscientious performance 
of duty. 
 
(3) Employees shall not engage in financial transactions using nonpublic Government 
information or allow the improper use of such information to further any private interest. 
 
(4) An employee shall not, except as permitted by reasonable exceptions provided by regulation, 
solicit or accept any gift or other item of monetary value from any person or entity seeking 
official action from, doing business with, or conducting activities regulated by the employee's 
agency, or whose interests may be substantially affected by the performance or nonperformance 
of the employee's duties. 
 
(5) Employees shall put forth honest effort in the performance of their duties. 
 
(6) Employees shall not knowingly make unauthorized commitments or promises of any kind 
purporting to bind the Government. 
 
(7) Employees shall not use public office for private gain. 
 
(8) Employees shall act impartially and not give preferential treatment to any private 
organization or individual. 
 
(9) Employees shall protect and conserve Federal property and shall not use it for other than 
authorized activities. 
 
(10) Employees shall not engage in outside employment or activities, including seeking or 
negotiating for employment, that conflict with official Government duties and responsibilities. 
 
(11) Employees shall disclose waste, fraud, abuse, and corruption to appropriate authorities. 
 
(12) Employees shall satisfy in good faith their obligations as citizens, including all just financial 
obligations, especially those--such as Federal, State, or local taxes--that are imposed by law. 
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(13) Employees shall adhere to all laws and regulations that provide equal opportunity for all 
Americans regardless of race, color, religion, sex, national origin, age, or handicap. 
 
(14) Employees shall endeavor to avoid any actions creating the appearance that they are 
violating the law or the ethical standards set forth in this part.  

 
 
10.  Origin of the Overseas Schools and Servicing Responsibility.  In 1946, the first overseas 
schools were established by the branch of military service responsible for each particular base.  
On July 1, 1964, the Overseas Schools System, operated by the military departments under the 
policy direction of the Assistant Secretary of Defense (Manpower), was established.  In January, 
1967, a major reorganization was effected by the Department of Defense which provided for the 
administration and operation of the schools by a single manager for each of the three geographic 
areas of the world:  European, Pacific, and Atlantic.  The Air Force became responsible for the 
Pacific area, the Army for the European area, and the Navy for the Atlantic area.  Thus, school  
personnel were classified as Army, Navy, or Air Force employees depending upon the 
geographic area of their assignment.  On July 1, 1976, schools personnel in overseas areas were 
changed to Department of Defense employees and became part of the organization which is now 
known as the Department of Defense Dependents Schools (DoDDS).  Department of Defense 
Dependents Elementary and Secondary Schools (DDESS) facilities opened on Guam to serve the 
educational needs of dependents of military members and civilian employees of the Department 
of Defense who are assigned to Guam. 
 
11.  Position Classification. 
 

a.  National Personnel Security System (NSPS).  Employees whose positions 
are classified in the NSPS (i.e., District Superintendent, education specialist, 
school clerk, education aide, etc.) and whose services are required on an other-
than-school-year basis are paid according to the NSPS salary tables. 
 
b.  Public Law 86-91 Employees. (DoDDS)  Principals, assistant principals, 
teachers, librarians, school nurses, counselors and certain other school personnel 
whose services are only required for the school year are covered by the Defense 
Department Overseas Teachers Pay and Personnel Practices Act.  The pay of 
Public Law 86-91 employees is administratively determined (TP pay plan) by 
annual surveys of urban school jurisdictions in the United States of 100,000 or 
more population.  Salaries are usually retroactively adjusted in April or May 
based upon the annual survey. 
 
c.  WG (Wage Grade); WL (Wage Leader); and WS (Wage Supervisory).  
Wage employees are those employees in trades, crafts, or labor occupations, 
whose pay is fixed and adjusted administratively in accordance with prevailing 
wages in defined geographic areas. 
 
d. Section 2164 of Title 10, United States Code Employees. (DDESS) Applies 
to the schools (pre-kindergarten through grade 12) operated by the Department of 
Defense within the Continental United States, Alaska, Hawaii, Puerto Rico, Wake 
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Island, Guam, American Samoa, the Northern Mariana Islands, and the Virgin 
Islands, known as DoD DDESS arrangement 
 
e. Classification Appeals.  When you began your employment at your current 
location, you should have received a copy of your official position description.  If 
you are dissatisfied with your title, occupational code or grade (Schedule A, B, C, 
etc.), you should first discuss the problem with your supervisor.  If he/she cannot 
resolve the problem, you will be referred to the DoDDS-P/DDESS-G Human 
Resources Division. If the DoDDS-P/DDESS-G Human Resources Division 
cannot resolve the problem to your satisfaction, they will advise you as to how to 
file a classification appeal in accordance with the appropriate DoDEA regulation. 
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SECTION E - ABOUT YOUR EMPLOYMENT 

 
 
12.  You and Your Supervisor.  Your immediate supervisor is your first point of contact for 
assistance with concerns you may have about work-related matters.  When you report for duty, 
your supervisor will acquaint you with the other employees in the school or organization, explain 
your position in the organization, and assist you to get started with your duties.  Your supervisor 
will assure that you are trained in phases of your job you do not already know, assign duties and 
authorize you to accomplish your job.  You are expected to put in a full day’s work.  Your 
supervisor will discuss your work performance with you, periodically advise you regarding your 
performance and point out areas of your work, as they are discovered, in which you need to 
improve.  Your supervisor is the person who approves your leave requests and certifies your time 
card.  If you should have any problems concerning your work or personal matters, you 
should first consult with your supervisor. 
 
13.  Types of Appointments.  The DoDEA schools work force is composed mainly of 
employees in the Excepted Service with a few non-educator employees in the Competitive 
Service.  Excepted Service positions are those which have been excluded by law, Executive 
Order, or regulation from the competitive procedures applicable to Competitive Service 
positions.  A chart showing entitlements under specific appointments is at Appendix B. 
 
14.  How Positions are Filled.  Under normal circumstances, the principal is the person who has 
final authority on what recruitment source will be used to fill a vacancy and may fill a position 
by: 

a.  Reassignment of a current faculty member/employee. 
b.  Local recruitment. 
c.  Transfer program. 
d.  CONUS recruitment program. 

 
The choice of recruitment source is based on the type of position to be filled, the special 
characteristics of the position, availability of well-qualified applicants, and the need to infuse the 
faculty with teachers with recent CONUS training and experience.  Ideally, a principal will fill 
positions through a mixture of the different recruitment sources. 
 
15.  Trial/Probationary Period.  A trial or probationary period of service is required for an 
appointee to a non-temporary job.  Essentially, the trial or probationary period is a continuation 
of the suitability evaluation process which began when you applied for employment.  Unless you 
have directly transferred to your new job from a position where you have completed a trial or 
probationary period, or have been advised otherwise in writing by the Human Resources Service 
Center, you will be required to serve a trial or probationary period if your appointment is 
indefinite.  During your trial or probationary period, your supervisor will observe your conduct 
and performance and will counsel you periodically so you will understand how your supervisor 
believes you are performing. If your performance or conduct is judged to be unsuitable, your 
supervisor may terminate your employment.  Termination of an employee serving a trial or 
probationary period entails few procedural requirements.  The rights to appeal termination 
during a trial or probationary period are extremely limited.  An educator who has previously 
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completed a trial period with the DoDEA system who has a break in service of more than three 
(3) calendar years will be required to complete a new trial period. 
 a. Length of Trial or Probationary Period 
 

National Security Personnel System (NSPS) employees in the competitive service are on 
a one year probationary period. 
 
DDESS educators and other professional bargaining unit employees assigned as 
Administratively Determined (AD) employees in the excepted service will serve a one 
year trial period. 
 
Teaching Positions (TP) employees in the excepted service will serve a two year trial 
period. 
 
TP and AD employees in the excepted service who have veteran’s preference serve a one 
year trial period. 

 
16.  Your Pay.  Every employee expects to be paid on time.  You will be paid every two weeks 
for the hours reported to the civilian pay office by your supervisor. 
 

a.  Pay Fixing Policy. For DoDDs Pacific new employees, the maximum number 
of years of teaching experience that can be accepted for pay purposes is 
determined by the DoD Wage Fixing Authority.  Other policies govern the 
crediting of teaching experience for pay setting purposes for former DoDEA 
educators who are reappointed to DoDEA educator positions.  There is a special 
provision regarding pay setting for DoDDS educators reappointed through 
exercise of administrative reemployment rights (ARR) after completion of a one 
or two year course of formal study, participation in a project, or temporary non-
DoDDS employment.  Such educators will, upon reappointment, in addition to the 
step held at the end of the last school year, be granted one step for completion of 
said school year and one additional step for completion of the approved study, 
project, or employment.  Only one additional step may be granted in such cases, 
regardless of whether the period of absence under ARR was one or two years in 
duration. 
 
b.  Pay Fixing Policy. For DDESS Guam.  The pay for Guam employees is set in 
accordance with the Master Labor Agreement (MLA) between DDESS and the 
Federal Education Association-Stateside Region and may vary by location.  
Teachers are paid based on academic salary lanes which reflect degrees and 
graduate coursework completed after each degree.  Service increments or steps 
are provided to recognize years of verified experience up to the allowed 
maximum.  There will be no saved pay. 
 

(1) Prior experience for pay setting purposes will be accorded for the life 
of the MLA as reflected on the matrix at Appendix E. 

 
(2) Pay setting for bargaining unit members hired prior to 4 July 1999 will 
be in accordance with Section 3.a. of Article 20 of the original Master 
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Labor Agreement, and quarter hours earned prior to 4 July 1999 will be 
treated as equivalent to semester hours. 

 
(3) Bargaining unit employees hired after 4 July 1999 will have their pay 
set according to the following: 

 
(a) Employees will be placed in the pay lane commensurate with 
degree, or degree plus semester hours (or equivalent quarter 
hours), earned from a regionally accredited college or university.  
(Quarter hours earned prior to 4 July 1999 will be treated as 
equivalent to semester hours). 

 
(b) Pay will be set according to their years of experience as 
follows:  Credit for all years of previous DoDEA (DoDDS and 
DDESS) or other creditable Federal civilian teaching experience, 
plus credit for a maximum of five (5) years of non-federal teaching 
experience. 

 
c. As a part of your initial processing, you completed several forms that will 
affect your “take home” pay.  The number of dependents, whether you chose to 
enroll in health benefits or life insurance, union dues, etc., are some of the 
deductions that determine the amount of your net pay. 
  
d. Normally, you will receive your first pay within three weeks of your 
starting date; however, because the payroll is computed and paid on regular two-
week cycles, your first pay could be delayed (for two weeks) until the next cycle 
if the civilian pay office does not get all the necessary paperwork at the right time 
in the pay cycle.  This depends on when you start to work during the pay cycle. 
 
e. Your pay normally will be sent directly to a U.S. bank of your choice in the 
overseas area or stateside where you maintain an account.  You will receive a 
Leave and Earnings Statement (LES) which will explain deductions, net pay, 
leave earned, etc.  An explanation of the LES may be found at Appendix F.  You 
are encouraged to look it over carefully.  If you have any questions regarding 
deductions/additions, contact your supervisor or, if necessary, your servicing 
Customer Service Representative.  Employees are encouraged to review each LES 
upon receipt to determine if errors have occurred.  If you believe an error has 
occurred in your pay, you should bring the matter to your supervisor’s attention as 
soon as possible. 
 
f. The Department of Defense Wage Fixing Authority establishes and 
prescribes salary schedules for each of the following levels of education for 
PL 86-91 (TP) and AD (Guam educator) employees.  Bachelor’s degree, 
Bachelor’s degree plus 15 semester hours, Bachelor’s degree plus 30 semester 
hours, Master’s degree, Master’s degree plus 15 semester hours, Master’s degree 
plus 30 semester hours, and Doctor’s degree.  A flat daily rate is prescribed for 
substitute teachers. 
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g.  Completion of Higher Levels of Education for pay lane change.  
An educator who completes higher levels of education to move to a higher salary 
lane must apply by completing the Academic Salary Lane (ASL) application and 
attaching the appropriate transcripts (front and back).  Copies of transcripts must 
be validated, signed, and dated by the principal.  (ASL application forms may be 
accessed at: http://www.dodea.edu/offices/hr/employees/licensure/default.htm. 
The application and transcripts should be sent by facsimile, scanned, or mailed to 
DoDEA Human Resources Regional Service Center, ATTN:  Licensure 
Unit/ASL, 4040 North Fairfax Drive, Arlington VA 22203-1634/FAX: 703-588-
5379. 
 
Procedures for determining whether or not the ASL request is valid.  A 
DoDEA headquarters educator licensure analyst will verify that all course work 
from an accredited college or university has been successfully completed, that all 
quarter hours have been converted to the proper equivalent in semester hours, that 
all course work from an accredited college or university has been successfully 
completed, that all quarter hours have been converted to the proper equivalent in 
semester hours, that all course work was at the graduate level, and that all course 
work was earned subsequent to the date of the bachelor’s degree (for the BA + 15 
and BA + 30).  If more information is required, the educator will be notified by e-
mail.  When the educator licensure analyst determines that all criteria have been 
met for approving the ASL request, the Standard Form 52-Request for Personnel 
Action (RPA) will be initiated and forwarded to the appropriate customer 
operations team (COT) for processing.  Effective dates for the ASL will be 
determined as follows:  If a properly completed ASL package is filed with the 
school principal not later than one (1) calendar year following completion of the 
required credit hours the ASL will be effective as of the first day of the first pay 
period following the date the education was completed or the degree granted.  The 
filing date will be determined by the date stamped on the application by the 
school secretary as the receipt date.  If a properly completed ASL package is filed 
with the school principal later than one (1) calendar year following completion of 
the required credit hours, the ASL will be effective as was presented to the school 
principal.  The filing date will be determined by the date stamped on the 
application by the school secretary as the receipt date. 
 
h. Pay Lane Adjustments for DDESS Guam.  All bargaining unit employees 
will receive pay lane adjustments as follows: 
 

(1) Pay lane adjustments will be made upon receipt by the Agency of an 
official copy of a transcript indicating course work completion or aware of 
an advanced degree from a regionally accredited college or university.  If 
the college or university does not identify the date course work was 
completed, bargaining unit employees may provide official grade reports 
or other appropriate official documentation from the college or university 
in conjunction with the transcript to establish the date on which course 
hours were completed. 
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(2) Pay lane adjustments based upon completion of “degree plus hours” 
means semester hours.  Quarter hours will be converted to semester hours 
on a 3 to 5 basis (i.e., 3 semester hours equals 5 quarter hours). 

 
(3) Pay lane changes will be retroactive for pay purposes to the beginning 
of the pay period following receipt of a transcript reflecting award of the 
degree or completion of coursework, provided the employee submits the 
request for pay lane change within one-hundred twenty (120) days of 
award of the degree or completion of the coursework.  If the employee 
does not submit the request for the pay lane change and supporting 
transcript(s) within this time period, the pay lane change shall be effective 
at the beginning of the pay period following submission. 

 
i.  Advance in Pay.  Transferees or employees hired from CONUS assigned to a 
post in a foreign area may be provided one advance of up to three (3) months’ 
pay.  The advance in pay is intended primarily to help employees with their move 
and initial housing costs.  Advance in pay must be requested prior to departure or 
within three (3) months after arrival.  The advance will be limited to a maximum 
of three (3) months (six pay periods) of net base pay.  Allotments and assignments 
of the advance of pay are not authorized.  The employee must agree to liquidate 
the advance by payroll deductions within 12 months from the date of advance 
payment.  The employee must also agree to repay in full any outstanding balance 
of the advance upon termination of employment. Advance in Pay is not 
authorized for Guam (non-foreign area). 
 
j.  Garnishment.  Federal employees are expected to pay their just debts and 
meet their financial obligations.  When employees fail to do so, their pay may be 
garnished.  The garnishment of employees’ salaries for alimony and child support 
has been authorized since 1975.  Public Law 103-94 enacted on October 6, 1993, 
authorized the garnishment of Federal employees’ pay for general or commercial 
debts. 

 
17. Step Increase. Employees periodically earn eligibility for increases in the pay rates 
up to the maximum step of the specific grade. 

 
1.  DoDDs Pacific Employees.  Employees periodically earn eligibility for increases in 
the pay rates up to the maximum step of the specific grade. 

 
a. Public Law 86-91 employees, each full-time educator advances one 
numerical service step for each school year of satisfactory service until the 
four highest steps on the schedule for the appropriate class and level of 
preparation are reached.  The four highest steps require four years of 
service in the preceding step.  Credit for a school year of service is granted 
provided that the educator has been in a pay status at least 150 working 
days during the last previous school year as a DoDEA educator for which 
a step increase has not been granted.  Each half-time educator advances 
one numerical service step for each two school year period.  An educator 
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who works the first year on a half-time basis and the second school year 
on a full-time basis advances one step after completion of the second year. 

 
b.  For all NSPS employees, there are no steps on the NSPS salary table.  
Salary is set within pay bands.  Possible increases will be through the 
performance payout done every January or through reassignments or 
promotion to a higher pay band. 

