DISCUSSION ITEMS
 For 

	


           
HEALTH BENEFITS - An overview of the FEHB Program to include open seasons, events permitting change, and cost (part-time employees pay more than shown in Comparison Chart).  SF-2809 must be returned within 60 days of appointment.  Document failure to elect coverage on SF-2809 in remarks and return.

          

LIFE INSURANCE - An overview of the program stressing that open seasons are not held and the requirements for handling an election.  SF-2817 must be returned with in 31 days of appointment.  Document failure to elect coverage on SF-2817 at bottom of form and return.  

          

RETIREMENT - An overview of the retirement system the employee is covered under, including what withholdings will be made from paycheck.  If the employee is not covered under either CSRS or FERS, tell them to be sure that FICA is being withheld.  FOR REHIRED EMPLOYEES PREVIOUSLY COVERED UNDER CSRS, EXPLAIN THEIR ELIGIBILITY TO ELECT FERS (Within 6 months of date of rehire).

          

MILITARY DEPOSIT - For new government employees who enter on duty 

under FERS, explain that military service performed 01/01/57 and later is 


creditable for leave, reduction in force, and retirement, but is creditable for 

retirement only if a deposit is paid.  Emphasize that if no deposit is paid,

no credit is granted. 

For rehired employees who enter on duty under CSRS or CSRS-OFFSET, explain that it might be to their financial advantage to pay a deposit for military service performed 01/01/57 and later.  

CSRS employees are not charged interest if deposit is made within 2 years of employment.  After grace period ends, interest is a variable rate.  FERS employees are not charged interest if a deposit is made within 3 years of the date employee became subject to FERS.  Amount due is 3% of military base pay.  Employees may speak to their appropriate servicing benefits specialist for additional complete information and procedures.  Provide contact name and telephone number of appropriate benefits specialist.  

          

THRIFT SAVING PROGRAM (TSP) - Provide an overview of the TSP program, booklet, and forms.  New employees may begin participation at any time.  Agency matching funds will begin according to date of hire.  The Allocation Form (TSP-50) is sent directly to TSP following receipt of PIN# or can be done on-line via www.tsp.gov.
          

PAY, PROMOTIONS & WITHIN GRADE INCREASES (WGIs) - Discuss pay periods, when a employee may expect his first check, deductions and availability of direct deposit.  Also, discuss the employees rate of pay, any promotion potential the position has and make the employee aware that promotions are not automatic or guaranteed.  Discuss WGIs and explain the waiting periods.

          

LEAVE  - Explain the types and amount of leave the employee is eligible to earn, how to request leave and circumstances under which each type of leave may be used.

          

TYPE OF APPOINTMENT - Explain any time limitations the appointment may have and the importance of keeping track of days worked, if necessary, against that limitation on temporary appointments.  Explain career and career-conditional employment.

         

PROBATIONARY PERIOD - Inform employee whether or not he/she is subject to a probationary period.  If so, discuss the type and length of the probationary  period.

          

POSITION DESCRIPTION - Inform employee that he/she will be receiving a copy of his/her position description and that it should be discussed with the supervisor.

          

PERFORMANCE STANDARDS AND APPRAISALS - Provide an overview of the performance appraisal system.  Tell the employee that he/she will be provided with a set of performance standards by his/her supervisor and that if they dont receive standards to request them of the supervisor.  Explain the impact a performance appraisal can have -- a good one may result in an award and a poor one may result in withholding of WGI.

          

INDIVIDUAL DEVELOPMENT PLANS (IDPS) - Inform employee that an IDP is to be prepared annually in conjunction with the performance appraisal process and that the employee will have input as to the amount and type of training courses he/she will attend.

          

MERIT PROMOTION - Explain the merit promotion process and tell the employee where announcements are posted, methods of applying and restrictions.  (Ineligible for first 90 days after competitive appointment).  

          

INCENTIVE AWARDS - Give an overview of the Incentive Awards Program--Sustained Superior Performance, Special Act, Spot, Time Off, and Suggestion Awards.

          

NOTIFICATION OF PERSONNEL ACTION (SF-50)/ LEAVE AND EARNINGS STATEMENT - Impress upon employee the importance of reviewing these and all documents received for accuracy.  

I Have Been Provided All the Forms Indicated 

and the Topics Shown above Have Been Discussed with Me.
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