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INTRODUCTION
The Administrative Services Office of the Department of Emergency and Military Affairs
provides Arizona State related Human Resources and peripheral support missions to the
Department. The Administrative Services Office is organized to provide adequate personnel
support to free all functional sections from many human resources related administrative tasks.
For this reason, human resources functions are centralized. The Administrative Services Officer
is responsible for ensuring that all actions concerning covered State service employees are in
accordance with the Arizona Department of Administration (ADOA) Personnel Rules. The
Administrative Service Officer is also responsible for all actions concerning non-covered
employees.
All references to the Administrative Services Officer, Human Resources Office and Human
Resources Officer in this Directive are made to specify the personnel function of the DEMA
Administrative Services Office.
Covered employees have rights and benefits provided to them in the ADOA Personnel Rules.
The Rules should be consulted for this information, as no attempt has been made to fully
duplicate that information here. Covered employees have certain protections, and the DEMA
Administrative Services Officer must be consulted prior to any action regarding a covered
position or employee. For covered employees this manual is to be used in conjunction with the
ADOA Personnel Rules, as matters addressed in the ADOA Personnel Rules may not be
repeated here.
The DEMA Administrative Services Officer is the only official in this agency authorized to
articulate policy, publish decisions or disseminate information concerning State human resource
matters. Further delegation is not permitted.
The DEMA Administrative Services Officer is the only person authorized to conduct business of
the Department with the ADOA Human Resources Division. Managers and supervisors having a
need to discuss matters with ADOA staff members will coordinate their requirements with the
Administrative Services Officer.
Comments and recommendations on this Directive are invited. Questions concerning agency
policies or this manual should be directed to the Administrative Services Officer. Requests for
copies of forms mentioned in this manual should be directed to the Administrative Services
Office.
The Administrative Services Officer is authorized to make clerical, format, spelling and other
administrative corrections and updates to this directive, as required, that do not alter or create
new policy. Such revisions shall be distributed in accordance with DEMA Policy Letter 10.01.
The policies and procedures contained in this Directive do not create a contract, implied or
expressed, with any DEMA employee. All non-covered DEMA employees are employed at will.
DEMA reserves the right to modify these policies and procedures in whole or in part, with or
without notice, at any time.
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DEFINITIONS
The following terms are used throughout this manual.
Appointing Officer:
DEMA Administrative Services Officer, designated by The
Adjutant General to effect a State hire, also referred to as Human
Resources Officer.
Division Director:

Specifically refers to the Director, Army National Guard;
Director, Air National Guard; Director, Division of Emergency
Management; and Director, Joint Programs Division.

Nominating Officer:

Designated by the Administrative Services Officer. The
nominating officer is the senior officer in the major work
section responsible for signing the hiring forms once a selection
is made.

Selecting Officer:

May be appointed by the Nominating Officer to conduct the
interviews and make the initial recommendation for hire.

Major Commander/Director:

Commander or Director responsible for overall management of
an entire functional area or division, specifically:
The Adjutant General (Department level)
Director, Army National Guard
Director, Air National Guard
Director, Division of Emergency Management
Director, Joint Programs Division
Commander, 161 ARW
Commander, 162 FW
Commander, Camp Navajo
Commander, WAATS
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ABBREVIATIONS
The following abbreviations are used in this Directive:
ADEM

Arizona Division of Emergency Management

ADOA

Arizona Department of Administration

AERFund

Arizona National Guard Emergency Relief Fund

A.R.S.

Arizona Revised Statute

ASO

Administrative Services Officer

ASRS

Arizona State Retirement System

AZ ANG

Arizona Air National Guard

AZ ARNG

Arizona Army National Guard

BAH

Base Allowance for Housing

BAS

Basic Allowance for Subsistence

EAP

Employee Assistance Program

EEO

Equal Employment Opportunity

EHE

Employees Helping Employees

FLSA

Fair Labor Standards Act

FMLA

Family and Medical Leave Act

HRIS

Human Resources Information Solution (System)

HRMS

Human Resources Management System

LWOP

Leave Without Pay

OJT

On the Job Training

PASE

Performance Appraisal for State Employees

PDQ

Position Description Questionnaire

POMSO

Plans, Operations, and Military Support Office

PPMR

Papago Park Military Reservation

PSPRS

Public Safety Personnel Retirement System

SAD

State Active Duty

SIDPERS

Standard Installation Division Personnel Reporting System

TAG

The Adjutant General

USERRA

Uniformed Services Employment and Reemployment Rights Act

VOCO

Verbal Order of the Commanding Officer
v
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CHAPTER 1 - THE PERSONNEL FILE SYSTEM

1.1

GENERAL

The official personnel file for each employee is maintained at the Administrative Services
Office. All original documentation must be maintained in the official file. This is done with the
intent of ensuring privacy, format standardization, and simplifying the administrative load at the
operational level. Immediate and intermediate supervisors are encouraged to keep their personal
files to a minimum.
1.2

SUPERVISOR LEVEL FILES

It is necessary that the only records kept at the work section level be limited to copies of the
following:
1. Time and Attendance records.
2. A duplicate of the Non-Covered Performance Evaluation or PASE (covered) Rating
Summaries and checklists.
3. Position Description Questionnaire (PDQ).
4. Records of counseling concerning problem areas and/or exceptional performance.
Immediate supervisors may wish to keep personal performance notes. Those may not be kept in
an individual personnel file. Files kept by the supervisors at section or unit level are unofficial
and contents must comply with these provisions and ADOA guidelines. Such files should
contain copies of laudatory notes and other positive performance information in addition to
relevant negative performance information. Any information filed under an individual's name
may be subject to the Privacy Act provisions and be releasable under applicable laws.
1.3

THE OFFICIAL PERSONNEL FILE

Original copies of all personnel actions, Performance Evaluations/PASE’s, résumé and job
application, training records, and official correspondence are retained in the official personnel
file. Such information is available only to agency personnel with a need to know; to ADOA
Personnel Division officials in their line of duty; to members, staff, and hearing officers of the
Personnel Board, if appropriate; to the employee or his/her representative upon written
authorization by the employee; and to officials empowered to subpoena records for legal
proceedings.
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The official file has the following format:
Section 1.

DEMA 303 for new hire, status changes, position changes, transfers,
termination; Application for Employment, résumé, and related
documents ; Certificate of Appointment ; HRMS Notification Forms; SF301; SF-302; resignation letter.

Section 2.

New Hire Checklist; Statement of Understanding; Selective Service
Affidavit; Loyalty Oath; signed DEMA policy Letters; Personnel File
Access Request forms; Overtime Election; other related documents
required.

Section 3.

W-4/A-4; Automatic Deposit Authorizations; Documentation for any/all
other Additions or Deductions to Payroll; Employment Verification
Requests.

Section 4.

Awards; Letters of Commendation/Reprimand; Training Certificates.

Section 5.

Performance Evaluations/PASE’s; Merit Increase Recommendations.

Section 6.

Benefit Enrollment Forms; Leave Payment Forms; Address Changes.

1.3.1 Employee Medical Files
A separate file will be maintained by the Administrative Services Officer for State employees,
which will include all documents relating to employee medical conditions. Items that will be
retained in this file will be the following:
1. Emergency Notification Record.
2. Medical Leave of Absence records.
3. Applications for Annual Leave donations.
4. Family Medical Leave Act (FMLA) records.
5. Short Term Disability and Long Term Disability records.
6. Any other medically related records.
1.3.2 Workers Compensation Claims and Correspondence
A separate file will be maintained by the Administrative Services Officer for State employees,
which will include all documents relating to employee industrial leaves.
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1.3.3

Driving/Specialty License Files

A separate file will be maintained by the Administrative Services Officer for State employees,
which will include all documents relating to Department of Motor Vehicles driving records
inquiries and to obtaining and retaining Commercial Driver’s Licenses.
1.3.4

Background Investigation Files

A separate file will be maintained by the Administrative Services Officer for State employees,
which will include documents relating to fingerprinting, criminal background investigations and
security clearances.
1.4

DISPOSITION OF FILES

Active files are maintained in the Administrative Services Office. Upon separation, the official
personnel file will be retained in that office for one complete calendar year after the year in
which the employee separated. After that time, it will be transferred to the Agency records
holding area for storage and eventual destruction in accordance with applicable records retention
guidelines.
Directives of the Arizona Department of Library, Archives and Public Records govern all
records disposition. Pending legal action may extend the retention period.
1.5

EMPLOYEES TRANSFERRING TO ANOTHER STATE AGENCY

When an employee is transferred to another State agency, his/her official file is also transmitted
to that agency according to ADOA Personnel procedures. The Administrative Services Officer
determines if any portion of the file should be copied for agency retention prior to transmittal. A
DEMA Form 022 Transfer of Employee Personnel File will accompany the file. After the
receipt portion is completed and returned, a final copy will be filed in the agency files for not
less than five years.
1.6

PERSONNEL AND POSITION ACTIONS

Personnel and position actions usually begin with the immediate supervisor and are processed
through the Administrative Services Office. A copy of any fully processed action is returned to
the supervisor.
1.7

EMPLOYEE INFORMATION CARD FILE

Every employee of the agency has an information card filed in the personnel office. Upon
separation, the card will be retained for a period of time in accordance with directives of the
Arizona Department of Library, Archives and Public Records.
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1.8

ACCESS TO PERSONNEL FILES

Personnel files will be maintained as confidential in accordance with procedures established by
statute, the Arizona Department of Library, Archives, and Public Records and appropriate
ADOA guidelines. The only persons who may access an employee personnel file are the
employee, anyone who has written authorization from the employee, anyone in the employee’s
line of supervision, State Human Resources officials in the normal line of duty, officials acting in
response to court orders or subpoenas, or an official of an agency of the Federal or State
government when deemed appropriate by the Administrative Services Officer. An individual
requesting to review an employee personnel file will be required to complete and submit to the
Administrative Services Officer a Personnel File Access Request Form. The completed form
will be maintained in Section 2 of the Official Personnel File.
Personnel files may not be removed from the Administrative Services Office, and nothing may
be removed from the file. If approved by the Administrative Services Officer, copies of
requested file items will be provided within three working days.
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CHAPTER 2 - POSITION STATUS

2.1

GENERAL

The ADOA Human Resources Division establishes the official class and compensation level for
a position. A position may have a working title established by the Major Commander/Director.
Any reorganization or any substantive change in duties, responsibilities or authority of the
position requires an updated Arizona State Position Description Questionnaire (PDQ) (ADOA
form HRCF-402; download at www.azdema.gov or www.hr.state.az.us). Any such actions must
be coordinated with the Administrative Services Officer.
It should be noted that the Administrative Services Officer should be contacted during the
study/proposal phase of any action affecting positions to insure proper action and implementation. It
is also recommended that the Administrative Services Officer be used in the research phase as a
resource or in other such feasibility studies.
2.2

CHANGING A POSITION STATUS

At times it is necessary to make a change in a position. There are several types of changes that can
be made:
1. Establish a new position
2. Abolish a position
3. Change position classification or grade
To establish or change a position, a new PDQ must be completed. The completed PDQ together
with a current and proposed organizational diagram and a memo explaining the reasons for the
classification action, are to be sent to the Administrative Services Officer for review, approval and
submission to ADOA.
In the preparation of the PDQ, the duties, activities and responsibilities of the position must be
adequately described. The analyst who processes the request will only know what the documents
indicate. It is very important that all of the facts be included. It is not intended that the job
description be necessarily limited to the space on the form. Be thorough in the description. It is
essential to consult with the Administrative Services Officer in the preparation of such a request.
To abolish a position that is no longer valid or needed, a memo requesting abolishment, including
the position number and the reason, is to be sent to the Administrative Services Office for
processing.
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2.3

FORMS

The Arizona State Position Description Questionnaire, form HRCF-402, is to be used for all position
establishment or classification actions. The PDQ form requires the signature of the incumbent if the
position is occupied, and the position’s first line supervisor, as indicated on the form. The
Administrative Services Officer will generally sign for the agency. The PDQ form is available from
the Administrative Service Office or www.azdema.gov or www.hr.state.az.us.
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CHAPTER 3 - NON-COVERED EMPLOYMENT

3.1

GENERAL

Due to the unique and varied missions of this Agency and the National Guard, the statutes
provide for a number of categories of employees in DEMA. Arizona State Service employees
who are referred to as “covered” employees are competitively hired and appointed to positions
that are covered by the ADOA Personnel Rules. All other employees of the agency who are
appointed to positions that are established under various statutory exemption provisions of
A.R.S. 41-771 are referred to as “non-covered” employees.
By simple definition, a non-covered employee is one whose benefits and rights do not fall under
the ADOA Personnel Rules. As such, The Adjutant General (TAG) is not bound to the
application of the ADOA Personnel Rules for these positions and has the final decision in all
matters regarding these positions and personnel.
A careful distinction should be made when applying the term “exempt” to non-covered
employees. Non-covered positions are established as being exempt from the Personnel Rules
pursuant to various sections of A.R.S. 41-771. This use of the term “exempt” should not be
confused with determining the Fair Labor Standards Act (FLSA) classification of positions as
being either Exempt or Non-Exempt from FLSA premium overtime eligibility. See Chapter
9.4.2 for additional information on this subject.
3.2

CATEGORIES OF NON-COVERED EMPLOYMENT

There are several categories of non-covered employment. An employee's benefits and rights are
contingent on the category of their position. These categories are set forth in A.R.S. 41-771. The
sub-sections for those affecting DEMA are shown below in parenthesis.
These positions are appointees of The Adjutant General and serve at his pleasure. They accrue
benefits and protection granted by TAG and none other. They receive neither protection nor
guidance from the ADOA Personnel Rules. The ADOA Personnel Rules may be considered in
personnel actions not otherwise covered by agency policies or rules.
3.2.1 Special Appointed Positions
State officers and members of boards and commissions who are appointed by the legislature or
the governor. This section affects the following positions:
Position #

Title

AMA0672,3,4,5,6AIO

Judges, Military Court of Appeals
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3.2.2 Special Categories (B.1, B.3)
TAG sets specific job requirements and the incumbent is responsible to TAG for compliance.
This section affects the following positions:
Position #

Title

AMA0002AHO
AMA0003AHO
AMA0004AHO
AMA0005AHO
AMA0421AHO

Director, Division of Emergency Management
Director, Army National Guard
Director, Air National Guard
Director, Joint Programs Division
Resources Manager

3.2.3 Confidential Relationship (B.2)
Individuals in these positions have a direct confidential reporting relationship to an exempt/noncovered official of the Agency. Under this provision, all Active Guard and Reserve (AGR)
personnel and Federal Technicians are considered equivalent to an exempt/non-covered (State)
employee for reporting purposes.
3.2.4 National Guard Pre-Requisite (A.7, A.12)
Many non-covered positions in DEMA require National Guard membership. These positions are
statutorily exempted from ADOA Personnel Rules. A.R.S. Section 41-771.A.7 exempts
traditional guardsmen as well as guard members on State Active Duty. A.R.S. Section 41771.A.12 exempts full time State employees of this department who are subject to being called to
federal service.
In those instances where a position which has been identified as requiring National Guard
membership cannot be filled by a qualified National Guard member, a comparable non-covered
position that does not require National Guard membership may be established. Upon becoming
vacant, every attempt should be made to recruit a qualified National Guard member and return
the position to its previous classification status.
In those positions where National Guard membership is required, the appropriate uniform will be
worn. This implies that the uniform will be worn in accordance with regulations. Responsibility
for enforcing this falls on the commander.
Brigade/Wing Commanders may approve State employees being a member of any military unit
under their command. The appropriate Director, Army or Air National Guard must approve
permission for a State employee to hold a military position in another Brigade/Wing in writing.
A copy of this approval must be sent to the Administrative Services Officer for placement in the
individual’s personnel file.
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Military grade inversions, while discouraged, are permitted within the Officer or Enlisted corps
when approved in writing by the Brigade/Wing Commander. A copy of the approval must be
sent to the Administrative Services Officer. However, a grade inversion, which would result in
an Officer being supervised by an Enlisted person, is prohibited.
Commanders of each unit that has a large number of non-covered, National Guard membershiprequired State employees, (Camp Navajo, 161ARW, 162FW, PPMR Security), will prepare a list
of positions which should be classified under each category (paragraph 3.2.4). The commanders
will also advise the Administrative Services Officer of any desired or required changes. The
Administrative Services Officer will maintain these lists.
3.2.5 ADEM Emergency Positions (Executive Order)
All positions established and used in response to an Emergency Declaration are non-covered.
Personnel hired into these positions do not accrue benefits except those specifically granted at
the time of employment. They serve at the pleasure of TAG and have no protection under this
directive or the ADOA Personnel Rules.
3.2.6

Part Time (B.4)

These are non-covered positions that are part time only.
3.2.7

Temporary (B.5)

These are non-covered positions that are temporary or established for the purpose of conducting
a special project, study or investigation. They have a maximum life of five years.
3.2.8 Policy Making (B.7)
These are non-covered positions that are determined by the ADOA Director to be directly or
indirectly engaged in establishing policy or enforcement standards.
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CHAPTER 4 - THE HIRING PROCESS

4.1

GENERAL

Requests to recruit will be submitted using the Personnel Request, DEMA Form 006. When a
vacancy occurs, it is up to the supervisor to determine when the job is to be filled. It takes
approximately one month to fill most positions. In order to minimize the lapse in time between
vacancy and filling it is essential to act as soon as it is known that there will be a vacancy. It is
recommended that supervisors obtain the letter of resignation as soon as possible, and begin the
process to fill a position prior to the incumbent’s departure.
The process for filling a position varies according to whether the position is covered or non-covered.
In both cases a Personnel Request, DEMA Form 006, must be completed and sent to the
Administrative Services Office. The Nominating Officers establish any special criteria or special
standards to include specific skills and verify the availability of funds and authority to fill the
vacancy.
4.2

COVERED VACANCIES

In the case of a covered position, the Administrative Services Officer may announce the vacancy as
a promotional opportunity for current employees of the Department of Emergency and Military
Affairs. Copies of the announcement will be forwarded to all section heads for posting. If there is
not a sufficient pool of promotional qualified candidates, a broader scope hiring list will be
requested.
Hiring lists for all covered positions are prepared for the agency by the Administrative Services
Office using the Hiring Gateway database system. The criteria used to screen applicants for the
vacancy are derived from the published qualification standards and any specific knowledge, skills,
abilities identified as necessary to perform the duties of the position. It is the requirement of the
Nominating or Selecting Officer to provide accurate requirements to ensure the best possible
candidates can be identified (see Section 4.4 of this Chapter).
At least three candidates from the Hiring List must be interviewed if available. Each hiring list has
an expiration date (usually 30 days). The list will not be valid beyond that date unless it has been
extended or re-issued in writing.
The Hiring List will specify the Nominating Officer. While the Nominating Officer may
designate a Selecting Officer to interview and/or make an initial recommendation, the designated
Nominating Officer is responsible for assuring the correct procedure. In either case, when the
Nominating Officer receives the hiring list, it is important that all instructions are complied with
and that the hiring list is properly completed; otherwise an illegal hire may occur. Sections 4.5
and 4.6 of this Chapter will also apply to this process.
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The entry level salary for all covered positions will be the minimum entry level for the specific
position class and grade unless the selected candidate is entitled to a higher pay rate due to their
current permanent or reinstatement status within Arizona State service. If the Nominating Officer
wishes to offer an entry level salary above the stated minimum, an ADOA Form 301 must be
completed and forwarded to the Administrative Services Office. After the Administrative Services
Office receives the properly completed request package, it usually will take 1-3 days to obtain an
approval from ADOA if it is adequately justified. Contact the Administrative Services Officer and
discuss this procedure before offering any increased starting salary to any candidate.
Offers of employment are extended by the Appointing Officer. Any offer of employment to a
candidate for a position that requires a license, security clearance, pre-placement physical (see
Section 4.7 of this Chapter), or has any other condition that must be met before the candidate can
fully start to perform the duties of the position must be made as a Conditional Offer of Employment.
The Nominating Officer is to contact the Administrative Services Office for any necessary
guidance.
Once the position has been accepted, the Administrative Services Office will notify the unsuccessful
candidates in writing. The Nominating Officer returns the hiring list, supplemental materials
received with the list, and applications to the Appointing Officer to verify the legality of the hire (see
Section 4.9 of this Chapter). The Appointing Officer may then issue a Certificate of Appointment.
Personnel working in the Phoenix Metropolitan area will be in-processed at the PPMR
Administrative Services Office; those in Tucson and Camp Navajo will be in-processed at those
locations. Arrangements will be made through the Administrative Services Office for in-processing
of employees at other outlying locations. See Section 4.8 of this Chapter and Chapter 7 for further
information regarding in-processing.
4.3

NON-COVERED VACANCIES

In the case of a non-covered vacancy, use of a competitive hiring process is highly
recommended, but not required. If a competitive process is used, the Administrative Services
Office will prepare a job announcement based on the current PDQ on file, and publish and
distribute it for maximum dissemination. The Administrative Services Office will screen
applicant résumés (see Section 4.4 of this Chapter) and forward those of qualified candidates to
the Nominating Officer. The Nominating Officer may designate a Selecting Officer to interview
and/or make an initial recommendation. Sections 4.5 and 4.6 of this Chapter will also apply to
this process.
Offers of employment are extended by the Appointing Officer. Any offer of employment to a
candidate for a position that requires a license, security clearance, pre-placement physical (see
Section 4.7 of this Chapter), or has any other condition that must be met before the candidate can
fully start to perform the duties of the position, must be made as a Conditional Offer of
Employment. The Nominating Official is to contact the Administrative Services Officer for any
necessary guidance.
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The Nominating Officer prepares a Request for Personnel Action, DEMA Form 303, and forwards it
with any supplemental materials received with the applications or resumes to the Appointing Officer
to verify the legality of the hire. The Appointing Officer may then issue a Certificate of
Appointment. Once the position has been accepted, the Administrative Services Officer will notify
the unsuccessful candidates in writing.
Personnel working in the Phoenix Metropolitan area will be in-processed at the PPMR
Administrative Services Office; those in Tucson and Camp Navajo will be in-processed at those
locations. Arrangements will be made through the Administrative Services Office for inprocessing of employees at other outlying locations. See Section 4.8 of this Chapter and Chapter 7
for further information regarding in-processing.
4.4

CANDIDATE QUALIFICATIONS GUIDELINES

In order for an applicant to be designated as a qualified candidate, the application/résumé must
indicate possession of the knowledge, skills and abilities identified in the PDQ as being necessary
for the position. The application/résumé must also provide documentation of qualifications, ratings
or licenses listed on the announcement.
National Guard membership in the specified area of the job requirements will be considered as
relevant experience. Current National Guard membership must be verified by the Nominating
Officer prior to appointment and certified in writing if required for the position.
4.5

INTERVIEW GUIDELINES

The Nominating Officer may designate a Selecting Officer to conduct an interview board and
make an initial hiring recommendation. Ideally, the interview board should consist of at least
three members. In no case shall the board consist of less than two members. Each panel
member should be of equal or higher grade than the vacant position. The Nominating Officer
has the option of including a member of the Human Resources Office on the interview panel.
Individuals from outside the Department of Emergency and Military Affairs, who have technical
or specialized expertise related to the position, may be included on interview boards.
Questions asked of candidates during interviews must be submitted to the Administrative
Services Office prior to scheduling interviews. The Administrative Services Officer reviews the
questions to ensure compliance with the PDQ and legal guidelines and coordinates with the
Nominating Officer to discuss any recommendations for revisions. Approved interview questions
can be used for a position for up to twelve months after review. Interview questions that have not been
reviewed within the previous twelve months should be brought to the attention of the Administrative
Services Officer.
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The Nominating Officer ensures that candidates are contacted and scheduled for interview. It is
the responsibility of the Nominating Officer to ensure that each interviewed candidate completes
the following forms at the time of interview:
1. Application for Employment
2. Authorization to Release
3. Employment Reference Form
If a position requires an incumbent to drive a vehicle (personal, State, Federal, or otherwise),
candidates must also at the time of interview provide a copy of their driver’s license and
complete the following forms:
1. Arizona Motor Vehicle Division “Consent to Release Motor Vehicle Record”
2. Motor Vehicle Driver’s License Record (DEMA Form 070)
Both forms must be completed in their entirety in order to prevent delays in the hiring process.
After the last interview has been conducted, all documents are to be returned to the
Administrative Services Office, where they are maintained for a period of time in compliance
with State and DEMA records retention schedules (see Section 4.9 of this Chapter).
4.6

REVIEW OF APPLICANT’S RECORDS

The Administrative Services Officer conducts reference checks for the selected candidate(s) and
reports the findings and/or results to the Nominating Officer. For candidates with current and
valid military security clearances, the Nominating Officer can request that the reference checks
be waived.
The ASO may contact the previous employer(s) and, if a State employee, review the employee’s
Official Personnel File prior to an offer of appointment. Department of Motor Vehicle records
will be checked when travel/operation of a vehicle is indicated in the PDQ. A DPS fingerprint
check and/or security background check may be performed for employees as required by statute
and/or military regulations.
4.7

PRE-PLACEMENT PHYSICALS

Certain job classes and positions have been determined to require a physical screening prior to
employment. In those cases, only a Conditional Offer of Employment may be made and the
employee may not begin work until the results of the physical have been returned and declared
eligible for employment in the position. The requirement for a pre-placement physical is
documented in position files in the Administrative Services Office.
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The hiring proceeds as normal up to the point where the Nominating Officer is prepared to make
his/her recommendation. The Nominating Officer then:
1. Contacts the Administrative Services Officer and identifies the candidate, social security
number and telephone number, and arranges for any required physical exam to be
scheduled.
2. Contacts the top candidate(s) and instructs him/her to contact Occupational Health
Services as soon as possible to schedule an exam. Indicate that the exam must be
scheduled within three days.
The results of the exam are normally received by the Administrative Services Office within 2
business days, except when a candidate has medical issues that require further examination. Upon
receipt of the results, the Nominating Officer will be notified and a start date is determined (see
Section 4.8 of this Chapter). If the candidate is not deemed eligible for employment, the procedure
repeats with the second best candidate.
If a candidate is identified by Occupational Health Services as having a condition that would require
an accommodation to perform the duties of the position, a determination will be made if the
accommodation would be reasonable and available at the work site. This decision will be based on
the information contained in the Essential Function Worksheet portion of the PDQ and made jointly
by the Administrative Services Officer and the Nominating Officer.
4.8

START DATE

Every attempt should be made to have a new employee in-process on the first work day. If
applicable, be sure to allow time for a pre-employment physical (3-5 days) when establishing a start
date.
Both Federal and State statutes require completion of various forms and/or elections made on the
first work day. Any Nominating Officer that allows a new employee to start work before the
required in-processing items are competed is in violation of the law and places the Agency at risk of
a fine. No Nominating Officer may start a new employee before they are properly in-processed.
4.9

RECORD KEEPING

All materials sent to the Nominating Officer, as well as all documents generated as a result of
recruiting and hiring, must be returned to the Administrative Services Office where they will be
maintained for a period of time compliant with State and DEMA records retention schedules. All
recruitment and selection records are to be objective in nature and must relate to job performance.
The following items will be submitted to the Administrative Services Office:
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1. Completed Interview Scheduling/Score Form
2. Interview notes from each panel member for all interviewed candidates
3. Application for Employment for all interviewed candidates
4. Authorization to Release for all interviewed candidates
5. Employment Reference Check Form for all interviewed candidates
6. Arizona Motor Vehicle Division Consent to Release Motor Vehicle Record and
DEMA Form 070 Motor Vehicle Driver’s License Record, if relevant
7. A copy of letters to non-selected candidates
Directives of the Arizona Department of Library and Archives govern all records disposition.
Pending legal action may extend the retention period.
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CHAPTER 5 - EMERGENCY EMPLOYMENT

5.1

GENERAL

In the event of an emergency requiring additional personnel for the period of the emergency, the
following procedures are applicable.
5.2

ARMY AND AIR NATIONAL GUARD

The Army and Air National Guard will hire (activate) new personnel in a State Active Duty
status according to procedures contained in OPLAN ARIZONA (see also Chapter 20 of this
directive). Civilian employees are hired on an hourly pay basis, charged directly to the
emergency, and will meet any civilian personnel requirements.
5.3

DIVISION OF EMERGENCY MANAGEMENT

The DEMA Division of Emergency Management will employ additional personnel according to
the procedures outlined in this section.
5.3.1 Non-covered Positions
The Division of Emergency Management Director will determine a list of positions which may
be required in the event of an emergency. The Administrative Services Officer will coordinate
with ADOA Human Resources Division personnel to establish these non-covered positions as a
reserve pool to be used in the event of an emergency proclamation.
5.3.2 Resource Personnel List
The Division of Emergency Management Director and the Administrative Services Officer will
mutually develop a list of available personnel for emergency employment. The Division of
Emergency Management Director will keep this list current. All Major Commanders and
Directors are responsible for assisting in the recruiting/development of this list as it pertains to
their program areas.
5.3.3 Hiring Into Non-covered Positions
When an emergency is declared, the Division of Emergency Management Director will
determine which positions require an immediate hire, which are to be filled with existing agency
personnel and which require new personnel. Determinations will be based on considerations of
anticipated length of emergency, urgency of hire, availability of additional qualified personnel,
etc. These determinations will be provided to the Administrative Services Officer to perform the
following tasks as required:
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1. Place current State Service employees into Emergency Appointment, Special Detail
or Mobility Assignments.
2. Recruit and in-process additional new personnel into non-covered positions.
3. Return State Service employees to prior employment status when additional new
personnel are available and/or at the end of the emergency requirement.
4. Notify the payroll section of these actions for proper accounting.
5.4

FUNDING OF EMERGENCY POSITIONS

State personnel are generally assigned to only one program and charged entirely to that program.
In the event of an emergency proclamation, the appropriate Director/Major Commander may
approve emergency appointment of a State Service employee to another position funded entirely
by the emergency proclamation. The Administrative Services Officer, when notified in writing
of the requirement to assign an individual to a Special Detail or Emergency Appointment, will
process the appropriate paperwork and notify the Joint Programs Division, Resource
Management payroll unit, which will ensure proper accounting for charging to the appropriate
account.
Under exceptional circumstances, the Director, Division of Emergency Management may
approve employment funded out of more than one program. In such cases, the Director will
designate the proportions and payroll will make payment according to Labor Distribution
practices approved by ADOA Finance and Accounting.
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CHAPTER 6 - THE NEW EMPLOYEE

6.1

GENERAL

When a person is newly employed, it is the responsibility of the supervisor to fully explain the
duties of the position, to orient the new employee to the work environment, and to explain
his/her status as a new employee. In the Phoenix Metropolitan Area, the Administrative Services
Office will provide all administrative support for in-processing and explain the status and
benefits of State Service. All other geographic areas will be handled at those locations.
It is imperative that the new employee receives an explanation of his/her duties and
responsibilities. Two vehicles are essential in this regard, both the Position Description
Questionnaire (PDQ) and the relevant performance review document.
The PDQ describes the duties of the position. The Administrative Services Office will maintain
the master copy of these documents on file. When a new employee is hired, a copy of the PDQ
may be provided to the supervisor to use as a basis for the explanation of duties. An additional
copy may be made to retain in the supervisor's file if he/she should desire.
6.2

PERFORMANCE REVIEWS FOR STATE EMPLOYEES

An accurate and impartial appraisal of individual performance is essential to employees and the
Agency. Performance reviews assess the level of each employee’s work results and skills
competence. Performance reviews are also important to identify developmental needs and for
planning developmental actions. See also Chapter 12 of this directive.
6.2.1

Covered Employees

The Performance Appraisal for State Employees (PASE) is the basis for an employee's rating,
retention and any available salary/merit increase. The factors to be evaluated under the PASE
system should be discussed with the new employee during the first week of employment.
Annual reviews are conducted for the performance period of May 1 through April 30.
6.2.2

Non-Covered Employees

The Performance and Development Review provides valuable information to employees
regarding their performance, and allows supervisors to develop and communicate a plan for
development or special training. It can also be used as a basis for pay increases. The factors to
be evaluated under this system should be discussed with the new employee during the first week
of employment. Annual reviews are conducted for the performance period of November 1
through October 31.
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6.3

ENTRY LEVEL SALARY

6.3.1

Covered Employees

In accordance with ADOA Personnel Rule R-2-5-303H, new employees will begin at the entry
level of the grade designated for the position. ADOA Personnel Rules have designated specific
exceptions (i.e. special recruitment rates, promotions, etc.); the Agency will honor these.
Persons transferring from other State agencies will do so at the salary level specified in the
ADOA Personnel Rules.
6.3.2

Non-Covered Employees

The Adjutant General may make exceptions for the entry level pay for non-covered positions
based on experience and/or difficulty in recruiting at the entry level.
6.4

TRAINING

The supervisor will determine all general training requirements as well as training unique to a
position. Supervisors will establish an on-the-job training (OJT) program if/as necessary for
each new employee and will document the key completion elements of that program.
All employees new to State government are required by statute to attend the course “Standards
of Conduct in the Public Sector” within 6 months of the start of their employment. In addition,
all new employees must also complete the courses “Welcome to State Service” and “Preventing
Inappropriate Behavior and Workplace Harassment.” All supervisors of State employees are
required by statute to complete the Supervisor Academy series of courses.
Also see Chapter 13 of this directive.
6.5

OUTSIDE EMPLOYMENT

It is understood that many employees may hold second jobs. Employees are required to notify
their supervisor of any secondary employment they may have using ADOA Form DOA-5250.1,
and the Division Director must approve such employment in advance. Questions regarding any
conflict of interest must be resolved and approved by the Division Director. This is not intended
to impair any employee from enhancing his/her income, but rather to protect employees from
actual or perceived conflicts of interest.
In addition, State employees are not permitted to work at the State Fair or any other State
agency. Requests for exception to work at the Arizona Exposition & State Fair (Veteran’s Memorial
Coliseum and Exposition Center) must be forwarded through the Administrative Services Officer.
Any National Guard Member who is employed by any State agency can be called to State Active
Duty for the State.
It is the responsibility of supervisors to ensure that each employee understands these provisions.
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CHAPTER 7 - IN-PROCESSING NEW EMPLOYEES

7.1

GENERAL

Every attempt should be made to have a new employee in-process on the first work day. In
establishing a start date, be sure to allow time for a pre-employment physical if required (3-5 days on
average, although exceptions do occur).
Newly hired personnel at Camp Navajo will be in-processed at Camp Navajo. Employees at 162nd
FW (Security, Civil Engineering, and Fire Department) will be in-processed at the 162nd FW. In the
Phoenix Metropolitan area and all other outlying areas, newly hired personnel will be in-processed
in the PPMR Administrative Services Office.
The office providing in-process service must have all new employees complete forms A-4, W-4, I-9,
and ADOA CSE-Form (Child Support/Spousal Maintenance Certification). These forms are
self-explanatory. The New Employee Personal Information Form must be also be completed by all
new employees. Critical demographic information is contained on this form. Employees eligible for
benefits are required to complete and sign enrollment forms as well. The Administrative Services
Officer will inform Camp Navajo and 162nd FW in-processing liaisons of additional forms and/or
policy letters which are required to be signed and/or completed by new employees.
7.2

NEW EMPLOYEE ORIENTATION

7.2.1 Objectives
The main objectives of the Orientation Program are:
1. To assist each new employee in becoming acquainted with fellow employees and to
provide an early understanding of the organization and functions of the Department of
Emergency & Military Affairs and how his/her job fits into it.
2. To inform each new employee of the requirements, rules, procedures and benefits
pertaining to his/her job.
3. To demonstrate to each new employee that the Agency is interested in him/her and is
anxious to provide all the information needed to perform the job satisfactorily.
4. To treat each new employee in a manner that will help instill feelings of pride in his/her
job and loyalty to the Agency.
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7.2.2 Procedure
1. The immediate supervisor should prepare and orient the new employee on the first day
before he/she begins discharging his/her duties. For consistency, an Orientation
Checklist will be developed by the Nominating Officer to ensure every aspect pertinent
to working in the Division/Section/Unit is addressed with every new employee. In the
case of employees transferred to a supervisor’s organization from elsewhere in the
Agency, use of the Checklist is optional but may be beneficial for some employees.
2. Orientation is conducted on an individual basis by the supervisor. A relaxed, friendly
atmosphere will encourage the new employee to ask questions if he/she does not
understand some of the discussion.
3. Many of the items on the Checklist should be discussed with the new employee on the
first day of work. The supervisor may want to delay some of the items until later in
order to prevent confusion with too much information on the first day. It is the
responsibility of the supervisor to assure that all applicable items are discussed with the
new employee during the first week of employment.
4. Upon completion of the Checklist, the supervisor obtains the employee's signature on the
form. The supervisor also signs the form and forwards it to the Administrative Services
Office to become part of the employee's permanent file.
5. Nominating Officers will be responsible for assuring that all subordinate supervisors
understand and use this procedure.
6. In addition to the use of the Checklist, supervisors will schedule all new employees to
attend, within the first six months of employment, the DEMA New Employee
Orientation Seminar conducted by the Administrative Services Officer, as well as the
courses “Preventing Inappropriate Behavior and Workplace Harassment” and
“Standards of Conduct in the Public Sector” offered by the training division of ADOA
(Arizona Government University).
7.3