  
 2.  For DDESS-Guam Employees 
 

a. In accordance with the Master Labor Agreement (MLA) Article 20, Section, 
salary a.  
 
Association members will be paid for the current school year according to the 
salary schedules at the following website. 
http://www.dodea.edu/offices/hr/salary/ddess-educators.htm.  In any 
subsequent school year covered by the Agreement, the pay schedules will be 
increased by three (3) percent. 

 
b.  The pay year will begin on the first full pay period in July and extend for 26 
full biweekly pay periods; For any subsequent pay years which may be covered 
by the MLA, the pay year will begin the first day of the first pay period following 
completion of the previous pay year and extend for 26 full biweekly pay periods. 

 
 c. The 3% annual increase will be effective on the first day of each pay year.  
 

d. Steps 1 through 29 of the salary schedules are annual step increases payable 
upon completion of one (1) year of service in the prior step.  For both full-time 
and part-time employees, step increases will be effective the first day of each pay 
year. 

 
(1) For full-time employees, a year of service is defined as no fewer than 120 
work days. 

 
(2) For part-time employees, year of service is defined as a minimum of 900 
hours in a pay status at the prior step.  Hours in a pay status are cumulative and 
will be tracked from pay year to pay year until the bargaining unit member 
completes the required 900 hours required for advancement to the next step.  An 
employee may, after completion of 900 hours, submit a written request that their 
pay be set at the next pay step.  Upon receipt of the written request, the Agency 
will verify if the data is correct, and then process the action making the effective 
date the next pay period following submission of the request.  If no written 
request is submitted, the step increase will become effective at the start of the 
next school year. 

 
(3) Once a bargaining unit member advances to the next step, he/she must be in a 
pay status a minimum of 900 hours at the new step prior to being eligible for 
advancement to the next step. 
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18.  Allowances and Benefits. 
 

a.  Government Housing and Living Quarters Allowance (LQA) 
(Overseas Areas).  An unaccompanied civilian employee may be housed 
in base bachelor officer’s quarters (BOQ) without charge (except a 
nominal cleaning fee) or may be required, (or elect when permitted by 
local housing authorities) to live off base and receive LQA.  Housing for a 
civilian employee who is a dependent of a military member or another 
civilian employee will be based on the sponsor’s entitlement/eligibility.  
An accompanied civilian employee may be eligible for base housing 
depending on family size, the employee’s grade, and the availability of 
housing.  If base housing is not available, LQA will be paid.  To be 
eligible for LQA, the employee must live in off-base housing that has been 
approved for occupancy by the Base Housing Office.  The LQA varies 
depending on employee’s grade, accompanied or unaccompanied status, 
number of accompanying dependents and geographic area in which 
employed.  LQA is intended to cover the reasonable cost of rent, heat, 
electricity, water, and/or gas incurred by the employee up to the maximum 
for the employee’s category.  An employee must complete and submit to 
the DoDEA Human Resources Regional Service Center a Standard Form 
1190, Foreign Allowances Application, Grant, and Report, before LQA is 
granted.  The initial grant will be determined by actual or estimated 
expenses shown on the SF 1190.  When there is a change in quarters or 
number of dependents present with the employee at the employee’s 
assigned installation or when there is any other change which might 
require revision or termination of LQA, the employee must promptly 
complete an SF 1190 and submit it to the HR Regional Service Center 
via DoDEA Allowance Processing System (DAPS). Each employee 
must also annually submit an SF 1190 via DAPS on a pre-determined 
anniversary date on which expenses for the past 12 months have been 
documented and to which all receipts for these expenses are attached.  
These annual reports will be used to report to the State Department and to 
adjust continuing LQA grants.  All LQA grants will be reconciled at the 
annual review time or at the time of termination of the LQA grant, 
whichever is earlier.  Overpayments will be collected and underpayments 
reimbursed within the established LQA maximums.  Intermittent and part-
time employees are not eligible for LQA. 

 
b. Government Housing (Non-foreign Overseas Areas – DDESS Guam 
Employees).  Living Quarters Allowance (LQA) is not authorized to 
employees assigned to Guam.  Employees assigned to Guam are not 
authorized free Government housing.  However, employees may be 
eligible for Government housing at prescribed rental rates depending on 
availability.  Monthly Government  housing rental rates range from $900 
to $1,600 depending on the number of bedrooms and the location of the 
house.  Guam Naval Installation units include utility expenses in the 
Government housing rental rates.  Average monthly utility cost for these 
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units are approximately $147.  Off-base rental rates range from $1,200 to 
$3,000 and may not include utility expenses. 

 
c.  Temporary  Quarters Subsistence  Allowance (TQSA) (Foreign 
Overseas Areas).   Effective November 1, 1992, the Department of State 
Standardized Regulations (DSSR) were changed to replace the Temporary 
Lodging Allowance (TLA) and the Supplementary Post Allowance (SPA) 
with a single allowance called the Temporary Quarters Subsistence 
Allowance or TQSA.  TQSA is intended to assist in covering the average 
cost of adequate but not elaborate or unnecessarily expensive 
accommodations in a hotel, pension, or other transient-type quarters at the 
post of assignment, plus reasonable meal and laundry expenses for a 
period not in excess of 90 days after first arrival at a new post of 
assignment in a foreign area, ending with the occupation of residence 
quarters if earlier, or 30 days immediately preceding final departure from 
the post following necessary vacating of residence quarters.  The 90 and 
30 day temporary quarters subsistence periods may be extended up to but 
not more than an additional 60 days in each case if it is determined by the 
area director that compelling reasons beyond the control of the employee 
require continued occupancy of temporary quarters.  The amount of TQSA 
which may be reimbursed to employees is set forth in Sections 123.3 and 
124.3 of the Department of State Standardized Regulations.  Note: 
According to Section 127 b. of the Department of State Standardized 
Regulations, any post allowance (COLA) which would be otherwise 
authorized under Section 220 of the DSSR shall not be paid for any period 
during which TQSA is paid. 

 
d. Temporary Quarters Subsistence Expense (TQSE) (Non-foreign 
Overseas Area-Guam).  TQSE is a discretionary, not mandatory, 
allowance intended to partially reimburse an employee for reasonable 
subsistence expenses incurred when it is necessary for the employee 
and/or the employee’s dependent(s) to occupy temporary lodging incident 
to a PCS move.  TQSE include the costs of temporary lodgings, meals 
and/or groceries, tips and fees incident to meals and lodgings, laundry, 
cleaning and pressing of clothing.  TQSE is NOT paid for local 
transportation expenses.  Reimbursement is for actual reasonable and 
allowable expenses, up to a maximum.  TQSE computation amounts are 
based on the per diem rate for Guam and are subject to change.  For the 
employee, the maximum daily rate authorized for the first 30 days cannot 
exceed the per diem rate.  For the second 30 days, the maximum daily rate 
authorized for the employee cannot exceed 75% of the per diem rate.  For 
the spouse when accompanied by the employee, and for dependents age 
12 and over, the maximum daily rate authorized for the first 30 days 
cannot exceed two-thirds of the per diem rate.  For the second 30 days, the 
maximum daily rate cannot exceed 50% of the per diem rate. For 
dependents under 12 years of age, the maximum daily rate for the first 30 
days cannot exceed 50% of the per diem rate.  For the second 30 days, the 
maximum daily rate cannot exceed 40% of the per diem rate.  Receipts are 
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required for lodging costs paid showing location, dates, and by whom 
occupied; for laundry and cleaning expenses showing the date incurred, 
except when coin operated facilities are used; and for any single expense 
of $75 or more (including a single meal expense of $75 or more).  TQSE 
reimbursement claims are made on the Travel Voucher (DD Form 1351-
2).  TQSE is not authorized for new employees assigned to first duty 
station. 

 
e.  Foreign Post Differential (FPD)  (Overseas Areas).  A FPD is 
additional compensation paid to an eligible employee in a foreign area 
where conditions of the environment differ substantially from conditions 
in the United States and additional compensation is warranted as a 
recruitment incentive.  FPD is usually only paid to employees who were 
recruited from the United States.  The FPD is subject to income tax.  The 
Department of State conducts a periodic review of FPD rates based on 
changes in living conditions at various foreign posts.  Rates are therefore 
subject to change at any time.  The DoDEA Human Resources Regional 
Service Center will authorize payment of FPD to eligible employees.  
Payment of FPD may be terminated when an employee leaves the foreign 
area on TDY or leave.  Local-hire employees are normally not eligible for 
FPD. 

 
f. Cost of Living Allowance (COLA) (Non-foreign Overseas Area-
Guam).  Most civilian employees, substitute teachers excluded, are 
entitled to a 25% COLA.  Employees serving under a transportation 
agreement, will also be eligible for Commissary/Exchange privileges. 

 
g.  Post Allowance (COLA) (Overseas Areas). Post allowance is a cost 
of living allowance intended to serve as a balancing factor to permit 
employees to spend the same portion of their basic compensation for 
current living as they would in Washington, D.C. while assigned in a 
foreign area where the costs of goods and services are substantially higher.  
Full-time employees receive post allowance if working at a location for 
which a post allowance is authorized.  Part-time and intermittent 
employees do not receive post allowance.  The amount paid is a flat rate 
based on the employee’s basic salary, size of family, and post assignment, 
regardless of individual expenses.  The designation of eligibility of a post 
to receive the allowance and the flat rates to be used are determined by the 
Department of State. 

 
h.  Separate Maintenance Allowance (SMA) (Overseas Areas).  SMA is 
intended to assist an employee to offset the additional expense incurred 
when he/she must maintain a separate household for dependents 
elsewhere.  This situation can occur when an employee is precluded from 
taking dependents to the duty site for the convenience of the Government 
or because of dangerous, notably unhealthy, or excessively adverse living 
conditions at the post in a foreign area.  SMA may also be appropriately 
requested when an employee, because of special need or hardship 
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involving the employee or the employee’s spouse or dependents, elects not 
to have one or more members of the family accompany the employee on 
the overseas assignment.  Once an election for SMA is made and 
approved, the employee’s request to change the election may be made 
only under exceptional circumstances and must be submitted through 
higher supervisory levels for approval.  The granting of SMA impacts on 
other entitlements such as travel and transportation, quarters allowance 
and post allowance, as applicable.  To apply for SMA contact the DoDEA 
Personnel Center liaison staff.  DDESS Guam employees are not entitled 
to SMA. 

 
19.  Retirement Systems.  The following retirement systems apply to Federal employees: 
 

a.  Civil Service Retirement System.  The Civil Service Retirement System 
(CSRS) is a contributory retirement plan.  If covered by this plan, both you and 
the Government contribute to the Civil Service Retirement and Disability Fund 
from which benefits are paid.  Under this retirement system, seven percent (7%) 
of your basic pay is deducted from your biweekly paycheck.  If you separate from 
the service, you may leave your lump-sum credit in the fund, thus avoiding the 
necessity of a redeposit to receive credit for the service if you return to 
Government employment.  There is no advantage in doing so if you have less than 
five years of creditable civilian service and do not contemplate returning to the 
Government service.  Leaving the lump-sum credit in the fund does not preclude 
a refund at a later date.  Employees covered by the CSRS may enroll in the Thrift 
Savings Plan at any time and there is no waiting period.  The amount you can 
contribute changes annually. You may elect to contribute any dollar amount or 
percentage of basic pay. However, your annual dollar total cannot exceed the 
Internal Revenue Code limit.   Under the Thrift Savings Plan, earnings are tax 
deferred.  Unlike employees covered by the Federal Employees Retirement 
System (FERS), CSRS-covered employees’ contributions to the Thrift Savings 
Plan are not matched by the government.  Employees covered by CSRS are taxed 
the Medicare Hospital Insurance portion of FICA. 

 
b.  Federal Employees Retirement System (FERS).  All new permanent 
employees hired on or after January 1, 1984, are automatically covered by 
FERS.  FERS is a three-tiered retirement system consisting of: 

 
 Social Security Benefits 
 Basic Benefit Plan 
 Thrift Savings Plan 
 

Employees pay the full Social Security Tax, a small contribution to the 
Basic Benefit Plan (0.80%) and may make tax deferred contributions of up 
to 10% of their salary, and the government will contribute matching funds 
up to 5%. 
You can elect to contribute to the TSP at any time; there is no waiting period. The 
amount you can contribute changes annually. You may elect to contribute any 
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dollar amount or percentage (1 to 100) of your basic pay. However, your 
annual dollar total cannot exceed the Internal Revenue Code limit.     

Your agency will start to contribute Agency Automatic (1%) Contributions to 
your account after you have completed the mandatory waiting period. If you are 
contributing your own money, you will also receive Agency Matching 
Contributions after you have completed the mandatory waiting period.  

 
c.  Social Security (FICA).  Employees serving on intermittent or 
temporary (NTE) appointments are automatically covered under Social 
Security.  Social Security contributions (7.65%) are deducted from the 
biweekly paycheck.  The maximum amount is periodically adjusted. 

 
20.  Federal Employees Health Benefits (FEHB) Program.  Employees serving on permanent 
appointment and certain employees serving on temporary appointments may participate in the 
health benefits program for themselves and their families.  The term “family” includes the 
employee and spouse, and, in nearly every case, all unmarried children under 22.  Parents or 
other relatives are not included. 
 

a.  Types of (FEHB) Plans.  Currently one Government-wide health 
benefit plan is available to eligible employees.  This is the Service Benefit 
Plan which is provided through a contract with the Blue Cross-Blue Shield 
organizations.  In addition to the Government-wide plan, there are 
employee organization plans which are administered by the various 
employee organizations, i.e., American Federation of Government 
Employees (AFGE), American Postal Workers Union (APWU), etc.  To 
enroll in an employee organization plan, you may be required to become 
an associate member of the organization by paying annual dues which 
vary from plan to plan.  During the “Open Season” (usually between 15-
30 November each year), eligible employees will be given access to 
brochures describing various HB plans. 

 
b.  Registration, Enrollment and Cancellation of HB.  Every employee 
who is eligible must register either to enroll or not to enroll within 31 
days of the effective date of appointment.  An enrolled employee who 
transfers will have enrollment continued without change.  An employee 
who does not elect coverage is thereafter precluded from enrolling 
until the “open season” or occurrence of an event permitting 
enrollment, i.e., marriage, divorce, transfer to an overseas post of duty 
from the U.S. or reverse, etc.  If an employee who elected not to enroll 
transfers from one overseas base to another, the election not to enroll is 
also transferred, and he/she does not have an opportunity to enroll as a 
result of the move.  An employee may voluntarily cancel enrollment at 
any time, and it will generally become effective on the last day of the pay 
period after the one in which the cancellation is received by the Human 
Resources Regional Service Center Field Representative. 
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c.  Conversion Rights.  An employee, who leaves the government service 
or becomes ineligible for coverage for any other reason, will have an 
opportunity within a certain time period to convert to a nongroup health 
benefits contract offered by the carrier. 

 
d.  Cost.  The cost of each plan differs and may change at the end of each 
contract year.  Employees are notified of all premium changes.  Costs are 
automatically deducted from the employee’s biweekly paycheck.  For PL 
86-91 (TP) employees, enough premiums are deducted during the school 
year to provide insurance coverage for a full year. 

 
e.  Hospital/Dental Services.  DoD employees and their dependents are 
authorized medical care in military medical facilities at their base of 
assignment.  Dental service may be restricted to emergency treatment or 
provided on a space available basis.  Costs are determined by the 
Department of Defense and may change from year to year.  Covered 
charges for medical care for DoDEA employees enrolled under the 
Federal Employee Health Benefits Program should be submitted to the 
respective health insurance carriers.  Military medical facilities will 
provide information and assistance to you regarding settlement of your 
hospital bills, but generally will not submit claims to your carrier. 

 
f.  FEHB Coverage for Temporary Employees.  P.L. 100-654 provides 
for the offering of FEHB coverage to temporary employees who have 
completed one year of current continuous employment, excluding any 
break in service of five days or less, on an employee-pay-all basis.  The 
existing exclusions from FEHB coverage for short-term and intermittent 
employees, e.g. those employees expected to work less than six months in 
each year and those non-full-time employees without a prearranged 
regular tour of duty, are not affected by this legislative change. 

 
g.  Temporary Extension of FEHB Group Coverage.  P.L. 100-654 
provides that effective January 1, 1990, Federal employees, dependent 
children, and former spouses who would otherwise lose FEHB group 
coverage as a result of changes in employment or family member status 
may retain such FEHB coverage for 18 months (employees) or 36 months 
(children or former spouses).  Such individuals would have to pay both the 
Government and employee portions of their health plans’ premiums.  This 
will effectively provide group health benefits coverage to these 
individuals in a manner consistent with the protection afforded private 
sector employees and their family members under the Consolidated 
Omnibus Budget Reconciliation Act of 1985 (COBRA). 