CHANGES IN PERSONNEL INFORMATION

When it is necessary to change or update any information in an employee's official personnel
file, the appropriate form(s) and/or documentation must be completed and submitted to the
Administrative Services Office. The individual authorized to make such a change must sign the
form(s).
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CHAPTER 8 - LEAVE AND HOLIDAYS

8.1

GENERAL

Employee leave benefits and holidays for covered employees are governed by ADOA Personnel
Rules. For non-covered employees, employee leave benefits and holidays are governed by DEMA
Policies and ADOA Policies for Non-System A Agencies. Special attention must be given to the
relationship between holidays/leave and overtime. This is addressed in Chapter 9. All requests for
leave are to be made in advance by written application. Failure to have prior written approval can
result in the leave not being approved and considered as Unauthorized Leave Without Pay.
8.2

SICK/ANNUAL LEAVE

Eligible employees accrue sick and annual leave only when in paid status at least half of a pay
period. Sick and annual leave are not earned until the end of the pay period and cannot be advanced.
The following example shows the importance of timing and leave accrual:
Mr. Employee has a sick leave balance of five hours and is ill one day of the pay period,
reporting eight hours sick leave time. Since he only has five hours of sick leave accrued,
five hours sick leave time is consumed (bringing his sick leave balance to zero) and the
remaining three hours are deducted either from compensatory or annual leave. If he has
no available compensatory and annual leave accruals, he will instead be placed on leave
without pay (LWOP) for three hours. At the conclusion of that pay period, 3.70 hours
sick leave will then be added to the sick leave balance of zero.
It is important that leave be reported for the purpose for which it is used. The Payroll Department
will make necessary adjustment for over-usage and report them back to the supervisor.
Accrual rates for full time employees are stated below. Eligible part time employees who work 1/4
time, 1/2 time, or 3/4 time will accrue a proportional amount of leave. Eligible part time
employees who work a percentage of full time other than 1/4 time, 1/2 time, or 3/4 time will
accrue leave at the next lower rate.
8.2.1

Sick Leave

Sick leave is any approved period of paid absence for:
1. Illness or injury which renders an employee unable to perform official duties. Nondisabling injuries or illnesses do not qualify for sick leave.
2. Disability caused by pregnancy, childbirth, miscarriage or abortion.
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3. Examination or treatment(s) by a licensed healthcare practitioner.
4. Illness, injury, examination or treatments by a licensed health care practitioner of
your spouse, dependent child or parent. Sick leave for this purpose cannot exceed 40
hours per calendar year, and is to be coded on timesheets as “Family Sick Leave.”
Sick leave is accrued at 3.7 hours per pay period and can be used with supervisor's approval for
an authorized reason.
8.2.2

Annual Leave

Annual leave includes all periods of approved absence with pay, which are not chargeable to
another category of leave.
8.2.2.1 Accrual Rates – Covered Employees
Covered employees accrue annual leave in accordance with the following schedule:
Less than 3 years credited service: 3.7 hours accrued per pay period
3 years but fewer than 7 years credited service: 4.62 hours accrued per pay period
7 years but fewer than 15 years credited service: 5.54 hours accrued per pay period
15 years or more credited service: 6.47 hours accrued per pay period
Annual leave can be accumulated and carried over into the next calendar year, provided no more
than 240 hours are accumulated as of the last day in a calendar year. Annual leave balances in
excess of 240 hours will be forfeited unless an exception is authorized. Requests for exception
must be coordinated through the Administrative Services Officer prior to the first week of
December.
8.2.2.2 Accrual Rate – Non-Covered Employees
Non-covered employees accrue annual leave at the rate of 6.47 hours per pay period. Annual
leave can be accumulated and carried over into the next calendar year, provided no more than
320 hours are accumulated as of the last day in a calendar year. Annual leave balances in excess
of 320 hours will be forfeited unless an exception is authorized. Requests for exception must be
coordinated through the Administrative Services Officer prior to the first week in December.
8.3

HOLIDAY LEAVE

8.3.1

Holidays Observed

State employees receive 10 paid holidays per year:
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1. New Year's Day (January 1)
2. Martin Luther King Jr. Day (the third Monday in January)
3. Presidents' Day (the third Monday in February)
4. Memorial Day (the last Monday in May)
5. Independence Day (July 4)
6. Labor Day (the first Monday in September)
7. Columbus Day (the second Monday in October)
8. Veterans’ Day (November 11)
9. Thanksgiving Day (the fourth Thursday in November)
10. Christmas Day (December 25)
If a holiday falls on a Sunday, the holiday is observed on the following Monday. If it falls on a
Saturday, it is observed on the preceding Friday.
8.3.2

Holiday Compensation

An employee who is regularly scheduled to work on a day on which a holiday is observed is
entitled to be absent with pay for the number of hours regularly scheduled to work, unless
required to work to maintain essential State services.
An employee who is required to work on a day on which a holiday is observed will receive, at
the current pay rate, both holiday pay (up to the maximum of eight hours) and one hour of pay
for each hour worked.
An employee who is not regularly scheduled to work on a day on which a holiday is observed
will receive holiday pay (up to the maximum of eight hours) provided the employee is in paid
status on their regularly scheduled shifts immediately preceding and following the day on which
the holiday is observed. However, for employees on 9/80 alternative work schedules, when
observance of a holiday is on an employee’s ECON Day the observance of the holiday shall be
moved to the next day (exception: if the holiday is observed on a Friday, the observance of the
holiday shall be moved to the previous day).
Part time employees who work 1/4 time, 1/2 time, or 3/4 time are entitled to a proportional
amount of holiday pay. Part time employees who work a percentage of full time other than 1/4
time, 1/2 time, or 3/4 time are entitled to holiday pay at the next lower rate. An employee who
works less than 1/4 time is not entitled to holiday pay.
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Seasonal, temporary, emergency and clerical pool employees will receive holiday pay provided
they are in paid status on their regularly scheduled shifts immediately preceding and following
the day on which the holiday is observed.
8.3.3

Administration

Paid holidays are to be recorded as such on employee timesheets. An employee may not receive
more than eight hours of holiday pay for any holiday.
8.4

ADMINISTRATIVE LEAVE

The Adjutant General may authorize an employee to be absent with pay on administrative leave
during a state of emergency declared by the Governor or in other emergency situations such as
extreme weather conditions, fire, flood, or malfunction of publicly-owned or controlled
machinery or equipment. The Adjutant General may grant administrative leave to relieve an
employee of duties temporarily during the investigation of alleged wrongdoing by the employee.
TAG approval of administrative leave is coordinated through the Administrative Services Officer.
8.5

CIVIC DUTY LEAVE

Upon substantiated application, an employee shall receive absence with pay as civic duty leave
while serving as a juror, complying with a subpoena, voting, or serving as a member of a
governmental board, commission, or similarly constituted governmental body.
Except for voting pursuant to A.R.S. §16-401 (primary elections) or A.R.S. § 16-402 (general
elections), an employee granted civic duty leave shall report for duty with the employing agency
whenever the employee’s presence is not required for the civic duty, unless:
1. The distance to the work location would preclude timely reporting for the civic duty;
or,
2. The employee cannot return to work at least one hour before the end of the work shift.
An employee who is subpoenaed as a witness by any court or administrative, executive, or
judicial body in this State may be absent with pay unless the testimony or evidence to be given
relates to the employee’s commercial, business, or personal matters.
Employees who are granted civic duty leave when called for jury duty or subpoenaed as a
witness shall remit any monies to the employing agency, except for mileage allowance.
Employees must submit to the Agency Comptroller Office a statement showing any juror or
witness payments received, and will be required to provide payment in that amount to the
Agency Comptroller.
An employee serving as a member of a governmental board, commission, or similarly
constituted governmental body may be absent with pay while performing official duties with the
body.
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8.6

BEREAVEMENT LEAVE

An employee may be absent with pay for up to 24 regularly scheduled work hours due to the
death or funeral of a spouse, natural child, adopted child, foster child, stepchild, natural parent,
stepparent, adoptive parent, one who functioned “in loco parentis,” grandparent, grandchild,
brother, sister, brother-in-law, sister-in-law, mother-in-law, father-in-law, son-in-law, or
daughter-in-law. Bereavement leave may be extended for an additional 16 work hours if the
employee travels out-of-state for the funeral.
8.7

MILITARY LEAVE

An employee who requests absence with pay on military leave under A.R.S. 26-168, 26-171, or 38610 shall submit a copy of the orders for duty with the request for military leave. A full-time
employee may be absent with pay for military purposes for up to 240 regularly scheduled work
hours in any two consecutive Federal fiscal years. This is the equivalent of three 40-hour
workweeks per Federal fiscal year. Military leave for part-time employees will be prorated
proportionally on the number of hours in the employee’s regularly scheduled biweekly pay period.
In determining the number of hours of military leave available to a full-time employee in one
Federal fiscal year (October 1 to September 30), the number of hours utilized in the immediately
preceding Federal fiscal year is to be deducted from 240 hours. The difference is the number of
hours of military leave available for the employee in the current Federal fiscal year.
An employee on military leave whose initial military duty day commences in the later hours of the
established civilian workday should not be required to report to his/her civilian job before entering
military control. Often, a travel status is entered for the purpose of reporting to active duty the next
calendar day. When travel commences in the later part of the established civilian work day and the
employee does report to work, the travel time under military control will be charged to annual or
compensatory leave in lieu of military leave. In absence of any available leave, the employee will be
placed on LWOP.
8.7.1

Firefighter Military Leave

Full-time firefighters (106 hours per pay period) may be absent with pay for military purposes for up
to 318 regularly scheduled work hours in any two consecutive years.
8.8

LEAVE WITHOUT PAY (LWOP)

It is imperative that the Administrative Services Office be notified immediately when an employee
goes on a LWOP status for more than half of a pay period (40 hours for a full time employee). Do
not wait until the Time and Attendance Report is submitted to inform the Administrative Services
Office.
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8.8.1

Benefits

As long as the employee is in a paid status sufficient to deduct employee benefit premiums, he/she
will continue to receive insurance benefits. Once a partial paycheck is inadequate to meet the
premium requirements, an employee may be required to pay both the employee and employer
benefit premiums. Employees entering or returning from LWOP status should contact the
Administrative Services Office for guidance and assistance in completing the relevant benefits
forms.
An employee may elect to change his/her coverage during LWOP, but the change must be requested
at the time he/she enters LWOP status. Failure to pay the required premiums when due will result in
cancellation of benefits.
An employee on LWOP in excess of half of a pay period (40 hours for full time employees) does not
accrue annual or sick leave for that pay period.
8.8.1.1 Military Leave of Absence
Employees on LWOP for military service are provided continued benefits through the Uniformed
Services Employment and Reemployment Rights Act (USERRA). USERRA provides extended
health care coverage for up to twenty-four (24) months. The employee may continue benefits
coverage for a maximum of twelve (12) months by paying both the employee and employer portions
of premiums. After the 12-month period, the employee may elect COBRA coverage up to a
maximum of eighteen (18) months. This combination allows for up to 30 months of continued
coverage.
8.8.1.2 Industrial Injury or Illness
Employees on LWOP due to an industrial injury or illness may continue health coverage for a
maximum of six (6) months from the date of injury by paying the employee portion of premiums.
After the 6-month period, the employee must pay both the employee and employer premiums until
the employee returns to work or is determined to be eligible for Medicare or Long Term Disability,
whichever comes first.
8.8.1.3 Non-Occupational Medical Leave
Employees on LWOP for a health related reason that is not work related, may continue health care
coverage for a maximum of thirty (30) consecutive months by paying both the employee and
employer portions of monthly premiums until the employee returns to work or is determined to be
eligible for Medicare or Long Term Disability, whichever occurs first. See Section 8.9.7 under
Family and Medical Leave for additional information on benefits during FMLA approved medical
leaves of absence.
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8.8.1.4 All Other Leaves of Absence
Employees on LWOP for reasons other than military service, industrial injury/illness or nonoccupational medical leave may continue health care coverage for a maximum of six (6) months by
paying both the employee and employer portions of monthly premiums. See Section 8.9 for
information on Family Medical Leave.
8.8.2

Administration

When an employee enters LWOP status, the Human Resources Office is responsible for:
1. Informing the employee of his/her benefits options during LWOP.
2. Informing the employee of the amount and due date of premiums to be paid.
3. Informing the employee that failure to pay the required premiums will result in
cancellation of insurance.
4. Receiving premium payments from employees and forwarding to the Department of
Administration with documentation required by ADOA.
8.9

FAMILY AND MEDICAL LEAVE

In accordance with the Family and Medical Leave Act (FMLA), the Department of Emergency &
Military Affairs will grant job-protected, unpaid family and medical leave to eligible employees for
up to 12 weeks per 12-month period for any one or more of the following reasons:
1. The birth of a child. In order to care for such child or the placement of a child with the
employee for adoption or foster care, leave for this reason must be taken within the 12month period following the child's birth or placement with the employee.
2. In order to care for an immediate family member i.e., spouse, child or parent of the
employee, if such immediate family member has a serious health condition.
3. The employee's own serious health condition that makes the employee unable to perform
the function of his/her position.
8.9.1

Definitions

8.9.1.1 12-Month Period means a rolling 12-month period measured backward from the date leave
is taken and continuous with each additional leave day taken.
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8.9.1.2 Spouse does not include unmarried domestic partners. If both spouses work for the State of
Arizona, their total leave in any 12-month period may be limited to an aggregate of 12 weeks if the
leave is taken for either the birth or placement for adoption or foster care of a child or to care for a
sick parent.
8.9.1.3 Child means a child either under 18 years of age, or 18 years of age or older who is
incapable of self-care because of a mental or physical disability. An employee's "child" is one for
whom the employee has actual day-to-day responsibility for care and includes a biological, adopted,
foster or stepchild.
8.9.1.4 Serious Health Condition means an illness, injury, impairment, or a physical or mental
condition that involves:
1. Any period of incapacity or treatment in connection with or consequent to inpatient care,
i.e., an overnight stay in a hospital, hospice or residential medical care facility.
2. Any period of incapacity requiring absence from work for more than three calendar days
and that involves continuing treatment by a health care provider.
3. Continuing treatment by a health care provider for a chronic or long-term health
condition that is incurable or which, if left untreated, would likely result in a period of
incapacity of more than three calendar days.
4. Prenatal care by a health care provider.
8.9.1.5 Continuing Treatment means the employee or family member in question is:
1. Treated for two or more times for the injury or illness by a health care provider.
Normally this would require visits to the health care provider or to a nurse or physician's
assistant under direct supervision of the health care provider.
2. Treated for the injury or illness two or more times by a provider of health care services,
e.g. physical therapist, on referral from or under the direction of a health care provider.
3. Treated for the injury or illness by a health care provider on at least one occasion, which
results in a regimen of continuing treatment under the supervision of the health care
provider.
4. Under the continuing supervision of, but not necessarily being actively treated by a
health care provider due to a long-term or chronic condition or disability which cannot
be cured.
8.9.2

Coverage and Eligibility

An eligible employee, for the purposes of the FMLA, is an employee who:
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1. Is a State service employee.
2. Has been employed by the State of Arizona for at least 12 months.
3. Has been employed for at least 1,250 hours of service during the 12-month period
immediately preceding the commencement of the leave; the minimum of 1,250 hours of
service is determined according to the principles of the Fair Labor Standards Act, and are
determined by actual hours worked. Actual hours worked does not include any type of
leave.
If at any time the employee notifies employer that he/she will not be returning to work, FMLA leave
entitlement shall cease.
8.9.3

Intermittent or Reduced Leave

An employee may take leave intermittently (a few days or a few hours at a time) or on a reduced
leave schedule to care for an immediate family member with a serious health condition or because of
a serious health condition of the employee when "medically necessary".
1. "Medically necessary" means there must be a medical need for the leave and that the
leave can best be accomplished through an intermittent or reduced leave schedule.
2. The employee may be required to transfer temporarily to a position with equivalent pay
and benefits that better accommodates recurring periods of leave when the leave is
planned, based on scheduled medical treatment.
An employee may take leave intermittently or on a reduced leave schedule for birth or placement for
adoption or foster care of a child with the written approval of the corresponding Division Director.
For part-time employees and those who work variable hours, the FMLA entitlement is calculated on
a pro rata basis. A weekly average of the hours worked over the 12 weeks prior to the beginning of
the leave will be used for calculating the employee's normal workweek.
8.9.4

Paid Leave

An employee on Medical Leave may choose to use available accrued annual, compensatory and/or
sick leave. An employee on Family Leave may choose to use available accrued annual leave,
compensatory leave, and/or available accrued sick leave for family purposes as described in section
8.2.1.
Pursuant to 29 CFR 825.206, an employee on family/medical leave who is exempt/excluded from
overtime will have deductions from his/her salary for any hours taken within a workweek, without
affecting the exempt/excluded status of the employee.
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When an employee has used accrued leave time for a portion of Family Leave or Medical Leave, the
employee may request an additional period of leave without pay to be granted so that the total of
paid and unpaid leave provided equals 12 weeks.
8.9.5

Notice Requirement

An employee is required to give 30 days notice in the event of a foreseeable leave. A "Request for
Family Medical Leave" form is to be completed by the employee and returned to the DEMA State
Human Resources Office, Attn: DEMA/JP-P. In unexpected or unforeseeable situations, an
employee is to provide as much notice as is possible, usually verbal notice within one or two
business days of when the need for leave becomes known, followed by a completed "Request for
Family Medical Leave" form.
If an employee fails to give 30 days notice for a foreseeable leave with no reasonable excuse for the
delay, the leave may be denied until 30 days after the employee provides notice.
8.9.6

Medical Certification

When leave is taken because of the employee's or a covered family member's serious health
condition, the employee must submit a completed "Physician or Practitioner Certification" form to
the Administrative Services Office. The employee must provide medical certification within 15
days after requested or as soon as is reasonably possible.
Agency management may require a second or third opinion (at its own expense), periodic reports on
the employee's status and intent to return to work, and a fitness-for-duty report to return to work.
All documents related to the employee's or family member's medical condition will be held in strict
confidence. These documents will be maintained in the employee's medical records file, not in the
employee's personnel file.
8.9.7

Effect on Benefits

An employee granted leave under this policy will continue to be covered under the employee's group
health insurance plan under the same conditions as coverage would have been provided if they had
been continuously employed during the leave period.
Employee contributions will be required either through payroll deduction or, during LWOP, by
direct payment to ADOA-HITF. Payments must be sent to DEMA/JP-P for processing and will be
forwarded to the ADOA Benefits Office. The employee will be advised in writing at the beginning
of the leave period as to the amount of the required payment and asked to identify their payment
choice. Employee contribution amounts are subject to any change in rates that occur while the
employee is on leave. If an employee's contribution is more than 30 days late, the State may
terminate the employee's insurance coverage.
If the employee fails to return from unpaid family/medical leave for reasons other than the
continuation of a serious health condition of the employee or a covered family member or
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circumstances beyond the employee's control (certification required within 30 days of failure to
return for either reason), agency management may seek reimbursement from the employee for the
portion of the premiums paid by the State on behalf of that employee (also known as the employer
contribution) during the period of leave.
An employee is not entitled to seniority or benefit accrual during periods of unpaid leave, but will
not lose anything accrued prior to leave.
8.9.8

Job Protection

If the employee returns to work within 12 weeks following a Family Medical Leave, the employee
will be reinstated to the employee's former position or to an equivalent position with equivalent pay,
benefits, status and authority.
The employee's restoration rights are the same as they would have been had the employee not been
on leave. Thus, if the employee's position would have been eliminated or the employee would have
been terminated, without the leave, the employee would not have the right to be reinstated upon
return from leave.
NOTE: If any discrepancies exist between this directive and the Family Medical Leave Act,
Arizona Revised Statute(s), and/or any other State policies or Rules, the FMLA, Arizona Revised
Statute(s) and/or State policy or Rules will prevail over this directive.
8.9.9

Family Medical Leave Forms To Be Submitted By the Employee
1. Request for Family Medical Leave
2. Family Member/Serious Health Condition or Employee Serious/Health Condition
3. Physician or Practitioner Certification

8.9.10 Approval/Disapproval
Approval/Disapproval of Family Medical Leave is by the Administrative Services Officer.
8.10

DONATED ANNUAL LEAVE

Department of Emergency & Military Affairs has established the following guidelines and
procedures for the contribution and transfer of annual leave.
8.10.1 Policy
A State employee may donate annual leave to another State employee in the same agency, or to a
family member of the donating employee who is employed in another State agency. The
recipient may use the donated annual leave to care for the recipient or an immediate family
member who has an extended seriously incapacitating illness or injury.
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A recipient employee or family member may use a maximum of six consecutive months of
annual leave donated for each qualifying occurrence unless the recipient employee or family
member applies for Long Term Disability (LTD) by the end of the fifth month. The recipient
employee or family member then may continue to use donated annual leave until an LTD
determination is made.
8.10.2 Definitions
8.10.2.1 Donor means an employee who is eligible to donate leave to another individual and
does so in writing.
8.10.2.2 Employee means any employee eligible to accrue leave.
8.10.2.3 Extended means a period of three or more weeks of absence from the job due to illness
or injury.
8.10.2.4 Family Member means the employee’s spouse, natural child, adopted child, foster child,
stepchild, natural parent, stepparent, adoptive parent, grandparent, grandchild, brother, sister,
sister-in-law, brother-in-law, son-in-law, daughter-in-law, mother-in-law, father-in-law, aunt,
uncle, nephew, or niece.
8.10.2.5 Immediate Family Member means the employee’s parent, spouse and child, whether
natural, adopted, foster or step.
8.10.2.6 Medical Statement means a written document, on appropriate letterhead, which reflects
a full diagnosis of the illness and a prognosis to include anticipated date of recovery, provided
by a licensed health care practitioner.
8.10.2.7 Recipient means an employee who is eligible to receive donation of annual leave by
meeting the defined criteria.
8.10.3 Responsibility
The approving authority for transfers of donated annual leave is the Administrative Services Officer.
8.10.4 Eligibility
1. The donating and receiving employees must be eligible to accrue and use annual and
sick leave.
2. The donating and receiving employees must be employees of the same agency, or a
family member employed at another State agency.
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3. The illness or injury must be seriously incapacitating and extended.
4. The receiving employee who is seriously incapacitated or ill must have exhausted all
sick and annual leave.
5. If an immediate family member is the one seriously incapacitated or ill, the receiving
employee must have used all annual leave and 40 hours of sick leave, if available and
not previously used for family sick leave.
8.10.5 Procedures
1. The employee wishing to receive donated annual leave will send a memo to the
immediate supervisor requesting such donation, accompanied by a medical statement.
(A fill-in-the-blank memo is available from the Administrative Services Office.)
2. The Administrative Services Officer will coordinate with the supervisor to prepare a
Recommendation for Approval memo.
3. The Administrative Services Officer will review the information and inform the
employee of approval or disapproval.
4. If the request cannot be approved, the Administrative Services Officer will inform the
employee of the reason.
5. If the request is approved, the Administrative Services Officer will inform the payroll
office that transfer of annual leave is authorized.
6. Following approval, an informational notice may be announced by the Administrative
Services Officer. Information notices are limited to identifying the employee with the
need for leave and will refer prospective donors to the Administrative Services
Officer for donation forms. There shall be no suggestion of pressure on employees to
donate leave.
7. By sending a donation form to the Payroll Office, a donor may contribute one or
more hours of annual leave.
8. A recipient employee who subsequently receives a partial medical release to return to
work may continue to receive transferred annual leave until the employee receives a
full medical release from a licensed health care practitioner.
9. The Payroll Office maintains documents and transfers donated leave to the
employee’s payroll record. The Payroll Office will assure that all annual leave will
be used on a proportional basis and will return any unused annual leave on a
proportional basis. The Payroll Office will also maintain an adequate audit trail.
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10. The dollar value of annual leave donated will be adjusted proportionately in relation
to the salary of the employee donating leave. For example: A higher grade employee
making $20 per hour donates to a lower grade employee making $10 per hour. The
recipient will actually get 2 hours of time (1 hour at $20 = 2 hours at $10 per hour).
11. All unused leave donated to the recipient is returned to the donors in the order
received, on a pro-rata basis, if the recipient separates from State service, recovers
prior to using all leave donated or the need for leave ends otherwise.
12. Once the need for leave is terminated, the leave donation payroll documentation will
be maintained at the Payroll Office for the official payroll files.
8.11

INTERVIEWING TIME

Subject to the operational needs of the Department of Emergency & Military Affairs, supervisors
are encouraged to allow employees time off (travel plus interview time) with pay to go to an
interview and/or a physical examination for another job offered by other Arizona State agencies
or universities. Requests for time off with pay should be submitted at least one day in advance if
possible, and approval depends on the unit's ability to provide time off. Supervisors shall
approve requests in compliance with this policy. Authorized time off with pay for interviews
under this policy shall not exceed two hours. If more time is needed, the employee will be
required to use annual leave, earned compensatory time or leave without pay.
Hiring supervisors are encouraged to conduct interviews by telephone when the applicant lives
more than 50 miles from the interview site. However, if the candidate is a current Agency
employee and the hiring supervisor determines that a face-to-face interview is in the best interest
of the Department, the supervisor will, subject to operational needs, grant the employee time off
with pay (travel time and interview time) without requiring the employee to use annual or
compensatory leave or leave without pay.
No reimbursement shall be granted for mileage or meals, nor will State or Federal vehicles be
authorized for use.
At their supervisor’s discretion, clerical pool, temporary, and seasonal employees may request
and take leave without pay to interview for positions at other Arizona State agencies or
universities. Requests for leave without pay should be submitted at least one day in advance if
possible, and approval depends on the unit's ability to provide time off.
8.12

RECOGNITION LEAVE

The Adjutant General has the authority to grant a limited amount of Recognition Leave to
employees of the agency. The number of days leave available is governed by ADOA Personnel
Rule R2-5-423.
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This leave is treated as an award for performance and is only granted in writing. The award
letter serves as the authorizing document for the leave. Use of the leave must be coordinated
with the employee’s supervisor and must be requested and approved in writing prior to use. All
Recognition Leave must be used within 1 year from the date of award letter or it is forfeited.
The Administrative Services Officer will administer the Recognition Leave program. More
information is contained in Chapter 19 of this directive.
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CHAPTER 9 - TIME, ATTENDANCE AND COMPENSATION

9.1

GENERAL

Reporting of daily time and attendance, including accounting for paid and/or unpaid leave, is
required for all DEMA State employees (excluding SAD). All relevant pay categories must be
reported for each payroll period including, but not limited to:
1. Days/dates and hours worked
2. Sick leave
3. Annual leave
4. Military leave
5. Leave without pay
6. Compensatory leave

9.2

7.

Administrative leave

8.

Overtime

ATTENDANCE REPORTING

As of the second Friday of each pay period, each employee must complete an Agency Bi-Weekly
Timesheet (Form HRIS04) and submit the completed form for supervisory approval and signature.
Once signed, the timesheet must be forwarded to the Agency Comptroller Office, DEMA/JP-C.
It is imperative that timesheets are correct and on time. Delays and amendments may cause delay in
pay or errors in payroll. If an employee is not available for signature at the end of the reporting
period, it is the responsibility of the supervisor to document the hours worked, write “Employee not
available for signature” in the employee signature block, and forward the timesheet to the Agency
Comptroller Office.
It is imperative that timesheets accurately reflect hours actually worked. The day displayed on the
timesheet refers to the workday that begins on that day. Falsifying hours on a timesheet may result
in disciplinary action.
9.2.1

Records

Time and attendance records are maintained by the State's automated Human Resources Information
Solution (HRIS). It is the employee's responsibility to report discrepancies to the Agency
Comptroller Office. Any discrepancies must be reported within 30 calendar days of the pay or the
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entry on the pay stub will be considered correct and will not be modified. By current State statute,
any overpayments made to an employee become due and payable to the State, in total, as soon as
they are identified. Should it be necessary to amend the timesheet after it has been submitted a
revised timesheet marked with “Amended” must be sent to the Agency Comptroller Office:
Attention: DEMA/JP-C.
Current leave balances are printed on each employee's pay stub. Although the computer accounts
for leave balances to the fourth decimal place, it prints the balance to the second decimal place.
Paid Military Leave appears on the pay stub, and application for Military Leave, military orders and
other support documents will be maintained by the Agency Comptroller Office per established
records retention laws.
9.3

REGULAR COMPENSATION

Compensation for State employees will be in accordance with the ADOA approved pay schedules,
the Fair Labor Standards Act and, when applicable, ADOA Personnel Rules.
9.4

OVERTIME: NON-EXEMPT EMPLOYEES

9.4.1

Eligibility

State employees who are in positions that have been reviewed and determined by ADOA to be
subject to the provisions of the Fair Labor Standards Act (FLSA) are identified as non-exempt (NE).
The position numbers end with the letter “N”. Employees in these positions must receive premium
overtime compensation (1.5 times the normal pay rate) for time actually worked in excess of 40
hours per assigned workweek. (Time worked means on duty; non-duty paid status is not considered
the normal pay rate in computing overtime liability). Neither management nor the worker has the
option of assigning or working overtime without premium compensation.
9.4.2

Compensation

It is the responsibility of all supervisors to ensure that the work schedule is controlled to avoid
unnecessary overtime liabilities. In order to assure compliance with fiscal constraints, the
administrative procedures outlined in this chapter must be strictly adhered to.
Employees in positions that are classified as FLSA non-exempt, who earn overtime pursuant to
A.R.S. 23-391(A), may be paid in cash or by compensatory leave at the option of the employee. The
standard form of payment will be cash unless the employee elects (and management agrees to offer)
compensatory leave. The employee elects the form of payment desired by completing a Cash/Comp
Election Form (DEMA Form 051). If an employee wishes to change his/her election, the employee
must complete a new Election Form and submit it to the Administrative Services Office. The
effective date of the change will be the first day of the next pay period following the receipt of the
election form by the State Human Resources Office.

9-2

DEMA DIRECTIVE 20.1
1 October 2007
9.4.3

Responsibilities
1. Administrative Services Officer - Advise TAG on provisions of FLSA, ADOA Human
Resources Division Rules and their impact on the total work force; develop guidelines;
clarify policy; distribute payroll checks.
2. Agency Comptroller - Advise TAG on preparation of payroll; monitor implementation;
maintain Payroll records.
3. Directors/Major Commanders - Approval of all overtime assignments.
4. Supervisors – Preparation, validation and submission of timesheets to the Agency
Comptroller. Additionally, all supervisors are expected to reduce or eliminate the need
for overtime by:

9.4.4

a.

Rescheduling low-priority work.

b.

Planning for and/or controlling variations in peak workloads.

c.

Implementing work improvement methods that reduce the required
work-hours per unit of work.

d.

Assigning work in a manner that makes the most effective use of available
resources.

e.

Scheduling annual leave so that appropriate staffing levels are maintained.

f.

Allowing employees to flex hours within the workweek.

Administration

9.4.4.1 Approval of Overtime
The respective Director/Major Commander must give prior approval for all overtime assignments.
The Director/Major Commander may approve overtime for a program area for a stipulated period of
time when scheduled overtime is regular and recurring. All approval of overtime must be in
advance and in writing.
9.4.4.2 Eligibility
FLSA Status Codes on the HRC-302 Classification Action Request for an employee’s position will
be used to establish eligibility for overtime compensation. Covered or Non-Covered status is not a
factor in determining eligibility for overtime.
9.4.4.3 Compensation
Overtime compensation at the premium rate is made only for time actually worked in excess of 40
hours per workweek. Holidays and leave status do not contribute in the computation of premium
overtime compensation.
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Presented below are four sample workweeks, the calculation of the hours worked, and the
compensation owed in each case.
Example One:
SAT

SUN

MON TUE WED THU
8
8
9
9
Paid 40 hours straight time and 2 hours at 1½ time.

FRI
8

Hrs
Worked
42

Example Two:

Hrs
SAT
SUN MON TUE WED THU
FRI
Worked
10
8
8SL
8
8
34
Paid 42 hours straight time. (8 hours charged against Sick Leave)
Example Three:
SAT

SUN

Hrs
Worked
40

MON
8

TUE WED THU
FRI
6
9
8
9
(2AL)
Paid 42 hours straight time. (2 hours charged against Annual Leave)
Example Four:

Hrs
MON TUE WED THU
FRI
Worked
8H
8AL
8
10
8
26
Paid 42 hours straight time. (8 hours Holiday Pay and 8 hours charged
against Annual Leave)
SAT

9.4.5

SUN

Management Controls

Workloads and employee work schedules are to be managed so that overtime liability is minimized.
This can be accomplished by adjusting employee work schedules so that the 40-hour weekly
maximum is not exceeded. For example, if an employee works ten hours on Monday, the
employee’s work days can be reduced appropriately Tuesday through Friday so no overtime liability
is incurred (see below).
Example One:
SAT

SUN

MON TUE WED THU
10
8
8
7
Paid 40 hours straight time. No overtime incurred.
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Example Two:
SAT

MON TUE WED THU
10
8
8
8
Paid 40 hours straight time. No overtime incurred.
9.4.6

SUN

FRI
6

Hrs
Worked
40

Assignment of Overtime

When overtime is required, and there is more than one employee of the same classification and the
same agency unit qualified to do the work, overtime will be authorized in the following order:
1. To those who request it.
2. On a rotational basis among those who are willing to work overtime.
3. On a rotational assignment basis in the absence of the first two alternatives.
9.4.7

Compensatory Leave Administration

The maximum amount of compensatory leave that can be accumulated is 240 hours. Compensatory
leave earned and not taken will be reimbursed at the employee’s rate of pay as of the date of
separation.
9.4.8

Compensatory Leave for Emergency Activities

Employees who earn compensatory leave while assigned to emergency activities will be paid all
compensatory leave earned while on such duty prior to restoration or return to their normal
activities.
9.5

OVERTIME: EXEMPT EMPLOYEES

9.5.1

Eligibility

State employees who are in positions that have been reviewed and determined by ADOA to be
exempt from the provisions of the Fair Labor Standards Act (FLSA) are identified as exempt (EX).
These position numbers end with the letter “E”. Pursuant to A.R.S. 23-391(A)(2), employees in
these positions shall receive one hour of compensatory leave for each hour worked in excess of 40
hours per workweek, until the employee’s compensatory leave balance reaches the maximum
allowed. When the maximum balance is reached, the employee shall neither be required nor
allowed to work more than 40 hours per workweek. (Time worked means on duty; non-duty paid
status is not considered the normal pay rate in computing comp time liability). Neither management
nor the worker has the option of assigning or working overtime without compensation.
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9.5.2

Administration

The Major Commander/Director must approve all compensatory time in advance, in writing.
Compensatory leave should be taken as soon as possible after it is earned. The maximum amount of
compensatory leave that can be accumulated is 240 hours. Compensatory time earned and not taken
will be reimbursed at the employee’s rate of pay as of the date of separation.
9.6

OVERTIME: EXCLUDED EMPLOYEES

Employees who are in positions that have been reviewed and determined by ADOA to be
EXCLUDED from the provisions of the FLSA are not eligible to receive premium overtime or
compensatory time. These position numbers end with the letter “O”. Employees in these positions
receive no additional compensation for working more than 40 hours per workweek. However, they
may be eligible to take occasional partial day absences, with supervisory approval, without
experiencing a reduction in pay. Questions regarding excluded employee partial day absences are to
be directed to the Administrative Services Office.
9.7

FIREFIGHTERS

The standard work period for Firefighters is 106 hours per 14 days. This period will begin on
Saturday, coincident with each pay period, and conclude on Friday with the end of the pay period.
Time worked in excess of 106 hours per pay period will be paid at the premium rate (1.5 times the
regular pay rate).
The Fire Chief position is not exempt from the provisions of FLSA.
The maximum amount of compensatory leave that can be accumulated by firefighters is 480 hours.
Compensatory time earned and not taken will be reimbursed at the employee’s rate of pay as of the
date of separation.
9.8

RESOLUTION OF ASSOCIATED PROBLEMS

Employees may utilize the Agency's Grievance Procedure to resolve issues associated with
overtime. See Chapter 15 of this Directive.
9.9

ALTERNATIVE WORK SCHEDULES

9.9.1

Authority

The standard workweek is comprised of five 8-hour days (referred to as a 5-eight schedule),
resulting in 80 hours being worked in ten workdays. A.R.S. 41-783.17 authorizes an Agency
director (TAG) to approve alternative work schedules as long as Agency functions are maintained.
A.R.S. 38-401 requires State offices to be open for transaction of business from 8:00 a.m. until
5:00 p.m. each day from Monday through Friday, except on holidays.
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9.9.2

Purpose

Alternative work schedules can have the effect of enhancing employees' working environment,
maximizing resources, improving general air quality conditions, promoting off-peak driving,
encouraging car pooling and public transportation use, reducing commuter trips, and conserving
energy resources.
9.9.3

Overtime

Alternative work schedules do not affect the requirements of the Fair Labor Standards Act.
Regardless of the work schedule, supervisors are required to monitor and report their employees’
hours in excess of 40 hours per workweek.
9.9.4

Alternative Schedules

9.9.4.1 “9/80” Schedule
A 9/80 schedule consists of working 80 hours in nine workdays rather than ten workdays. The
schedule is comprised of eight 9-hour days, one 8-hour day, and an “ECON Day.” The ECON Day
can be scheduled to regularly fall on one of the following days:
1. The first Monday of the pay period
2. The second Monday of the pay period
3. The first Friday of the pay period
4. The second Friday of the pay period
For schedules with the ECON Day on a Monday, the alternate workweek begins at 12:00 noon on
Monday and concludes at 11:59 a.m. the following Monday. For schedules with the ECON Day on
a Friday, the alternate workweek begins at 12:00 noon on Friday and concludes at 11:59 a.m. the
following Friday.
The approved 9/80 schedules from which to choose are as follows (the “/” represents the break in
pay weeks):
ECON Day on 1st Monday (dates are examples):

First Week
Second Week

MON

TUE

WED

THU

FRI

June 4

June 5

June 6

June 7

June 8

9

OFF

June 11

June 12

June 13

June 14

June 15

ECON
/5

9
9

9
9

9-7

9
9

8

SAT

SUN

MON

June 9

June 10

June 11

June 16

June 17

June 18

OFF

OFF
OFF

4/

ECON
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ECON Day on 2nd Monday (dates are examples):
MON

TUE

WED

THU

FRI

First Week

June 4

June 5

June 6

June 7

June 8

9

OFF

Second Week

June 11

June 12

June 13

June 14

/4

ECON

9
9

9

9

9

9

SAT

SUN

June 9

June 10

OFF

ECON

June 15

June 16

June 17

June 18

9

OFF

OFF

MON
June 11

4/

ECON Day on 1st Friday (dates are examples):

First Week
Second Week

FRI

SAT

SUN

MON

TUE

WED

THU

FRI

June 1

June 2

OFF

June 3

OFF

June 4

June 5

June 6

June 7

9

June 8

ECON

June 9

June 10

June 11

June 12

June 13

June 14

June 15

/4

June 8

ECON

OFF

9

OFF

9

9
9

9
9

9

4/

ECON Day on 2nd Friday (dates are examples):
FRI
First Week
Second Week

June 1

SAT

MON

TUE

WED

THU

FRI

ECON

OFF

OFF

June 3

June 4

June 5

June 6

June 7

June 8

June 8

June 9

June 10

June 11

June 12

June 13

June 14

June 15

/4

June 2

SUN

OFF

9

OFF

9

9
9

9
9

9
9

4/

ECON

An employee on a 9/80 schedule is required to utilize a 9/80 timesheet, available from the
Agency Comptroller Office, for completion and submittal each pay period. Timesheet submittal
procedures for an employee on a 9/80 schedule are the same as those described in Section 9.2 of
this chapter.
9.9.4.2 “4-Ten” Schedule
A 4-ten schedule consists of working 80 hours in eight workdays rather than ten workdays. The
schedule is comprised of eight 10-hour days per biweekly pay period. Just as with a standard 5-eight
schedule, the workweek starts each Saturday at 12:00 midnight and ends on 11:59 p.m. the following
Friday. Examples of 4-ten schedules include, but are not limited to, the following:

Example 1
Example 2
Example 3

SAT

SUN

MON

TUE

WED

THU

FRI

OFF
10
10

OFF
10
10

OFF
OFF
10

10
OFF
10

10
OFF
OFF

10
10
OFF

10
10
OFF
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9.9.5

Administration

Employees may request an alternative work schedule of their supervisors. As well, a supervisor
may require an employee to work an alternative schedule. It is the responsibility of each
supervisor to ensure his/her employees’ schedules enable their work unit to be available and
functioning Mondays through Fridays.
Prior to implementation of alternative work schedules, requests must be approved in advance by
the appropriate Division Director. Alternative work schedules must be coded into the State
HRIS to ensure accurate payroll. Therefore, supervisors must submit a DEMA Form 303
Personnel Action Request to the Administrative Services Office any time their employees have a
change in schedule.
9.9.6

Holidays

An employee may not receive more than eight hours of holiday pay for any holiday. Employees
on alternative work schedules may take annual leave, leave without pay or may flex the appropriate
number of hours to another day(s) within the same pay week to make up for the difference in the
eight hours of holiday pay and their regularly scheduled 9- or 10-hour workday.
9.10

TELEWORK

9.10.1 Authority
Executive Order 2003-11 encourages eligible State employees to telework when able/authorized,
particularly on high pollution days.
9.10.2 Purpose
Telework is an alternative work arrangement that allows select employees to work at home one
or more days per week. Telework arrangements have been found to reduce air pollution and
gasoline consumption, and increase employee productivity and morale.
9.10.3 Conditions of Employment
Conditions of State employment remain the same for employees who telework as for nontelecommuting State employees. Employee pay, benefits and employer-sponsored insurance
coverage do not change as a result of telework.
Since the employee’s home work space is an extension of the Agency work space, the State’s
liability for job-related accidents will continue to exist during the approved work schedule and in the
employee’s designated work location. To ensure that safe working conditions exist, the State will
retain the right to make on-site inspections at mutually agreed upon times.
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While teleworking, the employee should be reachable via telephone, within reason, during agreed
upon work hours. Teleworkers must notify their office if they leave their telecommuting location.
9.10.4 Equipment and Supplies
In most instances, the teleworker will provide his/her own equipment. The State does not assume
liability for loss, damage or wear of employee-owned equipment. State equipment in the home
office may not be used for personal purposes.
Office supplies will be provided by the State and are to be obtained during the teleworker’s in-office
work period. Out-of-pocket expenses for supplies normally available in the office will not be
reimbursed. The State will not provide office furniture.
State-owned software shall not be duplicated. To insure hardware and software security, all
software for telecommuting must be approved by the supervisor, manager, and DEMA Resource
Manager before installation, and only approved websites may be contacted.
Restricted-access materials shall not be taken out of the office or accessed through the computer
unless approved in advance by the supervisor and manager.
9.10.5 Administration
The opportunity to telework is a management option; telework is not a universal employee benefit.
Not all positions are conducive to telework; not all employee work styles are conducive to
telecommuting. The employee, supervisor or manager may terminate a telework arrangement
without cause.
Agency employees are required to comply with the State of Arizona Telecommuting Program
and policies, which require the following prior to engaging in telework:
1.

Supervisor approval

2.

Completion of State of Arizona Telecommuting Program training

3.

Approved telework agreement

Training materials and telework agreements are available from the Administrative Services Office.
All completed telework agreements must be submitted to the Administrative Services Office. Any
changes to the telework agreement or work space must be reviewed and approved by the supervisor
and manager in advance of the changes. All changes must be submitted in writing to the
Administrative Services Office.
Telecommuting is not a substitute for child care. Teleworkers with small children shall make
arrangements for child care during the agreed upon work hours.
Telework hours must be reported on an employee’s timesheet using the appropriate pay code to
accurately record the number of telecommute hours each pay period.
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9.11

EMERGENCY RECALL

The nature of DEMA’s mission is to be able to respond to unforeseen emergencies, including but not
limited to acts of nature or man that can threaten the citizens, property or general good of the state.
To fulfill this mission, employees may be required as a condition of their employment to have the
ability to be recalled to the workplace with little or no advance notice in order to staff emergency
operations. This requirement is considered to be part of the employee’s position duties and is neither
separately nor additionally compensated. The requirement may or may not be specifically identified
in the employee’s Position Description Questionnaire (PDQ) for his/her position.
9.11.1 Rules and Limitations

9.12

1.

Any employee recalled to the workplace outside his/her regularly assigned work
hours will be paid at his/her regular hourly rate of pay for the time worked on the
special duty assignment AND transit time to and from the workplace. If this time
causes the employee to exceed 40 work hours in a pay week, the hours will be
identified as overtime hours pursuant to FLSA.

2.

If an employee is contacted for recall and conducts official business via telephone,
email, etc. without reporting to a work site, the regular rate of pay applies for that
period of official business.

3.

Recall roster tests or other recall related activities that test the ability to meet
readiness directives may be conducted. Response times will be tracked to establish
the length of time to achieve contact with specific milestone percentages of the work
force. At no time will an individual be subject to disciplinary action for failing to
meet a specific response time during a roster test.

4.

Employees advised of being recalled need to coordinate all changes in their
availability with their first line supervisor.

5.

Pagers, cell phones, or two-way radios may be used to lessen the burden on
employees and to facilitate a more timely response from employees.

6.

Employees are free to engage in personal activities at all times during off-duty hours.
Secondary employment must be pre-approved in accordance with Section 6.5 of this
directive.

STIPENDS

9.12.1 General
DEMA has various positions that afford employees an opportunity to earn additional compensation
based on special additional skill training, proficiency certification, or after-hours availability. These
stipends are frequently limited to employees assigned to specific job classes and/or geographic areas
and require the approval of their assigned first line supervisor and division manager.
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9.12.2 Stipends
A stipend is a monetary amount added to an employee’s base pay. It is not included during
calculations of pay raises unless the stipend rate is also identified to be increased. It is calculated in
the determination of overtime hourly pay rates.
The receipt of stipend compensation is contingent upon the employee voluntarily satisfying all
prerequisite training, testing (minimum/passing grade), and actual certification in the expertise.
Certification must be renewed and kept current in order for the stipend to continue.
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CHAPTER 10 - INDUSTRIAL ILLNESS AND INJURY

10.1

GENERAL

ADOA Division of Risk Management covers State employees in the event of job-related illness or
injury. There is no policy number, we are self-insured. State agencies are subject to OSHA
reporting requirements.
It is important all job-related injuries or illnesses are reported to ADOA within 48 hours by calling
(602) 542-9675 or (800) 837-8583. These phone numbers are answered 24 hours per day, seven
days per week.
10.2

FORMS AND PROCEDURES

10.2.1 Supervisor’s Report of Industrial Injury
The Supervisors Report of Injury/Illness is completed on all incidents. The supervisor must
complete the Supervisor's Report of Injury/Illness at the time of the incident and forward the
completed form to the Administrative Services Office.
Regardless of whether the employee seeks medical attention, the form is completed and must be
forwarded to the Administrative Services Office. The form is used as a First Aid Report and is kept
on file for one year in case of a re-occurring injury.
10.2.2 Employer’s Report of Industrial Injury
The Employer's Report of Industrial Injury is a form printed by the Industrial Commission. If an
employee seeks medical treatment for the injury/illness, the supervisor will notify the Administrative
Services Office immediately. The Administrative Services Office will complete the Employer’s
Report of Industrial Injury and submit the completed form to ADOA Division of Risk Management.
A delay in submission could result in a delay or denial of compensation, so it is imperative that
supervisors inform the Administrative Services Office immediately upon learning that medical
treatment was required for an employee’s injury or illness.
10.3

INDUSTRIAL LEAVE OF ABSENCE

If an employee is unable to work due to an industrial injury, the injured worker is placed on
Industrial Leave of Absence and can use sick leave, annual leave, and/or leave without pay until
ADOA Risk Management pays compensation to the employee for loss of wages.
For every day of normally scheduled work that the injured worker cannot work and is authorized
compensation by ADOA Risk Management, the employee’s timesheet will be amended from
eight/nine/ten hours sick/annual leave (depending on regularly scheduled work day) to two hours
sick/annual leave and six hours Industrial LWOP. Risk Management treats all workdays as eighthour days for compensation.
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Workers Compensation pays 662/3 percent of an employee’s salary. Should the combination of
Worker's Compensation and sick/annual leave not adequately match the normal take-home pay of
the employee, he/she has the option of using more sick/annual leave to make up the difference.
Worker’s Compensation Benefit Schedule:
Days Off
Injury/Incident
Unable to Work
Unable to Work
Unable to Work
10.4

1
2 to 7
8 to 14
15+

Normal work day
Sick/annual leave or LWOP
Worker’s Compensation
Receive Worker’s Compensation pay from Day 2 forward

EMPLOYEE BENEFITS

An employee shall continue to receive full leave accruals while receiving Worker’s Compensation
as long as the employee is in paid status (sick or annual leave) for two hours per day. Once leave is
exhausted, an employee may be placed on Industrial LWOP.
An employee who is on LWOP due to an industrial disability may continue to participate in the
Health Benefit Plan for a maximum of six months from the date of illness or injury by paying the
employee contribution. At the end of this six month period, an employee who remains on leave
without pay due to industrial disability may continue to participate in the Health Benefit Plan by
paying both the employer and employee contributions, until the employee returns to work or is
determined to be eligible for Medicare coverage or Long Term Disability, whichever occurs first.
10.5

ADMINISTRATIVE RESPONSIBILITY

10.5.1 Supervisor Responsibilities
The supervisor is responsible for completing the required forms, conducting an investigation, and
implementing corrective actions to remove any hazards from the workplace. The supervisor is also
responsible for maintaining contact with the injured worker and developing a modified work
schedule and/or duties if required.
10.5.2 Administrative Services Office Responsibilities
The Administrative Services Office is responsible for monitoring employee recovery and
coordinating with the Payroll Office to ensure proper payment amounts to the employee. The ASO
is also required to advise the ADOA Division of Risk Management of any new information
regarding an employee’s claim.
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CHAPTER 11 - RESERVED
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CHAPTER 12 - EMPLOYEE PERFORMANCE

12.1

GENERAL

Supervisors evaluate employees for the express purpose of aiding the employee to better
understand the mission of the department and specific work unit, and to help the employee
improve his/her contribution toward the accomplishment of that mission. The purpose of the
evaluation process is to provide a formal means of communication between the employee and
the supervisor with the end goal of helping the employee to improve as well as providing the
supervisor an insight into the work of the employee. When used properly, the evaluation process
is a positive tool for all participants.
An employee’s direct supervisor is responsible for conducting that employee’s performance
appraisals. The person to whom the direct supervisor reports is responsible for reviewing the
process. The appropriate Division Director will approve exceptions to this in writing.
12.2

PERFORMANCE REVIEWS FOR STATE EMPLOYEES

12.2.1 Covered Employees
The Performance Appraisal for State Employees (PASE) is the basis for an employee's rating,
retention and any available salary/merit increase. The factors to be evaluated under the PASE
system should be discussed with the new employee during the first week of employment.
Annual reviews are conducted for the performance period of May 1 through April 30.
PASE is designed to be flexible in order to meet agency needs. It includes two ways of rating
job performance. One is the goals and objectives evaluation method. The other is the checklist
evaluation method. These may be used individually or combined and applied to rate either
individual or team performance. The key concept of PASE is that the employee’s rating is based
on predetermined job performance standards. The evaluation forms are designed to record
planned job standards, observed work activities and earned ratings. The procedure manual and
corresponding forms can be obtained through the Administrative Services Office or downloaded
at www.azdema.gov or www.hr.state.az.us.
12.2.2 Non-Covered Employees
The Performance and Development Review provides valuable information to employees
regarding their performance, and allows supervisors to develop and communicate a plan for
development or special training. It can also be used as a basis for pay increases. The factors to
be evaluated under this system should be discussed with the new employee during the first week
of employment. Annual reviews are conducted for the performance period of November 1
through October 31.
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12.3

RECORD KEEPING

The supervisor prepares the checklists and any specific evaluation criteria with the employee and
the reviewer. The supervisor will retain these documents during the evaluation period. When
the evaluation process has been completed, the appraisals and related materials are forwarded to
the Administrative Services Officer, who will enter the performance ratings into the HRIS
system. The original will remain in the employee's personnel file. A copy will be provided to
the employee by the supervisor.
12.4

DISAGREEMENT WITH THE EVALUATION

If an employee disagrees with his/her evaluation and desires to file a grieveance, DEMA Form
018 Request for Resolution of Employee Grievance must be completed to initiate the grievance
procedure. See Chapter 15 of this directive for full details on the DEMA Grievance Procedure.
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CHAPTER 13 - TRAINING

13.1

GENERAL

The Administrative Services Office for the Department of Emergency & Military Affairs is
responsible for making ADOA State Training programs available to DEMA employees. Special
requests for courses are made to the Administrative Services Officer.
Employees are encouraged to take courses appropriate to their positions. For courses other than
those offered through the ADOA State Training and Education Section or ADOA Risk
Management, determination of leave status will be made on a case by case basis through the
supervisor to the Administrative Services Officer. This includes courses taken on military duty
status, or courses of indirect effect on the position occupied. All requests for Education Leave will
be made in writing to the Administrative Services Office.
13.2

SPECIFIC TRAINING PROGRAMS

13.2.1 Arizona Government University (AzGU)
All employees are encouraged to participate in the programs and courses offered by AzGU. Certain
courses, as indicated below, are mandated by statute. Enrollment in AzGU courses can be processed
online at www.azgu.gov or in the Administrative Services Office. In addition to the courses listed
below, a wide range of courses are offered by AzGU to improve employee skills and to qualify
employees for access to certain State systems (e.g. AFIS, HRIS, etc.). Some AzGU courses are
available as online training.
13.2.1.1 Welcome to State Service
This course provides a summary of State rules, benefits and procedures to introduce employees to
State service.
13.2.1.2 Standards of Conduct in the Public Sector
All new State employees must complete this course within the first six months of employment,
pursuant to A.R.S. 38-591 and 38-592.
13.2.1.3 Preventing Inappropriate Behavior and Workplace Harassment
This seminar must be completed within the first six months of employment. Employees may be
required to repeat this course if directed by management.
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13.2.1.4 Supervisor Academy
All individuals responsible for supervising State employees are required to complete the Supervisor
Academy, pursuant to A.R.S. 41-763.
13.2.2 DEMA New Employee Orientation Seminar
This seminar is presented quarterly by the Administrative Services Officer. It is designed to give the
new DEMA employee an overview of the Agency and an explanation of employee expectations,
benefits and requirements. All new employees are required to attend during their first six months
with the agency.
13.2.3 DEMA Supervisor Training
This seminar is presented semi-annually by the Administrative Services Office and is required of all
new supervisors. It is designed to orient the new supervisor to practices and processes regarding
employee relations and personnel processes, techniques and regulations. Topics include employee
discipline, EEO, Sexual Harassment, performance management, and other topics.
13.2.4 Defensive Driving and Van Safety
Defensive driving and van safety courses are available through AzGU and DEMA Loss Prevention.
State employees who operate vehicles in the course of duty are required to successfully complete
one or both of these training classes. See DEMA Directive 7.1 Loss Control for additional
information.
13.2.5 Specialized Programs
Training requirements unique to a work area may be available through a variety of sources.
Each Major Commander/Director is responsible for making such programs available to the work
force as needed. The Administrative Services Office and AzGU training staff are available to
assist in locating other training course offerings and training materials.
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CHAPTER 14 - DISCIPLINARY ACTION

14.1

GENERAL

Discipline is the management skill whereby a manager coaches an employee on the improvements
necessary to fulfill his/her duties and accomplish the mission of the Agency. An adverse action is
any action which may have a negative impact on the employee's career and/or compensation.
Examples are reprimands, suspensions, demotions, and dismissals.
14.2

RESPONSIBILITIES

Immediate Supervisor - First Line responsibility for the employee; identify problem/discipline areas;
recommend corrective actions to include adverse actions; initiate any action regarding employee
status, to include adverse actions.
Intermediate Supervisors - Provide Immediate Supervisor with necessary training and assistance to
ensure appropriate decisions and actions.
Major Commander/Director – Development, distribution, and compliance with policy;
determination of action to be taken after receiving appropriate staff advice, with TAG approval
when required.
Administrative Services Officer (ASO) - Provide technical advice; prepare policy; provide
coordination with any outside body; maintain records of actions taken.
14.3

ADMINISTRATION

14.3.1 Reprimands
Prior to finalizing any action, all official reprimands are to be coordinated with the Administrative
Services Officer for technical correctness, propriety and consistency. Any documents intended for
inclusion in the individual's personnel file must so state. Such documents are maintained in the
Administrative Services Office and constitute the only official documentation of such action.
14.3.2 Actions Affecting Pay
All actions affecting pay (demotion, suspension or termination) will follow the procedure below:
1. The supervisor will discuss the problem and recommendations with the Administrative
Services Officer. The ASO reviews the relevant documentation and applicable rules and
policies.
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2. If conditions appear to merit an adverse action, a written memorandum of the proposed
action and the reasons for the action are sent to the Administrative Services Officer.
Emphasis at this step is that this is a proposal and the employee has not yet been advised.
3. The Administrative Services Officer will further inquire into the merits of the proposal. This
process may include the JAG, ADOA Human Resources and/or the Attorney General's
Office, and may include an investigation or informal hearing if necessary.
4. Action is taken based on results of the inquiry. Only TAG or the four Division Directors (in
the absence of TAG) can approve and sign an adverse action affecting pay.
14.3.3 Demotion, Suspension or Termination of Covered Employees
The steps outlined in Section 14.3.2 will be taken, followed by:
1. The employee will be given written notice of the intent to dismiss, demote or suspend and
each of the allegations. This notice will include the following:
a. All specific charges against the employee and a general description of the evidence
supporting the charges.
b. A statement which:
•

Advises the employee of his/her right to respond to the allegations.

•

Requests a written response.

•

Lists the name of the person who should receive the response.

•

Specifies the time limit in which to respond. Three working days from the
date the notice is delivered to the employee should be sufficient time for a
response. The response time may be extended, provided the extension is
due to unusual circumstances and is mutually agreeable to agency
management and the employee.

2. Failure of the employee to respond in the designated time period will result in the employee
forfeiting the right to submit a response. In preparing the written response, the employee has
a right to representation at his/her own expense. Present policies and practices regarding
representatives who are State employees remain in effect.
3. An investigation may be conducted if the employee's response indicates such an
investigation is warranted.
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4. Once the pre-dismissal/demotion/suspension process is completed, all of the supporting
documentation, including any audio tape recordings, must be retained by the agency
Administrative Services Office in accordance with ADOA Record Retention requirements.
14.4

"WHISTLEBLOWER PROTECTION"

In an effort to protect from retaliation any employee who discloses improprieties to proper
authorities, statutes require that supervisors provide a copy of A.R.S. 38-532 to an employee upon
request. Care must be taken to insure that any disciplinary or corrective correspondence complies
with these statutory provisions. Again, coordination with the Administrative Services Officer is
essential to ensure such compliance. The following actions require compliance with these
provisions:
1. All formal disciplinary letters.
2. Memos of concern, warning letters, letters of instruction or similar written communications.
3. Letters documenting formal performance counseling sessions.
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CHAPTER 15 - GRIEVANCE AND EEO COMPLAINT PROCEDURES

15.1

PURPOSE

The grievance procedure is established to provide an equitable, prompt, systematic and
confidential means of resolving grievances regarding work related matters directly and
personally affecting an employee. The grievance must pertain to a matter subject to control of
The Adjutant General. The terms “days” and “workdays” in this chapter refers to normal
Agency workdays.
It should be noted that the most effective method of resolving any problem is by following the
supervisory chain. The grievance procedure should not be viewed as the primary avenue for
problem resolution.
15.2

CONFIDENTIALITY

Any discussion regarding a grievance shall be restricted to those individuals who are responsible
for responding to the complaint and those having knowledge pertinent to the investigation,
resolution, and/or response. The preparation, submittal, review, and response to an employee
grievance are confidential and will be treated as such. Grievances will not be placed in an
employee’s official Personnel File.
15.3

CONTENTS OF RESPONSES

Upon receiving the written grievance at each level, the supervising authority will investigate the
grievance and respond to it. This response will include the findings of his/her impartial
investigation. It will also state the employee’s next step in the grievance process.
15.4

AMENDMENTS

Once a grievance is advanced to any step beyond the immediate supervisor, it may not be
amended. If additional documentation is submitted by the grievant after the initiation of the
grievance, the reviewing official may remand the grievance to the appropriate previous level for
reconsideration. It is the employee’s responsibility to provide documentation to support the
allegations raised in the grievance.
15.5

RETALIATION

No person shall directly or indirectly use any official authority or influence in any manner to
discourage the use of this procedure, nor shall any employee suffer retaliation in any form as a
result of using this procedure.
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15.6

PROCEDURE FOR COVERED STATUS EMPLOYEES

General provisions and restrictions of the grievance procedure for Covered status employees are
contained in R2-5-701 and R2-5-702 of the Department of Administration Personnel Rules.
15.6.1 Matters Subject to Employee Grievance
This procedure may be used by Covered status employees to obtain consideration of grievances
concerning allegations of discrimination prohibited by A.R.S. 41-1463, non-compliance with
Department of Administration Personnel Rules, non-compliance with DEMA policy, or other
work-related matters which directly and personally affect the employee. Examples of workrelated matters subject to grievance include, but are not limited to: safety; health; working
conditions; materials or equipment; supervisory practices considered improper or unfair;
disciplinary actions such as suspensions of 40 hours or less, reprimands, or memos of concern; or
any other matters subject to the authority of The Adjutant General and for which no other
method of redress is provided or prohibited in the Personnel Rules.
A Covered status employee may submit a grievance concerning an overall performance
evaluation or specific rating, but may not submit a grievance concerning the receipt of a
performance decrease, the non-receipt of a performance increase or special performance award,
the amount of any increase or decrease, or the use of any job-related supplemental rating factors
to determine the receipt or amount of an increase, decrease, or special performance award.
A Covered status employee may not submit a grievance challenging the following management
rights, but may submit a grievance concerning the manner of their administration insofar as these
personally affect the employee:
1)

The Agency’s right to direct its employees.

2)

The Agency’s right to hire, promote, transfer, assign, and retain employees.

3)

The Agency’s right to maintain efficiency of government operations and to
determine the methods, means, and personnel by which these operations are to be
conducted.

This procedure shall not be used in matters for which another method of review is available,
including but not limited to:
1)

Retirement, Life Insurance, or Health Insurance;

2)

Suspension for more than 40 working hours, demotion, or dismissal resulting
from disciplinary action;

3)

Any examination, certification, or appointment;

4)

Any classification action;

5)

Any reduction in force action.
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A Covered status employee may not submit a grievance concerning any matter not subject to the
control of the Agency, except for complaints alleging a violation of the Department of
Administration Personnel Rules.
15.6.2 Verbal Discussion
Prior to initiating a written grievance, the employee must have a verbal discussion with his/her
immediate supervisor to attempt to resolve the problem. If the employee fails to take this step,
the grievance will not be accepted through the formal grievance procedure. It is the employee’s
responsibility to ensure that Step I of the grievance procedure must be submitted within 10
working days after the occurrence of the action being grieved, and that these 10 working days
are not extended by the date on which the verbal discussion takes place.
15.6.3 Time Off for Preparation
After the verbal discussion, an employee is allowed up to four hours with pay to prepare the
grievance and/or confer with their official representative on the grievance. Employees must
obtain prior supervisory approval for time off, which will be subject to the operational needs of
the unit. The time an employee devotes to attending meetings scheduled by management to
discuss the grievance is considered work time and is not included in the four hour limitation
specified above. It is the employee’s responsibility to advise his/her supervisor of the time, date,
and approximate duration of the meetings so as not to unduly conflict with or impede the
operational needs of the unit.
15.6.4 Representation
At any step in the grievance procedure following the verbal discussion with the immediate
supervisor, an employee may select a representative to assist in the preparation of the formal
grievance and subsequent responses to management. The representative may advise and/or
speak for the employee during meetings concerning the grievance which are determined by
management to be necessary. The employee must identify in writing on DEMA Form 018
Resolution of Grievance the selected representative by name, title and organization. Any cost
for representation is at the employee’s own expense.
If the representative is a State employee, that individual must request and receive approval from
the representative’s supervisor for annual or compensatory leave to represent the grievant(s).
A group of employees with identical issues and proposed resolutions may file a “group”
grievance. All persons must sign the grievance, and the group must designate and identify a
contact person. All correspondence and communications will be directed to the contact person.
While some grievants may not continue the grievance at subsequent steps, new grievants may
not be added once the initial grievance has been filed.
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15.6.5 Formal Written Procedure
The grievance procedure for Covered status employees is designed to ensure that employees can
receive a response from The Adjutant General within 40 workdays from the initial submission of
a properly submitted grievance, including extensions. The time at any step may be extended by
The Adjutant General with concurrence of the grievant, providing it does not potentially extend
the process past the 40 workday requirement.
The employee must sign the grievance each time it is forwarded to the next step, and include a
memorandum explaining in detail why the previous response is not satisfactory.
The grievance and/or its documentation will not become part of an employee’s official Personnel
File.
Step I – Immediate Supervisor:
Utilizing DEMA Form 018 Request for Resolution of Employee Grievance, the employee must
submit a written grievance to his/her immediate supervisor within ten (10) workdays after the
occurrence of the action of the matter being grieved. The date the action occurred is not counted
when determining the time limit. The date of occurrence of a suspension is the first day of the
suspension. The grievant must:
(1)

Submit a complete statement of all the facts and circumstances involved in
the alleged violations, presented in a logical and orderly manner, including
names, dates, names of other persons present or having knowledge of the
grievance issues, and documentation to substantiate the allegations.

(2)

If the grievance alleges non-compliance with the Department of
Administration Personnel Rules, identify the precise Department of
Administration Personnel Rule violated and a statement as to how the
employee perceives the rule was violated.

(3)

Submit a statement as to what specific redress is being sought.

The immediate supervisor has three (3) workdays from the receipt of a grievance to respond in
writing to the grievant. The supervisor is strongly encouraged to immediately acknowledge
receipt of a grievance. Prior to making a written response, the immediate supervisor must review
the grievant’s issues and facts pertinent thereto as well as applicable policies and procedures.
The supervisor’s response must conclude with a statement informing the employee of the right to
forward the grievance to Step II. The immediate supervisor will return the original grievance
and all attachments with the Step I response to the employee. The supervisor shall keep a copy
of all documents.
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Step II – Program Manager/Unit Commander:
If the grievant is dissatisfied with the Step I response, he/she has five (5) workdays from the date of
receipt of the response to forward the grievance to the appropriate Program Manager/Unit
Commander. A signed memorandum stating specific reasons why the previous response is
unsatisfactory must accompany the entire grievance package. The Program Manager/Unit
Commander has five (5) days from receipt of the grievance package to respond to the employee’s
issues in writing. The response must conclude with a statement informing the employee of the
right to elevate the grievance to the next step. The Program Manager/Unit Commander shall keep
a copy of his/her response prior to returning the grievance package to the employee.
Step III – Division Director:
If the grievant is dissatisfied with the Step II response, he/she has five (5) workdays from the date of
receipt of the response to forward the grievance to the appropriate Division Director. A signed
memorandum stating specific reasons why the previous response is unsatisfactory must accompany
the entire grievance package. The Division Director has seven (7) days from receipt of the grievance
package to respond to the employee’s issues in writing. The response must conclude with a
statement informing the employee of the right to elevate the grievance to the next step. The Division
Director shall keep a copy of his/her response prior to returning the grievance package to the
employee.
Step IV – The Adjutant General:
If the grievant is not satisfied with the Step III response, he/she may advance the grievance to
The Adjutant General. This must be done in writing within five (5) days of receipt of the Step
III response. A signed memorandum stating specific reasons why the previous response is
unsatisfactory must accompany the entire grievance package. Upon receipt of the grievance
package, The Adjutant General has ten (10) days to investigate and respond in writing.
This is the final step and the response must state that it is the final decision for all grievances,
except for those that allege discrimination or non-compliance with the Department of
Administration Personnel Rules. For grievances alleging discrimination or non-compliance with
the ADOA Personnel Rules, The Adjutant General must state in the response that the employee,
if not satisfied with the response, has five (5) days to forward the complaint to the Director of the
Department of Administration. The response must also provide the name and address of the
Director of the Department of Administration. The Adjutant General shall keep a copy of all
documents in the grievance package.
Step V – Arizona Department of Administration:
If the grievant has alleged discrimination or non-compliance with the ADOA Personnel Rules,
he/she has five (5) workdays from the date of receipt of the Adjutant General’s response to
forward the grievance to the Director of the Department of Administration (ADOA). A signed
memorandum stating specific reasons why the previous response is unsatisfactory must
accompany the entire grievance package. The ADOA Director has twenty (20) workdays to
review the allegations and issue a written response.
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15.7 PROCEDURE FOR NON-COVERED STATUS EMPLOYEES
15.7.1 Matters Subject to Employee Grievance
This procedure may be used by Non-Covered status employees to obtain consideration of
grievances concerning allegations of discrimination prohibited by A.R.S. 41-1463, noncompliance with DEMA policy, or other work-related matters which directly and personally
affect the employee. Examples of work-related matters subject to grievance include, but are not
limited to: safety; health; working conditions; materials or equipment; supervisory practices
considered improper or unfair; disciplinary actions such as suspensions, reprimands, or memos
of concern; or any other matters subject to the authority of The Adjutant General and for which
no other method of redress is provided.
A Non-Covered status employee may submit a grievance concerning an overall performance
evaluation or specific rating, but may not submit a grievance concerning the receipt of a
performance decrease, the non-receipt of a performance increase or special performance award,
the amount of any increase or decrease, or the use of any job-related supplemental rating factors
to determine the receipt or amount of an increase, decrease, or special performance award.
A Non-Covered status employee may not submit a grievance challenging the following
management rights, but may submit a grievance concerning the manner of their administration
insofar as these personally affect the employee:
1)

The Agency’s right to direct its employees.

2)

The Agency’s right to hire, promote, transfer, assign, and retain employees.

3)

The Agency’s right to maintain efficiency of government operations and to
determine the methods, means, and personnel by which these operations are to be
conducted.

This procedure shall not be used in matters for which another method of review is available,
including but not limited to:
1)

Retirement, Life Insurance, or Health Insurance;

2)

Any classification action.

A Non-Covered status employee may not submit a grievance concerning any matter not subject
to the control of the Agency.
15.7.2 Verbal Discussion
Prior to initiating a written grievance, the employee must have a verbal discussion with his/her
immediate supervisor to attempt to resolve the problem. If the employee fails to take this step,
the grievance will not be accepted through the formal grievance procedure. It is the employee’s
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responsibility to ensure that Step I of the grievance procedure must be submitted within 10
working days after the occurrence of the action being grieved, and that these 10 working days
are not extended by the date on which the verbal discussion takes place.
15.7.3 Time Off for Preparation
After the verbal discussion, an employee is allowed up to four hours with pay to prepare the
grievance and/or confer with their official representative on the grievance. Employees must
obtain prior supervisory approval for time off, which will be subject to the operational needs of
the unit. The time an employee devotes to attending meetings scheduled by management to
discuss the grievance is considered work time and is not included in the four hour limitation
specified above. It is the employee’s responsibility to advise his/her supervisor of the time, date,
and approximate duration of the meetings so as not to unduly conflict with or impede the
operational needs of the unit.
15.7.4 Representation
At any step in the grievance procedure following the verbal discussion with the immediate
supervisor, an employee may select a representative to assist in the preparation of the formal
grievance and subsequent responses to management. The representative may advise and/or
speak for the employee during meetings concerning the grievance which are determined by
management to be necessary. The employee must identify in writing on DEMA Form 018
Resolution of Grievance the selected representative by name, title and organization. Any cost
for representation is at the employee’s own expense.
If the representative is a State employee, that individual must request and receive approval from
the representative’s supervisor for annual or compensatory leave to represent the grievant(s).
A group of employees with identical issues and proposed resolutions may file a “group”
grievance. All persons must sign the grievance, and the group must designate and identify a
contact person. All correspondence and communications will be directed to the contact person.
While some grievants may not continue the grievance at subsequent steps, new grievants may
not be added once the initial grievance has been filed.
15.7.5 Formal Written Procedure
The grievance procedure for Non-Covered status employees is designed to ensure that
employees can receive a response from The Adjutant General within a reasonable period of time.
The time limits at each step will be adhered to unless both parties at the step involved grant an
extension in writing. If a response is not reached within the specified time and no extension is
granted, the grievant may proceed to the next step with a written request.
If both parties agree to meet with a neutral third party in attempt to reach a resolution, conflict
resolution may be used to resolve the grievance at any point in the process after initiation of Step
I and prior to initiation of Step IV. If conflict resolution is requested, the response times will be
suspended for a period of time mutually agreed upon by the grievant and the supervisory
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authority at that level. If the parties are unable to reach an agreement through conflict
resolution, the grievance procedures and timelines will be resumed and adhered to.
The employee must sign the grievance each time it is forwarded to the next step, and include a
memorandum explaining in detail why the previous response is not satisfactory.
The grievance and/or its documentation will not become part of an employee’s official Personnel
File.
Step I – Immediate Supervisor:
Utilizing DEMA Form 018 Request for Resolution of Employee Grievance, the employee must
submit a written grievance to his/her immediate supervisor within ten (10) workdays after the
occurrence of the action of the matter being grieved. The date the action occurred is not counted
when determining the time limit. The date of occurrence of a suspension is the first day of the
suspension. The grievant must:
(1)

Submit a complete statement of all the facts and circumstances involved in
the alleged violations, presented in a logical and orderly manner, including
names, dates, names of other persons present or having knowledge of the
grievance issues, and documentation to substantiate the allegations.