 
21.  Federal Employees Group Life Insurance (FEGLI).  This is group life insurance made 
available to Federal employees (except those whose employment is intermittent or temporary).  
This insurance is term insurance, which means that it builds no cash, loan, paid-up, or extended 
insurance equities, nor can it be assigned to anyone.  It is not intended as a substitute for regular 
individual policies purchased by an employee through an insurance agent.  By law, a person who 
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is not excluded from coverage automatically has Basic Life Insurance upon employment unless 
he/she waives all coverage. 
 

a. Beneficiary.  Your life insurance will be automatically payable in the 
following order:  (1) widow or widower; (2) children; (3) parents; (4) 
estate; (5) next of kin.  The school secretary or the DoDEA Personnel 
Center district representative will provide the proper form for you to use if 
you wish to change this order or name someone else. 

 
b. Conversion After Separation.  After separation from Government 
service, your life insurance continues in effect for a period of time during 
which you may convert without medical examination to an individual 
policy at standard rates.  Detailed FEGLI information is available through 
the Personnel Center. 
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22.  Leave. 
 

a. Annual Leave (NSPS/GS) Employees serving on appointments not 
limited to 90 days or less earn annual leave as follows: 

 
 Work Schedule 0-3 Yrs Service 3-15 Yrs Service 15 Yrs or more 
 
 Full-time  4 hours/pay  6 hours/pay  8 hours/pay 
    period   period   period 
 
 Part-time  1 hour for each 1 hour for each 1 hour for each 
    20 hours in pay 13 hours in pay 10 hours in pay 
    status   status   status 
 
 Intermittent  0   0   0 
 

The maximum amount of annual leave that may be accumulated and 
carried forward from one leave year to another is 30 days (240 hours) 
except that employees on transportation agreements providing for their 
return to the U.S. at Government expense may accumulate up to 45 days 
(360 hours).  Annual leave is a qualified right to allow time off for 
vacations and for personal and emergency purposes.  Except for an 
emergency, annual leave must be requested by the employee and approved 
by the supervisor in advance of the absence.  Individual supervisors ensure 
that employees understand the procedure for requesting and obtaining 
approval for all annual leave absences (including emergencies).   While a 
supervisor cannot arbitrarily deny use of annual leave, each request must 
be considered in relation to the work situation.  The final determination as 
to the time and the amount of annual leave rests with the supervisor 
authorized to approve leave and will generally be made in light of the 
needs of the service rather than solely on the desires of the employee.  
Most supervisors require a tentative leave schedule be submitted in 
January so that potential conflicts created by several employees desiring 
leave on identical dates can be resolved through early alternate 
scheduling.  An employee transferring to another military activity or other 
Federal agency can transfer annual leave in most cases.  A separated 
employee is paid a lump sum for unused annual leave up to the maximum 
amount authorized by regulation. 

 
 b.  Sick Leave (NSPS/GS Employees).  Sick leave is earned as follows: 

 
 Full-Time Employee     Part-Time Employee 
 
 4 hours/pay period    1 hour for each 20 
       hours in pay status 
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Intermittent employees do not accrue sick leave.  Sick leave is available 
for use at the beginning of the pay period during which it is earned.  Sick 
leave is a qualified right in that it may be used only: 

 
(1)  When incapacitated for performance of duties by sickness, 
injury, pregnancy and confinement, or illness resulting from 
immunizations or vaccinations (whether or not required as a 
condition of employment). 

 
  (2)  For medical, dental or optical examinations or treatment. 
 

(3)  For care of family members.  Effective December 2, 1994, 
Federal employees may request to use sick leave to provide care 
for a family member as a result of physical or mental illness, 
injury, pregnancy or childbirth, or to accompany family members 
to medical, dental, or optical examinations or treatments.  The law 
defines family members as spouses and their parents, children, 
parents, siblings and their spouses, and any individual related by 
blood or affinity whose relationship to the employee is the 
equivalent of a family relationship.  An employee may also request 
to use sick leave to make arrangements for or attend the funeral of 
a family member, or to pursue any activity related to the adoption 
of a child.   

 
Sick leave for prearranged medical, dental or optical examinations 
or treatment must be scheduled in advance of the absence.  Sick 
leave because of incapacity or because of exposure to contagious 
disease must be requested as soon as possible after the beginning 
of the absence, normally within the first hour or two.  Sick leave of 
more than three consecutive workdays must be supported by a 
medical certificate unless the employee was not attended by a 
physician.  When a physician did not attend, the employee’s 
certificate showing satisfactory evidence of incapacity may be 
accepted.  When there is reason to believe that an employee is 
abusing sick leave, a medical certificate may be required for all 
absences.  Upon transfer or reassignment, sick leave can generally 
be transferred.  Sick leave of separated employees may be 
recredited upon reemployment with a Federal activity with a break 
in service of three years or less. 

 
c. Educator Sick Leave (MLA DDESS Guam Employees) All leave 
will be front-loaded at the beginning of each school year for all bargaining 
unit employees.  A full-time teacher (other than substitute teacher) shall 
earn twelve (12) days of sick leave per school year.  Part-time employees 
who work for less that the full school year shall accrue leave on a pro-
rated basis.  Sick leave shall accrue at the rate of 0.0632 hours for every 
one hour the employee is in a pay status during the school year, up to a 
maximum of 96 hours of sick leave per school year. 
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d. Educator Leave (PL 86-91 DoDDs Employees).  A teacher (other than 
a substitute) is entitled to educator leave, which accrues at the rate of one 
(1) day for each calendar month or part thereof of a school year.  A full-
time teacher who serves for an entire school year accrues ten (10) days of 
educator leave.  Leave is not accrued for any full calendar month in a non-
pay status.  Part-time employees also earn leave in an amount 
proportionate to the amount of time employed, which is half of full-time.  
There is no restriction on the amount of educator’s leave that may be 
accumulated.  The minimum charge for leave is one-half day, and 
additional charges are in multiples thereof. 

 
Educators serving in principal and assistant principal positions and 
working a 222 duty schedule accrue 13 days of educator’s leave per 
school year.  An educator moving during a school year from an educator 
position with a 190 duty day work schedule to a principal or assistant 
principal position will only accrue 10 days educator’s leave for that school 
year. 

 
Leave earned may be granted during the school year in accordance with 
the provisions of the FEA/DoDDS negotiated agreement and DS 
Regulation 5630.4.  Up to 30 days of educator leave may be advanced to 
an educator with appropriate documentation when the employee has no 
accumulated leave.  Advances of educator leave are subject to subsequent 
earnings of educator leave or repayment upon separation for any leave 
advanced but not earned. 

 
Educator leave earned is not liquidated through a lump-sum payment 
when the teacher is separated.  When a teacher is separated and is 
reappointed to another teaching position without a break in service of 
more than three (3) school years, the leave account is certified to the new 
activity for credit.  Unused educator’s leave to an employee’s credit at the 
time of retirement is used to increase the length of the employee’s 
creditable service for annuity computation under CSRS. 

 
e. Educator’s Personal Leave for DDESS Guam Employees (Reference 
Master Labor Agreement, Article 21, Section 3). 

 
(1).  Each full-time bargaining unit employee shall earn three (3) days of 
personal leave to be used for any purpose and is not obligated to state the 
reason for requesting such leave. Personal leave will accrue at the rate of 
0.0158 hours for every one hour the employee is in a pay status during the 
school year, up to a maximum of 24 hours of personal leave per school 
year.  Each part-time bargaining unit employee and each employee who 
works less than the full school year shall earn the pro-rated amount of 
personal leave. 
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(2).  Eleven (11) month employees and summer school employees shall 
earn an additional one-half (½) day of personal leave per year.  Other 
bargaining unit employees who work a minimum of 10 additional work 
days (80 hours on additional work days) during a recess period per 
pay/leave year shall accrue additional personal leave at the rate of 0.0158 
hours for every one hour the employee is in a pay status. 

 
(3). Personal leave must be requested in advance by the employee and 
approved by the supervisor. Employees are not required to state the reason 
for requesting such leave.  Whenever possible, personal leave will be 
requested in writing at least two (2) days before the dates desired.  
Personal leave requested to be used on the day before or the day after a 
holiday or scheduled vacation day may be granted if the supervisor 
determines that it does not interfere with school operations. 

 
(4). Personal leave may be accumulated from year-to-year, not to exceed 
six (6) days.  Employees will not be compensated for unused personal 
leave.  However, unused personal leave in excess of six (6) days will be 
converted to sick leave.  At no time will a bargaining unit member’s 
personal leave balances exceed six (6) days. 

 
(5). Bargaining unit employees may be advanced up to a maximum of 
three (3) days or 24 hours of personal leave in any one pay year.  
Disapproval of requests for advanced personal leave may not be grieved 
under the provisions of Article 26 of the MLA.  Bargaining unit members, 
who at the beginning of a new pay year have a negative leave balance as a 
result of using advanced personal leave, will have their personal leave 
account adjusted to repay the amount of advanced leave.  When a 
bargaining unit member (who is indebted as a result of advanced personal 
leave) is separated, he/she is subject to the provisions for repayment 
specified in Section 1.d. of the MLA.  

 
(6). Permanent and temporary employees who are re-employed with less 
than a fifteen (15) month break in service will have their personal leave 
balance from the most recent prior period of employment re-credited upon 
receipt of the record of their prior personal leave balance.  Such prior 
employment must have been within DDESS.  Bargaining unit members 
who have personal leave re-credited will have their personal leave 
transferred to sick leave in instances where the total leave balance will 
exceed six (6) days. 

 
                 (7). Personal leave balances are maintained at the school level. 
 
 

f.  Emergency Leave Bank.  For DDESS Guam Employees (Reference 
Master Labor Agreement, Article 21, Section 9). 
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(1). An Emergency Leave Bank (ELB) is for the DDESS Guam school 
district only, for use by all bargaining unit employees for medical 
emergencies, catastrophic illness, or injury experienced by the member.  
The ELB may carry over all unused hours to the following school year. 

 
(2). Participation in the ELB by bargaining unit employees will require 
donation of one (1) day of sick or personal leave during the first thirty (30) 
days of employment or upon open season as determined by the ELB 
Committee.  At the need to replenish the ELB, employees may volunteer 
to contribute another day of leave to continue eligibility. 

 
(3). An employee requesting days from the ELB must use the form 
contained in Appendix J of the MLA and have exhausted all leave which 
can be used for the nature of the emergency such that the employee is in a 
non-pay status. 

 
(4). The ELB Committee will consist of one Agency official appointed by 
the Superintendent and two employees selected by the Local Association 
President.  The ELB Committee will make decisions on all requests for 
leave from the ELB.  The requestor will furnish a completed employee 
request form and a written physician’s statement, as contained in 
Appendix J, demonstrating the need for additional leave to cover a 
medical emergency. 

 
(5). A majority vote by the ELB Committee members approving the leave 
is required to grant leave from the ELB.  Decisions by the ELB 
Committee are not subject to the grievance process. 

 
(6). Any bargaining unit employee participating in the ELB will be limited 
to a withdrawal from the bank of up to a total of forty (40) workdays in 
succession.  When an illness extends beyond forty (40) workdays, the 
bargaining unit member may re-apply to the ELB Committee for further 
consideration of additional leave. 

 
(7). The ELB Committee will monitor the amount of leave remaining in 
the bank and shall afford the opportunity to all bargaining unit employees 
to voluntarily contribute to replenish the bank during an open season. 

 
(8). Departing employees may donate up to forty-eight (48) hours of 
unused leave to the ELB. 

 
(9). All donations of leave to the ELB are final when donated and cannot 
be restored to the employee.   

 
(10). Unused leave donated prior to the effective date of this Agreement 
will be transferred to the ELB. 
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(11). The ELB Committee may elect to open one (1) window of two-
weeks duration during each school year when employees who have 
previously not elected to participate in the ELB may choose to do so by 
donating one (1) day of sick or personal leave to the bank.  This two-week 
window is purely for the purpose of allowing employees who previously 
did not elect to participate in the ELB an opportunity to do so.  Employees 
who previously elected to participate in the bank by donating one (1) day 
of sick or personal leave will not be required to donate another day of 
leave to continue eligibility to participate in the ELB, unless there is a 
need to replenish the ELB. 

 
g. Leave Without Pay (LWOP).  Absences are charged to LWOP only 
when the employee specifically requests LWOP.  LWOP is granted only 
when it is apparent that it will result in increased job ability, protection of 
or improvement in the employee’s health or the retention of a desirable 
employee.  Any employee who has more than six months LWOP in a 
calendar year will have his/her Service Computation Date reduced by any 
days in excess of six months.  Payment of the Government’s portion of the 
health benefits premium may also be eliminated after a period of LWOP 
of one year.  

 
h. Home Leave (NSPS/GS).  Home leave is an entitlement to additional 
leave that is granted to employees who complete 24 months of continuous 
service overseas.  To qualify for this benefit, the employee must also 
qualify for the entitlement to accumulate 45 days (360 hours) of annual 
leave in accordance with 5 U.S.C. 6304(b). Eligible employees will earn 
home leave at the rate of five (5) or ten (10) workdays per year while 
stationed in the Pacific.  The earning rate is determined by the Foreign 
Post Differential (FPD) authorized in the area.  Home leave may only be 
used in the U.S., its territories or possessions, or Puerto Rico.  It may be 
used in conjunction with other types of leave.  Home leave may be 
initially granted only after an employee has 24 months of continuous 
service abroad.  Home leave must be requested through the supervisor.  
DDESS GS employees earn fifteen (15) workdays per year when stationed 
in Guam. 

 
i.  Absence for Maternity Reasons.  Leave for maternity reasons may be 
a combination of sick leave, annual leave, educator’s leave and/or leave 
without pay.  Sick leave or educator’s leave is appropriate for time 
required for physical examinations and to cover the period of 
incapacitation.  After delivery and recuperation, any time needed to make 
arrangements for care of the child or other adjustments may be charged to 
annual leave, educators leave, or leave without pay.  The employee must 
make known her intent to request leave for maternity reasons including the 
approximate dates, and anticipated duration, to enable the organization to 
prepare for any adjustments that may be necessary during an extended 
absence. 
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j. Extended Leave Without Pay (LWOP)/Administrative 
Reemployment Rights (ARR)/Sabbaticals.  Educators may request 
extended LWOP or Sabbatical for one year or ARR for one or two school 
years to pursue a formal course of study, participate in a project or study 
or accept temporary employment when the results of such action are 
deemed to be beneficial to the DoDDS system.  Selections are made based 
on the needs of the Region.  An employee on a sabbatical receives half-
pay.  Entitlements, restrictions and requirements of each program are at 
Appendix A.  Only PL 86-91 (TP) employees may participate in the ARR 
program. 

 
k.  Absence Without Leave (AWOL).  Absence without leave is an 
absence from duty which is not authorized or for which a request for leave 
has been denied.  The employee receives no pay for the period of the 
absence.  Disciplinary action may also be taken when considered 
appropriate.  If the absence is later excused because the circumstances 
surrounding the absence are such that the absence would have been 
approved, the charge to absence without leave may be changed to the 
appropriate type of approved leave. 

 
l.  Voluntary Leave Transfer Program (PL 86-91 Employees). 
On October 31, 1994, the President signed an amendment to Title 
20, United States Code, that would establish a voluntary leave 
transfer program for teachers similar to that in effect for NSPS/GS 
employees.  Under these provisions, DoDDS educators are 
permitted to donate their any purpose leave (APL) to other DoDDS 
educators who are experiencing medical or family medical 
emergencies.  For DoDDs Pacific educators only APL may be 
used for this program.  For DDESS Guam educators may 
contribute APL or sick leave for this program. 