(2)

Submit a statement as to what specific redress is being sought.

The immediate supervisor has three (3) workdays from the receipt of a grievance to respond in
writing to the grievant. The supervisor is strongly encouraged to immediately acknowledge
receipt of a grievance. Prior to making a written response, the immediate supervisor must review
the grievant’s issues and facts pertinent thereto as well as applicable policies and procedures.
The supervisor’s response must conclude with a statement informing the employee of the right to
forward the grievance to Step II. The immediate supervisor will return the original grievance
and all attachments with the Step I response to the employee. The supervisor shall keep a copy
of all documents.
Step II – Program Manager/Unit Commander:
If the grievant is dissatisfied with the Step I response, he/she has five (5) workdays from the date
of receipt of the response to forward the grievance to the appropriate Program Manager/Unit
Commander. A signed memorandum stating specific reasons why the previous response is
unsatisfactory must accompany the entire grievance package. The Program Manager/Unit
Commander has five (5) days from receipt of the grievance package to respond to the
employee’s issues in writing. The Program Manager/Unit Commander shall keep a copy of
his/her response prior to returning the grievance package to the employee.
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Step III – Division Director:
If the grievant is dissatisfied with the Step II response, he/she has five (5) workdays from the
date of receipt of the response to forward the grievance to the appropriate Division Director. A
signed memorandum stating specific reasons why the previous response is unsatisfactory must
accompany the entire grievance package. The Division Director has seven (7) days from receipt
of the grievance package to respond to the employee’s issues in writing. The Division Director
shall keep a copy of his/her response prior to returning the grievance package to the employee.
Step IV – The Adjutant General:
If the grievant is not satisfied with the Step III response, he/she may advance the grievance to
The Adjutant General. This must be done in writing within five (5) days of receipt of the Step
III response. A signed memorandum stating specific reasons why the previous response is
unsatisfactory must accompany the entire grievance package. Upon receipt of the grievance
package, The Adjutant General has ten (10) days to investigate and respond in writing.
This is the final step and the response must state that it is the final decision for all grievances. If
the grievant has alleged discrimination, the Adjutant General’s response shall indicate in the
response that if the employee is not satisfied with the response, he/she may contact the federal
Equal Employment Opportunity Commission. The Adjutant General shall keep a copy of all
documents in the grievance package.
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CHAPTER 16 - SEPARATION

16.1

GENERAL

The separation of an employee is a critical time for the work section. For this reason it is necessary
that all steps be taken to provide for a smooth transition as well as to allow the separating employee
a proper transition in his/her career. It is the responsibility of the supervisor to ensure a smooth exit
for the departing employee, as well as the initiation of proper steps for a replacement.
16.2

OUTPROCESSING

When a person voluntarily separates as an employee at the Department of Emergency and Military
Affairs, the following actions are to be taken:
1. A letter of resignation is to be forwarded to the Administrative Services Office at least 10
working days prior to the date of separation. Any employee in covered employment status
who fails to provide a resignation letter and notice of 10 working days may be denied
reinstatement rights per ADOA Personnel Rule R2-5-901-A. The resignation letter must
include the termination date, reason for separation and, in the case of a transfer to another
State agency, the name of that agency.
2. A resignation from a covered employee may be withdrawn only in writing by personal
delivery to the agency head no later than the end of the next working day after the employee
gives notice of resignation. If a withdrawal is not submitted by this time, the resignation will
be final unless both the agency head and the employee agree that the resignation may be
withdrawn. (See ADOA Personnel Rule R2-5-901-D)
3. The supervisor is responsible to collect any keys, badges, identification cards, State property,
and to conduct any out-briefing procedures unique to the position being vacated.
4. If the employee desires to withdraw his/her contributions from the Arizona State Retirement
System (ASRS) or the Public Safety Personnel Retirement System (PSPRS), he/she must
call the ASRS refund section at (602) 240-2000 or the PSPRS refund section at (602) 2555575. The respective office will mail the necessary refund election form to the employee's
home address. The refund election form must be completed, notarized and returned to the
DEMA Administrative Services Office to place final pay contributions on the form.
16.3

ADMINISTRATION

The Administrative Services Office will coordinate any transfers to other State agencies as well as
any retirement or insurance activities as may be required.
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Separations as a result of adverse actions must be closely coordinated through the Administrative
Services Office. Current State statutes require that any employee who is involuntarily terminated
must receive their final paycheck within three regular business days after their final workday.
When the recruitment of a new employee is desired to fill the vacancy, the Administrative Services
Office is to be notified as soon as practical in accordance with the provisions of Chapter 4 of this
directive.
An employee who voluntarily separates will be issued his/her last regular paycheck on the
regular pay schedule. As a general rule, any balances of annual leave, holiday earned, comp
time, and/or recognition leave will be paid no later than the pay cycle subsequent to the last
regular check.
The departing employee must schedule an out-processing appointment with the Administrative
Services Office prior to their last day with the agency. Departing employees whose normal work
site is Camp Navajo or the 162nd FW must schedule an out-processing appointment with the
appropriate liaison at those locations.
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CHAPTER 17 - EMPLOYEE ORGANIZATIONS

17.1

GENERAL

The Department of Emergency and Military Affairs recognizes no union or other organization as a
bargaining unit or representation entity for its State employees. Although employees are free to join
any organization not contrary to the code of conduct for State employees or A.R.S. provisions, these
organizations are not acknowledged as official entities.
Employees are encouraged to present their concerns to their supervisory chain for resolution. Most
problems can be resolved through a cooperative, informal procedure, which is beneficial both to the
employee and the Agency.
Employees may have representation at hearings and proceedings; however, a union or
association will not be recognized as an official representative or agent. Further, an employee is
not entitled to representation during any internal administrative investigation.
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CHAPTER 18 - EMPLOYEE ASSISTANCE PROGRAMS

18.1

EMPLOYEE ASSISTANCE PROGRAM (EAP)

The State of Arizona's Employee Assistance Program (EAP) has a goal to help employees
achieve and maintain their highest level of job performance. The EAP program provides free,
confidential short-term counseling to help identify employees' concerns. Also, when
appropriate, EAP may make a referral to an outside organization, facility, or program that can assist
the employee.
The EAP is available for employees who have issues related to alcohol and/or drugs, stress,
depression, grief, family and other matters that affect their lives and who are seeking guidance
and the opportunity to become fully productive members of the workforce.
The EAP can also provide comprehensive counseling and referral services to help employees
achieve a balance between their family and other personal responsibilities. Job effectiveness can
be affected when employees are faced with mental or emotional problems, family
responsibilities, financial or legal difficulties, or dependent care needs.
EAP provides both individual and family counseling to deal with the many challenges facing
families today. The EAP is designed to provide support, assistance and resources to address
family issues constructively and positively.
Employees may use the Employee Assistance Program during normal duty hours without loss of
sick or annual leave. Time spent with outside referrals will be on sick or annual leave.
18.2

EMPLOYEE SUPPORT PROGRAMS

Domestic or economic crisis needs/services such as emergency financial loans or grants and
supplemental assistance for clothing and/or food baskets are available. The Employees Helping
Employees (EHE) Program is available for all State employees. The Arizona National Guard
Emergency Relief Fund (AERFund) is for those employees who are members of the Arizona
National Guard or other military reserve components.
Questions or requests for information about these programs should be referred to the Administrative
Services Office. National Guard members should contact their respective Commander/First
Sergeant for referral to the State Command Sergeant Major’s Office.
18.3

CONFIDENTIALITY OF PARTICIPATION

Confidentiality is essential in such matters. Supervisors must use extreme caution to insure that
confidentiality is not violated. Employees and supervisors may contact the EAP, EHE or AERFund
directly or through the Administrative Services Office. The direct contact information for these
organization representatives are:
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1. EAP –
(877) 327-2362 (ComPsych)
2. EHE –
(866) 234-0316
www.azehe.org
3. AERFund –
(602) 267-2604 (State CSM)
(602) 267-2731 (Fund Administrator)
www.aerfund.org
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CHAPTER 19 - EMPLOYEE AWARDS

19.1

GENERAL

The Adjutant General has established an awards program to recognize outstanding employee
performance. These awards are open to all DEMA State employees who are eligible to accrue
annual leave. The time frames for the award nomination/selection will be based on calendar year
quarters.
Any DEMA State employee may be nominated for award consideration using the nomination
form provided by the Administrative Services Office. Supervisors may nominate employees
who are not in their chain of command. In these cases, the employee’s first line supervisor and
Division Director must sign the nomination form prior to submission.
A nominator may submit a nomination packet for more than one award category during the same
quarter.
The nominations are to be sent to the Administrative Services Office. The Selection Committee
will review all nominations and recommend their selection to the Adjutant General for final
determination. Recognition will be extended at the quarterly town hall meeting held at PPMR
and/or at a general employee meeting at the selected employee's work site if other than at PPMR.
The Administrative Services Officer will notify Payroll of the selection for proper recognition
leave accounting.
19.2

THE SELECTION COMMITTEE

The Selection Committee will be comprised of the DEMA Administrative Services Officer
(chair) and not less than one representative of each Nomination Area identified in 19.3.
Representatives will be designated by the Major Commander, Director, or through coordination
with the various senior leadership representatives for areas that cross divisional lines.
All discussions, evaluations and voting that takes place during Selection Committee meetings
will remain confidential.
19.3

NOMINATION AREAS

To promote inclusion of employees located in all geographic areas of the agency, the following
nomination areas are established. Each area will solicit and submit nominations for candidates
from within their area. Each nomination area will provide not less than one member to serve on
the Selection Committee.
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Tucson/WAATS/Southern Region (all)
Phoenix Sky Harbor and all Air National Guard employees statewide
Camp Navajo/Northern Region (all)
Division of Emergency Management (statewide)
Facilities Management Office (statewide)
Papago Park Military Reservation/Administration and Security
19.4

SERVICE AWARDS

DEMA State employees will be awarded recognition for length of service with the State of
Arizona. Recognition in the form of a certificate and a service pin will be awarded for service at
the conclusion of each five years beginning with the fifth year.
19.5

PERFORMANCE AWARDS
Outstanding Employee of the Quarter
Outstanding Employee of the Year
Outstanding Supervisor of the Year
Outstanding Employee Performance (civic)
Professional Achievement Award (individual)
Professional Achievement Award (team)

19.5.1 Outstanding Employee of the Quarter
The DEMA Outstanding Employee of the Quarter Award recognizes exemplary employee
performance. This recognition is open to all State employees of DEMA. Those so recognized
will receive an award plaque and one day (eight hours) recognition leave to be taken at the
discretion of the employee, with supervisor approval, within twelve months from when it is
awarded. Employees who are nominated but not selected for a specific quarter will
automatically be reconsidered for the following quarter without being resubmitted.
Selection of the Employee of the Quarter will be based on the following:
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19.5.1.1

SUPPORT FOR NOMINATION: State what this employee has accomplished to
support the Agency mission.

19.5.1.2

ROLE MODEL: Explain why the Nominee is admired and considered a model
for others to follow.

19.5.1.3

PRODUCTIVITY/QUALITY: Give example(s) showing how Nominee exceeds
the productivity and/or quality standards for the unit, or what changes the nominee
has implemented to improve the overall productivity and/or quality of the unit.

19.5.1.4

SAVINGS: Explain what methods the Nominee has implemented to save time or
money in the agency.

19.5.1.5

SERVICE: Describe the actions the Nominee has taken to demonstrate
outstanding service to other Department units, outside organizations, co-workers
or others with whom the Department does business.

19.5.1.6

MORALE: Show what steps the Nominee has taken to improve the morale in
your unit.

19.5.1.7

TEAMWORK: Describe how the Nominee has cooperated with fellow
employees to achieve Department objectives.

19.5.1.8

OTHER: Include any other facts or statements that will support your nomination
including safety record if appropriate.

Incomplete nomination packages may adversely affect the nomination during the selection
review process.
19.5.2 Outstanding Employee of the Year
The Outstanding Employee of the Year Award recognizes exceptional employee performance.
Nominees are those employees who were selected Employee of the Quarter during the calendar
year. Those so recognized will receive an award plaque and one day (eight hours) recognition
leave to be taken at the discretion of the employee, with supervisor approval, within 12 months
from when it is awarded.
19.5.3 Outstanding Supervisor of the Year
The DEMA Outstanding Supervisor of the Year Award is to recognize exceptional leadership,
management, and general supervisory skills. This recognition is open to all State employees of
DEMA who are designated as a supervisor. The nomination must describe outstanding
leadership and supervisory skills, versus technical skill or other performance factors. Those so
recognized will receive one day (eight hours) recognition leave to be taken at the discretion of
the employee, with supervisor approval, within 12 months of when it is awarded.
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Selection of the Supervisor of the Year will be based on the following:
19.5.3.1

SUPPORT FOR NOMINATION: State what this supervisor has accomplished to
support the Agency mission.

19.5.3.2

ROLE MODEL: Explain why the Nominee is admired and considered a model
for others to follow.

19.5.3.3

PRODUCTIVITY/QUALITY: Give example(s) showing how Nominee exceeds
the productivity and/or quality standards for the unit, or what changes the
nominee has implemented to improve the overall productivity and/or quality of
the unit.

19.5.3.4

SAVINGS: Explain what methods the Nominee has implemented to save time or
money in the agency.

19.5.3.5

SERVICE: Describe the actions the Nominee has taken to demonstrate
outstanding service to other Department units, outside organizations, co-workers,
subordinates, or others with whom the Department does business.

19.5.3.6

MORALE: Show what steps the Nominee has taken to improve the morale in the
unit.

19.5.3.7

TEAMWORK: Describe how the Nominee has led his/her work unit to achieve
Department objectives.

19.5.3.8

OTHER: Include any other facts or statements that will support your nomination
including safety record if appropriate.

19.5.4 Outstanding Employee Performance (Civic)
This award is only given when, in the opinion of the Selection Committee, evidence that an
individual’s involvement and participation in civic/community activities warrant recognition of
their unselfish giving of their off duty time in support of the community and its residents. For an
employee to be considered for this award category they must also have average or above average
ratings in all rated elements of their performance appraisal. The criteria identified in paragraph
19.5.1 are used to evaluate the employee’s duty performance documented in the nomination
packet. However, in the review and scoring process, the committee can determine that this level
of recognition is recommended. TAG concurrence is required for this award. Those so
recognized will receive one day (eight hours) recognition leave to be taken at the discretion of
the employee, with supervisor approval, within 12 months of when it is awarded. The recipient
will further receive an award plaque and his/her unit will receive a plaque for public/office
display.
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19.5.5 Professional Achievement Award (Individual)
This award is only given when, in the opinion of the Selection Committee, an individual’s duty
performance warrants recognition of professional achievements and contributions that cause the
employee to be viewed as a leader or pacesetter in their profession. The criteria identified in
paragraph 19.5.1 is used to evaluate the nomination packet. However, in the review and scoring
process, the committee can determine that this level of recognition is recommended. TAG
concurrence is required for this award. Those so recognized will receive one day (eight hours)
recognition leave to be taken at the discretion of the employee, with supervisor approval, within
12 months of when it is awarded. The recipient will further receive an award plaque and his/her
unit will receive a plaque for public/office display.
19.5.6 Professional Achievement Award (Team)
This award is only given when, in the opinion of the Selection Committee, a team of individuals’
duty performance warrants recognition of professional achievements and contributions that cause
them to be viewed as able to accomplish the most challenging goals when working as a cohesive
unit. The criteria identified in paragraph 19.5.1 is used to evaluate the nomination packet.
However, in the review and scoring process, the committee can determine that this level of
recognition is recommended. TAG concurrence is required for this award. Those so recognized
may receive recognition leave to be taken at the discretion of the employee, with supervisor
approval, within 12 months from when it is awarded. If recognition leave is awarded, the
specific amount is to be determined at the time of award, based on the number of hours available
for award (per Personnel Rule R2-5-423). A plaque will be awarded to the team for public/office
display and each team member will also receive a certificate.
19.6

RECOGNITION PROGRAM FUNDRAISING

The DEMA Employee Recognition Selection Committee is to review and recommend to TAG
any plans to accept gifts, raise funds and/or collect donations on behalf of the committee. The
committee is also required to review and recommend to TAG any requests to distribute or spend
any donated gifts, funds or donations that have been received by the committee.
General provisions for accounting and administering the financial resources of this program are
provided in ADOA, GAO Technical Bulletin No. 00-1, issued 1/11/00.
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CHAPTER 20 - RESERVED
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Acknowledgement of Receipt of the
Arizona Department of Emergency and Military Affairs
State Human Resources Administration Directive
This page is to be SIGNED and DATED by the employee and FORWARDED to the
Arizona Department of Emergency & Military Affairs (DEMA) Human Resources Office,
where it will be placed in the employee’s official personnel file.
My signature below indicates that I have received the current DEMA Directive 20.1 “State
Human Resources Administration,” and that I will read the contents of the Directive and any
subsequent versions. My signature below also confirms I understand that any information
referred to in the DEMA State Human Resources Administration Directive is available to me
through my Division’s management, my supervisor, online at www.azdema.gov and the DEMA
Human Resources Office. I agree I am also responsible for reading and understanding all
DEMA policy letters online at www.azdema.gov.
Finally, my signature below represents my expressed acknowledgement that the DEMA State
Human Resources Administration Directive does not, in any part or in its entirety, create or
constitute a contract between DEMA and me.
Employee’s legibly PRINTED full name: _______________________________________________
First Name

Division (Check one):

Middle Initial

Last Name

DEMA Administration (MA100)
Joint Programs (MA200)
Army National Guard (MA300)
Air National Guard (MA400)
Emergency Management (MA500)

Section/Unit: ___________________________________________________________________

Employee’s Signature: _________________________________________ Date: ______________

State of Arizona
Department of Emergency & Military Affairs
16 November 2009
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1.0 PURPOSE
The purpose of this directive is to provide guidance to employees and volunteers of the
Department of Emergency and Military Affairs (DEMA) for the use of volunteers as emergency
workers in preparation for, response to, and recovery from any declared emergency in which
DEMA may be involved.
2.0 REFERENCES
A.R.S. § 23-901
A.R.S. § 26-301
A.R.S. § 26-314
A.A.C. R8-2-701 through R8-2-704
3.0 DEFINITIONS
Emergency worker: Pursuant to A.R.S. § 26-301 “Emergency worker” is defined as any person
who is registered, whether temporary or permanent, paid or volunteer, with a local or state
emergency management organization and certified by the local or state emergency management
organization for the purpose of engaging in authorized emergency management activities or
performing emergency functions, or who is an officer, agent or employee of the state or a
political subdivision of the state and who is called on to perform or support emergency
management activities or perform emergency functions.
Organization: For purposes in this directive, the term “organization” shall refer to the relevant
department or agency of the state, political subdivision of the state, or non-profit organization
with which the emergency worker volunteer is registered.
4.0 IMMUNITY
Pursuant to A.R.S. § 26-314, the State and its departments, agencies, boards, commissions and
all other political subdivisions are not liable for any claim based upon the exercise or
performance, or the failure to exercise or perform, a discretionary function or duty by any
emergency worker, excepting willful misconduct, gross negligence or bad faith of any such
emergency worker, in engaging in emergency management activities or performing emergency
functions.
Emergency workers engaging in emergency management activities or emergency functions, in
carrying out, complying with or attempting to comply with any order, rule or local ordinance, or
performing any of their authorized functions or duties or training for the performance of their
authorized functions or duties, shall have the same degree of responsibility for their actions, and
enjoy the same immunities and disability workers’ compensation benefits as officers, agents and
employees of the State and its political subdivisions performing similar work. The State and its
departments, agencies, boards and commissions and all other political subdivisions that supervise
or control emergency workers engaging in emergency management activities or emergency
functions are responsible for providing for liability coverage, including legal defense, of an
emergency worker if necessary. Coverage is provided if the emergency worker is acting within
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the course and scope of assigned duties and is engaged in an authorized activity, except for
actions of willful misconduct, gross negligence or bad faith.
No other state or its officers, agents, emergency workers or employees rendering aid in this state
pursuant to any interstate mutual aid arrangement, agreement or compact are liable on account of
any act or omission in good faith on the part of such state or its officers, agents, emergency
workers or employees while so engaged, or on account of the maintenance or use of any
equipment or supplies in connection with an emergency.
5.0 REGISTRATION REQUIREMENTS
Registration is a prerequisite for eligibility of emergency workers for benefits and legal
protections under A.R.S. § 26-314. Prior to performing any work or providing any services for
DEMA, each emergency worker volunteer shall be registered with an appropriate organization,
or shall have satisfied the temporary registration requirement in section 5.2 of this directive.
Emergency worker volunteers registering with DEMA shall complete the Emergency Worker
Registration form (Attachment 2).
5.1
Emergency workers shall register with an appropriate organization as defined in
section 3.0 of this directive. The information provided during registration may be used to
conduct criminal history and driving record background checks.
5.2
Temporary registration may be used in emergency situations requiring immediate
or on-scene recruitment of emergency workers. Persons shall be temporarily registered if they
have provided the required registration information listed in section 5.4 of this directive but have
not yet provided supporting documentation. Period of temporary registration ends when the
registering participant has been cleared pursuant to registration requirements in section 5.1 of
this directive, or when the registering organization determines that the emergency for which the
registering participant received a temporary registration is closed, whichever occurs first.
5.3

Registration information shall be reviewed and updated annually.

5.4
The following information is the minimum information required to register as an
emergency worker:
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.4.9
5.4.10
5.4.11
5.4.12

Full name.
Birth date.
Gender.
Social security number.
Citizenship, to include a document verifying citizenship.
Verification of eligibility to work in the United States.
Address.
Contact phone number and email address.
Driver’s license number, issuing state and expiration date.
Registering jurisdiction.
Registering agency/organization.
Employer name, address and phone number.

DEMA DIRECTIVE 20.2
16 November 2009

Page 4

5.4.13 Personal reference name, address and phone number.
5.4.14 Emergency contact name, address and phone number.
5.4.15 Professional licenses, certificates and registrations, to include numbers,
expiration dates, and copies of documents.
5.4.16 Court record of felony convictions.
5.4.17 Record of misdemeanor convictions involving moral turpitude.
5.4.18 Medical conditions which may limit ability to perform as an emergency
worker.
5.5
Failure to truthfully respond to statements set forth on the registration form may
result in the denial of registration, revocation of registration as an emergency worker, or denial
of compensation for claims arising under A.R.S. § 23-1028(a). Registration may be denied or
revoked in the event of the following:
5.5.1

Failure to satisfactorily provide the information required in section 5.4 of
this directive and pursuant to A.A.C. R8-2-703;
5.5.2 Health conditions that could limit the applicant’s performance as an
emergency worker; or
5.5.3 Felony convictions.
6.0 SUPERVISOR RESPONSIBILITIES
DEMA employees who are designated to supervise emergency worker volunteers are responsible
to ensure the following processes and guidelines are achieved.
6.1
Prior to performing any work or providing any services for DEMA, each
emergency worker volunteer shall be registered with an appropriate organization or shall have
satisfied the temporary registration requirement contained in A.A.C. R-2-702(3).
6.2
The supervisor shall verify with the relevant organization that the required
registration information has been completed and is on file, and a background check has
successfully been completed.
6.3
The supervisor shall ensure that volunteers understand and comply with the
expectations to support the mission of DEMA and the requirement to follow all applicable
DEMA policies, rules and regulations.
6.4
The supervisor shall ensure that each emergency worker volunteer is provided
with, reads and signs the DEMA Volunteer Code of Conduct.
6.5
The supervisor shall advise the relevant organization AND the emergency worker
volunteer that DEMA shall not provide automobile or property loss insurance coverage for
privately owned vehicles or personal property.
6.6
The supervisor shall ensure that all emergency worker volunteers are provided a
safety briefing by either the DEMA Risk Manager, a Safety Officer, or by the supervisor.
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6.7
The supervisor shall report all volunteer injuries, first-aid events, and automobile
accidents to the DEMA Risk Manager within 48 hours of the incident. Applicable DEMA and/or
ADOA report forms shall be used to make such reports.
6.8
The supervisor shall provide records to the DEMA State Human Resources Office
and keep individual records for each emergency worker volunteer. Information may include data
such as registration information contained in A.A.C. R8-2-703 and -704. Records containing
information protected by privacy laws shall be maintained in confidentiality.
7.0 VOLUNTEER RESPONSIBILITIES

7.1
Emergency worker volunteers are expected to support the mission of DEMA and
follow all applicable DEMA policies, rules and regulations.
7.2
Conduct.

Emergency worker volunteers shall read and sign the DEMA Volunteer Code of

7.3
Emergency worker volunteers shall not act in a manner which is detrimental to
the integrity or mission of DEMA or the State, or cause harm to the citizens of Arizona. In
accordance with A.A.C. R8-2-704, DEMA supervisors have the authority to deny or revoke the
use of any volunteer as an emergency worker.
7.4
Emergency worker volunteers who possess a valid driver's license may operate
vehicles for DEMA. Volunteers operating vehicles for DEMA are subject to the same usage
standards, DEMA policies and ADOA Risk Management requirements applied to DEMA
employees, including driving record checks. Emergency worker volunteers shall provide proof
of insurance if their immediate supervisor authorizes the use of the volunteer's privately owned
vehicle for State business.
(

BY ORDER OF THE GOVERNOR:

HOE. SALAZAR
Major General, AZ ARNG
The Adjutant General
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ARIZONA DEPARTMENT OF EMERGENCY AND MILITARY AFFAIRS

VOLUNTEER CODE OF CONDUCT

1. Volunteers shall attend orientation and training sessions as required by the agency.
2. Volunteers shall carry out assignments in good spirit and will seek the assistance of their
immediate supervisors.
3. Volunteers shall comply with all applicable DEMA policies, rules and regulations.
4. Volunteers shall not report for a shift while under the influence of alcohol or drugs. Any
degree of impairment while on duty is strictly prohibited and is grounds for immediate
dismissal. The odor of alcohol shall be considered presumptive evidence.
5. Volunteers shall respect and accept the agency’s right to dismiss any volunteer for poor
performance, poor attendance, unwillingness to accept and/or follow direction, violation of
any state or federal law, or inappropriate conduct.
6. Volunteers are representing the Arizona Department of Emergency and Military Affairs and
shall conduct themselves in a professional, courteous, and diplomatic manner with members
of the public and representatives from other government agencies. Volunteers shall conduct
themselves in a manner that shall not bring discredit or embarrassment to the State.
7. Volunteers shall not engage in any law enforcement or first responder activities.
8. Volunteers shall maintain the confidentiality of information learned while performing
volunteer services for the agency.
9. Only volunteers with a valid driver’s license shall be allowed to operate motorized
equipment and/or vehicles owned or leased by the State.
10. Volunteers shall provide proof of insurance if their immediate supervisor authorizes the use
of the volunteer’s privately owned vehicle for State business.

_________________________

_________________________

__________________

Volunteer Signature

Volunteer Printed Name

Date

_________________________

_________________________

__________________

Supervisor Signature

Supervisor Printed Name

Date
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EMERGENCY WORKER REGISTRATION
1a. Last Name

1b. First Name

2. Birth date (mm/dd/yyyy)

3. Gender
M ale _______

5. Citizenship: U.S. ___ Other:_______

6. Eligibility to Work Documentation

Citizenship Documentation:

Type:__________________________
Date:__________________________
Expiration Date:_________________

(for “Other’, specify country)

Type:__________________________
Date:__________________________
Expiration Date:_________________
8. Contact Information
Phone No.____________________
Email:_______________________

1c. Middle Name
4. Social Security No.

Female_______

7. Address/City/State/Zip Code

10. Registering Jurisdiction

11. Registering Agency/Organization

9. Driver’s License
State and No. ____________________
Date Issued: _____________________
Expiration Date: __________________
12a. Employer Name

13a. Personal Reference Name

13b. Personal Reference Address

13c. Personal Reference Phone No.

14a. Emergency Contact Name

14b. Emergency Contact Address

14c. Emergency Contact Phone No.

12b. Employer Address and Phone No.

15. Job Related Licenses, Certificates, Registrations (copies must be provided)
Type

Issuing Jurisdiction/Agency

Document No.

Expiration Date

16. Have you ever been convicted of a felony? If yes, explain the nature of the offense, the date and location.
17. Have you ever been convicted of a misdemeanor involving moral turpitude? If yes, explain the nature of the offense, the date and location.
18. Do you have any medical conditions which may limit your ability to perform as an emergency worker? If yes, please describe.

19. Additional information, comments, etc.

Failure to truthfully respond to statements set forth on this registration form may result in the denial of registration, revocation
of registration as an emergency worker, or denial of compensation for claims arising under A.R.S. § 23-1028(a). Registration
may be denied or revoked in the event of failure to satisfactorily provide information required on this registration form, health
conditions that could limit the applicant’s performance as an emergency worker, or felony convictions.
Volunteer Applicant Signature:

Date:

-

Body dresses, or clinging clothing, worn alone or not properly covered. This includes latex
leggings, spandex, jeggings or something similar in nature;
Clothing that is intentionally designed to reveal a bare midriff or would otherwise
intentionally expose undergarments;
Over-done/Extreme hairstyles, jewelry or accessories, which would be defined as that which
a reasonably, prudent person would believe to be unacceptable in a similarly situated
business/agency;
Clothing with discernible rips, tears, or holes;
Denim/jeans (except on business casual days with supervisor approval).

Grooming Guidelines:
Hair shall be clean, combed/brushed and/or styled;
- Clothing shall be clean and unstained, and shall not be torn or frayed;
Lotions, colognes and perfumes should be used in moderation;
Proper hygiene shall be demonstrated to minimize offensive odors;
Facial hair shall be clean, well-groomed and free of distractions.
Enforcement: Supervisors shall set a professional example. Supervisors shall be responsible for
administering the dress, grooming, and appearance standards for their specific sections.
Employees reporting to work dressed or groomed in an inappropriate manner will be counseled,
could be subject to corrective action, and may be required to remedy the situation in an unpaid
status. Repetitive incidents shall be addressed through the progressive disciplinary process.
Exceptions: In accordance with Title VII of the Civil Rights Act, 42 USC § 2000e, exceptions for
religious reasons will be made. Reasonable accommodations for medical needs will also be
made. It is the supervisor's responsibility to manage this policy for their employees and the work
environment. Additionally, management shall not discriminate or enforce clothing standards based
upon gender, age, or ethnic differences.
REFERENCES: N/A
REQUESTS FOR INFORMATION: Please direct all questions to the Federal Human Resources
Office at 602-629-4800 or State Human Resources Office at 602-267-2993.

Major General, AZNG
The Adjutant General
Note: This policy does not create a contract for employment between any employee and the Department of
Emergency and Military Affairs (DEMA). Nothing in this policy changes the fact that all uncovered employees of the
State are at-will employees and serve at the pleasure of the appointing authority. This policy supersedes all previous
olic letters addressin this sub e
· ct.
This supersedes DEMA Policy Letter 20.09 dated 15 Oct 2010

State of Arizona
Department of Emergency and Military Affairs
Arizona National Guard
Phoenix, Arizona 85008-3495
15 November 2000

AZ NG REG 20-2

MORAL, WELFARE and RECREATION ACTIVITIES
and
FUND INSTRUMENTALITIES
Purpose. This regulation provides uniform policies and procedures governing
the administration of Arizona National Guard Nonappropriated Morale, Welfare
and Recreation (MWR) Activities.
Scope. This regulation applies to all Army, State and Civilian employees
of the Arizona National Guard and its programs.
All DEMA, Division of
Military Affairs employees, as well as retirees of the Arizona Army National
Guard, are also included.
Supplementation.
Supplementation of this regulation is prohibited without
prior approval from the Morale, Welfare, and Recreation Executive Council.
Interim Changes. The proponent of this regulation is the Resource Manager,
Department of Emergency and Military Affairs.
Users are invited to send
comments and suggested improvements directly to the Adjutant General, State
of Arizona, ATTN: AZAA-MWR, 5636 E. McDowell Road, Phoenix, AZ 85008-3495.
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GENERAL

1.1 Purpose.
This regulation establishes policy, prescribes procedures,
and assigns responsibilities for Arizona Army National Guard Nonappropriated
Morale, Welfare and Recreation (MWR) activities.
1.2 References.
in Appendix A.

Required References and related publications are listed

1.3 Authority. Army National Guard Nonappropriated funds (NAFs) used
for MWR activities are established, maintained, and disestablished under
authority of this regulation. The authority to establish a Morale, Welfare
and Recreation fund and activities within DEMA is ARS 26-153.a.
1.4

Exclusions.

Programs that are governed by other regulatory guidance such as
a.
Armory Boards (AZ NGR 50-1), Recycle Programs (AR 200-1), Hunting & Fishing
and Wood Cutting programs (AR 200-3) and the Family Support Program (DEMA
Directive 600-12) are exempt from the provisions of this regulation.
b. Programs that are supported with appropriated funds are also exempt
except when appropriated funds are not available and the expenditure of
nonappropriated funds is authorized, in writing, by the Adjutant General or
his designated representative.
1.5 Fiscal Management. Except as otherwise specified in this regulation,
funds received from MWR Activities and the various other fund sources will
be deposited in the DEMA MWR Fund in the Office of the State Treasurer.
Such funds will be deposited and accounted for by the State Comptroller
(DEMA-RMD). All funds will be managed by the MWR Executive Council (MWREC).
The MWREC may appoint an agent at its discretion and may delegate fund
management authority(ARS 26-153. a-d).
1.6 MWR Concept.
a.
MWR is a quality of life program that directly supports military
readiness by providing a variety of community, Guardmember, and family
support activities and services.
Such support includes: social, fitness,
recreational, educational, and other activities that enhance community life,
foster Guardmember and unit readiness, promote mental and physical fitness,
and generally provide a working and living environment that attracts and
retains quality Guardmembers.
b.
The concept of the Arizona National Guard Morale, Welfare and
Recreation (MWR) program is that of a centrally managed fund supported by
and in support of all military and civilian employees of the AZARNG and DEMA
Division of Military Affairs.
c.
The support is cyclical in that MWR funds generated by soldiers,
units and MWR activities are consolidated in a single State nonappropriated
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fund that is maintained by the State Comptroller at the direction of the
Director of Resource Management and the MWR Executive Council (MWREC).

d.
The MWREC recognizes units down to the Brigade/Regiment level.
Administration of the MWR program below these levels is the responsibility
of the Brigade/Regiment Commander, or his/her designated representative.
e. Units at any level who request MWR funds to support their activities
will forward such requests through Command channels, in writing, to the
Chairmen, MWREC, ATTN: AZAA-MWR.
All requests will be considered for
funding by a quorum of MWREC members on a quarterly basis. MWREC members
will prioritize requests based on the greatest good benefiting the largest
number of people. Approved requests will remain on the list until they are
funded, the requestor withdraws the request or the request becomes invalid.
f. Requests that are under $5000 can be approved by the MWREC. The MWREC
will forward the prioritized list of requests that exceed $5000 to the AAG-A
for approval. Upon approval by the AAG-A, the MWREC will respond, in
writing, to the requestor providing a status of their request.
g. The utilizing unit shall provide a short after action report to the
MWREC, through Command channels, that describes the supported event and
provides an itemized accounting of how the MWR funds were disbursed. Funds
that are not used will be returned to the State Comptroller for deposit back
into the State NAF.
Funds disbursed in excess of the MWR funds provided
should be submitted in writing through Command channels to the MWREC for
placement on the prioritized funding list.
h. Priority of funding. MWR funds shall be distributed in such a manner
to ensure the largest number of eligible personnel receive the greatest
benefit from the expenditure of funds. Therefore, the MWREC hierarchy for
priority of funding is:
(1) Reimbursement of direct costs incident to a unit/facility recycle
sale.
b. Command Directed (AAG-A or TAG level), to include
requirements related to federal mobilization or State Active Duty.

special

c.

Brigade/Regiment requests.

d.

Family support/family awareness not related to unit activities.
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1.7 MWR Principles. (AR 215-1, 1-8, a-e)
a. Programs are designed to meet needs of the unit/installation/
community. This includes Guardmembers, units, retirees, civilian employees
and their families.
b.

Programs are prioritized based on their impact on readiness.

c.
Programs support
qualified Guardmembers.

readiness,

recruiting,

and

retaining

highly

d.
Nonappropriated funds are returned to Guardmembers, their families,
and other authorized patrons by providing needed MWR services and
improvements.
e. Program management is based on long-range planning, generation of NAF
resources and application of other authorized resources to meet current
operating requirements while providing for reinvestment in programs,
facilities, and equipment.
f.
The MWR program is a nonappropriated fund activity.
A
nonappropriated fund activity is one that uses fund sources other than those
provided by Congress or the State legislature. At no time will the State or
Federal government incur a liability as a result of MWR functions.
1.8 MWR Objectives.

The MWR Program:

a.

Supports combat readiness and effectiveness.

b.

Supports recruitment and retention of quality personnel.

c. Supports leisure time activities designed to improve the quality of
life commensurate with generally accepted American values.
d.
Promotes and
authorized personnel.

maintains

the

mental

and

physical

well

being

of

e.
Fosters community pride, Guardmember morale, and family wellness.
Promotes unit esprit de corps.

f.

Eases the impact of relocation and deployment.

1.9 NAF GENERATING ACTIVITIES. All NAF revenue generating activities will
be approved by the MWREC prior to implementation:
a.

Sources of MWR funds:
(1)

Unit level MWR programs

5
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Brigade/Regiment MWR programs. Unit level and Brigade/Regiment
level MWR resources that have the potential to generate MWR funds
which include but are not limited to:

-DRMO sales
-Vending/amusement machines
-RV parking/storage
-Pay phones
-Permits
-equipment rental
-ATM machines
-Special events
-License plates IAW ARS 26-153.1
-Parking for special events
-other revenue generating programs

(3)

Recycle program IAW AR200-1

(4)

Hunting, fishing, woodcutting, permit fees, IAW AR 200-3

(5)

Transient housing funds IAW AR AZNGR 50-1

b.
All monies generated by MWR activities covered in this regulation
Reimbursement for
shall be put on deposit with the State Comptroller.
operating costs or costs incurred shall be submitted at the same time the
funds are presented for deposit. The State Comptroller will issue a check
at that time to cover operating costs that are justified and properly
documented.
c. No MWR funds are authorized to be maintained below the State level.
The State Comptroller will establish sub-accounts within the State MWR
account for the MACOM’s. On a quarterly basis, the MWREC will deposit up to
$1000 into the account maintained at the MACOM level to support MWR
activities in the Command for the period of time between MWREC quarterly
meetings.
Quarterly deposits to the Brigade/Regiment sub-account will be
dependent upon availability of funds.

2.0

Responsibilities

2.1 Adjutant General.
Governor, may:

The

Adjutant

General,

with

the

approval

of

the

a. Establish financially self-supporting morale, welfare and recreation
activities (to include support personnel) for the National Guard (ARS 26153).
b.
Direct the disposal of unserviceable property belonging to the MWR
activity, account for the proceeds and transmit them to the Morale, Welfare,
and Recreation Fund, or a successor fund (AR 215-1, 12-14).
c.
Appoint an Executive MWR Council to direct the MWR program for the
Arizona National Guard (ARS 26-153).
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2.2
Department of Emergency and Military Affairs.
The State Resource
Manager, with the approval of the Adjutant General shall:
a.

Serve as the proponent for MWR directives.

b.
Coordinate all joint matters between
within DEMA, Division of Military Affairs.

Army

and

civilian

c.

Allocate funds as directed by TAG guidance and the MWREC.

d.

Serve as a non-voting member of MWR executive council.

agencies

c. Exercise budget oversight of MWR Activities and nonappropriated
funds.
d. Fifteen days prior to the end of each quarter, the DEMA State
This
Comptroller will provide a MWR account statement to the MWREC.
statement will show a current account balance and all deposits and
withdrawals made from the MWR account, at the minimum, for the previous 90
days.
2.3

MWR Executive Council (MWREC).

a. The MWREC provides oversight to the Resource Manager (DEMA-RM) as to
the proper management of the MWR fund account. The Resource Manager
administers the fund including reviews and audits, while the MWREC directs
the overall operation.
b.

The MWREC, with the approval of the Adjutant General may:

(1) Establish, approve, maintain, and disestablish MWR nonappropriated
funds and activities (ARS 26-153).
(2) Designate financial oversight and audit requirements.
(3) Determine MWR fund allocation for TAG directed
Brigade/Regiment, subordinate units, or other activities.
(4) Hire or contract
funds, if required.

employees

to

support

MWR

programs

activities,

using

MWR

(5) Review and perform oversight of MWR programs and ensure that funds
are used judiciously and within established guidelines.
(6) Appoint an agent to act on its behalf if appropriate.
(7) Ensure that all MWR activities have adequate insurance coverage.
(8) Resolve conflicts between MWR activities.
(9) Levy an assessment for reimbursement of utility costs.
7
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(10) At a minimum, hold annual meetings with quarterly meetings being
the goal
(11) Quorums for conducting business and voting will consist of a
majority of the voting membership.

The composition of MWREC will be as follows, but not limited to:
Voting Member
-HQ, STARC(-)
-98th Troop Cmd
-153rd FA Bde
-385th Avn Attk Reg
-Camp Navajo
-WAATS
-DEMA, Div of Mil Affairs
-Chair (appointed by TAG)

Non-Voting Members
-Staff Judge Advocate
-DEMA Resource Manager
-USP&FO
-Family Support Officer
-Director for Joint Operations
-Resource Manager (State Comptroller)
-The Inspector General

MWREC members may not be a Local Armory Board member or manager. MWREC
The MWREC may
members will serve a term of not more than four years.
include officers, warrant officers, enlisted personnel and civilians as
voting members.
The Chair is the senior ranking military or full-time
civilian employee.

c. MACOM MWR Checking sub-accounts.
The State Comptroller, at the
request of the MWREC, will establish MWR checking sub-accounts for the
units/agencies represented by the voting membership of the MWREC.
(1) All MWR sub-accounts will require dual signatures.
(2) The MACOM Representative to the MWREC should be one of
the signators.
The second signator should be the MWR Program Manager
appointed by the MACOM Commander.
(3) MACOM’s will provide the names, SSN, DOB and daytime
phone number of sub-account signators to the MWREC.
The MWREC will, in
turn, forward the information to the State Comptroller.
The State
Comptroller will establish the sub-account with the information provided and
will contact the signators. Signators should have some degree of longevity
with the organization because when a signator leaves the MACOM, the subaccount is suspended pending the appointment of a new signator.
(4) At the beginning of each quarter, the MWREC shall direct
the DEMA State Comptroller to deposit $1000 into each of the established
MACOM sub-accounts.
These funds are provided to the MACOM to support low
dollar requests from subordinate units. At the beginning of each quarter,
the MWREC will direct the deposit of sufficient funds to bring the MACOM
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sub-account balances back to the $1000 level on the condition that (5),
below is satisfied.
(5) Fifteen (15) days prior to the end of the quarter, the
Program Manager will forward all receipts for funds expended during the
quarter to the MWREC.
Once the sub-account balance has been verified and
all invoices deemed to be appropriate (See Annex D and C of this regulation)
the action described in (4) above will occur. Program Managers shall also
provide a short cover letter describing any irregularities that may have
occurred during the quarter.

2.4
Installation Commanders.
For the purposes of this regulation,
“Installation” commanders are:
Commander, HQ STARC(-); Commander,
Western Area Aviation Training Site; Commander, 153rd Field Artillery
Brigade; Commander, 98th Troop Command; Commander, 385th Aviation Attack
Regiment and Commander, Camp Navajo;.
The Installation Commanders will
do the following, as appropriate, for the MWR activity in their command:
a.
Plan, manage, and operate local command MWR programs, Local MWR
funds, and other nonappropriated funds based on mission requirements,
community needs, and AZ National Guard requirements.
Oversee MWR
activities for subordinate units.
b.
Develop annual budgets; ensure that programs and activities are
managed and operated on a sound financial basis; and comply with policy
and guidance issued by the MWR executive council.

c.
Conduct program reviews, develop installation MWR long-range
plans, and implement plans approved by TAG, DEMA, and MWREC. Ensure that
interests of the MWR patron base are identified and considered when
management decisions are made.

d. Ensure that nonappropriated funds generated are promptly placed on
deposit with the State Treasurer.
e.
Ensure that the revenues received from the MWR council meet the
goals and objectives of the AZ National Guard program.
f.

Ensure that local MWR councils are appointed.

g.

Develop and use effective internal management controls.

h.

Perform review and oversight of MWR financial activities.

i. Plan for MWR support during mobilization, wartime, and contingency
operations.
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j. Provide input to MWREC on revenue sources/activities and programs
to improve quality of life for our Guardmembers, families, and civilian
employees.
k.
Ensure the subordinate sponsoring agent of an MWR activity has
adequately addressed the liability issues of the activity.
l. Consolidate MWR requests from subordinate units and fund from the
MACOM MWR sub-account as feasible. Forward requests that the local MWR fund
is unable to consider to the MWREC at least quarterly.
m.
Manage reimbursements from MWR
activities by assessing use of APF Utilities.

3.0

activities

n.

Appoint a MWR Program Manager.

o.

Nominate MWREC members to the Adjutant General.

for

subordinate

Reimbursement of Costs:

a. MWR activities at all levels are responsible for paying their own way.
When outgoing costs exceed incoming revenues, the MWR activity is no longer
viable and must be discontinued.
Standard costs that must be paid by the MWR activity include, but are not
limited to: Cost of product, salaries, lease or rental agreement cost, in
addition to the cost of utilities, whether metered or assigned on a
prorata basis.

3.1

Amusement/Vending Machines:

a. The term “amusement machine” does not include slot machines or other
electronic device that enable players to receive monies. Slot machines or
other type of machines that allow players to receive monies are not
authorized under any circumstances in state or federal facilities or as a
part of any state MWR supported activity.
b. The term “vending machine” includes those types of mechanical or
electronic device that enables a user or player to receive a supply or
service (except for monies) for the amount posted on the machine that allow
the supply or service to be rendered.
Soda machines, food machines, pool
tables, and electronic games all fall into this category.
3.2

Reimbursable costs associated with doing business:

a. Cost of utilities, i.e. electricity, natural gas, water & sewage are
utilities that must be reimbursed, if the facility where the activity takes
place is supported by appropriated dollars or by nonappropriated dollars
other than MWR funds.
10
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Exceptions to this requirement are as follows:

(1)
The facility where the activity occurs is leased or rented and
the costs of utilities are included in the lease rent agreement.
(2) The costs associated with the facility are paid by another party
that has deferred the cost of utilities. For example, the Brigade/Regiment,
MWR custodian may elect to pay all MWR supporting utility bills for soda
machines located in subordinate unit armories or a bonafide unit club may
assume the fiscal responsibility for all soda machines within areas that are
supported with appropriated funds.
(3) TAG may direct that all or a portion of utility costs associated
with MWR activities be deferred and be paid with APF’s.
3.3
1.

Determination of Reimbursable Costs:
Determination of costs may be calculated in any one of three ways:

a. Actual costs (metered)
b. Pro-rata share of joint use facility utility bills
c. Calculation of amperage * hours operated * kilowatt hour rate
Examples:
a.
Actual costs.
At separately metered facilities where
activities take place and only MWR activities are conducted,
utility bill is the responsibility of the MWR activity.

no other
the full

b. Pro-rata. In shared facilities one possible method would be to take
the total percentage of square footage for the facility that supports MWR
28 October 1999
AZ NGR 20-2
activities and make the MWR activity responsible for that percentage of the
utility bill for the utilities.
c. Calculation based on the device used. Based on manufacturer’s data,
establish the amount of electricity used per hour.
Then multiply this by
the hours the device was in use.
2.

All reimbursable costs for utility usage will be paid at least annually.

3.4 Energy conservation.
Vending machines that remain plugged in at all
times consume energy at all times. The estimated average cost to operate a
standard soda machine is $672.00/per annum.
If these machines are only used during IDT and AT, they should be unplugged
during times of low troop density.
It is not economical to keep a soda
machine operating 28 days a month to support a few full-time employees
especially when refrigerators are provided at most locations to keep drinks
cold.
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The estimated cost for operating one soda machine for 30 days per month is
$56.00. This monthly amount can be reduced by $1.87 per day if the machine
is plugged in only prior to and during high activity periods.
4.0

Unit Clubs (AR 215-1, 8-17)

4.1 Definition. A unit club is an organization authorized by the Adjutant
General and approved by the MWREC. Unit clubs are membership activities and
include officers, warrant officers, non-commissioned officers, enlisted, as
well as community and combined clubs.
4.2

Mission:

a.

To support soldier morale and readiness.

b.

To provide a healthy social enviornment.

c. To support the Army goal of readiness and retention by providing an
installation focal point for social activities and military events that
foster unit camaraderie, esprit de corps, and cohesion.
4.3 Membership (AR215-1, Table 6-1):
a.
Membership will be voluntary.
Individuals will not be required to
give reasons for declining or ending memberships. Membership is open to:
(1) All active duty military personnel and their families.
(2) All reserve component military personnel and their families.
(3) Retired military personnel and their families.
(4) Department of Defense employees and their families.
(5) Department of the Army civilians and their families.
(6) State employees within the department of military affairs and
their families.
(7) ROTC cadets while participating in training.
(8) Leaders in the local community
commander (must be re-certified annually).

as

designated

by

the

(9) Medal of Honor recipients.
(10)
b.

Other personnel as identified by the AAG-A.

Dues.

The assessment of dues is optional.

However, when dues are charged:
12
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(1) A separate membership dues structure for officers, NCO’s and
enlisted personnel may be established. Civilian members shall fall into the
rate structure based on their civilian position or pay grade.
(2) If membership dues are charged, clubs must issue member cards and
keep a list of cardholders updating the list annually.
(3) Dues are charged annually but may be paid monthly if the total
annual fee exceeds $36.00.
c. Reciprocal privileges. Members are afforded reciprocal privileges at
all Army installations under the same condition as host club members.
(1) Reciprocity does not apply to host club special events.
(2) Reciprocity does not apply if a member of a club that does not
charge dues enters a club where dues are charged.
(3) Membership cards are the primary means of identifying persons
eligible for reciprocal privileges.
d.

Use by non-members.

Non-member use of the club is limited to:

(1) Guests of members.
The member must be present and assumes full
responsibility including payment for services and products received.
(2) Personnel in transient status or on TDY for less than 30 days.
(3) ROTC cadets when visiting an installation in an official status.
(4) Official installation guests.
(5) Attendees at private functions hosted by a member.

e.
Check Cashing.
Installation Commanders will specify which MWR
activities may offer check-cashing services. Such services are offered only
to MWR patrons.
f.

Alcoholic Beverages.

(1) No person under 21 years of age will be employed to dispense,
handle or serve alcoholic beverages.
(2) The minimum age for purchasing, drinking, or possessing alcoholic
beverages, to include law-content alcoholic beverages in the State of
Arizona, is 21 years of age.
Civilians, including spouses, must meet the
legal state drinking age.
(3)

Locations where alcoholic beverages may not be consumed:
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(a) Skill development facilities (such as arts and craft centers,
woodworking, photo, auto, craft, shops, etc.).
(b) Child and youth services facility or function.
(c) Library.
(d) Basic combat training (BCT) and advanced individual training
(AIT) barracks.
(e) Army aircraft, vessels, or other motorized vehicle.
g. Controls.
(1) Commanders will conduct programs to discourage irresponsible use
of alcoholic beverages.
Examples of Commander controls are requiring a
Sergeant-at-Arms and limiting Club hours to the “8 hours between bottle and
throttle” philosophy.
(2) All personnel who dispense and serve alcoholic beverages must be
NAF employees and must be trained within 30 days of their employment date on
subjects such as the effects of alcohol, how to identify intoxication, and
what to do when a person becomes intoxicated. Annual refresher training is
also required.
(3) Giving alcoholic beverages as prizes is prohibited.
(4) Serving more than one alcoholic drink at a time to a customer is
prohibited.
(5) Serving an intoxicated customer is prohibited.
(6) Reduced pricing or providing unlimited alcoholic beverages for MWR
promotional activities, such as “happy hour”, is prohibited.
(7) Alcoholic beverages are not served to soldiers on duty. On duty
status is determined by the soldier’s commander.
The Sergeant-at-Arms is
considered to be on duty.
(8) Commanders should provide, particularly during holiday seasons,
designated driver programs, dial-a-ride or other suitable programs to help
reduce or eliminate alcohol-related incidents and to promote responsible
behavior.
(9) Standard recipes are used for preparing all mixed drinks.
(10) A schedule of days and hours for dispensing alcoholic beverages
In setting scheduled hours, the
is posted at the serving location.
Commander considers the local situation including the duty requirements and
all authorized patrons.
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(11) A sign, printed list or beverage menu showing the
alcoholic beverages will be available at all serving locations.

price

of

(12) Only malt beverages (beer), wine, wine coolers, pre-mixed
cocktails, and miniature liquor (2 ounces or less) maybe sold by the bottle.
(13) In house promotions or any other similar means of offering free
or reduced priced alcoholic beverages to advertise or promote the sale of
specific brands of alcoholic beverages is prohibited.
(14)
Alcoholic beverages purchased outside of the club will not be
brought into any facility where alcoholic beverages are sold by the drink.
(15) Bulk and packaged alcoholic beverage sales.
(a) Whether or not a unit Club may sell bulk or packaged alcoholic
beverages shall be determined by the type of State liquor license under
which the club operates.
(b) If sale of packaged or bulk alcoholic beverages is authorized,
sales must be conducted IAW AR 215-1, Chapter 7.
4.4 Administrative Procedures
a.
Each unit club will have an in depth Standard Operating Procedure
It will
(SOP) that provides the organization name, location and purpose.
also address membership requirements, a dues schedule (if applicable),
schedule of membership meetings, method of elections, responsibilities and
tenure of the Board of Directors, conduct of business operations, actions to
be taken upon mobilization and liquidation.
This Club SOP should also
include how routine operations are conducted, such as bartender training,
handling of money, keeping of records, and other activities that are
required IAW
AR 215-1, paragraph 8-17.
A copy of this SOP will be
forwarded to the MWREC for approval.
Any significant change, or any
cumulative changes effecting more than 5 percent of the total document shall
also require MWREC approval.
b. The club shall have a bona fide membership with regular meetings and
the membership shall be actively engaged in carrying out the objectives of
the club. Club officers (i.e., president, vice-president, etc.) should be
listed and their responsibilities defined.
The method of Board member
selection shall be described in the by-laws and include length
of tenure.
Unit Club board members may not also be local Armory Board
members.
c. A unit club that wishes to purchase and dispense alcoholic beverages
will abide by the Arizona State Liquor Laws and Regulations.
1.
Unit clubs will comply with the requirements of ARS 4-205,
Paragraph C: “The holder of a club license (agreement) is authorized to sell
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and serve alcoholic beverages for consumption only to bona fide members of
the club and to serve and sell to member’s bona fide guests”.
2.
Applications for liquor licenses (agreement) will be directed to
The Adjutant General, State of Arizona.
3.
No club
participation.

of

the

Arizona

National

Guard

will

solicit

outside

4. Each club will display “Warning to Minors” poster in a prominent
position behind club’s bar.
5.
Clubs serving alcoholic beverages will obtain a liquor liability
insurance policy in the amount of at least $1 million. The club will submit
a copy of the certificate of such insurance to the MWREC annually.
6. Any person serving as a bartender in a club must have completed
liquor law training program certified by the Department of Liquor.

a

d. Tax exempt status should be obtained under Section 501(c) (7) of the
Internal Revenue Code by filing a request with the Internal Revenue Service,
Exempt Organizations, 300 North Los Angeles Street, Los Angeles, California
90012.
An exemption letter copy should be included with the first audit
report.
e.

Loans from club funds are not authorized and will not be made.

f.
Income tax returns should be filed with state and Internal Revenue
Service within time requirements.
The annual report to the State
Corporation Commission will be filed in a timely manner if the club is
incorporated.
g.

Annual audits are required for:

(1) NAF’s with annual revenues or expenses that exceed $5 million
dollars.
(2) NAF’s with operations deemed highly sensitive due to the potential
for fraud, waste, abuse, or public exposure.
(3) Evaluation of management controls, IAW AR 11-2 must be performed
every five years.
(4) Frequency of audits and evaluations shall be established by the
MWREC based on revenues and risk.
(5) At a minimum, clubs will produce a statement of financial position
(balance sheet) and a statement of results of operations (income statement)
for review by the Brigade/Regiment Commander, or his/her designated
representative NLT 31 March every calendar year. These reports, along with
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any management comments, will be forwarded to the MWREC NLT 30 April of the
following CY.
(6) For those operations requiring an annual audit, the following
information will be submitted to the MWREC (AZAA-MWR) within ninety days of
the club’s year end:
(a) Statements of financial condition,
liabilities, as well as income and expenses.

indicating

assets

and

(b) Auditor’s Opinion. This will include appropriate statements as
to operational efficiency, adequacy of cash controls and details of any
liabilities. A statement regarding the accuracy of the list of all officers
and members should also be provided.
(c) The audit will include a copy of the current certificate of
insurance and liquor license if applicable.
(7) Clubs shall endeavor to keep sufficient funds on account to cover
operating expenses for a period of one year.

4.5 Minimum Requirements for Accounting Records.
4.5.1 Clubs will operate on a cash accounting basis.
Any indebtedness
deemed necessary for operational efficiency must be approved by the Club
Board of Directors.
4.5.2 Income Accounting Requirements.
a. A daily sales register listing types of income received and daily
total tied into cash register readings.
Include the signature of the
preparer.
b.

A monthly summary of daily sales.

c. The daily sales register should provide for a record of the amount
of monies deposited. This is also entered in the check register. Monies
are to be deposited only in federally insured institutions and deposit
receipts retained with bank statement or savings record.
d.
Monies, which are to be deposited to savings accounts, should
A
first be deposited in the regular manner to the checking account.
check is then written to the savings account.
This provides an audit
trail.
4.5.3 Expense Accounting Requirements.
a. Expenditures for food and drink or other services are to be made
by check. Cash purchases should be kept to a minimum and only for small
17
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amounts. In all cases a bill supporting the purchase must be obtained from
the vendor or person providing services. A file of this supporting evidence
must be maintained and each bill referenced as to check number and date of
payment. If cash, so indicate. A check register is to be maintained and
closed at the end of each month.
b.
Bank statements must be reconciled against deposits and check
register monthly. Any discrepancies must be immediately corrected.
4.5.4

Accounting Forms

a. Club officials should seek guidance from Comptroller personnel on
full-time staff. No standard forms are prescribed; however, the accounting
system selected must incorporate the minimum standards prescribed herein.
club Board of Directors should assure that realistic files, and proper
filing techniques are employed to accommodate the system selected.
b. No audit report form is prescribed. Public accountants understand
accepted methods for disclosing financial condition and data.
4.5.5 Maintenance of Records.
All records must be kept current.
4.5.6

Other Accounting Requirements

a.
Further financial control may be imposed by the club’s Board of
Directors.
b.
The manner in which unserviceable or obsolete equipment is
disposed of is to be determined by the club Board of Directors. If disposal
method produces income, it must be recorded and handled as such.

4.5.7

Records

Financial records will be maintained by the club for three years after the
annual report required in paragraph 3 g. above, and then disposed of.
4.6

Responsibility of Commands

a.
Commanders will review club records at least annually and conduct
unannounced operational inspections to determine if the club is complying
with all the instructions of this regulation and the Club SOP.
c. Funds will be used for the benefit of the members and the unit. The
constitution and by-laws of unit clubs may include provisions allowing
disbursements for gifts, mementos and presentation to non-members of the
unit.
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4.7 Liquidation
a.

Unit Clubs and funds will be liquidated upon:
1.

Unit deactivation.

2.

Vote of the membership.

3.

Direction of the MWREC with concurrence of The Adjutant General.

b.
Upon liquidation, cash and other assets will be
accordance with club by-laws or articles of incorporation.

distributed

in

c. The MWREC and The Adjutant General will be notified immediately when
a unit club will be liquidated for any reason.
4.8 Sources of Income and Fiscal Responsibility.
a. Membership dues, assessments, donations, interest on deposits, sales
of club-owned equipment and profit (if any) on sales to members.
All
appropriate and necessary Federal, State, and local licenses and permits
that are required to conduct various business and related activities shall
be obtained. Resale activities are limited to:
(1) Meals prepared in a kitchen facility, snacks, such as sandwiches
and pizzas, heating in a microwave oven; prepackaged snack items like chips,
popcorn, and candy, tobacco products, beverages of all legally authorized
types to be consumed on the premises only (non-alcoholic beverages will be
made equally available wherever alcoholic or cereal malt beverages are
served), and other items associated with a food and/or beverage sales
operation.
(2) Items related to AZ NG unit morale and identity, such as plaques,
cups and hats with ARNG unit emblems, mottos, etc.
(3) Clubs will not make bulk sales of beer, wine, or liquor, nor will
they become involved in services or the sale of products not directly
related to the purpose for which they were established.
(a) Other fund raising activities consistent
constitution and by-laws, such as vending machines.

with

the

club

(b) Clubs are responsible for their own liabilities.
Appropriate
insurance for the activity of the club is the responsibility of each club.
(c) Clubs may be authorized by the MWREC to establish their own
operating accounts in a local banking institution. This is accomplished by
a statement to this effect in the by-laws.
Approval of by-laws with this
inclusion constitutes authority to maintain an operating account.
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(d) As a goal clubs should have sufficient funds to support
operations and meet historical cyclical requirements for a period of one
year.
5.0

Transient Housing Activities: See AR 215-1 & AR 210-50, 8-23.

TAG signature block
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APPENDIX A
REFERENCES
a.

Arizona Revised Statutes 26-153

b.

AR215-1

ADDITIONAL REFERENCES
a.

AR 215-3 (guidance only)

b.

AR 215-4 (guidance only)

c.

AR 210-50, Housing Management

d.

AR 200-3, Natural Resources – Land, Forest and Wildlife
Management

e.

AR420-47, Solid and Hazardous Waste Management

f.

ASNGR, Facility Operations 50-1

g.

DEMA Directive 600-12
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APPENDIX B

Appropriated versus non-appropriated funds:
1. Appropriated funds (APF) are monies made available by the Congress of
the United States. These funds are derived from tax dollars and are
specifically ear marked to support the activity for which they were
appropriated.
2. Non-appropriated funds (NAF) are cash and other assets received from
sources other than Congressional appropriations. NAF’s are government funds
used for the collective benefit of those who generate them. These funds are
separate and apart from funds that are recorded in the books of the
Treasurer of the United States
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APPENDIX C
AUTHORIZED APF SUPPORT TO NAFs
A. Indirect APF support. All MWR activities receive and are authorized
indirect APF support. This support is generally in the form of installation
wide services, such as health, safety, security, and grounds and facility
maintenance and repair.
B. Common APF support. All MWR activities receive and are authorized
common APF support. This support is not easily or readily identifiable to a
specific MWR program. This support is generally in the form of consolidated
functions such as central accounting, common warehousing, central
procurement and central marketing. In all cases, NAF’s are used judiciously
and not as a matter of convenience.
C. Support Agreements. When a service is not authorized APF’s, but the
support element provides the service, the NAF reimburses the government for
such service based upon a support agreement or it will independently
contract for the service.
D. NAF’s will not be used to pay costs in acquiring items or services
authorized to be paid from APF’s when APF’s are available. However, NAF’s
may be used for APF expenditures when the appropriate official certifies in
writing that authorized APF’s cannot satisfy the requirement.
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APPENDIX D
Authorized Use of NAF’s
1.

Awards.
a.

Soldier or unit excellence in accomplishment.

b.

Competition in intramural athletics.

2. Cash awards, savings bonds, trophies, and plaques for civilian or
military excellence.
3.

Awards honoring volunteers.
a.

Momentos not to exceed $200.00.

b.

Incentive award program (for NAF employees).

c. Food and beverages for distinguished visitors, recognition
ceremonies, MWR events open to the entire community.
4.

Civilian employee award ceremony.

5.

Ceremonies limited to MWR activity employees.

6.

Personalized printed material for MWR employees.

7.

Memberships for professional, civic or trade associations.

8.

Unit funds when APF’s are not available or authorized.

9.

Limited term leasing of recreational facilities.

10.

Reimbursement of volunteer incidental expenses.

11. Programs closely associated with MWR activities such as Army
Community Services and Family Planning/Awareness programs.
12.

Promotional items to market MWR activities.
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APPENDIX E
UNAUTHORIZED USE OF NAF’s
As a general rule NAF’s will not be used for any purpose that cannot
withstand the test of public scrutiny and common sense or which could be
deemed a waste or misuse of soldiers dollars.
1. When APF’s are available and authorized.
2. To support a private organization.
3. Distributions to charities.
4. Purchase of real property
5. Non-MWR functions, such as Change of Command, retirement ceremonies,
scholarships or any other specific benefit for a select individual or group.
Items for retirements, funerals, or events of a personal nature are not
authorized.
6. Personal items.
7. Personal loans.
8. Payments to individual except IAW AR 215-3.
9. Contract payments except IAW AR215-4
10. Drug paraphernalia.
11. Dual funding, i.e., augmenting APF authorization.
12. Political lobbying.
13. Use as collateral.
14. Uniform items.
15. Interference with the training of an Arizona National Guard unit.
16. Activities considered subversive or not in support of the United
States Government or the Armed Forces of the United States.
17. Activities which might expose the participants or the public to
physical hazards.
18. Activities which involve the dispensing or sale of commercial items
in competition with local merchants.
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State of Arizona
Department of Emergency and Military Affairs
Arizona National Guard
Phoenix, Arizona 85008-3495
1 February 1997

MORAL, WELFARE and RECREATION
Nonappropriated Morale, Welfare and Recreation Activities
History. This is the first printing of this publication.
Summary. This regulation provides uniform policies and procedures governing the
administration of the Arizona National Guard Nonappropriated Morale, Welfare and
Recreational (MWR) Activities.
Applicability. This regulation applies to all Army, Air, State, and Civilian employees and
its programs.
Supplementation. Supplementation of this regulation is prohibited without prior approval
from the Morale, Welfare, and Recreation Executive Council.
Interim changes. The proponent of this regulation is the Resource Manager, Department
of Emergency and Military Affairs. Users are invited to send comments and suggested
improvements on DA Form 2028 (Recommended Changes to Publications and Blank
Forms), directly to the Adjutant General, State of Arizona, AnN: DEMA-RM, 5636 E.
McDowell Road, Phoenix, AZ 85008-3495.
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1.0

GENERAL

1.1
Purpose. This pamphlet establishes policy, prescribes procedures, and assigns
responsibilities for Arizona National Guard Nonappropriated Morale, Welfare and
Recreation (MWR) activities.

1.2 References. Required and related publication and prescribed and referenced forms
are listed in Appendix A
1.3 Authority. Army and Air National Guard Nonappropriated funds (NAFs) operated
for MWR activities are established, maintained, and disestablished under authority of this
regulation. The authority to establish a Morale, Welfare and Recreation fund and activities
within DEMA is established in ARS 26-153.

1.4 Fiscal Management. Except as otherwise specified in this regulation, funds received
from MWR Activities and the various fund sources will be deposited in the MWR Fund in
the Office of the State Treasurer. Such funds will be deposited and accounted for by the
State Comptroller (DEMA-RMD). All funds will be managed by the MWR Executive
Council (MWREC). The MWREC may appoint an agent at its discretion and may delegate
fund management authority as it sees fit.
1.5 MWR Concept. MWR is a quality of life program that directly supports military
readiness by providing a variety of community, Guardmember, and family support activities
and services:

•
•
•
•
•

Social
Fitness
Recreational
Educational
Special Events

These activities enhance community life, foster Guardmember and unit readiness, promote
mental and physical fitness, and generally provide a working and living environment that
attracts and retains quality Guardmembers.

MWR activities are managed by installation/unit/Major Command (MACOM) commanders
within the framework of authorized and available nonappropriated funds (NAFs) that are
locally generated by MWR activities or provided by major national guard commands and/or
Air/Army MWR fund. The funds allocated by the MWR Executive Council will be
distributed to activities such as: Unit Fund Accounts, Central MWR fund, Recreation
activities/facilities, and Family Support Office/Program.
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Because support personnel are an integral part of the community which determines the
readiness and retention of Guardmembers, all employees of DEMA are included under the
provisions of this regulation. Retirees of the Arizona National Guard are also included.
The term "member" as used in this regulation includes all Guardmembers and retirees of
the Arizona National Guard and employees of DEMA.
1.6

MWR Principles.

a. Programs are designed to meet needs of the unit/armory/installation community.
This includes Guardmembers, units, retirees, civilian employees and their families.
b. Programs are prioritized based on their impact on readiness.
c. Programs support readiness, recruiting, and retaining highly qualified
Guardmembers.
d. Nonappropriated funds are returned to Guardmembers, their families, and other
authorized patrons, by providing needed MWR services and improvements.
e. Program management is based on long-range planning, generation of NAP
resources, and application of other authorized resources to meet current operating
requirements while providing for reinvestment in programs, facilities and equipment.
f. The MWR program is a non-appropriated fund activity. A non-appropriated fund
activity is one that uses fund sources other that those provided by the Congress or the state
legislature. As such all activities and events will use only MWR funds and resources and,
unless otherwise expressly provided by law, will provide its own insurance coverage. At no
time will the state or federal government accrue a liability as a result of MWR functions.
1.7 MWR Objectives. The MWR program:
a. Supports combat readiness and effectiveness.
b. Supports recruitment and retention of quality personnel.
c. Provides leisure time activities which support a quality of life commensurate with
generally accepted American values.
d. Promotes and maintains the mental and physical well-being of authorized personnel.
e. Fosters community pride, Guardmember morale, and family wellness; promotes unit
esprit de corps.
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f. Eases the impact of unique aspects of military life, such as relocations and
deployments.
1.8 Nonappropriated Fund Resources.
revenue but not limited to:
•
•
•
•
•
•
•
•
•
•
•
•

The following activities are sources of MWR

Billeting
Club activities
Travel Rebate Program
Vending machines
Pay phones
Special events
RV Parking
Permits
Equipment rental
Recycling programs
License plates
Sales stores

All non-appropriated fund revenue generating activities will be approved by the MWREC.
2.0 RESPONSIBILITIES

2.1 Adjutant General. The Adjutant General, with the approval of the governor, may:
a. Establish financially self-supporting morale, welfare and recreation activities (to
include support personnel) for the national guard.
b. Dispose of unserviceable property belonging to the MWR activity, account for the
proceeds and transmit them to the Morale, Welfare, and Recreation Fund.
c. Appoint an Executive MWR Executive Council to direct the MWR program for
DEMA.
Department of Emergency and Military AtTairs. The State Resource Manager is
responsible to the Adjutant General to:

2.2

a. Serve as the proponent for MWR directives.
b. Coordinate on joint service matters with Air/Army and civilian agencies within
DEMA.
c. Allocate funds in accordance with TAG guidance and the MWREC.
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d. Serve as ex-officio member of MWR executive council.
2.3 MWR Executive Council (MWREC). The MWREC, with the approval of the Adjutant
General, may:
a. Establish, approve, maintain, and disestablish MWR nonappropriated funds and
activities.
b. Designate financial oversight and audit requirements.
c. Determine MWR fund allocation to MACOMs/activities/facilities/installations or
other activities.
e. Hire or contract employees to support MWR program using MWR funds.
f. Review and perform oversight of MWR programs and ensure that funds are used
as authorized.
g. Appoint an agent to act on its behalf.
h. Council will include both officer and enlisted as voting members.

i. Ensure that all MWR activities have adequate insurance coverage.
J. Resolve conflicts between MWR activities should they occur.

k. Levy an assessment on subordinate MWR activities.
The Composition of MWREC will be as follows but not limited to:
•
•
•
•
•
•
•
•
•
•
•
•
•

HHD STARC
98 th Troop Cmd
153 rd pA Bde
385 th Avn Attk Reg
Camp Navajo
WAATS
HQANG
161 st AR Wing
162 nd Pighter Wing
107 th ACS
Chair (appointed by TAG)
Ex Officio (Non Voting) Members:
State Judge Advocate
6
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•
•
•
•

Resource Manager
USP&FO
State Comptroller
Family Support Officer

MWREC members will not be Local Armory Board members or managers. MWREC
members will serve a term of not more than four years.
2.4 MACOM/Facility/ Activity/Installation Commanders. The MACOM/Facility/ Activity/
Installation Commanders will do the following as appropriate to the level of MWR activity
in their command:
a. Plan, manage, and operate local command MWR programs, Unit Allowances and
other nonappropriated funds based on mission requirements, community needs, and AZ
National Guard requirements.
b. Develop annual budgets; ensure that programs and activities are managed and
operated on a sound financial basis; and comply with policy and guidance issued by the
MWR executive council.
c. Conduct program reviews, develop installation MWR long-range plan, and
implement MACOM approved plans. Ensure that interests of the MWR patron base are
identified and considered when management decisions are made.
d. Ensure that the revenue received from the MWR council meets the goals and
objectives of the AZ National Guard program.
e. Ensure Unit fund councils are appointed.
f. Develop and use effective internal management controls.
g. Perform review and oversight of MWR financial activities.
h. Plan for MWR support during mobilization, wartime, and contingency operations.
i. Provide input to MWREC on revenue sources/activities and programs to improve
quality of life for our Guardmembers, families and civilian employees.

j. Ensure that subordinate sponsoring agent of an MWR activity has adequately
addressed liability issues of the activity.
k. Ensure prompt deposit of MWR funds into the appropriate accounts.
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1. Nominate MWREC members to The Adjutant General.
m. Oversee Unit Allowances for subordinate organizations.
3.0 UNIT CLUBS
3.1 Unit Club Definition and Purpose. An organization authorized by The Adjutant
General, established by a unit activity or combination of units, to promote friendship,
provide social activities and entertainment that may seIVe to increase the comfort and
pleasure of the members of that unit, activity or combination of units.
The activities of a unit club are restricted to those functions which enhance unit morale.
Clubs may.run participate in or contribute funds to any activity which is political in nature
or which would:
a. Interfere with the training of an Arizona National Guard Unit.
b. Be considered by the United States Government as subversive or not in support of
the armed forces of the United States.
c. By its nature exposes the participants or public to physical hazard.
d. Involve the display or sale of commercial items in competition with local merchants.
A club may not engage in rallies, conferences, lectures, or exhibitions involving highly
controversial matters believed not to be in the best of the public interest.
3.2 Administrative Procedures
a. Each unit club will have a Constitution and By Laws, a copy of which will be
forwarded for approval by MWREC, (DEMA-MWR) upon initial organization or any
subsequent change.
b. The club shall have a bona fide membership with regular meetings and the
membership shall be actively engaged in carrying out the objectives of the club. Club
officers (Le., president, vice-president, etc.) should be listed and their corresponding
responsibilities defined. The method of Board member selection shall be described in the
by-laws and include length of tenure of service. Unit Club board members may not also be
local Armory Board members.
c. A unit club that wishes to purchase and dispense alcoholic beverages will abide by
the Arizona State Uquor Laws and Regulations.
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1. Unit clubs will comply with the requirements of ARS 4-205, Paragraph C: "The
holder of a club license (agreement) is authorized to sell and serve alcoholic beverages for
consumption only within the licensed establishment owned, leased, or occupied by the club,
and only to bona fide members of the club, and to serve and sell to member's bona fide
guests."