 
Implementing procedures for this program are currently being 
developed and will be subject to the negotiations process.  In the 
interim, any educator who has a medical or family emergency that 
is likely to require his or her absence from duty for a prolonged 
period of time and result in a substantial loss of income due to the 
unavailability of paid leave, may apply to receive transferred leave 
from other educators.  The employee must submit a request in 
writing to the immediate supervisor to include: 

 
• Applicant’s name, social security number, position title, salary, 

and leave balance as of the date of application. 
• Expected date on which available paid leave will expire. 
• Expected duration of the medical emergency, and if the 

emergency is a recurring one, the approximate frequency of the 
medical emergency affecting the potential leave recipient. 
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• Reasons why transferred leave is needed, including a brief 
description of the nature and severity of the medical 
emergency.  Attach a physician’s certification and a copy of 
the current leave and earnings statement. 

• A statement acknowledging and approving the public release 
of the existence of an emergency and the recipient’s name in 
management’s efforts to obtain leave donations. 

• Recipient’s telephone number during the period of medical 
emergency, if available, or that of the person to contact on 
behalf of the applicant. 

 
Upon receipt of an application to become a leave recipient, the 
immediate supervisor shall forward the information, along with his 
or her recommendation for approval, to the Human Resources 
Office, Employee Relations Section that is identified to accept the 
leave donations.  Contact your servicing Human Resources Office 
if you have any questions regarding this program. 

 
 

j. Family and Medical Leave Act of 1993 (NSPS/GS and PL 86-91 
Employees). 

 
The  Family and Medical Leave Act of 1993 (FMLA), which was 
effective  August 5, 1993, provides certain covered Federal employees 
with entitlement to up to 12 weeks of unpaid leave (LWOP) during any 
12-month period for the following purposes: 

 
• the birth of a son or daughter of the employee and the care of such son 

or daughter; 
• the placement of a son or daughter with the employee for adoption or 

foster care; 
• the care of a spouse, son, daughter, or parent of the employee who has 

a serious health condition; or 
• a serious health condition of the employee that makes the employee 

unable to perform the essential functions of his or her position. 
 

Under certain conditions, FMLA leave may be taken intermittently, or the 
employee may work under a work schedule that is reduced by the number 
of hours of leave taken as family and medical leave.  An employee may 
elect to substitute other paid time off, as appropriate, for any unpaid leave 
under the FMLA.  FMLA leave is in addition to other paid time off 
available to an employee. 

 
Upon return from FMLA leave, an employee must be returned to the same 
position or to an “equivalent position with equivalent benefits, pay status, 
and other terms and conditions of employment.”  An employee who takes 
FMLA leave is entitled to maintain health benefits coverage.  An 
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employee may pay the employee share of the premiums on a current basis 
or pay upon return to work. 

 
The employee must provide notice of his or her intent to take family and 
medical leave not less than 30 days before leave is to begin or as soon as 
is practicable.  The employee is responsible for providing acceptable 
medical certification from the health care provider to validate use of this 
leave provision. 

 
k. Compensatory Time for Travel 

 
Compensatory time for travel is time spent by an employee in a travel 
status away from the official duty station that is not otherwise 
compensable.  Requests for compensatory leave credit will be 
administered in accordance with reference (f). (Applies only to NSPS/GS 
positions). 

 
23.  Performance Management.  GS (DDESS) employees.  During your initial introduction to 
your job, you will discuss with your supervisor the quality, quantity, and manner of performance 
that will be expected from you in the job.  The purpose of the performance management system 
as set forth in DS Regulation 5430.9 (GS) is to improve employee performance to more 
efficiently accomplish the mission of DoDDS.  The performance appraisal process is intended to 
strengthen supervisor-employee work relationships, to improve individual performance by 
keeping employees aware of their supervisor’s judgments of their work, to recognize and reward 
employees whose performance so warrant, and to help in the decision-making process for 
remedial or developmental training, reassignment, promotions, reduction-in-grade actions, 
retraining, and removing employees. 
 
Definitions 
The following definitions of terms used in the DoDEA performance management system are 
provided to highlight the major aspects and components of the system: 
 
“Appraisal” - The act or process of reviewing and evaluating the performance of an employee 
against the described performance standards. 
 
“Appraisal Period” - The period of time during which an employee’s performance will be 
reviewed.  The appraisal period at the school and district level is May 1 to April 30.  The 
minimum appraisal period can range from 90 to 120 days.  Contact your servicing Human 
Resources Office, Employee Relations Section for any questions you may have concerning this. 
 
“Critical Element” - A component of a position consisting of one or more duties and 
responsibilities which contributes toward accomplishing organizational goals and objectives and 
which is of such importance that unacceptable performance on the element would result in 
unacceptable performance in the position. 
 
“Non-critical Element” - A component of a position which does not meet the definition of a 
critical element, but is of sufficient importance to warrant written appraisal. 
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“Performance” - The accomplishment of assigned work as specified in the critical and non-
critical elements of a position. 
 
“Performance Plan” - The aggregation of all of an employee’s written critical and non-critical 
elements and performance standards. 
 
“Performance Standard” - A statement of the expectations or requirements established by 
management for a critical or non-critical element at a particular rating level.  A performance 
standard may include, but is not limited to, factors such as quality, quantity, timeliness, and 
manner of performance. 
 
“Progress Review” - A review of progress toward achieving the performance standards and is 
not in itself a rating. 
 
“Rating of Record” - The summary rating required at the time specified in the performance 
management plan or at such other times as the plan specifies for special circumstances. 
 
“Summary Rating” - The written record of the appraisal of each critical and non-critical element 
and the assignment of a summary rating level. 
 
Responsibilities 
The performance management system lists certain responsibilities for both supervisors and 
employees.  These are as follows: 
 
Supervisors are responsible for: 
 

a. Establishing through discussion with employees their critical and non-
critical performance elements and standards, providing each employee 
with a written copy of the performance elements and standards 
(performance plan) at the beginning of the appraisal period. 

 
b. Evaluating employee performance and revising performance standards 
through discussion with the affected employee as necessary during the 
rating period. 

 
c. Rating employees through the application of the appraisal system once 
each year. 

 
d. Ensuring that each employee is advised, through discussion and writing, 
of the assigned rating. 

 
Employees are responsible for: 
 

a. Cooperating with their supervisor in the development of performance 
elements and standards. 

 
b. Proposing to supervisors the need for revising performance standards as 
conditions change during the rating period. 
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c. Participating in the discussion and documentation required during the 
rating period. 

 
Performance Records 
Ratings of record and performance plans covering the most recent three years will be retained in 
the employee’s Official Personnel Folder (OPF) or performance appraisal file.  These files are 
maintained by the DoDEA Human Resources Service Center.  All performance appraisal 
documents are available for review upon the request of the employee. 
 
Unacceptable Performance 
Performance below the performance standards set for one critical element may be the basis for 
reduction-in-grade or removal of an employee.  Such actions generally do not take place, 
however, until after an employee has had an opportunity to demonstrate acceptable performance.  
When performance deficiencies are noted, counseling is normally initiated to inform the 
employee of the deficiencies and to develop a course of action intended to assist the employee in 
eliminating the performance deficiencies. 
 
Superior Performance 
The results of performance appraisals will be used to identify employees who should be 
considered for job-related awards.  While the formal appraisal provides the opportunity to review 
and assess how actual performance compares with standards set for an employee’s position, 
supervisors may recognize employees through awards at other times. 
 
Performance Appraisal Process 
Development of Performance Plans - Employees are encouraged to participate in establishing 
their performance plan.  This participation may include discussing and developing the 
performance plan with the supervisor, providing the supervisor with a draft plan, or commenting 
on a draft plan developed by the supervisor.  Regardless of the nature of employee participation 
or consultation, final authority for establishing performance plans rests with the supervising 
officials. 
 
Notification of Requirements - Performance plans are to be provided to employees in writing at 
the beginning of the appraisal period (normally within 30 calendar days).  For those employees 
hired on a school-year basis, the performance plans normally will be provided to the employees 
in writing at the beginning of the appraisal period, but not later than 30 calendar days from the 
beginning of the school year.  Performance plans may be amended by the supervisor during the 
rating period provided employees are made aware of any changes and the provisions of any 
applicable negotiated agreement are followed in making such a change.  If substantive changes 
are made to elements or standards, the changes must be in effect for 120 days before an 
employee can be rated on the changed element or standard. 
 
Rating of Performance Elements - A three-level system shall be used to rate employees on 
critical and non-critical elements.  The three levels are “exceeds”, “satisfies”, and “does not 
satisfy”.  Performance standards must be written for the “satisfies” level for all critical and non-
critical elements. 
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Determination of Summary Rating - A five-level system shall be used in determining the 
individual summary rating.  The five summary rating levels are “exceptional”, “commendable”, 
“fully successful”, “minimally successful”, and “unacceptable”.  Summary ratings are 
determined as follows: 
 
  Summary Rating   Rating of Performance Elements 
 
  Exceptional    Performance exceeds the standard for all 
       critical and non-critical job elements 
 
  Commendable    Performance exceeds the standard for 
       more than half of the critical and 
       non-critical job elements and satisfies 
       the standard for any remaining elements 
 
  Fully Successful   Performance satisfies the standard in 
       all elements 
 
  Minimally Successful   Performance satisfies the standard for all 
       critical elements, but fails to satisfy 
       the standard for one or more non-critical 
       elements 
 
  Unacceptable    Performance fails to satisfy the standard for 
       one or more critical elements 
 
Progress Review 
A progress review will be held for each employee at least once during the appraisal period.  This 
review will consist of a comparison between the individual’s current level of performance and 
the performance elements and standards established for the employee’s position.  Formal ratings 
(element and/or summary) will not be given as a result of the progress review. 
 
Formal Appraisal of Performance 
An employee must be appraised on each critical and non-critical element in his or her 
performance plan unless there has been insufficient opportunity to demonstrate performance on 
the element.  Each employee’s performance will be appraised annually and a rating of record 
prepared.  When an employee changes position after a period of 120 days or more, the 
employee’s supervisor must prepare a summary rating of the employee’s performance for the 
period prior to the change.  Such summary ratings will be considered by an employee’s 
supervisor in determining the employee’s annual rating of record. 
 
Dissatisfaction with Ratings 
Employees who are dissatisfied with their performance ratings may present their dissatisfaction 
with their ratings through the DoDEA administrative grievance procedure described in DS 
Regulation 5771.9, “Department of Defense Dependents Schools Administrative Grievance 
Procedure”. 
 
Further Information 
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Employees desiring more detailed information should consult their supervisors or DS Regulation 
5430.9 dated December 5, 1988.  A copy of the regulation is filed in the regulation reference 
library of each school or office or by online access at www.dodea.edu. 
 
Performance for National Security Personnel System (NSPS) Employees 
 
NSPS performance management system is designed to promote a performance culture in which 
the performance and contributions of the DoD civilian workforce are more accurately and fully 
recognized and rewarded.  The NSPS performance management system is an essential part of 
this design by providing a fair and equitable method of appraising and evaluating the 
performance of eligible employees. 
 
Definitions 
 
“Adjusted Rating” – The numeric score resulting from the application of the contributing factor 
assessment to the employee’s job objective rating. 
 
“Appraisal Period” – In accordance with DoD 1400.25-M, DoD civilian Personnel Manual, 
Subchapter 1940-Performance Management the established period of time during which 
performance will be monitored and assessed. Normally the standard NSPS appraisal period will 
be October 1 through September 30 of each year. 
 
“Benchmark Descriptors” – Common activities and behaviors associated with contributing 
factors that describe the manner in which a job objective is accomplished.  They are used to 
evaluate the impact of how an employee achieves his/her job objective and are provided for 
contributing factors at the “Expected” and “Enhanced” levels for each pay schedule and pay 
band. 
 
“Contributing Factors” – Attributes of job performance that are significant to accomplishment of 
individual job objectives.  Individual, contributing factors, further defined by “work behaviors” 
and “benchmark descriptors”, are standardized across DoD. 
 
“Pay Pool” – The organizational elements/units or other categories of employees that are 
combined for the purpose of determining performance payouts.  Each employee is in only one 
pay pool at a time.  Pay pool also means the amount designated for performance payouts to 
employees covered by a pay pool. 
 
“Performance-Based Pay Increase” – An element of the performance payout that consists of an 
increase to an employee’s base salary; also known as “performance pay increase.” 
 
“Performance Indicators” – General descriptors of levels or thresholds of employee performance 
used to measure, evaluate, and score an employee’s achievement of his/her job objective(s).  The 
performance indicators are provided at Level 3 and Level 5 for each pay schedule and pay band. 
 
“Self Assessment” – An employee’s narrative description of his/her year to date 
accomplishments related to his/her job objectives and the associated contributing factors. 
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“Unacceptable Performance” – Performance of an employee which fails to meet one or more 
performance expectations, as amplified through work assignments or other instructions, for 
which the employee is held individually accountable. 
 
Additional definitions can be found in the DoD 1400.25-M, DoD civilian Personnel Manual, 
Subchapter 1940-Performance Management. 
 
Responsibility 
 
NSPS Performance System list responsibilities for the employees and supervisor.  These are as 
follows: 
 
Rating Officials/Supervisors are responsible for: 
 

a. Execute the requirements of DoD implementing Issuances for Performance 
Management as wells as DoDEA’s NSPS performance management policy. 

b. Ensure employees are trained in the performance management system. 
c. Clearly communicate performance expectations and hold employees. 

responsible for accomplishing them. 
d. Align performance expectations and employee development with organization 

mission and goals. 
e. Develop written job objectives reflective of expected accomplishments and 

contributions for the appraisal period and identify applicable contributing 
factors. 

f. Provide meaningful, constructive, and candid employee feedback concerning 
performance expectations, including at least one documented interim review. 

g. Ensure employees are aware of the opportunity to provide self-assessments. 
h. Foster and reward excellent performance. 
i. Address poor performance. 
j. Complete close-out assessments early annual recommended ratings, and 

special purpose ratings, as appropriate and within deadlines established by this 
policy. 

k. Assure that eligible employees are assigned a rating of record as prescribed by 
guidelines. 

 
Employees are responsible for: 
 

a. Participating in interim and End-of-Year assessments meetings; covered 
employees are additionally encourage to: 

 
1. Engage in dialogue with supervisors to develop job objectives and 

identify associated contributing factors. 
2. Provide timely feedback to supervisors in sufficient detail for the 

supervisor to understand accomplishment and challenges. 
3. Identify and record their accomplishments and results throughout the 

appraisal period. 
4. Participate in the self-assessment. 
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5. Understand the link between their performance expectations, conduct 
and organizational mission and goals. 

 
Procedures 
 
Performance rating cycles will run from October 1 to September 30 each year.  Notification of 
final ratings and performance payout will be distributed in early January each year.  To be 
eligible for a rating of record, employees must be covered under an approved NSPS performance 
plan for a minimum of 90 days as of the last day of the rating cycle.  Employees not meeting the 
90-day requirement are not rated and are not eligible for a performance payout. 
 
Performance plans must be established for each employee within 30 days from the beginning 
date of the performance cycle, unless otherwise extended by an appropriate or higher authority 
within the organization’s chain.  The 30-day requirement also applies to new hires or employees 
who change jobs. 
 
Early Annual Appraisal and Assessment is required when an employee has been on an NSPS 
performance plan for at least 90 days and the supervisor changes and/or an employee’s position 
changes due to reassignment, promotion or demotion within 90 days before the end of the 
appraisal period. 
 
Supervisors should address performance deficiencies promptly to allow as much time as possible 
for employees to improve performance before the annual close-out rating.   
 
In general, to determine a recommended rating, supervisors assess employee accomplishments 
against stated job objectives, assign a rating to each individual job objective, adjust the rating of 
each job objective, assign a rating to each individual job objective, adjust the rating of each job 
objective based on the aggregate impact (if any) of the associated contributing factors to the 
objective (s), and then round the average of all the adjusted ratings. 
 
The combination of a job objective and the contributing factor assessment results in an adjusted 
rating for each job objective. 
 
The recommended rating of record for an NSPS employee will be the rounded average of all the 
adjusted ratings.  When the average is .51 or higher, the rating is rounded up to the next whole 
number.  When the average is .50 or lower, the rating is rounded down to the next lower whole 
number. 
 
The number of shares awarded for each rating level (3 to 5) is based on the combined overall 
average rating.   
 