2. Applications for liquor licenses (agreement) will be directed to The Adjutant
General, State of Arizona.
3. No club of the Arizona National Guard will solicit outside participation.
4. Each club will display "Warning to Minors" poster in a prominent position
behind club's bar.
5. Clubs serving alcoholic beverages will obtain a liquor liability insurance policy
for the amount of at least $1 million. The club will submit a copy of the certificate of such
insurance to the MWREC annually.
6. Any person serving as a bartender in a club must have completed a liquor law
training program certified by the Department of Liquor.
d. Tax exempt status should be obtained under Section 501(c) (7) of the Internal
Revenue Code by filing a request with the Internal Revenue Service, Exempt Organizations,
300 North Los Angeles Street, Los Angeles, California 90012. An exemption letter copy
should be included with the first audit report.
e.

Loans from club funds are not authorized and will not be made.

f. Income tax returns should be filed with state and Internal Revenue Service within
the time limit requirements. Annual report to the State Corporation Commission will be
timely filed if the club is incorporated.
g. Audits will be performed annually as of the club's year end and upon liquidation.
The club will engage an independent public accountant (CPA not required). The audit must
provide financial statements, as prescribed, accompanied by the auditor's opinion whether
the club has complied with the administrative procedures of this directive and whether the
accounting records have been kept in accordance with these regulations and Generally
Accepted Accounting Principles (GAAP). The audit will provide the following information
which will be submitted to the MWREC (DEMA-MWR) within ninety days of the club's
year end:
1. Statements of Financial Condition, indicating Assets and liabilities, also Income
and Expenses.
9
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2. An Auditor's Opinion as previously explained. This will include appropriate
statements as to operational efficiency, adequacy of cash controls and details of any
liabilities existing, or having occurred, also a statement whether the listing of all officers and
members is current.
3. The audit will include a copy of the current certificate of insurance and liquor
license if applicable.

3.3 Minimum Requirements for Accounting Records.
3.3.1 Clubs will operate on a cash accounting basis. Any indebtedness deemed
necessary for operational efficiency must be approved by the Club Board of Directors.
3.3.2

Income.

a. A daily sales register listing types of income received and daily totals tied into
cash register readings. Include the signature of the preparer.
b. A monthly summary of daily sales.
c. The daily sales register should provide for record of the amount of monies
deposited. This is also entered in the check register. Monies are to be deposited only in
federally insured institutions and deposit receipts retained with bank statement or savings
record.
d. Monies which are to be deposited to savings accounts should first be deposited,
in the regular manner, to the checking account. A check is then written to the savings
account. This provides a good audit trail and the check contains authorized signatures.
3.3.3

Expenses.

a. Expenditures for food and drink or other services are to be made by check.
Instances where cash is used to purchase should be kept to a minimum and only for small
amounts of money. In all cases, a bill supporting the purchase must be obtained from the
vendor or person providing service. A file of this supporting evidence must be maintained
and each bill referenced as to check number and date of payment. H cash, so indicate. A
check register is to be maintained and timely closed each month.
b. Bank statements must be reconciled against the deposits and check register
monthly. Any discrepancies are then corrected and not allowed to accumulate.
3.3.4.

Accounting Forms.
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a. Club officials should seek guidance and counsel from Comptroller personnel on
full-time staff. No standard forms are prescribed, however, the accounting system selected
must incorporate the minimum standards prescribed herein. Club Board of Directors should
assure that realistic files and proper filing techniques are employed to accommodate the
system selected.
b. No audit report form is prescribed. Public accountants are well aware of the
accepted methodology for disclosing financial condition and data.
3.3.5.

Maintenance of Records.

All records are to be kept current and up-to-date. This will reduce changes for
error and error accumulation. This also requires less time than periodic or catch-up posting.
3.3.6

Other Accounting Requirements.

a. Further financial control or record may be imposed if found necessary by the
Club Officers Board.
b. The manner in which unserviceable or obsolete equipment is disposed of is to
be determined by the Club Board of Directors. If disposal method produces income, it must
be recorded and handled as such.
3.3.7

Records

Financial records will be maintained by the club for three years after the annual audit
required in paragraph 3 g. above and then disposed of.
3.4 Responsibility of Commands.
a. Commanders will review club records periodically and conduct unannounced
operational inspections to determine if club is complying with all the instructions of this
regulation. Such inspections will result in a written report which will be retained in club
records and included in the annual audit report to the MWREC.
b. Funds will be used for the benefit of the members and the unit. The constitution
and by-laws of unit clubs may include provisions allowing disbursements for gifts, mementos
and presentations to non-members of the unit.
c. HQ STARC AZ ARNG and HQ AZ ANG will publish such regulations or other
guidance deemed necessary to implement this directive.
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3.5 Hours of Operation. Unit clubs will not dispense alcoholic beverages during scheduled
training periods. Hours must be in agreement with Arizona State Uquor Laws. The "8
hours between bottle to throttle" is a good standard to comply with.
3.6 Liquidation.
a.

Unit Clubs and funds will be liquidated upon:
1. Unit deactivation.
2. Vote of the membership.
3. Direction of the MWREC with concurrence of The Adjutant General.

b. Upon liquidation, cash and other assets will be distributed in accordance with club
by-laws or articles of incorporation.
c. The MWREC and The Adjutant General will be notified immediately when a unit
club will be liquidated for any reason.
3.7 Sources of Income and Fiscal Responsibility.
a. Membership dues, assessments, donations, interest on deposits, sales of club-owned
equipment and profit (if any) on sales to members Clubs' resale activities shall be limited.
All appropriate and necessary Federal, state and local licenses and permits that are required
to conduct various business and related activities permitted and contemplated by this
regulation shall be obtained. Resale activities are limited to:
1. Meals prepared in a kitchen facility, snacks, such as sandwiches and pizzas,
heating in a microwave oven; prepackaged snack items like chips, popcorn and candy,
tobacco products, beverages of all legally authorized types to be consumed on the premises
only (non-alcoholic beverages will be made equally available wherever alcoholic or cereal
malt beverages are served), and other items associated with a food and/or beverage sales
operation.
2. Items related to AZ NG unit morale and identity, such as plaques, cups and hats
with ARNG/ANG/unit emblems, mottos, etc.
3. Clubs will not make bulk sales of beer, wine, or liquor, nor will they become
involved in services or the sale of products not directly related to the purpose for which they
were established.
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b. Other fund raising activities consistent with the club constitution and bylaws, such
as vending machines.
c. Oubs are responsible for their own liabilities. Appropriate insurance for the
activity of the club is the responsibility of each club.
d. Clubs may be authorized by the MWREC to establish their own operating accounts
in a local banking institution. This is accomplished by a statement to this effect in the By
laws; approval of by-laws with this inclusion constitutes authority to maintain an operating
account.
4.0 TRANSIENT HOUSING ACflVITIES
4.1 General. Transient Housing activities may be approved upon application to and
approval by the MWREC. Billeting activities fall under the general direction and
responsibility of the MWREC and form an integral part of the overall purpose and
philosophy of the MWR program. It is intended that the primary beneficiary of a Transient
Housing activity be the members using the facilities they pay for.
4.2 Administrative Procedures. A command desiring to establish a transient Housing
activity shall apply to the MWREC for authorization. the application will be in the form
of a local regulation for implementation and management. The proposed regulation will
include the following:
•
•
•
•
•
•

Transient Housing advisory council
Fee schedule to include basis for charges
Method of handling funds to ensure prompt deposit
Description of facilities to be involved
Description of responsibilities and key players
Method of property management

Attached to the proposed regulation requesting the approval will be a Funds Utilization
Plan. This plan will be updated annually to the MWREC.
4.3 Fiscal and property management. All funds received via MWR Transient Housing
Activities will be deposited with the State Comptroller (DEMA-RMD). The Program
Manager for the funds will be the local Transient Housing Advisory Council. Established
state procedures will be used to expend these funds.
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By virtue of the authority vested in me by A.R.S. Section 26-115~ and as Governor of the
State of Arizona, I hereby approve Arizona Army National Guard Regulation 20-2.
IN WITNESS WHEREOF, I have hereunto set my hand and
caused to be affIXed the Great Seal of the State of Arizona.

GOVERNOR
DONE at the Capitol in Phoenix on this
1st
day of
February in the Year of Our Lord One Thousand Nine
Hundred and Ninety-seven.

DISTRIBUTION: A
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REFERENCES
a. Arizona Revised Statutes §26-153
b. AR 215-1

c. AR 215 Series (guidance only)
d. AFI 34-122 (guidance only)
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State of Arizona
Department of Emergency & Military
13 August 1997

DEMADIRECTIVE

21.1

Affairs

Moral, Welfare and Recreation
ST ATE UNIT ALLOW ANCE

1.0

POLICY

The policies and procedures for the establislunent and administration of the State Unit Allowance will
be as prescribed herein. The Unit Allowances will be kept separate from all other funds. The Unit
Allowance is a non-approrpiated fund activity derived from funding pursuant to ARS §26-153.

2.0 FISCAL ACCOUNTING

YEAR

The state fiscal year beginning on 1 Julyand ending 30 June is the basis for managementof the State
Unit Allowances.
3.0 GENERAL
Commanders are responsible for the administration of the Unit Allowances throughout their
respective commands. Funds will be disbursedby DEMA to the major commands and will be held
at that level until expendituresare made to a vendor. Subordinate commanders will request payment
from the unit allowances from the major command. All records will be kept at the major command
level.
It is the intent of this regulation that procedural requirements be delegated to the major command.
The Commander will establish internal formats, records and procedures to ensure proper
accountability of funds.
All referencesto Command and Commanderin this directjve refer to the Commander of the tojlowing
organizations:
HQ STARC AZARNG
153 FA BDE
?8 Troop Command

4.0

RESPONSIBILITIES

385 Attack HelicopterGp

HQ ANG
107 ACS
162 Fighter Wing
WAATS

Camp Navajo
161 ARWing

--

Commanderswill be held responsiblefor the Unit Allowance administration. Only Commanders are
authorized to expend funds as prescribed in this directive. Commanders may designate a Unit
Allowance Coordinator to assist in the oversight of the funds. An account custodian and alternate

This Directive

supercedes

DEMA

Directive

40.1, dated 1 August

1995
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will be designatedat the major command level for the proper and timely accounting of the funds.
The Custodian and alternate custodian may have signatory authority for the bank account.
5.0

A~COUNTING

PROCEDURES

AND RECORDS

a.

The account custodians will maintain the accounting records of all transactions. A bank
account will be established and managed by the custodian. The custodian will provide a
quarterly account status report to the Commander. The Commander will initial and date
the quarterly status report to document the review. Procurement should be made after a
requisition or purchase request memorandum has been properly approved by the Unit
Commander .

b

All checks or warrants for deposit should be properly endorsed for deposit immediately
upon receipt. Bank depositsshould be made by someoneother than the person accepting
the revenue and completing the deposit slip. The bank-validated deposit slip should be
retained and stapled to the back of the appropriate bank statement.

c.

Disbursements:Any disbursementsover $200.00will havethe signature of the Commander
andthe account custodianor alternate. Supporting documentation for payment should be
in the form of original invoice, contracts, receipts, etc. Such documentation should state
clearly the goods/services provided. Checks will be entered into the accounting record
when written. Blank check stock should be secure at all times.

d.

Voided Checks: Voided checks will be defaced in ink with the word "VOID" and the
signature block cut out. Voided checks should be filed with canceled checks-..
Prol2erty Acguisitions: When purchasesof property or fixed assetsare made, adequate
recordsshall be maintained in order to show date ofpurchase, cost, description, location
and final disposition. An annual inventory of property ,\111be conducted and certified by
the Unit Aliowance Coordinator. Property disposed of, will be documented by a
certification by the Unit Allowance Coordinator. Net proceeds from the saleof property
will be deposited in the Unit Allowance Fund and expendedfor items authorized in this
directive. Revenuesfrom the saleof property not owned by the Unit Allowance Fund shall
not be deposited in the fund.

e.

f.

Sul:!l:!lement~

Records:

.Bank statements ~
be reconciled no later than the ISth of the following month,
and approved by someone other than those responsiblefor the account. The ending
balancedate for the bank statementshouldbe at the end of the month to facilitate fiscal
year end reconciliation.
.

The check register or controllog should be current at all times. Corrections will be
made by drawing a line through the error and initialling. Never eraseor paint over.
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The Commander will determine the fonnat of the accounting record. The fonnat should
provide managementwith a visual report of eachunit's activity and current standing as well
as the total account balance.

6.0 APPROYE--» EXPENDITURES
The Unit Allowance was created to provide a financial meansfor Unit Commanders to meet those
organizationalneedswhich are not availablefrom other sources. Items eligible for purchase with Unit
Allowance funds include:
a.

SQecial suQQlies or equipment not available through normal issue
.Trophies
.Rubber

stamps

.Letterhead
.P.

b.

stationery

0. Box

Entertainment

.rental

and recreation

for all members of the Unit:

.Social
events such as dances, picnics, special event dinners, for officers and enlisted
men and/or families of the Unit. Alcoholic beveragesare not authorized expenditures.
.Items
which can be utilized by the part-time Guardsmen in the break time, lunchtime,
.or physical training time allotted on a weekend drill. Reasonable Annual Training
utilization should be considered.
Unit

morale

.Additional

rations as necessary.

.Decorating recreational and dining areas. (Repairs and decorations to other areas are
not authorized).
.Refreshment
.Name

plates and patches.

.Reasonable
.Flowers

facilities.

annual training items or events.
for hospitalized guardsmen only, or funerals of guardsmen only

DEMA DIRECTIVE 21.1
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Vehicles:

d.

Page

No expenditures of any type are authorized.

Vehicles

are

totally

4

federally

supported.
e.

Other

exQenditures

.All

other expenditures must be approved by the MWR Executive Council (MWREC)
(DEMA-MWR) prior to the obligationoffunds. If approved, verbal authorization will
be given, followed by written authorization. The written authorization must be
attached to the invoice and canceledcheck for audit.

.Unal;lthorized
purchases become the obligation of the Commander and the Unit
Allowance Coordinator. The MWREC can requirereimbursementto the Unit Fund for
any unauthorized expenditure.
7 .0

ANNUAL

REVIEW

OF

FUNDS

a.

Commanders/Custodians
will retain all pertinentrecordsfor on-site review by the MWREC
or its agent. Accounts will be randomly selectedfor audit. Commanders whose accounts
are scheduled for audit will be contacted for coordination.

b.

In casesof discrepancies or unauthorized expenditures, documentation will be furnished
to the appropriate officer who will coordinate correction and/or restitution action.

c.

~StateUnit Allowance records are subject to additional inspection, reviewand/or audit by
:::-theDepartment Chief Auditor, Arizona State Auditor General and the Department of
Administration.

d

StateUnit Allowance recordsmay also be reviewed upon inactivation of a unit, changeof
station, change of custodian, and whenever deemed necessary by the, Unit Allowance
Coordinator.
..~
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8.0

CERTIFICATE

Page

OF TRANSFER

When a new Custodian is appointed, the Unit Allowance must be fonnaI1y transferred.
will be accomplished within ten working days of the formal transfer.

9.0

5

The following

a.

A Certificate of Transfer will be completed. It will contain a statement of present and bills
payable and will include certification by the former Custodian as to the correctness of the
entries. The new Custodian will acknowledge acceptance of the account by countersigning
the Certificate of Transfer.

b

A signature card will be forwarded to the bank, bearing the signature of the new Custodian
and Alternate Custodian (when applicable) and revoking the signature of the fonner
Custodian.

c.

A bank statement as of the date of transfer will be obtained and reconciled with the fund
balance as indicated by the Unit Allowance Record.

d.

The Unit Allowance accountwill be reviewedby the ResourceManager, DEMA-RM. The
former Custodian will be responsiblefor correction of any discrep!;1ncies.

DISPOSmON

OF UNIT ALLOWANCE

RECORDS

The Unit Allowance Records will be retained and available for inspection by appropriate authority
at the Major Commandlevel for a period of three years after the close of the fiscal year. After three
years, provided there is no pending action, the Unit Allowance Records will be destroyed.
lO.lDJSPOSmON

OF

FUNDS

UPON

TERl\flNA

DON

OF AN

A
..
%

Upontennination ora Unit AlIowanceactivity or account, the funds and any property pertaining to
that activity will be returned to the MWREC.
BY D~CTION

OF THE Moral, Welfare and Recreation Executive Council:
/1"

Jo9jf A
R$source~Manager
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CHAPTER 1
GENERAL INFORMATION
1.1. This directive is intended to be used in conjunction with the following references:
1.1.1. Title 5, United States Code, Chapter 45, Incentive Awards.
1.1.2. Title 5, United States Code, Section 5336, Additional Step-Increase.
1.1.3. Title 5, CFR, Part 451, Awards.
1.1.4. Title 5, CFR, part 531, Subpart E. Quality Step Increases.
1.1.5. DoDI 1400.25-V451, Awards, Nov 2013.
1.1.6. TPR 430 National Guard Technician Appraisal Program, 5 Nov 2009.
1.1.7. TPR 451 Performance Management, Awards, 15 Dec 1998.
1.1.8. ANGI 38-401, Suggestion Program, 22 Nov 2013.
1.1.9. Administrative Instruction No. 29, Incentive and Honorary Awards Programs, 22 Sep 2015.
1.2. Purpose of the Incentive Awards Program: The Incentive Awards Program is designed to reward
outstanding performance by dual status and non-dual status federal technicians, motivate technicians
to increase productivity and creativity, and to encourage the achievement of greater efficiency,
effectiveness, savings, and/or operational improvements. The Program provides a method for
rewarding those whose job performance, achievements and ideas are substantially above normal job
requirements and performance standards, and creates an opportunity for management to consider a
technician’s performance contributions beyond the individual workplace and into the Arizona Army
or Air National Guard, or even the Federal Government on the whole. Awards under this program are
for the performance of duties, or for achievements, as a federal technician, and may not be used to
recognize work done in a military status or to provide additional compensation for its own sake.
1.3. Program Responsibilities:
1.3.1. The Adjutant General:
1.3.1.1.

Establishes an awards Program for the state that meets statutory and regulatory
requirements cited in 1.1.7 of this chapter.

1.3.1.2.

Ensures that appropriate funds are allocated to meet awards requirements and funds are
obligated consistent with Army or Air National Guard financial management controls and
delegation of authority.

1.3.2. The Human Resources Officer is delegated responsibility for:
1.3.2.1.

Administering and publicizing the Incentive Awards Program.

1.3.2.2.

Providing advice, assistance, and training to supervisors on effective use and participation
in the program.

1.3.2.3.

Designating a Human Resources Office (HRO) staff member as the Program Manager of
the Incentive Awards Program.
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1.3.2.4.

Ensuring all suggestions and nominations meet eligibility requirements.

1.3.2.5.

Ensuring necessary coordination of nominations for cash awards.

1.3.2.6.

Evaluating the Incentive Awards Program and providing feedback to management,
technicians, and active military members when required.

1.3.3. Supervisors are responsible for:
1.3.3.1.

Providing support for and participating in the Incentive Awards Program.

1.3.3.2.

Ensuring that awards are used to support and enhance organizational goals and objectives
and meet employee recognition needs.

1.3.3.3.

Exercising care in considering award recognition. Although there should be a linkage
between the Technician Performance Appraisal Report, this does not mean awards are
automatic.

1.3.3.4.

Determining the type of recognition that will best motivate the technician to greater
productivity, by matching recognition to performance; e.g., granting a within-grade
increase; selecting for promotion; giving cash awards for special acts; recommending
an SSP or QSI; or granting honorary awards, commendations, or letters of appreciation.

1.3.3.5.

Ensuring awards for special acts or services are recognized immediately, and that all award
presentations are conducted in a timely manner.

1.3.3.6.

Assisting the Incentive Awards Program Manager in planning program activities,
implementing new program features, and providing program promotion to create and
maintain interest in the Incentive Awards Program.

1.3.3.7.

Reviewing program results to assure that awards are granted equitably and on the basis of
merit.

1.3.4. The Incentives Awards Program Manager (IAPM) is responsible for:
1.3.4.1.

Ensuring technicians and active military members are informed regarding member
recognition through the Incentive Awards Program.

1.3.4.2.

Determining requirements for technical evaluations and ensure qualified evaluation is
accomplished in a timely manner.

1.3.4.3.

Referring those suggestions that appear to be inventions for patent investigations.

1.3.4.4.

Ensuring all suggestions and award nominations meet eligibility requirements and
documentation is completed and submitted properly.

1.3.4.5.

Obtaining necessary coordination on nominations for cash awards.

1.3.4.6.

Processing incentive award actions in DCPDS and through DFAS.

1.3.4.7.

Arranging for payment and presentation of awards.

1.3.4.8.

Evaluating the total Incentive Awards Program, and provide feedback to management,
technicians, and appropriate officials/persons.

1.3.5. Air Component Commander (ACC), Land Component Commander (LCC), Director Joint
Task Force Arizona (JNZ), and Director Administrative Services (DAS) are responsible for:
4

1.3.5.1.

Developing and following a fair, merit based plan for nominating individuals for Sustained
Superior Performance.

1.3.5.2.

Reviewing and recommending nominations for cash and honorary awards.

1.3.5.3.

Assisting the IAPM with review of suggestions and requests for reconsideration of
disapproved suggestions.

1.3.5.4.

Verifying a supervisor's effective use of the awards program.

1.3.5.5.

Reviewing program results to assure that all awards are granted equitably and on the basis
of merit.

1.3.5.6.

Ensuring that all award presentations are conducted in a timely manner.

1.4. Annual Appraisal Period. The normal annual appraisal period for all Arizona National Guard
Federal technicians is 1 April through 31 March. 1 See Attachment 1.
1.4.1. Minimum period of performance: A technician will not receive a performance rating for periods
less than 120 days. Technicians whose rating period begins within 120 days of the end of the
normal annual appraisal period will have that time added to their next annual appraisal. For
example, if a rating period begins on 15 January 2018, the technician’s annual appraisal will be 15
January 2018 through 31 March 2019.
1.4.2. Trial/Probationary period: For employees appointed into a permanent status position, the first
12 months of the employee’s appointment is considered the trial/probationary period. Only after a
“fully successful” rating of the initial 12 months is the employee converted to permanent status.
Therefore, the initial annual appraisal (probationary period) will be no less than 12 months. After
the 12-month probationary period, the technician will receive an official performance rating.
Subsequent rating periods will follow the normal annual appraisal period.
1.4.3. Indefinite employees (Tenure Group 3): Indefinite technicians do not have a probationary
period; therefore, the initial annual appraisal will fall under the normal annual appraisal rating
period. If the technician’s start date is within 120 days of the normal annual appraisal period, the
appraisal will exceed 12 months. For example, when an indefinite technician starts on 15 January
2018, the technician’s initial annual appraisal will be 15 January 2018 through 31 March 2019.
1.5. Establishing an Awards Program Committee. The ACC, LCC, JNZ, and or DAS may establish an
Awards Program Committee to carry out the review, evaluation, and approval of Cash Awards, TimeOff Awards, Honorary Awards, or Informal Recognition for their respective component.
1.5.1. In the event a component elects to establish such a board, a policy letter will be provided to The
Adjutant General through the HRO outlining, at a minimum, the following:
1.5.1.1. Factors used to determine the committee make-up.
1.5.1.2. Type(s) of awards to be considered by the committee.
1.5.1.3. Specific documentation requirements that fall outside of those required by this directive.
1.5.1.4. Timelines, and processes for exceptions to those timelines:
1

The previous normal appraisal period was 1 Oct to 30 Sep of each fiscal year (FY). Awards for FY 16 performance, which
are awarded/paid out in FY 17, are based on appraisals from the 1 Oct 2015 to 30 Sep 2016 appraisal period.

5

1.5.1.4.1. Number of times board will meet per year;
1.5.1.4.2. Identify rating period;
1.5.1.4.3. Deadlines for submitting award nominations.
1.5.1.5.Criteria used to make determinations.
1.5.2. NGB Form 32 (Attachment 2) should be used in lieu of AZ Awards Form 1, for submitting
technician award nominations, when an Awards Program Committee is convened by a Component
Commander or Director.
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CHAPTER 2
SUSTAINED SUPERIOR PERFORMANCE AWARD (SSP)
2.1. Purpose: An SSP is a monetary award in recognition of significant superior performance of duties
and responsibilities which clearly exceed the technician’s assigned position requirements.
2.2. Eligibility:
2.2.1. The technician’s overall performance must have been rated Level 3 (Fully Successful) through
Level 5 (Outstanding) on a qualifying National Guard Performance Appraisal (PA). The
technician’s most recent PA must have been maintained for at least 120 days in the same
job and grade level. 2 Award eligibility will not be affected by position changes occurring
after the period of time covered by the recommendation.
2.2.2. Supervisors/managers must justify the SSP in specific detail on AZ Awards Form 1 (See
Attachment 3). Justification may be provided in narrative or bullet form, and must be specific
enough to clearly show, on impartial review, performance that exceeds the “MS” (meets
standards) level.
2.3. Procedures and Approval Authority:
2.3.1. The technician's immediate supervisor is responsible for initiating the nomination using an AZ
Awards Form 1 (AZ Form 1), which must include a justification narrative. A nomination package
will be submitted via Global Electronic Approval Routing System (GEARS) to the IAPM for
processing. The package will include, a current appraisal, an AZ Form 1 with justification
providing significant facts and information supporting nomination of the award. The AZ Form 1
will also include the recommended amount of the award. After verifying eligibility, the IAPM
will forward the AZ Form 1 with justification to the ACC, LCC, JNZ, or DAS for approval and
verification of award amount. 3 Once approved, the SSP nomination is forwarded to The Adjutant
General for final determination of award amount, and final approval.
2.3.2. The HRO will complete final processing for payment of the approved award. Employee’s copy
of the SF-50 (Notification of Personnel Action), Award Certificate (NGB Form 51), and a copy
of award justification will be forwarded to the immediate supervisor for presentation to the
employee. If disapproved, the nomination will be returned through supervisory channels to the
nominating official with an appropriate explanation.
2.4. Amount of Award:
2.4.1. The Adjutant General may approve cash awards up to 10 percent of the employee’s annual rate
of base pay. When calculating base pay for performance-based cash awards, locality pay is
included per reference 1.1.3 in Chapter 1 of this directive. In cases where performance merits an
award exceeding 10% of base pay, with TAG concurrence, the nomination will be submitted
through NGB to OPM for consideration/approval. In no case may an award exceed 20% of the
technician’s base pay.

2

Refer to Chapter 11 for Exception to Policy (ETP) guidance.
If approval authority is delegated by Component Commanders or Directors, a Delegation Letter shall be provided to the
IAPM

3
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2.4.2. The Adjutant General may approve cash awards up to and including $10,000. When a
recommended award would grant more than $10,000 to an individual technician, with Adjutant
General concurrence, the award nomination will be forwarded through NGB to OPM for
consideration/approval.
2.4.3. Supervisors/managers must be sure to make meaningful distinctions based on levels of
performance when considering the award amounts of performance-based cash awards.
2.4.4. Award amounts may vary from one budget year to another based on availability of funding.
2.5. Effective Dates: Approved SSPs are processed with an effective date of the first pay period after the
IAPM receives a completed AZ Form 1 signed by TAG.

8

CHAPTER 3
QUALITY STEP INCREASE (QSI)
3.1. Purpose: A Quality Step Increase is used only by management officials as a recognition of service
that significantly exceeds high quality job performance by General Schedule (GS) technicians. A
QSI is not to be repeated on a purely automatic basis, but should clearly show that the technician's
performance is deserving of such recognition. If a technician has received a QSI, the justification for
QSIs in successive years in the same grade and position must provide specific evidence of increased
quality of performance over and beyond that on which the previous increase was warranted.
3.2. Eligibility:
3.2.1. A technician must have received a completed PA, from the most recent rating period (minimum
of 120 days), with an overall rating level of 5. Justification must be specific enough to clearly
show, on impartial review, that the employee demonstrates sustained performance of high quality
significantly above that expected at the “fully successful” level in the current position concerned.
3.2.2. A QSI may not be granted to an employee who has received a QSI within the preceding 52
consecutive calendar weeks.
3.3. Procedures and Approval Authority: The technician's immediate supervisor is responsible for
initiating the nomination using an AZ Form 1, which must include a justification narrative. A
nomination package will be submitted via GEARS to the IAPM for processing. The immediate
supervisor must certify that, based on past experience, the technician’s high quality performance is
likely to continue. The AZ Form 1 will be processed in the same manner as an SSP (paragraph 2-3).
3.4. Effective Dates: Approved QSIs are processed with an effective date of the first pay period after the
IAPM receives a completed AZ Form 1 signed by TAG.
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CHAPTER 4
SPECIAL ACT OR SERVICE AWARD
4.1. Purpose: An award given to a Federal Technician in recognition of an act of heroism, or similar onetime special act, service, or scientific achievement that contributes to the efficiency, economy, or other
improvement of Government operations or is otherwise in the public interest. The act, service, or
scientific achievement, may or may not, involve measurable monetary benefits. The act, service, or
scientific achievement may include a group of individuals.
4.2. Award Processing:
4.2.1. A supervisor having direct knowledge of the special act or service should initiate the nomination
immediately on an AZ Form 1 and forward via GEARS to the IAPM. All nominations will be
submitted within 30 calendar days after the special act or service. After review, the IAPM will
forward nominations for approval to: AZARNG COS, AZANG DOS, JNZ or DAS. Upon
approval, the nomination is forwarded to The Adjutant General, for approval, and forwarding to
the IAPM for final processing.
4.2.2. The IAPM will complete final processing and compute award amounts in accordance with
Attachment 4 or Attachment 5. Each cash award processed will be accompanied by a SF50
and a Commendation Certificate. The IAPM provides a copy of the SF 50, award justification,
and award certificate to the immediate supervisor for presentation to the employee. If
disapproved, the nomination will be returned through supervisor channels to the nominating
official with an appropriate explanation.
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CHAPTER 5
TIME-OFF AWARD (TOA)
5.1. Purpose: A time-off award is paid, non-chargeable time off from duty granted to technicians
as a form of incentive or recognition. TOAs are granted in recognition of a suggestion,
invention, superior accomplishment, productivity gain, or other personal effort that
contributes to the quality, efficiency, or economy of government operations. The award must
be based on efforts in a technician status. Although TOAs do not involve an additional cash
disbursement, they do have a “cost” to the agency in production/services time lost.
5.2. Eligibility:
5.2.1. All permanent and indefinite technicians are eligible for TOAs. The technician must have
received a current and completed PA with an overall performance rating of level 3 (fully
successful) through Level 5 (Outstanding). Temporary technicians are eligible to receive TOAs,
if the temporary appointment exceeds 90 calendar days in a consecutive 12-month period.
Temporary technicians are not required to have a completed PA.
5.2.2. TOAs may not be used to create the effect of a holiday or of an administrative absence. TOAs
may not be granted to all or a majority of technicians on the same day or in conjunction with a
military “down” or “training” day. Supervisors and managers should consider the benefits
realized from a technician’s contribution when determining the amount of a TOA. The scale in
Attachment 6 may provide supervisors with assistance in making this determination.
5.2.3. A technician may be granted a minimum of 8 hours and up to 40 hours of time off, from duty, as
an incentive award for any single contribution. The total amount of time off a technician may be
granted during any one leave year is 80 hours. TOAs must be scheduled and used within one year
after the award is made. Any unused amount remaining after that time must be forfeited and may
not be restored. Under no circumstance do TOAs convert to cash.
5.2.4. A technician may be granted TOAs along with other forms of awards as long as the total value of
the awards given is commensurate with the contribution being recognized. For example, an
employee might receive an award consisting of both and eight hour TOA and $50 as recognition
for a single contribution as long as the combined “value” of the award is commensurate with the
technician’s contribution.
5.2.5. Technicians may use a time off award during a period of military duty (e.g., Annual Training).
However, awards will not be granted specifically for the purpose of excusing technicians so they
may perform military duty.
5.3. Procedures and Approval Authority:
5.3.1. Authority for approval of awards of eight hours is delegated to the first line supervisor. Awards
in excess of eight hours must be approved by the ACC, LCC, JNZ or DAS, as appropriate. The
ACC, LCC, JNZ or DAS may delegate approval of TOAs in excess of eight hours no lower than
the Wing/Brigade Commander or O-6 Command/Director/Staff level. If delegated, a delegation
letter must be provided to the IAPM.
5.3.2. Supervisors must submit an AZ Form 1 with justification narrative and a SF-52 designating the
total number of hours to be awarded. In addition to the justification, the supervisor will submit a
memorandum (See Attachment 7) certifying that the benefits realized by the organization justify
the amount of the time off awarded. The SF-52, memorandum, and AZ Form 1 with narrative will
11

be submitted to the IAPM via GEARS for processing. The IAPM will route awards in excess of
eight hours (via GEARS) to the appropriate directorate for approval. The awards request will then
be routed to the IAPM for final processing. A SF-50 will be generated and become a permanent
record in the technician’s Official Personnel File
5.3.3. Civilian payroll offices will receive copies of the SF-50s to grant technician’s time off and will
maintain records, by technician, recording the granting, usage, balance, and aging of each
occurrence of award.
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CHAPTER 6
ON-THE-SPOT CASH AWARDS
6.1. Purpose:
6.1.1. On-The-Spot Cash Awards are special act or service awards designed to quickly recognize a one
time or short-term effort that results in service of exceptionally high quality or quantity. The
award is to be used for immediate recognition of significant superior performance that is not
sufficient to warrant a higher incentive award.
6.1.2. The On-The-Spot Cash Award is particularly appropriate for rewarding technician efforts that
might otherwise go unrecognized. Examples include:
6.1.2.1.

Performance of exceptionally high quality work under tight deadlines

6.1.2.2.

Performance of added or emergency assignments in addition to regular duties.

6.1.2.3.

Exhibiting exceptional service or responsiveness in dealings with customers.

6.1.2.4.

Demonstrating extraordinary initiative or creativity in handling a critical need or issue.