Rating Levels and Associated Share Range 
 
Rating of Record  Share Range  Rating of Record Descriptor 
 
5    5-6   Role Model 
4    3-4   Exceeds Expectations 
3    1-2   Valued Performer 
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2    No shares  Fair 
1    No shares  Unacceptable 
 
24. Travel and Transportation.  Employees recruited in the U.S. for overseas duty are required 
to sign a transportation agreement prescribing a period of overseas duty which must be served 
before transportation between the U.S. and overseas is authorized at Government expense.  PL 
86-91 educators must complete 175 instructional days to receive one year of credit toward 
fulfilling their transportation agreement.  Employees who are hired locally in the overseas area 
are normally not eligible for a transportation agreement.  The following types of travel to the 
U.S. are permitted for those employees who are serving under a transportation agreement: 
 

a.  Renewal Agreement Travel (RAT).  Upon completion of the required 
tour of duty, employees become eligible for return travel at Government 
expense to their home of record in the U.S. and return to the same 
overseas area.  Generally, educators may only use Renewal Agreement 
Travel (RAT) benefits during the summer recess period.  Before taking 
RAT travel, the employee must sign another transportation agreement. 

 
b.  Advance Education Travel.  Round-trip travel may be authorized for 
PL 86-91 employees serving in an area with a two-year tour of duty who 
desire to return to the U.S. for the summer at the end of the first school 
year of service to attend an accredited college or university to pursue 
courses that are required for continued certification or for professional 
preparation and advancement.  Employees are required to present 
satisfactory evidence of acceptance by, or a bona fide intent to attend, 
such an institution for an appropriate course of study of not less than six 
(6) semester hours.  Individuals who participate in this program will, upon 
return to the overseas area, begin a new two (2) year transportation 
agreement.  Education Travel does not apply to DDESS Guam 
employees. 

 
c.  Separation Travel.  Employees who satisfactorily complete the agreed 
period of service will be authorized travel and transportation at 
Government expense to their home of record in the U.S.  Unless able to 
present reasons acceptable to DoDEA, an employee who fails to serve the 
minimum required period of time stated in the transportation agreement 
must repay to the Government a sum of money equivalent to that 
expended by the Government for transportation of self and dependents, 
cost of movement and storage of household goods and personal effects, 
and any other related allowances incurred in movement from beginning 
point of travel to duty station less any credits earned as indicated in the 
Joint Travel Regulations.  School year employees who return to their 
home of record on Reemployment Agreement Travel (RAT), and fail to 
return for the next school year, will be required to refund any LQA paid 
after the time school ends.  Employees residing on base will be charged a 
fee as determined by the base housing office. 
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d.  Passport/Visas.  You are responsible for insuring that your passport, 
with all required visas, as well as those of your dependents, are current 
and valid.  An individual with an expired passport or visa is technically 
considered an unauthorized alien in the host country and could be subject 
to deportation.  Check your passports and visas periodically. 

 
e. Emergency Leave Travel.  Employees, with or without a 
transportation agreement, and their spouses, are granted space available 
travel to the U.S. Port of Entry for emergency purposes.  The traveler may 
elect to pay for space required travel on government aircraft.  Travel 
within the U.S. is at the expense of the traveler.  Emergency leave travel is 
authorized only when a person has an emergency in his/her family and the 
emergency is verified through the American Red Cross.  Absences on 
emergency leave, including time awaiting transportation, are chargeable to 
annual leave, educator leave, or leave without pay.  The following criteria 
are used to grant emergency leave: 

 
(1)  Presence of the employee or spouse will contribute to the 
welfare of a seriously ill member of the employee’s or spouse’s 
immediate family, that is, parent, spouse, child, brother, sister, 
person in “loco parentis”, or sole blood relative.  A person in “loco 
parentis” is an individual who in lieu of the parents assumed full 
moral support and financial responsibility for rearing the member 
for at least five years during his/her minority. 

 
(2)  Death of a member of employee’s or spouse’s immediate 
family. 

 
(3)  Accident or serious illness in the employee’s or spouse’s 
immediate family has resulted in a serious family problem and 
imposed important responsibilities on the employee or spouse and 
these responsibilities must be met immediately, but cannot be done 
from the overseas duty station or by another individual or means. 

 
(4)  The nature of the emergency does not specifically meet (1), 
(2), or (3) above, but failure of the employee or spouse to return 
would create severe and unusual hardship on the employee’s or 
spouse’s family.  Employees who are dependents of military 
members will have the emergency travel administered through the 
spouse’s military personnel office. 

 
NOTE: Additional travel provisions for bargaining unit employees 
(nonsupervisory, professional, school-level employees) are 
contained in Article 48 of the Federal Education    
Association/DoDDS Collective Bargaining Agreement. 

 
f.  Periods of Service Requirements.  The current periods of service 
requirement under transportation agreements are as follows: 
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 (1) Okinawa 
  NSPS Employees   2 years 
 
  PL 86-91 Employees   1 school year 
 
 
 (2) Japan (Except Misawa) 
  NSPS Employees   3 years – initial tour  
       2 years for renewal agreement 
 
  PL 86-91 Employees   2 school years 
 
 
 (3) Misawa, Japan 
  NSPS Employees   3 years - initial tour 
       2 years for renewal agreement. 
 
  PL 86-91 Employees   1 school year 
 
 (4) Korea 
  NSPS Employees   2 years with dependents 
       1 year without dependents 
 
  PL 86-91 Employees   1 school year 
 

(5) Guam 
 

GS Employees    2 years 
MLA Employees   2 school years 

 
 
 
 
 
 

 g.  Inbound Personal Effects. 
 

(1)  Household Goods.  You should allow from 60 to 90 days for 
your household goods to arrive.  Household goods are shipped to 
your country of assignment by ocean vessels, and the estimated 
arrival date may not be met.  No tracer action can be taken until a 
reasonable time has elapsed.  Upon arrival of your household 
goods at your duty station, the Traffic Management Office (TMO) 
will contact you and arrange delivery. If you are the sponsor, you 
should plan to be at your residence during the hours specified by 
TMO to receive your property.  Contact your local TMO for 
additional information and assistance. 
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(2)  Unaccompanied Baggage.  Normally, unaccompanied 
baggage requires 30 to 45 days to arrive.  It is shipped by military 
aircraft, and arrival dates are not firm.  No tracer action will be 
taken until the estimated arrival date has passed.  The TMO will 
contact you upon arrival of your unaccompanied baggage.  You 
will be required to visit the Inbound Personal Property function to 
arrange delivery and to sign a statement indicating that you will be 
available to accept delivery of your property.  You are cautioned 
against acquiring personal effects in excess of your authorized 
weight allowance during your tour.  Excess weight is chargeable to 
you, and shipping charges are high.  Upon your departure, if your 
property exceeds your authorized weight allowance, you will be 
required to pay the excess costs. 

 
h. Personally Owned Vehicle (POV) Shipment.  Depending upon the 
area to which assigned, employees may be authorized shipment of a POV 
to and from their overseas post.  The DoDEA Human Resources Regional 
Service Center and the Transportation Management Office should be 
contacted for more detailed information regarding the entitlement and 
restrictions which apply to the shipment of POV’s. 

 
25.  Dual Employment and Compensation.  An employee cannot receive basic compensation 
from more than one civilian position for more than an aggregate of 40 hours in any one calendar 
week (Sunday through Saturday).  This includes both appropriated fund and nonappropriated 
fund positions.  There are certain statutory and regulatory exceptions to this general restriction.  
They are:  (1)  Personal services rendered under emergency conditions relating to health, safety, 
protection of life or property, or National emergency; (2)  Federal employment obtained when an 
employee is in a nonpay status in his/her regular full-time job. 
 
26.  Job-Related Injury/Illness Compensation.  A Federal employee who sustains injury while 
in the performance of official duty or contracts an illness as a direct result of employment is 
entitled to receive medical, surgical, and hospital services and supplies to be furnished by a 
physician and hospital of the employee’s choice.  An employee who sustains a disabling job-
related traumatic injury is entitled to continuation of regular pay for a period not to exceed 45 
calendar days.  Compensation based on loss of wages is payable after the 45 days if the injury 
causes permanent disability or if there is pay loss for more than 14 days; otherwise compensation 
begins on the fourth day after pay stops. 
 

a.  Report Injuries Promptly.  Immediately report to your supervisor 
every injury sustained in the performance of official duty, no matter how 
slight. 

 
b.  Obtaining Medical Care.  Your supervisor will arrange for first aid 
and necessary medical treatment.  Do not neglect slight injuries; 
unattended minor injuries may later prove serious.  Obtain medical 
treatment immediately. 
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c.  Required Forms.  After any necessary first aid or medical treatment 
has been received, you should give written notice of your injury to your 
supervisor on Form CA-l, “Federal Employee’s Notice of Traumatic 
Injury and Claim for Continuation of Pay/Compensation,” as soon as 
possible but no later than 30 days following the injury.  The notice may be 
given by someone else if you are unable to do so.  All other necessary 
forms will be prepared by your supervisor who will forward the notice of 
injury with an official report to the DoDEA Human Resources Regional 
Service Center; do not mail forms directly to the Office of Workers’ 
Compensation Program.  Occupational diseases or illnesses should be 
reported using a Form CA-2, “Federal Employee’s Notice of Occupational 
Disease and Claim for Compensation.” 

 
d. Compensation Payment.  A claim should be filed promptly since delay 
may cause denial of benefits.  A claim for disability compensation must be 
filed within three years of the injury, and a claim for death compensation 
within three years after death.  Compensation payable during temporary 
total disability is at the rate of 66 2/3 percent of the employee’s pay rate 
when there are no dependents.  The compensation rate is increased to 75 
percent when there are one or more dependents.  An employee may elect 
to use sick or annual leave or both for GS employees and educator’s leave 
for PL 86-91 employees, instead of receiving compensation.  No 
compensation is payable if the injury is caused by willful misconduct of 
the employee, intentional injury, or intoxication. 

 
27.  Equal Employment Opportunity (EEO).  It is Federal Government policy that personnel 
management must be accomplished in a manner that is free from discrimination and must 
provide equal opportunity and treatment for all employees or applicants for employment 
regardless of their race, color, religion, age, sex or national origin.  
 

Equal Employment Opportunity Programs: 
 

• EEO Complaints Process 
• Training 
• Diversity Program 
• Advisory 

 
EEO Complaints Process: 
Any employee, former employee or applicant for employment who feels he/she has been 
discriminated against because of race, color, religion, sex, national origin, age (40 years and 
over), physical or mental disability, or reprisal (for prior EEO activity) may file a discrimination 
complaint. Personnel are advised that complaints of discrimination should be filed within 45 
calendar days of the date of the alleged discriminatory action or event; or, within 45 calendar 
days of becoming aware of the alleged action or event. The person filing an individual complaint 
may choose between participation in the alternative dispute resolution (ADR) process or 
traditional counseling to complete the informal or pre-complaint stage of complaint processing. 
Leaders and managers are advised that alleged complaints of sexual harassment must be acted 
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upon immediately regardless of the source or desires of the victim. Sexual harassment 
complaints against a uniformed service member or Department of Defense civilian may also be 
addressed under Section 1561, of Title 10, U.S. Code. Employees claiming discrimination based 

on sexual orientation may seek redress from the Merit Systems Protection Board (MSPB) or the 
Office of Special Counsel (OSC).  Individuals may contact the DoDDS-Pacific/DDESS-Guam 
EEO Office at:  

DODDS-PACIFIC/DDESS-GUAM Director’s Office 
UNIT 35007 
ATTN: EEO Office, Bldg 290 Room 223 
APO AP 96376-5007  
Phone: DSN 644-5661, COM 011-81-611-744-5661  
FAX: COM 098 957-4510  
Email: ferdinand.Carlos@pac.dodea.edu 

 
EEO TRAINING: 
 
The following is required training for all employees: 
 
  
 
 
 
28.  Drug and Alcohol Abuse Control/Employee Assistance Program.  The improper use of 
drugs or alcohol by employees can result in damage to physical and mental health, can 
jeopardize their safety and the safety of others and can result in an unacceptable performance of 
duties.  Drug or alcohol abuse that adversely affects the health, performance and employment-
related behavior or adversely affects fulfillment of the Department of Defense mission is 

Bi-Annual EEO brief in 
August. 

Complete certificate, file w/secretary   

Make-up Internet site 
below 

Complete certificate, file w/secretary   No Fear Act 

New-hire 
employee 

Internet site 
below 

Complete training within 90 days of 
hire  

 
 
EEO-1 

https://intranet.dodea.edu/intranet/eeo/counselorforms.cfm 
Annually EEO Brief in 

August 
Complete attendance roster 
w/secretary 

Employee 
Training/POSH 

Make-up Within 30 days  Complete attendance roster 
w/secretary 

EEO-2 

https://dpi.pac.dodea.edu/Training/default.aspx 
Annually EEO Brief in 

August 
Complete attendance roster 
w/secretary 

Supervisor 
Training/POSH 

Make-up Within 30 days  Complete attendance roster 
w/secretary 

EEO-3 

https://dpi.pac.dodea.edu/Training/default.aspx 
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incompatible with DoDEA standards of conduct and performance.  Drug or alcohol abuse will be 
dealt with as a health problem, but it may result in disciplinary action, including removal of the 
employee in certain circumstances.  The counseling services of the employee’s military 
installation’s Employee Assistance Program (EAP) are available to civilian employees.  Points 
of contact for the EAP should be posted on official bulletin boards.  Employees will be granted 
leave to attend counseling or treatment for drug or alcohol abuse. 
 
29.  Discipline.  A disciplinary action is an action taken by management to correct an 
employee’s conduct deficiencies.  Included are oral admonishments, reprimands, suspensions 
and removals.  Supervisors keep employees informed of rules, regulations and standards of 
conduct and maintain conduct and discipline within the framework of policy and established 
procedures.  They also constructively correct employees individually and in private. 
 
30.  Appeals and Grievances.  Appeal and grievance procedures whereby an employee can 
request a review of an adverse action or attempt to resolve a matter of dissatisfaction with one’s 
job are available to most employees.  All matters should be initially discussed with the 
supervisor, and informal resolution attempted.  The DoDEA Human Resources Service Center or 
your supervisor will provide a detailed explanation of any contractual or regulatory procedure 
upon specific request by you.  On August 17, 1990, Public Law 101-376 was signed.  This law 
gave civil service procedural and appeal protections to members of the excepted service after 
completion of two years of current continuous service in the same or similar positions in other 
than a temporary appointment limited to two years or less. 
 
31.  Reduction in Force (RIF).  A RIF is a management required work force adjustment.  It is 
not a tool for firing an employee.  It does not necessarily follow that every employee affected by 
RIF will be separated from Federal service. 
 

a.  A RIF situation occurs when there are more employees than necessary 
jobs.  Under RIF, an entire facility or organization may be surplus, or only 
a function within an organization, or even a single occupation, grade or 
position.  In a RIF situation, management decides which jobs will be 
retained and which jobs must be abolished.  The fact that an employee’s 
job is abolished does not necessarily mean that the occupant of that 
particular job will be separated from the service, or even that the occupant 
will be adversely affected.  Management and the DoDEA Human 
Resources Regional Service Center share responsibility for determining 
what happens to an employee whose job is eliminated.  An employee is 
usually placed in an equivalent position that is vacant.  If that is not 
possible, a complex process is initiated by which as few employees as 
possible are affected and “best offers” of continuing jobs are made.  The 
basic document for determining job offers under RIF is a retention 
register. 

 
b.  A RIF retention register is like a totem pole.  The lowest on the totem 
pole is the one who is reached for RIF.  Also, employees in the 
competitive service and those in the excepted service are grouped 
separately, although jobs may be very similar.  This means that in a RIF 
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situation an employee in the competitive service does not displace one in 
the excepted service or vice versa. 

 
c.  In the event your job is eliminated at some future time, a full 
explanation will be given of the RIF procedures, and your individual 
rights under RIF will be explained. 

 
32.  Unemployment Compensation.  Federal employees have unemployment compensation 
rights similar to those of workers in private industry.  If you are eligible, you will be paid by the 
state employment security agency under the provisions of its unemployment compensation law.  
The amount of your weekly benefits and the period for which benefits will be paid will be 
determined by the law of the state in which your last official station is located.  However, if your 
last official station was outside the United States, you will not be eligible until you return to the 
U.S.  You cannot receive unemployment compensation while residing outside of the U.S. 
 

a.  State laws vary, but benefits usually are approximately one-half normal 
earnings.  Weekly benefits are payable for maximum periods ranging from 
26 to 30 weeks in a benefit year. 

 
b.  All state laws require that:  (1) You must be unemployed, able to work, 
and available for any suitable work; (2) You must file a claim and must 
register for work at a local public employment office and must continue to 
report to that office as directed; and (3) you must have had the 
employment or wages as specified in the state law. 

 
c. Although disqualification provisions vary from state to state, generally 
all state laws will disqualify you for such reasons as:  (1) quitting your job 
voluntarily without good cause or being discharged for on-duty or off-duty 
misconduct; or (2) refusing an offer of a suitable job without good cause. 

 
d. If you become unemployed or are in a nonpay status for seven 
consecutive days or more and you want to file a claim, go to the nearest 
Public Employment Office.  Be sure to take with you your Social Security 
Account Card, the official notice of your most recent separation and the 
notice of unemployment compensation (Standard Form 8) furnished to 
you by the Personnel Center during your out-processing. 

 
e. If a determination is made that you are ineligible for or are disqualified 
from benefits, you have the right to appeal in accordance with the 
applicable state law, but the Federal law provides that determination of 
Federal service and wages and reasons for termination of Federal service 
given by the agency shall be conclusive. 

 
f. If you willfully make a fraudulent claim, you are subject to a fine or 
imprisonment, or both. 

 
 g.  There is no unemployment office in Guam. 
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33.  Unions/Representation Under the Federal Labor Relations Statute.  Under the Federal 
Labor Relations Statute, certain employees are permitted to be considered as belonging to a 
“collective bargaining unit” and to choose to be represented by a labor organization (union).  
There is a collective bargaining unit which applies to certain employees of the DoDEA Pacific 
Area.  This bargaining unit consists of all non-supervisory professional school personnel 
employed in the DoD Dependents Schools in the former Germany Region, the Pacific Area and 
the former Atlantic Region, including those with “not to exceed” appointments. 
 
The following employees are specifically excluded from the bargaining unit:  non-professional 
employees, substitute teachers, employees engaged in Federal personnel work in other than a 
purely clerical capacity, management officials, and supervisors. 
 
The exclusive representative of the collective bargaining unit described above is currently the 
Federal Education Association (FEA).  There is a collective bargaining agreement between the 
FEA and DoDDS which addresses rights, responsibilities, and procedures applicable to 
bargaining unit employees.  New bargaining unit employees should be given a copy of the 
agreement by their supervisor.  Among the rights possessed by bargaining unit employees is the 
following: 
 

Pursuant to Section 7114(a)(3) of Title V, U.S. Code, as added by 
the Civil Service Reform Act (PL95-454), the exclusive Union 
must be given the opportunity to be represented at any examination 
of an employee in the bargaining unit by a management 
representative in connection with an investigation if: 
(1)  The employee reasonably believes that the examination may 
result in disciplinary action against the employee; and (2)  The 
employee requests representation. 

 
Employees are free to choose to join or not to join unions. 

 
34.  Suggestion Awards.  Employees have unlimited opportunities (subject to the availability of 
funds) to earn cash awards based on suggestions.  Suggestions are submitted on DS Form 5503 
“Employee Suggestion” which is available at the school, to the DoDEA Human Resources 
Services Center, Employee Relations Branch.  Suggestion awards are designed to encourage 
maximum productivity and to reward suggestions for their contributions to the economy and 
efficiency of government operations and for their extra efforts and creative thinking. 
 
35.  Educator Career Program/Merit Promotion Program.  Department of Defense 
Dependents Schools Educator Career Program, DS Regulation 5335.9, governs merit promotion 
of professional personnel in DoD Schools to management positions and insures that all 
promotion actions are based on individual merit and fitness.  The principles of equal employment 
opportunity are strictly observed.  Copies of the DoDDS Educator Career Program regulation are 
posted on official bulletin boards or are otherwise available in schools or offices.  This regulation 
contains the qualification requirements for positions covered by the DoDDS Educator Career 
Program.  Principals and other management officials will counsel employees, at their request, on 
application procedures or other aspects of the program. 
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36.  Certification/Recertification.  The process of certification and recertification verifies that 
an educator has satisfactorily completed the requirements for a given certificate and assures the 
public that only properly trained individuals are allowed to instruct and administer academic 
programs.  As a condition of employment, all educators are required to be certified initially for a 
six-year period and to be recertified for each successive six-year period of employment with 
DoDEA.  Generally, recertification requires the satisfactory completion of six semester hours of 
undergraduate or graduate-level course work at an accredited educational institution in areas 
related to the current teaching or administrative assignment.  For more specific information 
regarding the DoDEA certification and recertification programs, educators should refer to DS 
Regulation 5000.9, “DoDDS Certification and Recertification Program”. 
 
37.  Regulations.  Regulations concerning matters relating to the employment of DoDDS 
personnel are issued by both DoDDS and DoDDS-Pacific.  These regulations are maintained in 
DoDDS schools and offices and are available for employees’ review.  The current regulations, 
administrative issuances issued by DoDEA and DoDDS-Pacific/DDESS-Guam are posted on 
DoDEA and DoDDS-Pacific web sites.  
 

 





Appendix A 

YEARLONG EDUCATIONAL LEAVE AT HALF PAY 
 
Employment Status:   Receives basic pay for half of each workday and is placed  
     on leave without pay for the other half of the workday. 
 
Duration of Program:   One school year. 
 
Length of Service/ Completion of seven (7) school years of continuous 
Program Eligibility: satisfactory service with DoDDS.  Employee must be 

serving on a permanent appointment.  Completion of five 
(5) consecutive school years of satisfactory service with 
DoDDS since completion of the last leave granted for 
educational purposes. 

 
Program of study/ Pursue a one (1) year course of study at an accredited  
Nature of Program: college or university in the United States in a field or 

program determined beneficial to the needs of DoDDS. 
 
Employment Obligation:  Three school years of service with DoDDS upon return. 
 
Failure to Complete   Failure to abide by the terms presented as a basis for 
Program:    of the request may be grounds for the Government to  
     recover all or part of any cost to the Government. 
 
Disposition of     Non-temporary storage of household goods may be 
Household goods:   authorized if employee is eligible. 
 
Disposition of Privately  Employee is responsible for disposition of POV. 
Owned Vehicle (POV):  Shipment is not authorized. 
 
Transportation    Employee serving on a transportation agreement must be 
Eligibility:    eligible and accept renewal agreement travel.  Otherwise,  
     funding for round trip travel is at employee’s expense.   
     Employee not serving under a transportation agreement  
     must pay all expenses associated with travel and 
disposition      of household goods. 
 
Entitlement to     Eligibility for such benefits prior to grant of leave remains 
Transportation    unchanged upon return to DoDDS. 
Agreement and    
Living Quarters    
Allowance (LQA):    
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Health Insurance Coverage:  Health insurance coverage remains in effect; however, the 
     employee must pay the full share of employee premiums. 
 
Life Insurance Coverage:  Life insurance coverage remains in effect; however,  
     employee must pay full share of employee premiums. 
 
Step Increase:    Step increase will be granted for full-time employees. 
 
Credit for Retirement:   Full credit for retirement. 
 
Leave Accrual:   Educator leave accrues at the rate of five (5) days per  
     school year. 
 
Documents Granted   SOFA documents (ID card, ration card, POV registration, 
under Status of Forces   etc.) relinquished until employee’s return. 
Agreement (SOFA):    
 
NOTE: YEARLONG EDUCATIONAL LEAVE AT HALF PAY PROGRAM may not be 
advertised each year – this program is contingent upon availability of funds for half-pay.  
 



Appendix B 

LEAVE WITHOUT PAY (LWOP) FOR EDUCATIONAL PURPOSES 
 
Employment Status:  Placed on LWOP. 
 
Duration of Program:  Initial request may be for one school year only.  If a second year is  
    needed, the educator must submit a written request to the Director  
    of DoDEA for approval. 
 
Length of Service/  Completion of seven (7) school years of continuous satisfactory 
Program Eligibility: service with DoDDS.  Employee must be serving on a permanent 

appointment.  Completion of five (5) consecutive school years of 
satisfactory service with DoDDS since completion of the last leave 
granted for educational purposes. 

 
Program of Study/  Pursue a course of formal study at an accredited college or 
Nature of Program:  university in the United States.  Program to be undertaken must be  
    beneficial to the needs of DoDDS. 
 
Employee Obligation:  None. 
 
Failure to Complete  Failure to abide by the terms that were presented as a basis for 
Program:   approval of the request for LWOP may be grounds for the   
    Government to recover all or part of any cost to the Government. 
 
Disposition of    Nontemporary storage of household goods may be authorized if 
Household goods:  employee is eligible. 
 
Disposition of   Employee is responsible for disposition of POV.  Shipment is not 
Privately owned  authorized. 
Vehicle (POV): 
 
Transportation   Employee serving on a transportation agreement must be eligible 
Eligibility:   and accept renewal agreement travel.  Otherwise, funding for  
    round-trip travel is at employee’s expense.  Employee not serving  
    under a transportation agreement must pay all expenses associated  
    with travel and disposition of household goods. 
 
Entitlement to    Eligibility for such benefits prior to the grant of ELWOP remain 
Transportation   unchanged upon return to DoDDS. 
Agreement and   
Living Quarters   
Allowance (LQA): 
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Health Benefits  Health insurance coverage remains in effect; however, the  
Coverage: employee must pay the full share of employee premium.  Coverage 

will only continue for a maximum of 12 months. 
 
Life Insurance   Life insurance coverage continues without cost in a nonpay status 
Coverage:   for up to 12 months. 
 
Step increase: No additional step increase for year on ELWOP, but credit for a 

step increase is granted for school year prior to taking ELWOP. 
 
Credit for Retirement:  Credit for six (6) months toward retirement is given in any one (1)  
    calendar year. 
 
Leave Accrual:  None. 
 
Documents Granted  SOFA documents (ID card, ration card, POV registration, etc.) 
under Status of  relinquished until employee’s return. 
Forces Agreement (SOFA):



Appendix C 

ADMINISTRATIVE REEMPLOYMENT RIGHTS (ARR) PROGRAM 
 
Employment Status:   Employee resigns. 
 
Duration of Program:  Initial request may be for 1 or 2 school years.  If 1 school year is  
    approved and a second school year is needed, the educator must  
    submit a written request to the Director of DoDEA for approval. 
 
Length of Service/  Completion of seven (7) school years of continuous Program 
Eligibility:   satisfactory service with DoDDS.  Employee must be serving on a  

permanent appointment.  Completion of five (5) consecutive 
school years of satisfactory service with DoDDS since completion 
of the last leave granted for educational purposes. 

 
Program of Study/  Pursue a course of formal study, participate in a project or accept 
Nature of Program:  temporary employment.  Program to be undertaken must be  
    beneficial to the needs of DoDDS. 
 
Employment Obligations:   None. 
 
Failure to Complete   Failure to abide by the terms of the ARR agreement could result in 
Program:   the agreement to reemploy being voided. Should this occur, the  
    educator must compete with other CONUS applicants for a   
    reemployment. 
 
Disposition of   If employee is eligible, household goods will be shipped to home  
Household Goods:  of record.  If shipment to an alternate destination is requested, any  
    excess costs will be borne by the employee. 
 
Disposition of   If employee is eligible, POV will be shipped to closest vehicle port 
Privately Owned   facility to home of record.  If shipment to an alternate destination 
is 
Vehicle (POV):  requested, any excess costs will be borne by the employee. 
 
Transportation   Employee serving on a transportation agreement must have 
Eligibility:   completed the required tour of duty.  Employee not serving on a  
    transportation agreement must pay all expenses associated with  
    travel and disposition of household goods. 
 
Entitlement to    If employee has such benefits prior to resignation, benefits will be 
Transportation   reinstated upon reemployment provided approved program was 
Agreement and   undertaken in the United States.  If program is undertaken outside 
Living Quarters  the United States, such benefits may not be reinstated upon rehire. 
Allowance (LQA):   



 

 

 
    If employee did not have such benefits prior to resignation, upon  
    return, employee will acquire the same benefits as any other  
    CONUS hire provided approved program was undertaken in the  
    United  States. 
 
Health Benefits  Employee may opt for temporary continuation of coverage; 
Coverage:   however, the enrollee must pay the full premium for the plan (that  
    is both the employee and Government share of the premiums) plus  
    a 2 percent administrative charge. 
 
Life Insurance   No life insurance coverage. 
Coverage: 
 
Step Increase:   Credit for a step increase will be granted for the year prior to 

taking ARR plus one additional step increase for the first year of 
absence. 

 
Credit for Retirement:  No credit for retirement. 
 
 
Leave Accrual:  None. 
 
Documents Granted  SOFA documents (ID card, ration card, POV registration, etc.) 
under Status of  relinquished until rehire. 
Forces Agreement (SOFA): 
 



 

Appendix D  

EDUCATIONAL LEAVE FOR MLA (DDESS) EMPLOYEES. 
 

a.  Bargaining unit members may apply annually (subject to any additional criteria stated 
below) for any or all of the following Agency educational leave programs: 

 
(1) Yearlong Educational Leave at Half Pay;  
(2) Leave Without Pay (LWOP) for Educational Purposes; and  
(3) Administrative Reemployment Rights (ARR) Program. 

 
b. To be eligible for the Yearlong Educational Leave Program, an employee must be 
serving on a permanent appointment as a professional educator with three (3) years of 
consecutive service with the Agency.  Those employees applying for the LWOP or ARR 
programs must be serving on permanent appointments and have completed five (5) years 
of consecutive service with DDESS since their last period of educational LWOP or ARR. 

 
c. All selections for educational leave programs will be made by the DDESS Director or 
his/her designee. Any such decision is not grievable under Article 26 of this Agreement. 

 
d. Selections for all Agency educational leave programs will reflect the Agency’s system-
wide needs and be tailored towards achieving the goals and benchmarks outlined in the 
Community Strategic Plan.  Additionally, selections will reflect the Agency’s need for 
educators who are multi-qualified in several areas to provide necessary staffing flexibility 
in the smaller school districts. Accordingly, priority consideration will be given to 
educators who propose a course of study resulting in certification in another academic 
area. Nothing in this section is intended to prevent the Agency from changing its 
educational programs. 

 
e. Following completion of any of the Agency educational leave programs as described in 
Appendix K, bargaining unit members will be assigned to positions or duties within his 
or her previous school district in which they utilize the skills and knowledge acquired 
and can act as resource persons for in-service training. Any such assignments following 
completion of the program are not grievable under Article 26 of the Agreement. 

 
f. All bargaining unit members who wish to apply for any of the Agency educational 
leave programs must complete an application/agreement form as contained in Appendix 
K. Completed applications must be received at the DDESS Director’s Office not later 
than January 15th of each year for academic programs commencing the following fall. 

 
 





 

Appendix E  

LEAVE AND EARNINGS STATEMENT 
 
 
This section explains the contents of the new LES DFAS Form 1, Block numbers 1 through 22. 
 
Block 1 PAY PERIOD END 

This is the last day of the pay period for which pay is due.  The date is entered in six 
numerals in month-day-year order. 

 

Block 2 PAY DATE 

The date pay is due the employee.  The date is entered in six numerals in month-day-year 
order. 

 

Block 3 NAME 

This is the employee’s name.  It lists the last name first, followed by the first name or 
initial and middle name or initials. 

 

Block 4 PAY PLAN/GRADE/STEP 

This block lists the employee’s current pay plan, pay grade, and step or rate as shown on 
the SF-50 (Notification of Personnel Action), Blocks 16, 18, and 19. 

 

 

Block 5 HOURLY/DAILY RATE 

This is the hourly rate of an employee’s current salary or the daily rate of pay for 
Teachers, Educators, and Consultants. 

 

Block 6 BASIC OT RATE 

For each GS/GM employee whose rate of pay does not exceed the minimum rate for a 
GS-10, the basic overtime hourly rate is one and one-half times the employee’s hourly 
rate of pay.  This field may not always display the actual overtime rate paid an employee.  
Basic pay for Federal Wage System (FWS) Employees is the scheduled rate of pay plus 
any night shift, or environmental differential.  IF not entitled to perform overtime, the 
field will be blank. 

 



 

 

Block 7 BASIC PAY + LOC ADJ = ADJUSTED BASIC PAY 

This is the employee’s salary, excluding allowances, adjustments, and differentials plus 
the annual total dollar amount of any locality or interim geographic adjustment and 
equals the sum of the two.  These rates are the same as shown on the SF-50 in blocks 
20A, 20B, and 20C. 

 

Block 8 SOC SEC NO 

This is the employee’s Social Security Number as shown on the SF-50 in block 2. 

 

Block 9 LOCALITY PAY % 

This is the percentage of any locality or interim geographic adjustment to which the 
employee is entitled. 

 

Block 10 FLSA CATEGORY 

This is the employee’s FLSA status.  Code “E” means the employee is exempt from the 
minimum wage and overtime provisions of the Fair Labor Standards Act (FLSA).  Code 
“N” means the employee is subject to the minimum wage and overtime provisions of the 
FLSA.  The code is listed on the SF-50, Block 35. 

 

Block 11 SCD LEAVE 

This is the employee’s Service Computation Date for Leave as shown on the SF-50, 
Block 31.  The date is entered as month-day-year in six numerals. 