6.2. Eligibility:
6.2.1. All Arizona National Guard Technicians, supervisory or non-supervisory, including temporary
technicians, are eligible for On-The-Spot Cash Awards.
6.2.2. Nomination should be submitted to the IAPM within 30 workdays after the occurrence of the
achievement being recognized.
6.2.3. On-The-Spot Cash Awards may range from $25.00 to $250.00 for a single award. A technician
may receive no more than $500.00 in a calendar year. These amounts are before applicable taxes.
6.3. Procedures and Approval Authority:
6.3.1. Supervisors may nominate any deserving technician who performs a quality service. Managers
outside the technician’s chain of command or organization may also nominate a technician for an
award through the technician’s supervisor. The nominating official will complete an AZ Form 1,
to include narrative justification, and route it to the IAPM via GEARS for processing. After
review, the package will be sent to the ACC, LCC, JNZ, or DAS for final approval. ACC, LCC,
JNZ or DAS may delegate approval of on-the-spot cash awards no lower than the Wing/Brigade
Commander or O-6 Command/Director/Staff level. If delegated, a delegation letter must be
provided to the IAPM.
6.3.2. The IAPM, within 30 days of receiving the approve award, will process the award for payment.
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CHAPTER 7
SUGGESTIONS
7.1. Purpose:
7.1.1. Suggestion awards are given to an individual, team or group within the Arizona National Guard
that provide suggestions, which have been adopted by the agency, to improve quality of
operations, a cost reduction opportunity, or an improvement in the timeliness of service delivery
that results in tangible or intangible benefits to the U.S. Government.
7.1.2. Pursuant to Army Regulation 5-17, dated 19 October 1991, paragraph 4-4a, the Army’s
Suggestion Program, is hereby suspended until further notice. The HRO will issue additional
guidance upon changes to the Army’s policy on spending for discretionary monetary awards.
7.2. Eligibility (ANG only):
7.2.1. Suggestions must be submitted in writing within 30 calendar days after the date AF Form 1000,
Idea Application, is signed.
7.2.2. Suggestion must outline a specific area for improvement, provide a workable solution, and
incorporate expected benefits with validated documentation.
7.2.3. Suggestion must be the technician’s own thoughts or a new application of an old principle. It
may be the Technician’s patented idea, invention, or scientific achievement.
7.2.4. The technician submitting the suggestion must sign the AF Form 1000, agreeing that the US
Government may use their suggestion and, once an award is made, releasing the government
from any further claims by the technician, their heirs, or any other persons.
7.2.5. Suggestions are ineligible if they are vague, incomplete, deal with generalities or opinions, or
appear to be a personal complaint or criticism.
7.3. Submitting Suggestions:
7.3.1. Suggestions must be submitted to the IAPM through GEARS. Each suggestion received by the
IAPM will be validated against current award files for duplication. The suggestion forms
submitted will be assigned a control number and identified as a technician or military suggestion.
The IAPM will ensure that each suggestion is signed and that notification of receipt is submitted
to the technician. If a suggestion is incomplete or not considered eligible, it will be returned to
the technician with an appropriate explanation.
7.3.2. The IAPM will process suggestions in accordance with ANGI 38-401, Suggestion Program,
dated 22 November 2013.
7.4. Authority to Grant Awards:
7.4.1. The Adjutant General may approve cash awards up to and including $3,000 for locally adopted
suggestions resulting in tangible/intangible benefits or a combination of both. These awards will
be reviewed by the IAPM for accuracy and compliance. Cash awards for locally approved
suggestions in excess of $3,000 will be submitted to NGB/A1MM.
7.4.2. The amount of a cash award grated to individual members of a group may not exceed the total
amount authorized for the group. If individuals in the group made an equal contribution, each will
receive an equal share of the award. If their contributions differ significantly, each receives a
share proportionate to their contribution.
14

7.4.3. The Chief, National Guard Bureau is authorized to approve cash awards up to and including
$10,000 (individual or group), inclusive of awards granted at the State level, for suggestions
resulting in tangible/intangible benefits or a combination of both.
7.4.4. NGB/A1MM will forward recommendations for cash awards in excess of $10,000 through the
appropriate military service Secretary for submission to the Office of Personnel Management.
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CHAPTER 8
LENGTH-OF-SERVICE RECOGNITION
8.1. Purpose: Length-of-Service emblems and certificates will be awarded to all National Guard
technicians as recognition for long and faithful Federal service with the National Guard and other
Government agencies.
8.2. Eligibility: Awards are presented in five year increments up to and including 50 years. Creditable
service includes all services used in establishing the technician’s service computation date.
8.3. Processing Procedures: The IAPM will determine eligibility and prepare certificates for The
Adjutant General’s signature. The IAPM will then forward signed certificates along with emblems to
the appropriate component/directorate for presentation to the employee.
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CHAPTER 9
DEPARTMENT OF DEFENSE, PRESIDENTIAL LEVEL HONORARY AWARDS, AND
OTHER RECOGNITION
9.1. DoD Level Honorary Awards:
9.1.1. For the following awards, refer to Appendix 3 of DoDI 1400.25 V451, 4 Nov 2013, for award
criteria and eligibility:
9.1.1.1.

DoD Distinguished Civilian Service Award.

9.1.1.2.

Secretary of Defense Meritorious Civilian Service Award.

9.1.1.3.

DoD Defense David O. Cooke Excellence in Public Administration Award.

9.1.1.4.

Details and submission dates will be announced annually by NGB-J1-TN and subsequently
released to the field by the IAPM.

9.2. Presidential Level Honorary Awards:
9.2.1. For the following awards, refer to Appendix 3 of DoDI 1400.25 V451, 4 Nov 2013, for award
criteria and eligibility:
9.2.1.1.

President’s Award for Distinguished Federal Civilian Service

9.2.1.2.

Presidential Medal of Freedom.

9.2.1.3.

Presidential Citizens Medal

9.2.1.4.

Details and submission dates will be announced annually by NGB-J1-TN and subsequently
released to the field by the IAPM.

9.3. Certificates of Achievement: Certificates of achievement will be initiated by the technician’s
immediate supervisor and submitted to IAPM through GEARS for review. The request then goes to
the AZARNG COS, AZANG DOS, JNZ, or DAS for approval. Upon approval, the request is sent to
The Adjutant General for approval and forwarding to the IAMP for final processing.
9.4. Other Methods of Recognition: Letters of appreciation or commendation may be granted by
supervisors for specific instances of excellent performance or work achievements by an individual
technician or a group of technicians that warrant special recognition but does not meet the criteria for
a special type award (e.g., an adopted suggestion that did not meet the eligibility requirement for a
cash award).
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CHAPTER 10
PAYMENT AND RECORDS
10.1. Payment of Awards:
10.1.1. All cash awards are to be paid from Federal funds available within the State. The LCC, ACC,
162WG Commander, 161 ARW Commander, AZARNG CoS, AZANG DoS, JNZ, or DAS
certify the availability of funds by signing AZ Form 1 or NGB Form 32 when applicable.
10.1.2. All monetary awards will be paid at the earliest practicable date after the adoption of a suggestion
or the approval of any cash award. The movement of personnel, after recommendation of an
award that requires higher headquarters approval, does not change the financial responsibility of
the recommending organization for payment of the full award.
10.1.3. Upon approval by The Adjutant General, cash awards are considered obligations that must be
met, except where the granting of an award would exceed available and applicable funding.
10.1.4. Cash awards are treated as additional income; therefore, taxes are withheld in accordance with
established regulations.
10.1.5. Regardless of the reason for separation from employment, an unpaid cash award is treated as an
amount due and processed in accordance with established regulations.
10.2. Records: Incentive award records will be maintained in accordance with Title 5 CFR, Part 451,
Awards.
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ATTACHMENT 1
Appraisal Periods

Permanent Technician Only- 12 month Trial/Probationary Period
Example 1: Technician with 1 May 2017 hiring date
Start Trial Period on 1 May 2017

End Trial Period on 30 Apr 2018

* NOTE: Technician will receive a performance rating at the conclusion of this period. A “fully successful” rating results
in the Technician converting to Permanent Status.

Example 1a: Normal annual appraisal period following Technician’s trial period
Start Annual Appraisal on 1 May 2018

End Annual Appraisal on 31 Mar 2019

* NOTE: Technician will receive a performance rating at the conclusion of this rating period.

Example 2: Technician with 15 January 2018 hiring date
Start Trial Period on 15 Jan 2018

End Trial Period on 14 Jan 2019

* NOTE: Technician will receive a performance rating at the conclusion of this period. A “fully successful” rating results
in the Technician converting to Permanent Status.

Example 2a: Normal annual appraisal period following Technician’s trial period
Start Annual Appraisal on 15 Jan 2019

End Annual Appraisal on 31 Mar 2020

* NOTE: Technician will receive a performance rating at the conclusion of this rating period.

Indefinite (Tenure 3) Technician
Example 1: Indefinite Technician with 1 May 2017 hiring date
Start Annual Appraisal on 1 May 2017
End Annual Appraisal on 31 Mar 2018
Example 2: Indefinite Technician with 15 January 2018 hiring date
Start Annual Appraisal on 15 Jan 2018
End Annual Appraisal on 31 Mar 2019
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ATTACHMENT 2
NGB FORM 32
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ATTACHMENT 3
AZ Awards Form 1
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ATTACHMENT 4
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ATTACHMENT 5
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ATTACHMENT 6
TIME-OFF AWARD SCALE FOR A SINGLE CONTRIBUTION
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ATTACHMENT 7
TOA Supervisor Acknowledgement Format

MEMORANDUM FOR (Appropriate approving authority)
FROM: (Supervisor/Manager)
SUBJECT: Time Off Award Consideration for (Technician’s Name)
I hereby acknowledge that consideration of the cost of this time-off award in lost
production/services has determined that the benefits realized by the organization from the
employee’s contributions support the amount of the time off approved. The organization’s
workload and the employee’s projected leave have been considered. Other available forms of
recognition and monetary awards were considered in determining the amount of this time-off
award.
Technician’s current leave balance:
Effective date and amount of last SSP:
Effective date of last QSI:
Effective date and amount of time of last TOA:

__________
__________
__________
__________

Signature block of Supervisor/Manager
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ASSISTANCE PROGRAM

1.0 REFERENCES:
a. Public Law (PL) 91-616, Comprehensive Alcohol Abuse an~Alcohol Prevention,
Treatment and Rehabilitation Act of 1970.
b

PL 92-255, Drug Abuse Office and Treatment Act of 1972

c. PL 93-282, amendingPL 91-616 and PL 92- 255, bringing their confidentiality
requirementsinto conformity .
d. PL 96-180 and PL 86-181, amending PL 91-616 and 92-255 respectively, to extend to
the extent feasible thes"eprograms and services to families of employees and to employees
who have family members with problems covered by these acts.

e. Federal PersonnelManual (FPM) 792, Subchapter5, Alcoholism and Drug Abuse
Programs.
f. FPM Supplement 792-2, Alcoholism and Drug Abuse Programs.
9 Technician Personnel Manual (TPM) Supplement 792-2, National Guard Bureau's
Technician Assistance Program.
2.0 PURPOSE.

This publication implements the Technician Assistance Program (TAP) of the Army and Air
National Guard. The program relates to alcoholism, drug abuse, and other job impairment
problems. Its purpose is to provide assistance to technicians and family members in fmding
help to deal with personal problems.
3.0 REsPoNSmILITY:
a. Program Administrator.

(See Appendix C.) The Program Administrator will:

(I) Ensure that the Program Coordinators receive adequate training and guidance to
carry out their duties.

DEMA DIRECTIVE
10 December1996

25.2

Page

3

(2) Arrange for and/or conduct training programs for supervisors, and other
appropriate officials .

(3) Arrange for distribution of educationalmaterial relating to alcohol or substance
abuse.
(4) Provide information about the program to all employees .j including
appointed technicians during their orientation.

newly

(5) Establishliaison with community educationand regional consultants,counseling,
treatment,and rehabilitation facilities .
(6) Act as advisor to the Program Coordinators on the administration of the Employee
Assistance Program.
(7) Evaluate program results and make reports to the Adjutant General and/or National
Guard Bureau as required.
(8) Review the program and update as necessary
b. Program Coordinators. Coordinators will be designated at each major unit (see
Appendix C) and will be responsible for the following:
(1) Act primarily as a referral agent for employees to diagnostic and counseling
resources.
(2) Maintain

close liaison with counseling and treatment facilities,

employees and

supervisors .

(3) Act as advisor to supervisors and managers on the administration of the Employee
Assistance Program.
( 4)

Assist

the Program

Administrator

in carrying

out the duties enumerated

in a

above.

(5) Maintain counseling/referral

records in a confidential

manner

(6) Maintain statistics for reports to the Program Administrator.
The report will be
submitted on a quarterly basis to the State Equal Employment Manager. (See
Attachment #2 .)
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4.0 BACKGROUND.
Every occupational group, including technicians, is subject to a variety of problems at all
levels of responsibility .The problems may significantly impair job performance, but are of
such an intimate nature that the technician may sometimes be reluctant to seek assistance or
counseling in an attempt to resolve the problem. In-house occupational health programs as a
general rule have proven to be effective in dealing with situations w~ch, in addition to
medical problems, also involve legal, fInancial, marital and family crisis conditions.
Alcoholism and drug abuse have been included in health programs because studies have
indicated that they are conditions which can be treated in the same manner as any other
condition that impairs job performance. PL 91-616 and PL 92-255 charge federal agencies
with the responsibility of developing and maintaining preventive treatment and rehabilitation
referral services for alcohol and drug abuse among federal employees. Both laws also state
that, "No person may be denied or deprived of federal civilian employment, or a federal
professional or other license, solely on grounds of prior abuse of drugs or alcohol. " FPM .
Supplement 792-2 sets forth the Office of Personnel Management policy and guidelines, and
TPM 792.5 sets forth National Guard policy as it relates to technicians.
5.0

DEFINITIONS.

a. Technician Needing Assistance. An employee with a problem(s) not purely medical
that adversely affects his/her job performance or behavior. Some of these problems may
include, but are not limited to, alcoholism, drug dependence, family matters, and/or
emotional disturbances .
b. Alcoholism. A chronic disease characterized by repeated, excessive drinking; which
interferes with the individual's health, interpersonal relations, or economic functioning. If
untreated, alcoholism becomes more severe and may be fatal. It may take several years to
reach the chronic phase.
c. Alcoholic. An individual who has the illness of alcoholism. His/her drinking is out of
control, and is self-destructive in many different ways. The term "recovered alcoholic"
also describes the person who has undergone rehabilitation, and whose disease has been
arrested through abstinence.
d. Problem Drinker.
To management, a problem drinker is an individual
habits adversely affect his/her job performance.

whose drinking
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(2) Arrange for and/or conducttraining programs for supervisors,and other
appropriateofficials.
(3) Arrange for distribution of educationalmaterial relating to alcohol or substance
abuse.
(4) Provide infonnation about the program to all employees,tincluding newly
appointed technicians during their orientation.
(5) Establish liaison with community education and regional consultants, counseling,
treatment, and rehabilitation facilities.
(6) Act as advisor to the Program Coordinators on the administration of the Employee
Assistance Program.

(7) Evaluateprogram results and make reports to the Adjutant General and/or National
Guard Bureau as required.
(8) Review the program and update as necessary.
b. Program Coordinators. Coordinators will be designated at each major unit (see
Appendix C) and will be responsible for the following:
(1) Act primarily as a referral agent for employees to diagnostic and counseling
resources.
(2) Maintain close liaison with counseling and treatment facilities,
supervisors .

employees and

(3) Act as advisor to supervisors and managers on the administration of the Employee
Assistance Program.
(4) Assist the Program Administrator in carrying out the duties enumerated in a.
above.
(5) Maintain counseling/referral records in a confidential manner.
(6) Maintain statistics for reports to the Program Administrator.
The report will be
submitted on a quarterly basis to the State Equal Employment Manager. (See
Attachment #2 .)
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4.0 BACKGROUND.
Every occupational group, including technicians, is subject to a variety of problems at all
levels of responsibility .The problems may significantly impair job performance, but are of
such an intimate nature that the technician may sometimes be reluctant to seek assistance or
counseling in an attempt to resolve the problem. In-house occupational health programs as a
general rule have proven to be effective in dealing with situations w~ch, in addition to
medical problems, also involve legal, fInancial, marital and family crisis conditions.
Alcoholism and drug abuse have been included in health programs because studies have
indicated that they are conditions which can be treated in the same manner as any other
condition that impairs job performance. PL 91-616 and PL 92-255 charge federal agencies
with the responsibility of developing and maintaining preventive treatment and rehabilitation
referral services for alcohol and drug abuse among federal employees. Both laws also state
that, "No person may be denied or deprived of federal civilian employment, or a federal
professional or other license, solely on grounds of prior abuse of drugs or alcohol. " FPM .
Supplement 792-2 sets forth the Office of Personnel Management policy and guidelines, and
TPM 792.5 sets forth National Guard policy as it relates to technicians.
5.0

DEFINITIONS.

a. Technician Needing Assistance. An employee with a problem(s) not purely medical
that adversely affects his/her job performance or behavior. Some of these problems may
include, but are not limited to, alcoholism, drug dependence, family matters, and/or
emotional disturbances .
b. Alcoholism. A chronic disease characterized by repeated, excessive drinking; which
interferes with the individual's health, interpersonal relations, or economic functioning. If
untreated, alcoholism becomes more severe and may be fatal. It may take several years to
reach the chronic phase.
c. Alcoholic. An individual who has the illness of alcoholism. His/her drinking is out of
control, and is self-destructive in many different ways. The term "recovered alcoholic"
also describes the person who has undergone rehabilitation, and whose disease has been
arrested through abstinence.
d. Problem Drinker. To management, a problem drinker is an individual whose drinking
habits adversely affect his/her job performance.
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e. Substance Abuse. A condition characterized by the use or abuse of a drug substance in
a manner, or to a degree, that it interferes with the individual's health, interpersonal
relations, economic well being, or any other part of their life.
f. Referral. To direct a technician to a source(s) for help or infonnation as appropriate for
a particular need.
c
g. Counselor. A person who is authorized and trained to counsel, advise, and give
guidance and referrals to assist the troubled employee regarding performance problems

6.0 POLICY.
The Arizona National Guard is committed to the accomplishment of NGB objectives, and the
need to maintain technician morale and productivity .The National Guard will only be
concerned with a technician's personal behavior if their actions interfere with the efficient and
safe performance of assigned duties, reduce the dependability of the technician, reflect
discredit on the National Guard, or adversely affect other technicians. The National Guard
recognizes that alcoholism and substance abuse are preventable and treatable illnesses.
Technicians having such illnesses will receive the same consideration and assistance that is
presently extended to technicians having other illnesses. The National Guard does not
condone illegal drug activity .When there is good reason to believe criminal conduct, as
directed towards, or potentially hannful to, the person or property of others, management's
fIrst obligation is to those persons or properties; and then to the technician(s) involved.
Technicians having a substance abuse or alcoholism problem will be dealt with by use of nondisciplinary procedures. However, if a technician refuses to accept assistanceor seek
counseling through this program, appropriate corrective action will be taken. This may
include disciplinary action, and will be warranted solely on the basis of unsatisfactory job
performance. Therefore, the Arizona National Guard will handle such problems within the
following framework:
a. Employee organization (when applicable) will be consulted in the implementation of the
program to protect the rights and options of the technician.
b. Technicians having alcohol or substance abuse, or other problems that affect or impair
job performance, have a right to be counseled.

c. Technicianswith alcohol or substanceabuseproblemswill receivethe samecareful
considerationand offer of assistancethat is presently accordedto any other illness or
health Droblem.
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d. Technicians will not have their job security or promotional opportunities jeopardized by
their request for counseling and referral assistance, except as limited by the applicable
provisions ofPL 91-616, PL 92-255, and AR 600-300 or AFR 40-202 as they relate to
sensitive positions.
e. The confidential nature of personal problems or medical reco{ds concerning a
technician's alcohol or substance abuse problem will be preserved. Section 333 of PL 91616, and Section 408 of PL 92-255 set forth the conditions under which such information
may be released. If a counselor in another program, such as Equal Opportunity , is advised
by a technician of his/her alcohol or drug problem, that counselor should:
(1) Immediately refer that technician to the Technician Assistance Program
Coordinator (T APC) .
(2) Adhere to the confidentiality requirements, which include protection of the
technician's identity , and maintain records in accordance with the Privacy Act.
f. The use of sick leave is authorized for the treatment or rehabilitation
of alcoholism or
substance abuse. (Consideration may also be given for the use of annual leave or leave
without pay. )
g. Teclmicians who suspect they may have a problem with substance abuse, alcoholism, or
personal problems, are encouraged to voluntarily seek counseling and information on a
confidential basis by contacting the T APC. They may also be referred by their supervisor .

h. Technicians offered referral to counseling services as a result of unsatisfactory job
performance, excessive absenteeism, or disruptive behavior, mayor may not accept
counseling or respond to treatment. However, they are still responsible for their work
performance and behavior. If these are not satisfactory , the technician will be subject to
normal disciplinary action based solely on unsatisfactory performance or conduct.
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SUPERVISOR.

The supervisor should treat each employee humanely and confidentially, and should ensure
that no employee is penalized for using this program. Su12ervisorsshould not attem12tto
diagnose 12roblems,but to look at employees ~
in terms of job performance. If at any time
poor job performance indicates the existence of a problem, the supervisor should contact the
TAPC for advice on the proper procedures. The following guidelin~s are offered: (See
Appendix A and B).
a

Be alert to changes in work performance or behavior of assigned employees.

b. Document on an NGB Fonn 904-1 specific instances when work perfonnance,
behavior, or attendance fails to meet minimum standards and appears to be progressively
deteriorating. Counsel the technician; infonn them that perfonnance needs to be raised to
a satisfactory level. All counseling entries must be initialed by the employee.
c. If performance continue to deteriorate, seek the advice of the T APC on the possibility
of referral and consult with the union steward, if applicable. (The supervisor should be
able to discuss behavior and work performance, but will not attempt to diagnose the
problem. or draw conclusions about its cause. This is a counseling or medical
responsibility .) Supervisors should not discuss the possibility of a drug or alcohol problem
with an employee, except when an employee does not appear too be in full control of
his/her faculties. In such a situation, the supervisor should immediately inquire about the
technician's physical condition, but should be aware that appearance symptoms usually
related to alcohol or drug use can apply to other health problems as well. Information on
these cases should be relayed to the HRO and the technician should be referred for medical
diagnosis and emergency treatment. Where indicated, the technician should be further
referred to a private physician or community health services. If such cases ultimately are
detennined to have stemmed from abuse of alcohol or drugs, medical personnel should
discuss the facts of the situation with the technician and refer them for counseling .
d. If it becomes apparent that the employee is either unwilling or unable to resolve their
problem, and they don't respond to normal supervision, provide a fInn choice of accepting
assistance or be subject to disciplinary action based on unsatisfactory work performance.
You may put it in writing and/or make a specific appointment for the individual to report
to the T APC.
e. If a problem technician refuses to seek or accept counseling, have them put their
refusal in writing.
If there is inadequate improvement in performance during treatment,

DEMA

DIRECTNE

10 December

Page 8

25.2

1996

disciplinary action should be taken solely on the basis of unsatisfactory job performance
y A W Part IV , TPM 430.
f. If the technician accepts the offer of help, but after a reasonable period job performance
or attendance problems continue, the standard disciplinary procedures will apply.
g. If the technician accepts the offer of help, and job perfonnan~e and/or attendance
problems improve to a satisfactory level, no further action will be taken.
8.0 RELATIONSHIP

TO DISCIPLINARY

ACTIONS:

a. The alcoholism and substanceabuseprogram supplements,but doesnot replaceexisting
proceduresfor dealing with problem technicians.Its premise is that one type of problem
technician is the alcoholic or substanceabuser,and that with this particular kind of
problem technician, a specialsituation exists. The drinking or substanceabuseis either an
illness or a symptom of an illness. As with other types of illnesses,it must be the agency's
policy to try to assistthe personto recover their usefulnessas an employee.
b. In practice, the alcoholic or drug abuser should be dealt with little differently than other
problem technicians. The supervisor identifies the aspects of job performance that are not
fully acceptable, consults with counseling staff about those cases that appear to be
developing a trend, discusses aspects of below-standard performance with the technician,
and advises them of the availability of counseling assistance if the cause of poor
performance stems from any personal problem. If the technician refuses to seek
counseling, or if there is inadequate improvement in performance, disciplinary actions
should be taken solely on the basis of poor job performance.
c. It is most important that the program be carried out as a non-disciplinary procedure
aimed at rehabilitation of technicians who suffer from a health problem. There needs to be
a clear understanding that shielding problem technicians by tolerating poor performance
clearly contributes to the progression of the illness by delaying entry into a rehabilitative
program. However, failure on the part of the technician to accept the assistance offered
through the program, or to otherwise correct performance, should be dealt with through
disciplinary procedures.
d. Regulations on documenting disciplinary actions specifically provide that patient
information may be disclosed only as authorized, and may not otherwise be divulged in
any civil, criminal, administrative or legislative proceeding conducted by a federal, state,
or local authority .Thus, management may not require an alcohol or substanceabuse
prevention function (counseling staff) to release patient information for use in a
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disciplinary situation. However, regulations permit the release of infonnation in such
proceedings, with the patient's prior written consent, when in the judgment of the TAPC
the consent was voluntarily given, and the disclosure will not be harmful to the patient, the
program, or their relationship. Thus, the patient may have pertinent information released
in a disciplinary proceeding where these criteria are met. Conversely, management must
presume that where a technician does not present such a disclosure in a disciplinary
situation, the criteria for release have not been met. In any case. disciplinary action should
always be based on job behavior or performance problems, not progress in a rehabilitative
program.
9.0 REHABILITATION

EXPENSES.

Technicians are responsible for the cost of treatment for an alcohol, substance abuse, or other
personal problem. The Federal Employee Health Benefits Program may provide full or partial
payment of some costs. Some rehabilitation centers charge fees in a sliding scale based on ~e
individual' s ability to pay. However, most centers will not refuse an individual because of
inability to pay. The individual has freedom of choice to attend the treatment center or
resource they desire .

10.0 CONFIDENTIALITY OF RECORDS. FILES AND REPORTS
Regulations provide specific requirements for maintaining the confidentiality of patient
information under the program. All persons performing an alcohol or substance abuse
prevention function are subject to these provisions, and subject to the stated penalties for
violation. All persons designated or expected to perform such prevention functions must be
thorougWy familiar with the statutory and regulatory confidentiality provisions.
10.1 Disclosure Without Consent. Whether or not the patient gives their written consent,
the content of the record may be disclosed:
(a) To medical personnel to the extent necessary to meet a bona fide medical
emergency.
(b ) T o qualified personnel for the purpose of conducting scientific research,
management audits, fInancial audits, or program evaluation. Such personnel may not
identify , directly or indirectly, any individual patient in any report of such research,
audit or evaluation, or otherwise disclose patient identities in any manner .
(c) When authorized by an appropriate order of a court of competent jurisdiction,
granted after application showing good cause. .In assessing good cause, the court
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shall weigh the public interest and the need for disclosure against the injury to the
patient, to the physician-patient relationship, and to the treatment services. Upon the
granting of such order, the court, in detennining the extent to which any disclosure
of all or any part of any record is necessary, shall impose appropriate safeguards
against unauthorized disclosure.
10.2 Disclosure With Consent. Consent to disclose patient infonnation is subject to strict
confidentiality regulations. Patient consent must be in writing. Forms and information on
such disclosures are available through the TAPC.

10.3 Maintenance of Records on Technicians:
(1) General supervisory documentation of technician job performance and actions
taken to motivate correction of job deficiencies should be maintained, as with all .
employee records, in a strictly confidential manner. The responsibility for
developing a responsive and useful job performance documentation system rests with
management and supervisory officials .

(2) Recordson technicianswho have been referred for counseling,for any reason,
will be maintainedin the strictest confidenceand accordedthe samesecurity and
accessibility restrictions provided for medical records.
(3) Records containing medical infonnation and reports must be kept in a separate
locked cabinet during the technician's service with the Arizona National Guard and
may not be made a part of the Official Personnel Folder .

(4) Official PersonnelFolders shall not include infonnation concerninga
technician's alcohol, or drug problems, or efforts to rehabilitate him, except as they
apply to specific chargesleading to disciplinary or separationaction.
10.4 Supervisor's Notes:
Supervisor's notes are not subject to the requirements of the confidentiality regulations,
since supervisors, as such, are not perfonning an alcohol abuse or drug abuse prevention
function. Discussion of technician problems by supervisors with persons not having a need
to know is, however, strongly discouraged on the grounds of ethics and good supervisory
practice. The confidentiality regulations do prohibit persons perfonning an alcohol abuse
or drug prevention function (i.e., coordinators, counselors, and their staffs from disclosing
information obtained as a result of the performance of that function to unauthorized
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persons (which includes supervisors) without the written consent of the technician. In
other words, a supervisor, after referring a technician to a program coordinator or
counselor, cannot expect feedback on the technician's progress without his or her written
consent. If consent is given, the supervisor may not pass on the information received as a
result of that consent to any other unauthorized person (which includes his or her
supervisor) without the signing of a separate consent. More than one consent, however ,
may be contained in a single consent form as long as the requirelJlents for consent are met.
Supervisors should continue to provide program personnel with information about the job
performance of employees referred to the program, regardless of whether or not consent is
obtained for feedback from the program.
11.0

Resources.

a. There are numerous resources within the community that deal with problems referred to
in this program. Use of the following resources would be considered:
(1) Physicians experienced in treating problem drinkers (local Alcoholics Anonymous
Chapters have listings of physicians in their respective area).

(2) Psychologists,psychiatrists,and psychiatric social workers.
(3)

Clergy

(4) Hospital with alcoholism treatment center .
(5)

Inpatient

and

Outpatient

clinics.

(6) Alcoholism and drug treatmentfacilities.
(7) Live-in facilities such as half-way houses and therapeutic communities
(8)

Local

health

departments

b. Many of the resources listed above are listed in the yellow pages of the telephone
directory under the following titles: Drug Abuse and Addiction Infonnation and
Treatment; Mental Health Information and Treatment Centers; Marriage and Family
Counselors. A more comprehensive Resource Directory developed by the Division of
Behavioral Health Service is also maintained by the Program Administrator .
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12. All previously issued letters and/or orders in conflict with the above are hereby rescinded.
The proponent agency of this regulation is the Human Resource Office.
U sers are invited to send comments and suggested improvements to the
Office of the Adjutant General, 5636 E. McDowel1 Rd. , Phoenix, AZ
85008, ATTN: AZAA-HRE
BY ORDER OF THE GOVERNOR

GLEN V AN DYKE, Major General, AZ ANG
The Adjutant General

ResourceManag~r
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APPENDIX

Supervisor
1 st F onnal

Checklist

(ref

para

B

6)

Counseling

a.
Document on NGB 904-1 specific failure to perfonn satisfactorily those established
standards on NGB Fonn 430.
b.

Insure the technician is aware and initials the counseling entry on the NGB Fonn 904-1

c.

Have employee determine definite time frame for improvement (nonnally 90 days or

less).

d.
2,

3

Encourage referral to T APC.

Follow-up
a.

Review level of perfonnance frequently.

b.

Docwnent performance on NGB 904-1 and obtain acknowledgment.

2nd Fonnal Counseling:
a.

Review all documentation.

b.
Propose appropriate disciplinary action as a result of unsatisfactory perfonnance in a
critical element.
c.
Offer to hold action in abeyance if technician agreesto participate in Technician
Assistance Program.
d.

Make the offer in writing and obtain technician's signature accepting or refusing the

referral.

e.

If technician accepts, call a local T APC an make a definite appointment.

f.
Complete the TAP supervisor referral questionnaire (AZSP Form 792-1) and forward to
the T APC prior to the referral date.

9

Give technician a copy of the referral

h.

Make an official memo for record. Document on NGB Form 904-1 and obtain

acknowledgment.
1.

If he/she rejects the offer, proceed with the disciplinary action.