 

Block 12 MAX LEAVE CARRY OVER 

This is the maximum number of annual leave hours an employee may carry over from 
one leave year to the next. 

 

Block 13 LEAVE YEAR END 

This is the last day of the current leave year. 

 

Block 14 FINANCIAL INSTITUTION - NET PAY 

This is the name of the financial institution which receives the employee’s net pay direct 
deposit. 

 



 

 

Block 15 FINANCIAL INSTITUTION - ALLOTMENT #1 

This is the name of the financial institution which receives an employee’s Direct Deposit 
for Savings Allotment number one. 

 

Block 16 FINANCIAL INSTITUTION - ALLOTMENT #2 

This is the name of the financial institution which receives an employee’s Direct Deposit 
for Savings Allotment number two. 

 

Block 17 TAX, MARITAL STATUS, EXEMPTIONS, ADD’L 

This block contains Federal and State tax information.  The current tax authority will be 
identified under the heading “TAX”, for example, “FED” for Federal, and “VA” for 
Virginia State tax.  The current filing status “M” for married or “S” for single, will print 
under the heading “MS” for Marital Status.  The number of exemptions claimed will 
print under the heading “Exemptions”.  Any additional amount the employee voluntarily 
wants deducted is listed under the heading “ADD’L”. 

 

The first line will print “FED” for Federal Taxes. 

 

The second line will print the authorized State abbreviation for any State taxes being 
withheld.  The abbreviation will also print under “DEDUCTIONS”. 

 

Block 18 TAX, MARITAL STATUS, EXEMPTIONS, ADD’L, TAX AUTHORITY 

This block lists City, County or other Local tax information.  The code assigned to the 
taxing authority will print under “TAX”.  The filing status, “M” for Married or “S” for 
Single will print under “Marital Status”.  The number of exemptions claimed will print 
under “Exemptions”.  Additional amounts requested to be withheld will print under 
“Add’l”.  The name of the taxing authority will print under “Taxing Authority”.  The 
assigned code also prints under the “DEDUCTIONS” block for easy identification of the 
tax deduction amount to the taxing authority. 

 



 

 

Block 19 CUMULATIVE RETIREMENT 

This block contains the cumulative retirement deductions made since transfer to the 
current payroll office for the Civil Service Retirement System (CSRS) or Federal 
Employees Retirement System (FERS).  The amount is identified by “CSRS” or 
“FERS”. 

 

Block 20 MILITARY DEPOSIT 

This block reflects the amount of military deposits paid by payroll deduction and cash 
payments.  It also contains the remaining amount owed as shown on the employee’s 
current OPM Form 1514, Military Deposit Worksheet.  An employee may have copies of 
other OPM Forms 1514.  When those amounts are combined with the current amounts 
paid on the new LES, it reflects the total amount of Military Deposits made since 
deposits began. 

 

Block 21 GROSS PAY, TAXABLE WAGES, NONTAXABLE WAGES, TAX   
 DEFERRED WAGES, DEDUCTIONS, NET PAY 

This block contains amounts for the current pay period under the heading “Current” and 
cumulative amounts for the current pay year under the heading “Year to Date” for the 
following”: 

 

GROSS PAY 

This is the sum of all types of earnings. 

 

TAXABLE WAGES 

This field contains all earnings subject to Federal taxes. 

 

NONTAXABLE WAGES 

This field contains all earnings exempt from Federal taxes which are: 

 

∗ Interest paid on Back Pay Awards 

∗ Cost-of-Living Allowances (COLA) 

∗ Living Quarters Allowance (LQA) 

∗ Post Allowance 

∗ Separate Maintenance Allowance 

∗ Supplemental Post Allowance 

∗ Temporary Quarters Subsistence Allowance 



 

 

∗ Remote Site/Offshore Allowance (Subject to California Tax) 

∗ Lump Sum Cola (Subject to Hawaii or Puerto Rico Tax) 

∗ Transfer Allowance 

∗ Education Allowance/Education Travel 

 

TAX DEFERRED WAGES 

This field contains the Thrift Savings Plan (TSP) or 401(k) deduction amounts which are 
not subject to Federal taxes. 

 

DEDUCTIONS 

The sum of all payroll deduction amounts. 

 

NET PAY 

The amount which remains after Deductions are subtracted from Gross Pay.  This is the 
amount of the employee’s biweekly check or direct deposit. 

 

Block 22  TSP DATA 

This block contains Thrift Savings Plan (TSP) or 401(k) Savings Plan information.  The 
block contains the employee selected deduction percentage or the fixed dollar deduction 
amount.  It also contains the percentage amount designated for each of the TSP 
Investment Funds:  The government Securities Investment (G), the Common Stock Index 
Investment (C), and the Fixed Income Index Investment (F) Fund. 

 

The block also contains the amount of wages which are included in the calculation of the 
deduction for TSP or the 401 (k) Savings Plan when a percentage of pay is designated by 
the employee. 

 



 

 

FROM THIS POINT, THE LES WILL BE TOTALLY “FREE FORM”.  THE REMAINDER 
OF THE BLOCKS LISTED WILL NOT BE NUMBERED AND WILL HAVE NO PRE-
DETERMINED SIZE.  DATA WILL ONLY PRINT IF IT APPLIES TO THE EMPLOYEE 
LISTED IN BLOCKS 3 AND 8. 

 

A.    CURRENT EARNINGS 

 

The type of earning will print under the column heading “TYPE”.  The number of hours or days 
used to determine the amount will print under the column heading “HOURS/DAYS”.  The 
dollar amount of earnings will print under the heading “AMOUNT”.  If an entitlement is not 
based on hours or days worked, the “HOURS/DAYS” column will be blank.  For employees 
paid a daily rate, all figures under the column heading “HOURS/DAYS” will be in days vs. 
hours.  The following are the different types of earnings which could print (when applicable) on 
the LES: 

 

TYPE    HOURS/DAYS 

 

REGULAR   Hours 

AEIC    Blank  (Advanced Earned Income Credit) 

OVERTIME   Hours 

NIGHT DIFF   Hours 

SECOND SHIFT  Hours 

THIRD SHIFT  Hours 

SUNDAY PREM  Hours 

HOLIDAY PREM  Hours 

ENVIRONMENTAL Hours (Wage Grade Employees) (Only the hours of 
exposure reported on the Time and Attendance will 
print. Payment could be made for more hours than 
are reported). 

HAZARD DUTY  Hours   (Other than Wage Grade Employees) (Only   
      hours of exposure reported on the Time and   
      Attendance will print.  Payment could be   
      made for more hours than are reported). 

STANDBY PREM  Hours  (Annual Premium Pay for Standby Duty) 

AUO PREM   Hours  (Administratively Uncontrollable Overtime) 

GTMO BEN ALW  Hours  (Guantanamo Benefit Allowance) 

PHYSICIAN AL  Hours  (Physicians Allowance) 

COLA    Hours  (Cost-of-Living Allowance) 



 

 

POST DIFF-NF  Hours  (Non-Foreign Post Differential) 

POST DIFF   Hours  (Foreign Post Differential) 

DANGER PAY  Hours 

TROP DIFF   Hours  (Tropical Differential) 

STAFFING DIFF  Hours  (Staffing Differential) 

RETENTION AL  Hours  (Retention Allowance) 

SUPVSRY DIFF  Hours  (Supervisory Differential) 

LUMP SUM PD  Hours  (Lump Sum Leave Payment) 

CRED HR PD   Hours  (Payment for Unused Credit Hours) 

COMPTIME PD  Hours  (Payment for Compensatory Time or   
       Religious Compensatory Time at the   
       Overtime Rate in Effect When Earned). 

ADV ANNUAL  Hours  (Collection for Advanced Annual Leave   
      Used) 

ADV SICK   Hours  (Collection of Advanced Sick Leave Used) 

ADV RELIG   Hours  (Collection for Advanced Religious    
      Compensatory Time Used). 

ADV TIMEOFF  Hours  (Collection for Advance Time Off Award   
      Used). 

LQA    Days  (Living Quarters Allowance) 

POST ALLOW  Days  (Post Allowance) 

SMA    Days  (Separate Maintenance Allowance) 

TQSA    Days  (Temporary Quarters Subsistence    
      Allowance). 

SUB EXP ALW  Days  (Subsistence Expense Allowance) 

REMOT/OFFSHR  Days  (Remote Site or Offshore Allowance) 

SEVERANCE   Days  (Severance Pay for Separated Employees) 

INJURY COP   Days  (Injury Continuation of Pay) 

INTERST PAID  Blank  (Interest Paid for Back Pay Award) 

RECRUIT INC  Blank  (Recruitment Incentive) 

TRANSFER ALW  Blank  (Transfer Allowance) 

EDUC ALW/TVL  Blank  (Education Allowance/Education Travel) 

RECRUT BONUS  Blank  (Recruitment Bonus) 

RELOCA BONUS  Blank  (Relocation Bonus) 

SUGGESTN AWD  Blank  (Suggestion Award) 



 

 

INCENTVE AWD  Blank  (Incentive Award) 

SES AWARDS  Blank  (Senior Executive Service Awards) 

XTRACURR PAY  Blank  (Extra Curricular Pay for DoDDS    
      Teachers/Educators). 

XTRADUTY PAY  Blank  (Extra Duty Pay for DoDDS) 

FGN LANG AWD  Blank  (Foreign Language Award) 

PRODUCT AWD  Blank  (Productivity Gainsharing Award) 

SEPARATN INC  Blank  (Voluntary Separation Incentive) 

 

A.1    RETROACTIVE EARNINGS 

 

The earnings “TYPES”, “HOURS”, and “AMOUNT” headings in this section will be the same 
as is in the “CURRENT EARNINGS” block.  This section separates current pay period 
earnings from prior pay period earnings due to corrections of previously submitted Time and 
Attendance data and late processing of personnel actions.  The “Retroactive Earnings” amounts 
in this section could be negative when it lists a collection for a prior pay period overpayment. 

All awards are processed with a current pay period effective date; therefore, awards will never be 
shown as Retroactive Earnings. 

 

B.     DEDUCTIONS 

 

Under the column heading “TYPE”, the name of the deduction is printed.  Under “CODE”, a 
code may be printed to further identify certain deductions.  Under “CURRENT”, the current pay 
period deduction amount is printed.  Under the heading “YEAR-TO-DATE”, the total amount 
of the deduction for the pay year is printed.  The following “TYPES” of deductions are defined: 

 



 

 

 TYPE   DEFINITION 

 

ADVANCED PAY  (Advancement of Pay) 

ALIMONY, ARR  (Court Ordered Garnishment for Arrearage of Alimony) 

ALIMONY, GRN  (Court Ordered Garnishment for Alimony) 

ALIMONY, VOL  (Voluntary Alimony) 

ALLOTMENT, OS  (Allotment for Overseas Employees) 

ALLOTMENT, SV  (Savings Allotment, Identifies as Allotment #1 and    
    Allotment #2) 

CHAP 13 PMT  (Court Ordered Garnishment for Chapter 13, Bankruptcy) 

CHARITY   (Each Payroll Office Assigns a Unique code to each   
    Charity Within a Geographical Area) 

CHLD SUP, ARR  (Court Ordered Garnishment for an Arrearage of Child   
    Support) 

CHLD SUP, GRN  (Court Ordered Garnishment for Child Support) 

CHLD SUP, VOL  (Voluntary Child Support) 

COMM GRN   (Court Ordered Commercial Garnishment) 

COMM GRN FEE  (Processing Fee for a Court Ordered Commercial    
    Garnishment) 

DEBT, DOD INV  (Involuntary Payment of a DoD Debt) 

DEBT, JDGMNT  (Judgment Ordered by a U.S. Court) 

DEBT, DOD VOL  (Voluntary Repayment of a DoD Debt) 

DEBT, FEHB   (Collection of a Debt for Health Benefits; the Code    
    Contains the FEHB Enrollment Code for Which the Debt   
    was Created) 

DEBT, GOV INV  (Involuntary Payment of a Non-DoD Government Debt) 

DEBT, GOV VOL  (Voluntary Payment of a Non-DoD Government Debt) 

DEBT, TRAVEL  (Collection of a Travel Overpayment) 

DEFRD COMPEN  (Deferred Compensation) 



 

 

FEGLI    (Federal Employees Group Life Insurance; the Code   
    Contains the Coverage Code (A-N, P-Z, or O) as Shown on  
    the SF-50, Block 27) 

FEGLI OPTNL  (Optional FEGLI; the Code contains the Options Selected   
    by the Employee, A, B, or C) 

FEHB    (Federal Employees Health Benefits; the Code Contains the  
    Enrollment Code Selected by the Employee) 

MEDICARE 

MIL DEPOSIT  (Military Deposit) 

NGAUS   (National Guard Insurance; the Code Contains the Code and  
    Option selected by the Technician, A, B, C, D, E) 

OASDI   (Old Age, Survivors and Disability Insurance, usually   
    referred to as Social Security) 

ORG/UNION   (Union or Professional Organization Dues; Contains the   
    Identification Number Assigned the Union or Professional   
    Organization, which is usually on the Form that Requests   
    the Deduction) 

QUARTERS   (Payment for use of Government Housing) 

RETIRE, CSRS  (CSRS Retirement; the Code is the Employee’s Retirement   
    Code as shown on the SF-50, Block 30) 

RETIRE, FERS  (FERS Retirement; the code is the Employee’s Retirement   
    Code as shown on the SF-50, Block 30) 

RETIRE, NAF   (Non-Appropriated Fund Retirement) 

RETIRE, SERS  (State Employee Retirement System for some National   
    Guard Employees) 

SAVINGS BOND  (The total Amount Deducted for U.S. Savings Bonds) 

SPECIAL PAY 

ST/PRV INS   (State or Private Insurance Plans for Certain National Guard  
    Employees) 

TAX LEVY FED  (Federal Tax Levy) 

TAX LEVY S/L  (State or Local Tax Levy) 

TAX PMT, VOL  (Voluntary Tax Payment to IRS) 

TAX, FEDERAL  (Federal Income Tax) 



 

 

TAX, LOCAL   (City, County or other Local Tax; the Code contains the   
    Taxing Authority Code Assigned which is found in the new  
    LES block 18 for “CURRENT DEDUCTIONS”.  When   
    only a year-to-date amount appears, the Taxing Authority   
    would have appeared on a previous LES for the Year) 

TAX, STATE   (State Income Tax; the Code contains the two character   
    State abbreviation which is also in Block 17 of the new   
    LES under “CURRENT DEDUCTIONS”.  When only a   
    “year-to-date” amount is listed, the State abbreviation has   
    appeared on a previous LES for the year.  It indicates State   
    taxes were withheld in a prior pay period for a different   
    State than the State listed in the current pay period) 

TSP LOANS   (A loan repayment to the Thrift Investment Board) 

TSP SAVINGS  (Thrift Savings Plan; the Code contains the percentage of   
    basic salary being deducted in ranges from one to ten   
    percent.  It is also shown in block 22 of the new LES) 

401 (k) LOANS  (A loan repayment to a 401 (k) Savings Plan) 

401 (k) SAVINGS  (401 (k) Savings plan; the Code contains the total    
    percentage of basic salary being deducted in ranges of one   
    to ten percent.  It is also shown in Block 22 of the new   
    LES) 

CONV YTD AMT  (Conversion Year-to-Date Amounts.  These are other types   
    of deductions brought in at time of conversion for the   
    National Security Agency) 

 

C.     LEAVE 

 

Only those types of leave which apply to an individual employee will print on the new LES.  The 
leave type will print under the heading “TYPE”.  Any balances carried over from the previous 
leave year will print under the heading “Prior YR BAL”.  Leave accruals for the current pay 
period will print under the heading “ACRD PP”.  Total Leave Accrued Year-to-Date will print 
under “ACRD YTD”.  Leave used during the current pay period will print under “USED PP”.  
Leave used year-to-date will print under “USED YTD”. 

 

Leave donated to another employee will print under “DNTD/RTND”.  Any unused donated 
leave returned within the same leave year will be subtracted from this amount and added to the 
leave balance.  Any balance of leave available for use will print under the heading “CURR 
BAL”.  Under the heading “USE/LOSE/TERM”, an amount or a date will print and will depend 
on the type of leave.  These will be further defined below: 

 



 

 

 TYPE   DEFINITION 

 

ANNUAL   (The “USE/LOSE/TERM” column contains the amount   
    of annual leave projected to exceed the maximum carry-  
    over at the end of the current leave year) 

SICK    (Sick Leave) 

EDUCATOR   (This is leave used by Department of Defense Dependent   
    School (DoDDS) teachers only; currently reported as sick   
    leave) 

BASE CLOSURE  (This is leave transferred in when an installation is closed.  It  
    will print under the heading “ACRD YTD”.  The    
    “USE/LOSE/TERM” column contains the date of    
    expiration, or forfeiture date when applicable) 

1ST RESTORED  (The amount of annual leave restored is shown in the   
    “ACRD YTD” column in the pay period leave is restored.    
    The “LOSE/USE/TERM” column contains the expiration   
    or forfeiture date.  Employees can have three different   
    restored leaves and expiration dates) 

2ND RESTORED  (Same as above) 

3RD RESTORED  (Same as 1st Restored) 

COMPENSATORY  (The “USE/LOSE/TERM” column contains the amount   
    projected to exceed the maximum carry-over at the end of   
    the current leave year) 

COMP-RELIG  (Religious Compensatory Time) 

CREDIT HRS   (Credit Hours) 

DONATED   (This is for leave recipients only.  Donated Leave received   
    prints in the “ACRD YTD” column in the pay period leave  
     is received.  Donated Leave returned to a donor prints  
     under the heading “DNTD/RNTD”) 

TIME OFF AWD  (Time Off Award) 

MILITARY   (Military leave is granted on a fiscal year basis only.    
    Military leave accrued will print under the heading “ACRD  
    YTD” column in the pay period October 1 occurs.  The   
    “USE/LOSE/TERM” column contains the amount to be   
    forfeited on September 30 of each fiscal year if not used) 

SHORE   (This is Shore Leave and contains the expiration date under  
    the heading “LOSE/USE/TERM” column) 

HOME    (Home Leave) 



 

 

INJURY (COP)  (The “LOSE/USE/TERM” column contains the Injury   
    Date and injury number for Continuation-of-Pay) 

LAW ENFORCE  (Leave for Law Enforcement purposes is based on a   
     calendar year rather than leave year.  A maximum of 22  
     days is authorized) 

HOLIDAY   (Holiday Leave) 

FAMILY   (This is a sum of all types of Family Leave used.  The   
    “USE/LOSE/TERM” column contains a date one year   
    from the first reported use of Family Leave) 

ADMIN   (Administrative Leave granted by an employer) 

 

NOTE:  The following paid Administrative Leave types will show only Current Pay 
Period Usage on the LES.  Year-to-Date usage is added to the ADMIN year-to-date used. 

 

ADMIN LEAVE TYPES 

COURT   (Jury duty or witness service) 

DC GUARD   (Leave with pay for the DC National Guard) 

INJ ADMIN   (The date of injury to the end of the scheduled shift) 

EXCUSED   (Authorized absences from duty with pay without leave   
    charged) 

NONWORK PD  (Authorized time off) 

LWOP    (Authorized leave-without-pay) 

NOTE:  The following unpaid leave types will show only current pay period usage on 
the LES, with Year-to-date usage added to the LWOP Year-to-date used. 

 

SUSPENSION:  (Placement in a temporary nonpay and nonduty status) 

AWOL    (Absent-Without-Leave) 

FURLOUGH   (Absence for Non-Disciplinary Reasons) 

N/DTY IN SCH  (For DoDDS Teachers/Educators:  Nonduty in School   
    within predetermined work schedules) 

MIL LWOP   (Military Leave-Without-Pay) 

WORKERS COMP  (Workers Compensation) 

 

 

 

 



 

 

NOTE:  The following leave types may have a prior year balance for HOURS/DAYS 
reported on the LES:  Annual, Sick, 1st Restored, 2nd Restored, 3rd Restored, 
Compensatory, Compensatory-Religious, Credit Hours, Time-Off Award, Military, Shore 
and Home. 

NOTE:  The following leave types may have accrued YEAR-TO-DATE HOURS/DAYS 
reported on the LES:  Annual, Sick, Educator, Base Closure, 3rd Restored, 
Compensatory, Compensatory-Religious, Credit Hours, Donated, Time-Off Award, 
Military, Shore, and Home. 

All types of leave may have USED CURRENT PERIOD HOURS/DAYS reported on 
the LES. 

The following leave types may have DONATED HOURS/DAYS reported on the LES:  
Annual, Base Closure, 1st Restored, 2nd Restored, and 3rd Restored. 

The following types of leave may have a CURRENT BALANCE HOURS/DAYS 
reported on the LES:  Annual, Sick, Educator, Base Closure, 1st Restored, 2nd Restored, 
3rd Restored, Compensatory, Compensatory-Religious, Credit Hours, Donated, Time-Off 
Award, Military, Shore and Home. 

The following leave types cannot have “USED YEAR-TO-DATE HOURS/DAYS” 
reported on the LES:  Court, DC Guard, Inj Admin, Excused, Nonwork Paid, (All are 
included in “ADMIN YEAR-TO-DATE”), Suspension, AWOL, Furlough, N/DTY IN 
SCH (These are all included in “LWOP YEAR-TO-DATE”) 

 

REMARKS SECTION 

All Remarks that apply to the employee will print on the LES unless there is insufficient room on 
the form: 

“THE CUMULATIVE RETIREMENT AMOUNT SHOWN MAY NOT REFLECT TOTAL 
RETIREMENT DEDUCTIONS DUE TO A CHANGE IN PAYROLL OFFICE OR A BREAK 
IN SERVICE.” 

This remark will print for new “CSRS” and “FERS” employees on the employee’s first LES but 
is excluded for newly hired government employees. 

“BUY US SAVINGS BONDS” 

This remark is printed each pay period in the months of April, May and June during the National 
Bond Campaign. 

“ENROLL IN TSP-DEADLINE 31 MMM” 

This remark is printed during both TSP Open Seasons. 



 

 

“FEHB OPEN SEASON” 

This remark will print during each Federal Employees Health Benefits (FEHB) Open Season. 

“NET PAY PAYMENT BY CHECK - BANK CLOSURE” 

This remark is produced when notification is received that a bank has closed and the direct 
deposit is no longer valid. 

“ALLOTMENT CANCELED - BANK CLOSURE” 

This remark is printed when notification is received that a bank has closed and an allotment 
direct deposit is no longer valid. 

“BANK CHANGE - NET PAY” 

This remark is produced when a bank merger is processed. 

“NET PAY BANK/ACCOUNT NUMBER/ACCOUNT TYPE CHANGED” 

This remark is produced when the information on a SF-1199A is received to change a bank, an 
account number, or account type for net pay. 

“SAVINGS ALLOTMENT #1 BANK/ACCOUNT NUMBER/ACCOUNT TYPE CHANGED” 

This remark is produced when the SF-1199A allotment information submitted changes the bank, 
an account number, or account type. 

“SAVINGS ALLOTMENT #2 BANK/ACCOUNT NUMBER/ACCOUNT TYPE CHANGED” 

This remark is produced when the SF-1199A allotment information is submitted which changes 
the bank, an account number, or the account type. 

“SAVINGS ALLOTMENT #1, AMOUNT CHANGED” 

This remark is produced when the information submitted changes the allotment #1 amount. 

“SAVINGS ALLOTMENT #2, AMOUNT CHANGED” 

This remark is produced when the information submitted changes the allotment #2 amount. 

“NAME, SSN, DOB, OR MAILING ADDRESS CHANGED” 

This remark is produced when the name, Social Security Number (SSN), date of birth (DOB), or 
mailing address changes. 

“BASIC PAY CHANGED” 

This remark is produced when the employee’s basic pay changes due to a pay action that moves 
the employee to a different salary. 



 

 

“PAY SUSPENDED TEMPORARY APPOINTMENT EXPIRED” 

This remark is produced when the hours, amount or not-to-exceed date is reached on a temporary 
appointment. 

“PAY RATE ADJUSTED TEMPORARY PROMOTION EXPIRED” 

This remark is produced when the not-to-exceed date is reached on a temporary promotion and 
pay is adjusted back to the permanent pay rate. 

“SEVERANCE PAY TERMINATED - EMPLOYEE REHIRED” 

This remark is produced when a separated employee is rehired and severance pay is stopped. 

“REEMPLOYED ANNUITANT MONTHLY OFFSET CHANGED” 

This remark is produced when the monthly annuity offset amount is changed. 

“ALLOWANCE/DIFFERENTIAL/PREMIUM/INCENTIVE PAY CHANGED” 

This remark is produced for all transactions that update or change an entitlement. 

“NET PAY INCLUDES AWARD NET OF ___________.__” 

This remark is produced whenever an award is included with the current pay amount. 

“BONUS PAID” 

This remark is produced when a recruitment bonus or relocation bonus is processed. 

“LUMP SUM PAID FOR _______________________” 

This remark is produced when there is a lump sum payment for leave. 

“INDEBTEDNESS COLLECTED FOR ADV ANNUAL” 

This remark is produced when a collection is made for used advanced annual leave. 

“INDEBTEDNESS COLLECTED FOR ADV/SICK” 

This remark is produced when a collection is made for used advanced sick leave. 

“INDEBTEDNESS COLLECTED FOR ADV/TIME-OFF” 

This remark is produced when a collection is made for excess hours of advanced time-off leave 
is used than is authorized. 

“INDEBTEDNESS COLLECTED FOR ADV RELIG” 

This remark is produced when a collection is made for used advanced religious compensatory 
time. 

“COMPENSATORY TIME PAID” 

This remark is produced when an employee is paid overtime for a compensatory time balance. 



 

 

“COMPENSATORY TIME FORFEITED” 

This remark is produced when an employee forfeits compensatory time. 

“CREDIT HOURS PAID” 

This remark is produced when an employee is paid a credit hour balance. 

“TIME-OFF AWARD FORFEITED” 

This remark is printed when Time-Off Award hours are forfeited. 

“FEDERAL TAX WITHHOLDING INFORMATION CHANGED” 

This remark is produced when a Form W-4 Withholding Certificate change is processed or in the 
pay period that February 15th falls for employees claiming an exemption from Federal Taxes 
and a new Form W-4 has not been submitted. 

“TAX DEDUCTION CHANGED FOR STATE #1” 

This remark is produced when a Form W-4 Withholding Certificate or a State Tax form is 
processed. 

“TAX DEDUCTION CHANGED FOR STATE #2” 

This remark is produced when a Form W-4 Withholding Certificate or State Tax form is 
processed. 

“TAX DEDUCTION CHANGED FOR LOCAL #1” 

This remark is produced when a Local #1 City or County Tax change is processed. 

“TAX DEDUCTION CHANGED FOR LOCAL #2” 

This remark is produced when a Local #2 City or County Tax change is processed. 

“OCCUPATIONAL TAX DEDUCTED THIS PERIOD” 

This remark is produced in the pay period when an annual Occupational Tax is deducted. 

“RETIREMENT CODE/PLAN CHANGED” 

This remark is produced when CSRS or FERS retirement codes change or when a NAF (Non-
Appropriated) retirement plan/indicator changes. 

“CASH PAYMENT PROCESSED FOR RETIREMENT” 

This remark is produced when CSRS or FERS Retirement Codes change or when a NAF (Non-
Appropriated) retirement plan/indicator changes. 

“RETIREMENT DEDUCTION CHANGED” 

This remark is produced when the retirement deduction amount changes because the maximum 
limits are reached for Social Security or Medicare.  It also prints when deduction amounts 
change for SERS (National Guard employees). 



 

 

“OASDI AND MEDICARE PERCENTAGE CHANGED” 

This remark is produced when the OASDI (Old Age Survivors Disability Insurance) or Medicare 
deduction percentages change. 

“MILITARY DEPOSIT INTEREST APPLIED” 

This remark is produced when interest is applied to the balance due for Military Deposits. 

“CASH PAYMENT PROCESSED FOR MILITARY DEPOSIT” 

This remark is produced when a cash payment is processed for a Military Deposit. 

“MILITARY DEPOSIT DEDUCTION CHANGED” 

This remark is produced when a biweekly deduction for a Military Deposit is changed. 

“TSP DEDUCTION PERCENT OR AMOUNT CHANGED” 

This remark is produced when the percent or fixed pay period deduction amount for TSP (Thrift 
Savings Plan) is changed. 

“TSP FUND DISTRIBUTION CHANGED” 

This remark is produced when the Fund Distribution (Codes G, C, and F) for TSP is changed. 

“TSP LOAN PAYMENT CHANGED” 

This remark is produced when the deduction amount for a TSP loan changes. 

“401 (K) DEDUCTION PERCENT CHANGED” 

This remark is produced when the deduction percentage for the 401 (k) Plan changes. 

“401 (K) FUND DISTRIBUTION CHANGED” 

This remark is produced when the Fund Distribution for the 401 (k) Plan deduction changes. 

“401 (K) LOAN PAYMENT CHANGED” 

This remark is produced when the deduction amount for a 401 (k) loan changes. 

“DEDUCTION CHANGED FOR DEBT” 

This remark is produced when the deduction amounts for an indebtedness changes. 

“DEDUCTION CHANGED FOR GARNISHMENT” 

This remark is produced when the deduction amount for a garnishment changes. 

“DEDUCTION CHANGED FOR TAX LEVY” 

This remark is produced when the deduction amount for a Tax Levy changes. 

“CASH PAYMENT PROCESSED FOR DEBT” 

This remark is produced when a cash payment is made for a credit to an indebtedness. 



 

 

“FEHB OPEN SEASON ENROLLMENT PROCESSED” 

This remark is produced in the first full pay period of January each year when the Federal 
Employees Health Benefits (FEHB) Open Season changes are effective. 

“FEHB DEDUCTION CHANGED” 

This remark is produced when the FEHB enrollment code or deduction amount changes.  IT does 
not apply to Open Season changes. 

“CASH PAYMENT PROCESSED FOR FEHB” 

This remark is produced when a cash payment for FEHB is processed. 

“RETROACTIVE COLLECTION FOR HEALTH BENEFITS” 

This remark is produced when an automatic collection for a FEHB indebtedness is processed. 

“LIFE INSURANCE ELECTION/AGE CATEGORY CHANGED” 

This remark is produced when the age or election codes are changed for Federal Employees 
Group Life Insurance (FEGLI) or NGAUS (National Guard Life Insurance). 

“LIFE INSURANCE DEDUCTION CHANGED” 

This remark is produced when FEGLI, NGAUS, or State/Private Insurance deduction amounts 
are changed. 

“LIFE INSURANCE PREMIUM CALCULATED USING MULTIPLE RATES” 

This remark is produced for Wage Grade employees when the FEGLI deduction is calculated 
using multiple shift rates. 

“BOND AUTHORIZATION PROCESSED” 

This remark is produced when an add or stop action is processed for U.S. Savings Bonds. 

“BOND BALANCE REFUNDED” 

This remark is produced when a bond balance is refunded. 

“BONDS PURCHASED” (Includes Number of Bonds for Pay Period) 

This remark is produced when the purchase price of a bond is satisfied.  The number of bonds 
purchased are also listed. 

“BOND DEDUCTION CHANGED” 

This remark is produced when a change action is processed for a U.S. Savings Bond. 

“UNION/EMPLOYEE ORGANIZATION CHANGED” 

This remark is produced when an action is processed to change the Union or Employee 
Organization. 



 

 

“UNION/EMPLOYEE ORGANIZATION DEDUCTION CHANGED” 

This remark is produced when the percent or deduction amount for a Union or Employee 
Organization is changed. 

“CFC ELECTION EFFECTIVE THIS PAY PERIOD” 

This remark is produced when the employee’s election for the Combined Federal Campaign 
begins the first full pay period in January. 

“CFC DEDUCTION CHANGED” 

This remark is produced when the deduction amount for the Combined Federal Campaign 
changes. 

“LEAVE BALANCES CONVERTED” 

This remark is produced when an employee’s leave balances are converted due to changes in 
appointment, employee types or leave system changes. 

“LEAVE DONATED THIS PAY PERIOD” 

This remark is produced when leave is donated. 

“DONATED LEAVE IS RETURNED” 

This remark is produced when donated leave is returned to the donor. 

“LEAVE ACCRUAL RATE CHANGED” 

This remark is produced when an employee’s leave accrual rate changes. 

“SERVICE COMP DATE (LEAVE) CHANGED” 

This remark is produced when the Service Computation Date (SCD) for leave is changed. 

“RETROACTIVE LEAVE ADJUSTMENTS PROCESSED” 

This remark is produced when adjustments are made to an employee’s leave record. 

“RETROACTIVE TIME AND ATTENDANCE ADJUSTMENTS PROCESSED” 

This remark is produced when corrections are made to prior pay period Time and Attendance 
Reports. 

“RETROACTIVE PERSONNEL DATE PROCESSED” 
This remark is produced when a transaction is received from the civilian Personnel System 
which has a prior pay period effective date. 