.LI.LJA
~""" J.J.UJ.YJ..n.l~
~~~

~Vl~o;) J:u.J Y ~.:JVAI .:JJ.~ r

E EO Counselors
Young,
Karen
Acevedo,
Richard
A.
Derby,
Kathy
Jones, Larry B.
Riesgo, Benjamin
T.
Schwartz,
Linda S.

Capt
lSG
Ms.
TSgt
TSgt
SFC

Camp Navajo
AASF #2, Marana
AASF #1, Phoenix
161ARG,.Phoenix
.162FG, Tucson
WAATS, Marana

Federal

Carrillo,
Robert
Lopez, Betty F.

TSgt
Ms.

African

Native
Denetdeel,

SMSgt

American

Ong,

Ist Lt
CW4

American

161ARG,

American

Traynor,
Lisa L.
Herd, Walter
F.
Hamilton,
Larry S.
Hilgartner,
Kelly D.*
Lockridge,
George M.*
Lewis, Jason A.
Soto, Gilbert
A.
Young,
Robert M.

Dept
Mr

of Emergency

302-9067/302-9091

Pro2:ram

Mana2:er

Phoenix

Pro2:ram

Emt>lovment

Services

and

295-6265/295-6034
267-2675/267-2638
302-9126/302-9124
295-6371/295-6374
295-6671/295-6476
682-4578/267-2472
682-4636/267-2472
682-4681/267-2472

Mana~ement
Military

(DEMA)

DEMA
State Equal
Assistant

Vickie

267-2661/267-2337

Coordinators

162FW, Tucson
AASF #1, Phoenix
161ARG, Phoenix
162FW, Tucson
162FW, Tucson
WAATS, Marana
WAATS, Marana
W AATS, Marana

Howard,Johnny

Holbrook,

Mana2:er

Phoenix

AZANG,

Assistance

302-9107/302-9161
295-6408/295-6312

Pro2:ram

EmDlovment
HQ's,

Egual

295-6383/295-2458
~02-9008/302-9091

Pro!Z:ram Mana!Z:ers

Em121oyment

Eddie

State

Mana!Z:ers

161ARG, Phoenix
162FW, Tucson

W.*

Technician

295-6119/295-6493
302 -9237/302
-9091

Program

EmI2lovment

#

Mana!Z:ers

162FW, Tucson
161ARG, Phoenix

Perci
Asian

SMSgt

EmI2loyment

B.*

Ray, Leon**
Minter,
William

Maj
MSgt

Program

#/Fax

773-3273/773-3278
682-4634/267-2472
267-2794/267-2638
302-9260/302-9161
295-6347/295-6392
682-4504/267-4513

162FW, Tucson
161 ARG, Phoenix

HisI2anic

SMSgt
SSgt
MSgt
SSG
SSG
SGT

Women's

Harris,
Kathleen*
Wiggers,
Mary L.

TSgt
SSgt

Phone

Office
E EO Specialist
267-2893/267-2782

Employment
Specialist
TAP Administrator
HQ, AZNG,

Phoenix

267-2319/267-2782

State Equal Employment
Manager
(SEEM)
Technician
Assistance
Program
(TAP) Manager
Pat ton,

Shirley

R.

HQ, AZNG,

Phoenix

267-2786/267-2782

NOTE: DSN prefix for Tucson ANG is 924. All others are 853. Statewide area code is 520.
* Qualified
EEO Counselor
in addition
to primary
staff assignment.
**Assigned
as liaison
to Cultural
Diversity
Council

TECHNICIAN ASSISTANCE PROGRAM
SUPERVIOSR REFERRAL QUESTIONNAIRE
Technician's Name
Duty Station

Agency

Pay Plan/Occupational Code
Probation Completed: Yes

Date of Hire

Grade

No

Scheduled to Complete

Major Duties

Supervisor's Name

Phone

Title

The above named technician is being referred to the Technician Assistance Program on the basis of the following information which
has been discussed with her/him and covers
to
-(Period)

A.

Narrative description of reason for referral

B. What remedial steps have you taken already?

c,

Corrective interview dates

AZSP Fonn 792-1, 1 Aug 83

(Period)

D

The following information is to be explained to the emplo~ee:

1 Reasonfor referral
2,

3.

The function of the TechnicianAssistanceCoordinatoris to assessbehavioral/medicalproblemsthe employeeand/or
her/his family may be facing and arrangefor help.
The employee and the Technician Assistance Coordinator will decide on a suitable community resource for referral

4. When appropriate, and appointment will be set up with the community resource.
5.

In some instances,
physical,

emotional,

the employee/family

member will be advised to utilize her/his Health Plan for such services as

alcohol or drug problems.
(
Assistance Advisor

6.

The employee

7

All information disclosed to the Technician Assistance Coordinator will be kept CONFIDENTIAL except when a
consent form has been signed by the employee to release information to a specific person or agency.

8

The employee's work performance and/or attendance must reach an acceptable level within a reasonable length of
time, which will be determined by you and the coordinator, or disciplinary action will be taken.

is at liberty

to stay in contact with the Technician

for as long as the need exists

E. Has the information in "D" above been explained to the employee?
Yes
F.

Any

No
additional

comments

Supervisor's Signature

Date
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REFERENCES: (a) DOD Directive 1400.25, "DOD Civilian Personnel Management System,"
November 25, 1996
(b) Chapters 23, 43, 45, 53 and 71 of Title 5, United States Code
(c) Title 5, Code of Federal Regulations, Parts 430, 45l and 531
(d) National Guard Technicians Act of 1968 PL 40-486 (as amended)
(e) Technician Personnel Regulation No. 430 dated 1 October 1997.

DEFINITIONS:

(a) MS = Meets Standards (Fully Successful)
(b) DNMS = Does Not Meet Standards (Unacceptable)
(c) Supervisor/Manager = Employee whose Position Description is defined
as Supervisor (i.e., WS-XX or Supervisory GS)

1. PURPOSE: This Plan establishes a "two tier" (meets standards/does not meet standards)
performance appraisal system for Arizona National Guard Technicians, and is consistent with
the requirements of TPR 430 dated 1 October 1997. Two standard Technician Performance Plans
(incorporating the minimum performance standard requirements) are established, one for use with
Supervisory/Managerial positions and one for Non-Supervisory positions. Standard Technician
Performance Plans are in Annex A.
2. OBJECTIVE: The objective of the Arizona National Guard Technician Appraisal Plan is to provide
a meaningful and efficient method for evaluation of individual performance.
3. APPLICABILITY: This Plan is applicable to all full time and part time, excepted and
competitive technicians. This Plan does not apply to temporary technicians whose employment
is not reasonably expected to exceed the minimum performance standards requirement (120 calendar
days) in a consecutive 12 month period.
4. RESPONSIBILITIES:
A. The Chief, National Guard Bureau, through the Director of Human Resources (NGB-HR)
is responsible for the establishment, management and evaluation of the National Guard Performance
Appraisal System.
B. The Human Resources Officer (HRO) is responsible to the Adjutant General (TAG) for:
(1) Establishing a Performance Appraisal Program that provides a meaningful,
efficient method for evaluation of individual performance in partnership with technicians and their union
representatives in accordance with law.
(2) Administering the State Performance Appraisal Program. Providing timely
advice and assistance to managers, supervisors, and technicians.
(3) Developing and conducting training necessary to ensure that all technicians (and
non-technicians involved in the technician appraisal process) are adequately trained in the Arizona
National Guard Technician Performance Appraisal Plan.
(4) Notifying supervisors and managers of due dates for technician performance
appraisals and following up when they are not received in a timely manner.
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(5) Reviewing completed appraisals for timeliness, completeness, and conformance
with the regulatory requirements of the Arizona National Guard Technician Performance Appraisal
Plan.
(6) Keeping necessary records. Maintaining an Employee Performance File on
each technician covered by this Plan, to include as a minimum, the most current performance standards
and current plus two previous performance appraisals.
(7) Evaluating the effectiveness of the Arizona National Guard Technician Performance
Appraisal Plan and bringing to the attention of the Adjutant General those areas needing refinement or
improvement.
(8) Ensuring that necessary personnel actions or decisions based on the performance appraisal are
carried out.
(9) Establishing and administering the state review and appeal process.
C. Managers, Supervisors and Technicians are collectively responsible for:
(1) Individual, team and organizational performance and for creating a work culture
and environment that promotes a high-performance, high-involvement organization.
(2) Cooperating in establishment of written performance standards and critical
job elements for each individual position.
(3) Maintain an ongoing dialogue that will keep technicians informed as to how their
performance compares to established performance standards and provide a clear understanding of the
level of performance required for an "MS" appraisal.
5. PERFORMANCE STANDARDS: Technicians covered by this Plan must have approved written
performance standards based on position descriptions, work assignments and responsibilities. The
minimum standards established by this Plan are detailed in Annex A. Additional performance elements
may be added to the Technician Performance Plan at the discretion of the supervisor. The Performance
Plan shall cover the official appraisal period, and will be provided to the employee within 30 calendar
days of the beginning of the official appraisal period. Employees are encouraged to participate in the
establishment of Performance Plans. Performance Plans (Annex A) may contain any combination of
critical, non-critical, and additional elements reasonably related to the job. However, each Performance
Plan will have at least one critical element that addresses individual performance.
6. TRIAL/PROBATIONARY APPRAISALS: New technicians are to be carefully observed and
appraised during the trial/probationary period to determine whether they have the qualities needed
for permanent Government service. During this period, supervisors should provide specific
training and assistance to improve the technician's work performance if needed. For retention
beyond the trial/probationary period, the technician's work performance must minimally be at
the "MS" level. If retention is not recommended, supporting documentation will be forwarded to
the HRO who will then take appropriate action to remove the technician from Federal service. Initiation
of a removal action may be taken anytime during the trial/probationary period. A technician serving a
trial/probationary period is not to be given an official performance appraisal until after completing the
required 12 months of Federal service. After completing the 12 months of service, he/she would then be
given an official performance appraisal in accordance with the established appraisal period in paragraph
10 below.
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7. DETAILS: When a technician has been officially detailed to another position, either with the
same or with a different supervisor, for a period covering 120 days or more, written performance
standards and critical job elements will be established for this position. The technician's performance
while on detail will be appraised by the supervisor of the functional area where the employee is
detailed.
8. POSTPONEMENT OF ANNUAL PERFORMANCE APPRAISALS: Annual performance
appraisals may be postponed (with documentation of circumstances) when the immediate supervisor
has not had enough time to observe the technician's performance in his/her present assignment
because: (1) the supervisor or the technician is newly assigned (less than 120 days); (2) the
technician has not been performing the regularly assigned work because of extended details or
absences; or (3) the technician has not worked under the performance plan for at least 120 days.
Requests for postponement of appraisal due dates will be sent through the HRO for approval and
update to the suspense system. The supervisor will complete the appraisal as soon as the 120 day
requirement is met. Postponement of due dates does not change the dates of the regular annual
appraisal period.
9. DOCUMENTATION: Supervisors/managers will forward completed appraisals to the
Human Resources Office, through appropriate channels, not later than 30 calendar days after
completion of appraisal period. The Human Resources Office will enter performance standards
and performance appraisal data into the automated tracking system (DCPDS). Human Resources
Office will maintain an Employee Performance File on each technician covered by this plan to
include most current performance standards and current plus two previous performance appraisals.
Official performance records are available for review by the technician and his/her designated
representative. These include, but are not limited to, performance standards, appraisals, certifications
in connection with within grade increases, incentive awards determinations, trial/probationary period
certification, and other related personnel management documents. During the processing phases of
performance appraisals, only individuals directly in the technician's chain of command, those having the
right under 5 U.S.C. Chapter 71 Section 7114(b)(4), and those with an official need to know in the
performance of their assigned duties will be permitted to review performance appraisals. This applies
even after the final action has been accomplished.
10. APPRAISAL PERIODS: Supervisors/managers must give employees one regular annual
appraisal each year based on the following birth month schedule.
BIRTH MONTH
January
February
March
April
May
June
July
August
September
October
November
December

APPRAISAL PERIOD
1 Jan - 31 Dec
1 Feb - 31 Jan
1 Mar - 28 Feb
1 Apr - 31 Mar
1 May - 30 Apr
1 Jun - 31 May
1 Jul - 30 Jun
1 Aug - 31 Jul
1 Sep - 31 Aug
1 Oct - 30 Sep
1 Nov - 31 Oct
1 Dec - 30 Nov

APPRAISAL DUE DATE
31 Jan
28 Feb
31 Mar
30 Apr
31 May
30 Jun
31 Jul
31 Aug
30 Sep
31 Oct
30 Nov
31 Dec

When a performance appraisal cannot be prepared at the time specified above, the appraisal period
will be extended to meet the minimum performance period of 120 days. In addition,
supervisors/managers will provide the employee at least 1 mid-term progress review to be
recorded on the Performance Plan (Annex A).
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11. COMMUNICATION: Supervisors must provide ongoing performance feedback to
technicians, in the form of progress reviews. To the maximum extent possible, progress reviews shall
be informative and developmental in nature and shall focus on how to improve future performance.
12. INCENTIVE AWARDS: Eligibility for incentive awards requires an "MS" rating in all elements
of the Performance Plan and additional justification in accordance with Arizona National Guard Incentive
Awards Plan dated 1 February 1998.
13. DOES NOT MEET STANDARDS (DNMS):
A. If the technician does not meet standards in any element of the Performance Plan, the
supervisor/manager will implement a formal Performance Improvement Plan (PIP) for the technician.
The PIP must specify the deficiencies, outline the methods to bring the technician to the "MS" level
of performance, and establish a reasonable time frame for improvement (normally 30-90 days). The PIP
may be initiated by the supervisor at any time during the appraisal period that the technician's
performance drops to the "DNMS" level. The supervisor must submit the Performance Improvement
Plan to the HRO for review prior to implementation.
B. Managers/supervisors will provide proactive assistance to employee to improve unacceptable
performance. Assistance may be provided at any time during the appraisal period in which performance
is determined to be at the "DNMS" level in one or more critical elements. Technicians who continue to
have a "DNMS" level of performance in any one critical element will be removed from that position by
reassignment, reduction in grade or removal. No action based on unacceptable performance may be
taken until critical job elements and performance standards have been identified in writing, the
technician has been given a copy of those standards, and the technician has been given an
opportunity to improve his/her performance. Personnel action to remove the technician from the
position may only be taken after the "Performance Improvement Plan" (PIP) period has expired.
Performance appraisals with any element at the "DNMS" level of performance must be approved
by a higher level management official than the rating official. Before initiating any action to reduce in
grade or remove a technician based on unacceptable performance, consideration will be given to
reassignment to another position for which the technician is qualified. Reassignment may be
accomplished anytime during the PIP. Reassignment actions will be processed in accordance with
TPR 715, Part 2-5. If a decision is made to reduce in grade or remove the technician from employment
following completion of the formal PIP, a technician is entitled to:
(1) Minimum 30-day advance written notice of the action to be taken (reduction in grade
or removal), which identifies the critical job element(s) and documented instances of unacceptable
performance on which the action is based (see sample letter in Annex B). This advance written
notice must be concurred in by an official who is in a higher level position than the immediate
supervisor. (This requirement does not apply when the action is being taken by the Adjutant
General). Because the technician is given adequate assistance and time to improve performance,
this is not a proposed notice, but is a final notice.
(2) If a technician submits a request to his/her supervisor to change an unacceptable
performance appraisal, the supervisor will carefully review this information and advise the
technician in writing whether the unacceptable performance appraisal is sustained or will be
changed. A technician may appeal an unacceptable rating by a request submitted to the
State Review and Appeals Board in accordance with instructions in Annex C.
14. REVIEW AND APPEAL PROCESS: The Adjutant General is the final appellate
authority. This may not be delegated. The state appeals process is described in Annex C.
If covered, technicians may use the negotiated grievance procedure in lieu of the state appeals
process, but not both.
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15. All previously issued guidance pertaining to the Technician Performance Appraisal System
is hereby rescinded.
The proponent of this regulation is the Human Resources Office.
Users are invited to send comments and suggested improvements
to the Office of the Adjutant General, 5636 E. McDowell Road,
Phoenix, AZ 85008-3495, ATTN: AZAA-HRS-ER.
BY ORDER OF THE GOVERNOR

SIGNED ORIGINAL ON FILE

TECHNICIAN PERFORMANCE PLAN
(SUPERVISORY)
Employee Name:
Title/Grade/Series:
Rating Date From:

SSN:
To

Date:

Organization:

PERFORMANCE STANDARDS ELEMENTS
(MUST IDENTIFY A MINIMUM OF 1 CRITICAL ELEMENT, PLEASE CHECK APPROPRIATE BOX(s) AT LEFT)

Organizational Goals/Objectives
- Establishes objectives and sets priorities to meet the organizational goals
- Actively seeks input and consensus in planning and implementing unit/organizational initiatives
- Effectively allocates resources
Meets Standards
Does Not Meet Standards
Leadership
- Develops effective and cooperative working groups/teams where members share responsibility for team success
- Uses courtesy, tact and respect in dealing with others
- Actively provides appropriate and effective coaching and guidance to team members
Meets Standards
Does Not Meet Standards
Work Performance
- Shows initiative in starting, carrying out and completing tasks
- Work product is thorough, accurate and in compliance with guidelines/directives
- Completes performance appraisals on subordinates on time and IAW AZ Supp 1 to TPR 430
Meets Standards
Does Not Meet Standards
Communication
- Expresses thoughts logically, clearly and accurately in verbal and written communications
- Open and approachable in resolving problems or conflicts
Meets Standards
Does Not Meet Standards
Job Knowledge
- Demonstrates technical competence in areas of responsibility
- Renders appropriate and accurate technical advice
Meets Standards
Does Not Meet Standards
Adaptability
- Demonstrates innovation and seeks to improve technical and business skills
- Flexible in adjusting to changing work environment
Meets Standards
Does Not Meet Standards
EEO
- Communicates State and Federal EEO standards to all workers
- Ensures compliance with EEO goals and standards
- Supports through deeds and words affirmative action goals of the AZNG
Meets Standards
Does Not Meet Standards

Meets Standards

Does Not Meet Standards

AZHR Form 430-1, 1 Feb 98
PART II PROGRESS REVIEW
Date of review and initials of employee and rating official (semi-Annual review required). This does not replace the requirement to record on NGB
904-1. Comments may be entered in part VI.

Date: _______________ Employees Initials: _______________Rating Official ______________

PART IIA PROBATION REVIEW
Recommend Retention

Recommend Non-Retention

Employee Signature: ____________________________________ Date: ________________________
Rating Official Signature: _________________________________ Date: ________________________
Comments are required in part VI to support a recommendation of Non-Retention.

PART III SUMMARY RATING
PLEASE CHECK THE APPROPRIATE BOX
MEETS STANDARDS

DOES NOT MEET STANDARDS

Space is provided to summarize the basis for rating. A “Does Not Meet Standards” rating requires explanation; comments must be
measurable and must justify the rating in any critical element and requires establishment of a Performance Improvement Plan (PIP)
as per TPR 430 dtd 1 Oct 97 as supplemented.

PART IV EMPLOYEE FEEDBACK
Please answer the question by checking the appropriate box. Feel free to comment on any subject. A “No” response requires a written
reason in the comments area.
Are you provided the appropriate resources and training you require to perform your job?
Yes

No

Please comment below

Are new tasks clearly defined?
Yes

No

Please comment below

Are you told when you are doing a good job?
Yes

No

Please comment below

Are the Unit goals/objectives clearly defined?
Yes

No

Please comment below

Additional comments

AZHR Form 430-1, 1 Feb 98
PART V CERTIFICATION
Employee’s signature certifies review and discussion with the Rating Official. It does not necessarily mean that the employee concurs
with the information on this form.
Performance Standard

Appraisal

(Sign when standard is established and annually thereafter)

(Sign when appraisal is completed)

Employee
Date _______________

Employee
Date _______________

Rating Official
Date _______________

Rating Official
Date _______________

Reviewing Official
Date _______________

Reviewing Official
Date _______________

PART VI REMARKS

AZHR Form 430-1, 1 Feb 98

TECHNICIAN PERFORMANCE PLAN
(NON-SUPERVISORY)
Employee Name:.
Title/Grade/Series:
Rating Date From:

SSN:

Date:

Organization:

PERFORMANCE STANDARDS ELEMENTS
(MUST IDENTIFY A MINIMUM OF 1 CRITICAL ELEMENT, PLEASE CHECK APPROPRIATE BOX(s) AT LEFT)

Work Performance
- Shows initiative in starting, carrying out and completing tasks
- Work product is thorough, accurate and in compliance with guidelines/directives
Meets Standards
Does Not Meet Standards
Job Knowledge
- Demonstrates technical competence in areas of responsibility
- Renders appropriate and accurate technical advice
Meets Standards
Does Not Meet Standards
Communication
- Expresses thoughts logically, clearly and accurately in verbal and written communications
- Open and approachable in resolving problems or conflicts
Meets Standards
Does Not Meet Standards
Working Relationships
- Uses courtesy, tact and respect in dealing with others
- Develops efficient, effective and productive partnerships with co-workers
- Supports team initiatives, respects the views of others, and actively support team decisions
Meets Standards
Does Not Meet Standards
Adaptability
- Demonstrates innovation and seeks to improve technical and business skills
- Flexible in adjusting to changing work environment
Meets Standards
Does Not Meet Standards

Meets Standards

Does Not Meet Standards

Meets Standards

Does Not Meet Standards

AZHR Form 430-2, 1 Feb 98
PART II PROGRESS REVIEW
Date of review and initials of employee and rating official (semi-Annual review required). This does not replace the requirement to record on NGB
904-1. Comments may be entered in part VI.

Date: _______________ Employees Initials: _______________Rating Official ______________

PART IIA PROBATION REVIEW
Recommend Retention

Recommend Non-Retention

Employee Signature: ____________________________________ Date: ________________________
Rating Official Signature: _________________________________ Date: ________________________
Comments are required in part VI to support a recommendation of Non-Retention.

PART III SUMMARY RATING
PLEASE CHECK THE APPROPRIATE BOX
MEETS STANDARDS

DOES NOT MEET STANDARDS

Space is provided to summarize the basis for rating. A “Does Not Meet Standards” rating requires explanation; comments must be
measurable and must justify the rating in any critical element and requires establishment of a Performance Improvement Plan (PIP)
as per TPR 430 dtd 1 Oct 97 as supplemented.

PART IV EMPLOYEE FEEDBACK
Please answer the question by checking the appropriate box. Feel free to comment on any subject. A “No” response requires a written
reason in the comments area.
Are you provided the appropriate resources and training you require to perform your job?
Yes

No

Please comment below

Are new tasks clearly defined?
Yes

No

Please comment below

Are you told when you are doing a good job?
Yes

No

Please comment below

Are the Unit goals/objectives clearly defined?
Yes

No

Please comment below

Additional comments

AZHR Form 430-2, 1 Feb 98
PART V CERTIFICATION
Employee’s signature certifies review and discussion with the Rating Official. It does not necessarily mean that the employee concurs
with the information on this form.
Performance Standard

Appraisal

(Sign when standard is established and annually thereafter)

(Sign when appraisal is completed)

Employee
Date _______________

Employee
Date _______________

Rating Official
Date _______________

Rating Official
Date _______________

Reviewing Official
Date _______________

Reviewing Official
Date _______________

PART VI REMARKS

AZHR Form 430-2, 1 Feb 98
DEMA Directive 25.3
1 February 1998
ANNEX B
SAMPLE
(LETTERHEAD)

NOTICE OF WRITTEN DECISION BASED ON UNACCEPTABLE PERFORMANCE
(OFFICE SYMBOL)
MEMORANDUM FOR
SUBJECT: Decision to Remove/Reduce in Grade (Unacceptable Performance)
(State the specific action being taken, i.e., removal, or change to lower grade. Furnish a copy to
the exclusive representative for technicians in the bargaining unit. Include series and grade of
position the incumbent occupies and show full unit name and mailing address to which the technician
is assigned.)
1. This memorandum will serve as your formal notice of (removal/reduction in grade) not earlier
than thirty (30) calendar days from the date of your receipt of this notice. The reasons for this
removal are: (Give the reason for the removal action. Use all available information in
sufficient detail so that the technician will understand why the action is being taken.)
a. On 1 January 19xx, you and I established written performance standards and identified
critical job elements for your position. At that time you signed the Technician Performance
Plan indicating that you and I had discussed these standards and critical elements.
b. On 2 March 19xx, I informed you orally and in writing that your performance regarding
critical element pertaining to _________ was unacceptable because you had failed to
(list specific instances of unacceptable performance on which this action is based). On
16 March 19xx, I provided you with specific written instructions on how to improve your
performance on this critical job element.
c. Despite counseling and on-the-job training, your performance of this critical element
continues to be unacceptable. Therefore, I have initiated this process to terminate your
employment.
(Advise the technician of the right to review material relied on and where that material is
located, if not attached.)
2. A copy of the Performance Appraisal materials relied upon to support this proposal is
attached.
(Advise the technician of his/her right to reply orally or in writing, who to make reply to,
time limits involved, and how to request an extension of time.
3. You have a right to reply to this notification, either orally or in writing, to the deciding official
(or board), COL _____ ______, (include address and telephone number) who will decide whether or
not the proposed action should be sustained. You may submit affidavits in support of your response.
Your response will be considered an appeal unless you specify otherwise. To be considered, your
response must arrive within thirty (30) calendar days of receipt of this notice. Consideration will be
given to extend this period if you submit a request stating your reasons for requiring more time.

4. As soon as possible after your response is received, or after expiration of the (30 day) limit
if you do not respond, you will be given an original decision by the person or board designated
to receive your reply.
5. You may contact Elizabeth Fiore in the Human Resources Office for procedural guidance
at DSN 853-2484 or Commercial 602-267-2484.
6. If your performance is affected by alcoholism, drugs, or other personal problems, you are
encouraged to take advantage of our Technician Assistance Program. I urge you to contact
the Technician Assistance Program Coordinator directly at DSN 853-2319 or Commercial
602-267-2319 for an immediate appointment.

Encls

Supervisor's Signature Block

Receipt acknowledged:________________________
____________________
(Signature)
(Date)
I (Technician's name): ______________________ the thirty (30) day response.
Waive/Do not waive

(Receipted copy will be furnished to the Human Resources Office)
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ANNEX C
STATE APPEALS SYSTEM
1. STATE REVIEW AND APPEALS BOARD. The State Review and Appeals Board will consist of
three (3) members to provide an impartial review on performance appraisal appeals. Members
serving on this board cannot be in the chain of command of the technician filing the appeal and
should not be in a lower graded position than the technician appealing. The technician is entitled to
representation during the board process and may challenge, for cause, the HRO's appointment of any
member. The board will not review appeals that have been grieved through the negotiated grievance
procedure.
2. FILING AN APPEAL. A technician desiring to file an appeal of a "DNMS" element and/or
summary rating, may file an appeal to the HRO (who will convene the board) no later than
30 calendar days after technician's receipt of the appraisal. An appeal based on a Performance
Improvement Plan must be filed within the 30-day advance written notice period outlined in Annex B
and paragraph 13B(1). In reviewing performance appraisal appeals, the board by majority vote
will recommend to the Adjutant General to either change the appraisal or sustain the appraisal
without change. The board will be concerned with the performance appraisal appeal and not
with a personnel action taken as a result of a "DNMS" appraisal. Supervisors have the right
to present their case. The Adjutant General will make the final decision. All members of the
board must be present at all times during the hearings, and must participate in deciding on a
recommendation. A technician has no appeal rights beyond the Adjutant General.
3. APPEAL PROCESSING. An appeal to the board is submitted through the Human Resources
Officer (HRO). Such appeal must contain the following:
A.
B.
C.
D.
E.

Name of technician
Organization
The appraisal being appealed
Why the appraisal should be changed
Performance level requested

When the necessary information is not available, the technician should submit what is available,
and state why the other information is not available. The HRO will assemble the board.
4. BOARD PROCEDURES. During the proceedings, the board may admit oral and/or written
evidence from the technician, the technician's representative and the immediate supervisor.
Within 15 calendar days, the board will review the evidence and submit their recommendations directly
to the Adjutant General with an information copy to the HRO. The technician, the technician's
representative (if desired by the technician), and the immediate supervisor may submit any additional
information they deem pertinent. Such information may be presented orally, by presentation of witnesses,
or in writing. In the submission of evidence, both oral and written information may be submitted to reach
a decision, as long as the technician, the technician's representative, and the immediate supervisor
are given the opportunity to hear and reply to the information submitted by the other parties, and are given
the opportunity to question any witnesses. If any of these individuals are absent during the oral
presentation, the absentee(s) must be furnished in writing any evidence admitted during their absence.
The board may not use any written information to render a recommendation until the technician, the
technician's representative (if any), and the immediate supervisor have had an opportunity to examine and
reply to it. Board members must serve as impartial fact finders and review each case objectively.
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ENVIRONMENTAL DIFFERENTIAL & HAZARD PAY (EDP/HP) PLAN
SECTION 1 - GENERAL
1. PURPOSE:
a. To establish procedures for the review of work situations that warrant
environmental differential pay (EDP) and hazard pay (HP) determinations. To
document determinations on situations under which environmental differential
pay or hazard pay may or may not be paid.
b. Management philosophy within the National Guard has always been to
eliminate or alleviate the hazard so that the work place (working environment)
meets or exceeds prevailing safety standards. The object is to assure that all
hazards, physical hardship and working conditions of an unusually severe
nature are eliminated or reduced to the lowest level possible.
2. REFERENCES:
a. 5 U.S.C. 5343 (c) (4) - Hazard Duty: Proper differentials for duty involving
severe working conditions / hazards.
b. 5 U.S.C. 5545 (d) – Hazardous duty differential.
c. 5 U.S.C. 5548 (b) – Authorization for Hazard Duty Regulations.
d. 5 C.F.R 532.511, Appendix A, subpart E – Environmental Differential Pay
e. 5 C.F.R 550.901, Appendix A, subpart 1 – Pay for involving physical hardship
or hazard.
f.

5 C.F.R 532, Part 532, Sections 532.501 and 532.511, Part 1 Payment for
actual exposure and Part II payment on basis of hour in pay status for
subpart E and appendix A – Environmental differentials paid for exposure to
various degrees of hazards, physical hardships, and working conditions of an
unusually severe nature.

g. ACT Chapter #71 Union Contract (if applicable)
h. ACT Chapter #61 Union Contract (if applicable)
3. OBJECTIVES: To provide the basis for orderly and efficient management of the
payment of EDP/HDP. An EDP/HDP Committee will be established to aid in this
management. This committee will assist in the Human Resources Office (HRO)
by reviewing, on an as needed basis, request(s) for the following:
a. Identify unusually severe working conditions, physical hardships and
hazardous situations.

b. Eliminate or reduce to the lowest level possible severe working conditions,
physical hardships and hazards.
c. Assure that situations are promptly reviewed and determinations made on
EDP and HP entitlements.
4.

RESPONSIBILITIES. By law, federal agencies are required to follow OSHA
safety and health standards in order to protect employees from a significant risk
of material health or functional impairment that may be experienced because of
hazard in the workplace. EDP/Hazard pay shall be discontinued when “safety
precautions have reduced the element of hazard to a less than significant level of
risk, consistent with generally accepted standards that may be applicable, such
as those published by OSHA.”
a. The Adjutant General:
(1) Appoint an EDP/HP Committee consisting of management and bargaining
unit members.
(2) Assure compliance with governing directives.
b. Installation/Base/Wing/Unit Commanders
(1) Understand the goals of the EDP/HP State program and actively
participate in accomplishing these goals.
(2) Conduct an annual review of EDP/HP approved work situations.
(3) Create a work environment to ensure compliance with EDP/HP plan.
(4) Review all EDP/HDP work situation requests prior to EDP/HP committee
review.
c. Human Resource Office (HRO):
(1) Provide advisory and administrative support to the committee.
(2) Publicize the EDP/HP program.
(3) Render staff assistance concerning this plan to managers, supervisors
and technicians.
(4) Act on recommendations of the committee.
(5) Insure that the appropriate technician payroll office is promptly informed of
approved work situations and their corresponding authorized EDP/HP rates.
(6) Approve or disapprove work situations for EDP based upon evaluation
against defined categories in Appendix A of 5CFR, Part 532, Sections 532.501,
532.511 and subpart E, and recommendations of EDP/HDP committee.

(7) Approve or disapprove work situations for HDP based upon
evaluation against defined categories in Appendix A of 5 CFR, Part
550, Section 550.901 through 907 and recommendations of
EDP/HDP committee.

c. Supervisors:
(1) Periodically inform employees of the EDP/HP Plan.
(2) Conduct an annual review of EDP/HP approved work situations.
(3) Continually review the work environment for work situations that
present a hazard or unusually severe working conditions. Document such
and submit on AZSP Form 532-1(appendix A, attachment 1) for Unit coordination
to the ANG Public Health Technician, Occupational Safety Specialist, Bio-.
Environmental Engineering Technician, Environmental Coordinator, and for Army
the State Safety Manager and Environmental Protections Specialist, to the
EDP/HP Committee through AZAA-HRO-C. Requests must provide specific
Information.
(4) Assure that pay entitlements to EDP or HP are recorded on Time and
Attendance cards when authorized and performed.
d. Technician: Advise immediate supervisor when hazards or unusual severe
working conditions exist.
5. DEFINITIONS:
a. Environmental Differential Pay: Additional pay that has been authorized for
wage system technicians as specified in Appendix A, 5 CFR, Part 532, for a duty
involving unusually severe hazards or unusually severe working conditions.
b. Differential rate: This is the hourly rate payable and is computed by
multiplying the percentage for the described exposure times the second
step/hourly rate for grade WG-10 on the current non-supervisory wage schedule
for the area regardless of the grade of the individual. The rate will be rounded to
the nearest cent.
c. Hot work category: This is work in a confined space which creates cramped
working conditions such as: Jet engine intake and exhaust, fuel cells or fuel cell
compartments, crawlways inside of wings, tail booms or empennage sections
where movement is severely restricted. If an employee is in an area where
he/she can readily step outside or otherwise remove himself/herself from the high
temperature at the first signs of distress, he/she is not confined in the sense
intended by the EDP and is not entitled to the differential.
d. Close proximity: The employee is subject to the same degree of personal
injury as the person who is actually conducting the hazardous operation.

e. Practically Eliminated – The term “practically eliminated” does not require a
complete or absolute elimination of potential injury. This term does not mean
“virtually”, this would require that a higher standard is to be applied than is
required in the regulation. The term is more correctly defined as “almost” and is
more consistent with the intent of the language of the regulation. The regulation
only requires that potential injury be “practically eliminated” and as such, total
elimination of the hazard not required, nor expected (Arbitration decision, FMCS
Case NO. 95-07381).
6. ORGANIZATION AND FUNCTIONS OF THE EDP/HP COMMITTEE:
a. A single committee will be appointed to make EDP/HP recommendations for the
Army and Air National Guard. The committee will be headed by HRO-C who will
select an alternate chairperson to act in their absence. The committee shall
consist of twelve (12) voting members. Six (6) voting members, one of which
must be a Union representative, when situations involve 161 ARW or Army
National Guard, shall constitute a quorum.
b. The organization of the committee will be as follows:
(1) Phoenix and Tucson ANG:
Public Health Technician
Occupational Safety Specialist “or” Safety Officer (not both)
Bio-Environmental Engineering Technician
Environmental Coordinator
(2) Army NG:
State Safety Manager
Environmental Protection Specialist
(3) ACT Union:
One representative each (Army and Air)
(4) Human Resource Office (HRO): (Non-Voting Positions)
Position Classification Specialist
Labor Relations Specialist
c. EDP/HP Committee Functions:
(1) Evaluate situations submitted for review against appropriate criteria.
(2) Explore possibilities for elimination or reduction of the hazardous or severe
working conditions that exist.
(3) Make recommendations on eligibility for EDP or HP to the HRO
(4) Notify parties submitting situations of determinations rendered.
(5) Annually review all current approved situations to determine whether the
hazard or physical hardship has been practically eliminated to the degree which
would preclude continuance of payment of the differential.

7. SUBMISSION OF SITUATIONS TO EDP/HP COMMITTEE: AZSP FORM 532-1
(EDP/HP Situation Form) appendix A attachment 1, will be used to submit to the
committee through ANG Public Health Technician, Occupational Safety Specialist, BioEnvironmental Engineering Technician, Environmental Coordinator and for the Army, the
State Safety Manager and Environmental Protection Specialist to AZAA-HRO-C any
situation that poses a potential or real hazard, physical hardship or working condition of
an unusually severe nature. The form will be completed as follows:
a. Type of Exposure: Indicate the kind of exposure involved; for example, cold
weather, dirty work, cramped quarters, explosives, etc. Reference Appendix A, 5
CFR, Part 532 and Appendix A, 5 CFR, Part 550, subpart 1.
b. Duration of Exposure: Give the estimated period of time during which the
exposure will continue to exist.
c. Work Situation: Describe the situation or condition that exists as precisely and
clearly as possible. See examples of EDP work situations in this book. All EDP/HP
requests that are vague will be returned to requester.
d. Impact: Give the approximate number of employees affected by the proposed
situation by classification and grade levels.
e. Whom to contact for additional information: This should be a technician in
authority over the area where the situation exists or who is well qualified to advise the
committee concerning the situation.
f. Submit AZSP FORM 532-1 thru: (AIR UNITS) Public Health Technician,
Occupational Safety Specialist, Bio-Environmental Engineering Technician, and
the Environmental Coordinator; (ARMY UNIT) Environmental Protection Specialist
and the State Safety Manager, to the HRO, Attn: AZAA-HRO-C. In addition, attach
any accident records and safety directives, if applicable. Include the hazard
classification if situation involves explosives or incendiary devices. Indicate whether
protective clothing/equipment is required.
8. PROCESSING EDP/HP DETERMINATION:
a. The Recorder will enter the recommended situations in the EDP/HP
Situation Log. The Recorder will furnish committee members a copy of each situation
form submitted for consideration prior to a scheduled meeting. A case file will be
established for each situation. Approved situations will become an attachment to the
plan. Disapproved situations will be filed in the HRO functional files system.
b. Committee members will review the situation form(s) and related criteria prior to
the scheduled meeting. HRO Classification Specialist will notify supervisor prior to
the meeting of any inadequate requests and/or additional information required.
c. All EDP/HR requests submitted by the supervisor and/or requester will be
required to present a briefing to the Committee members during a formal EDP/HP
Committee meeting. This forum will allow Committee members to ask specific
questions regarding the request.

d. All EDP/HDP requests may be subject to an on-site visits by the Committee if
follow up is required.
e. The committee will meet at the call of the Chairperson or alternate Chairperson
and make a recommendation by majority vote after thorough examination of the
situation, criteria and other related facts. In most cases, the recommendation will not
be made until after an on-site visit. Final approval will be made by the HRO and/or
ADJUTANT GENERAL.
f. Negative determinations will be documented and filed as indicated above. Parties
who submitted the situation form will be notified formally of the denial.
g. Approved situations will be documented on AZSP FORM 532-2 (EDP/HP
determination Form) and become an attachment to this plan. Certifying officials and
payroll sections will be furnished copies of approved situations.
9. CONTROL NUMBERING FOR APPROVED WORK SITUATIONS: The Human
Resource Office (HRO) will assign a state number to all approved work situations
using the following method. The first digit will indicate the location, i.e., “A” for Army
National Guard, “P” for Air National Guard in Phoenix and “T” for Air National Guard
in Tucson. The next two numbers will indicate the calendar year of approval. The
fourth digit would indicate the consecutive control number assigned.
10. OFFICIAL FILE COPY OF ENVIRONMENTAL DIFFERENTIAL PAY/HAZARD PAY
(EDP/HP) PLAN: The Recorder will maintain the official, current status
plan to include all approved and disapproved situations.
11. APPROVED ENVIRONMENTAL DIFFERENTIAL PAY SITUATIONS: See Section
2. To administratively process EDP/HP pay, see Section 3. All previously issued
instructions or plans in conflict with the above are hereby rescinded.
12. TERMINATION OF EDP/HP DIFFERENTIAL PAY: Safety precautions have
reduced the element of hazard to a less than significant level or risk, consistent with
generally accepted standards that may be applicable, such as those published by
OSHA, Department of Labor. Protective or mechanical devices have adequately
alleviated physical discomfort or distress.
a. OPM specified two conditions that must exist before payment of EDP/HP
differential may be approved by an agency:
(1) The actual circumstances of the specific hazard or physical hardship have
changed from that taken into account and described in the position
description.
(2) Using the knowledge, skills and abilities that are described in the position
description, the employee cannot control the hazard or physical hardship;
thus the risk is not reduced to a significant level.
_____________________________________________________________________
The proponent agency of this regulation is

the Human Resource Office (HRO). Users
are invited to send comments and suggested
improvements to the Office of the Adjutant
General, Attn: AZAA-SP, 5636 E. McDowell
Road, Phoenix, AZ 85008-3495

_____________________________________________________________________
BY THE ORDER OF THE GOVERNOR:

DAVID P. RATACZAK, Major General, AZ ARNG
The Adjutant General
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SECTION 2
LIST OF APPROVED ENVIRONMENTAL DIFFERENTIAL PAY SITUATIONS
Number Work Situations

Category

Percent

AIR NATIONAL GUARD - 162 FW – TUCSON:
T711 Explosives and Incendiary Material (Munitions)

3

4%

T712 Explosives Low Degree Hazard; (Egress).

3

4%

T744 Explosives and Incendiary Material (Munitions)

3

4%

T871

Hot Work; Fuels Systems Handling (F-16, EPU)
Maintenance (Hydrazine Emergency Response)

6

4%

T872

Work in Fuel Storage Tanks; (F-16 Fuel Cell)

9

8%

T901 Explosives Low Degree Hazard; (Life Support)

3

4%

T921

Explosives Low Degree Hazard; (Survival Equip)

3

4%

T922

Poisons (Toxic Chemicals) High Degree Hazard;
Hydrazine Facility

4

8%

T923

Explosives & Incendiary Material (EOR) & Poisons
Poisons (Toxic Chemicals) (EOR) Low Degree Hazard

3&5

4%

AIR NATIONAL GUARD - 161 ARW - PHOENIX:
P765

Work in Fuel Storage Tank; (KC-135E)
(Fuel Cell)

9

8%

ARMY NATIONAL GUARD - AASF #2 / WAATS - MARANA:
A901 Ground Work Beneath Hovering Helicopter

2

15%

A902 Fire Fighting Low Degree

10

8%

A903 Flying (Helicopter Maintenance)

1

100%

ARMY NATIONAL GUARD - AASF #1 - PHOENIX:
A904 Ground Work Beneath Hovering Helicopter

2

15%

A905 Fire Fighting Low Degree

10

8%

A906 Flying (Helicopter Maintenance)

1

100%

A941 Poisons (Radiation) (CSMS, Calibration)

5

4%

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
T711
162 FW Explosive and Incendiary Material – Low Degree Hazard (Munitions)

WORK SITUATION:

Aircraft Munitions Storage Element
162nd Fighter Wing (ANG)
P.O.BOX 11037, Tucson, AZ 85734-1037

Individuals working with or in close proximity to explosives and incendiary
material which are required to load and unload munitions items on/off trailers and
delivery to/from the flight line. Assemble and inspect single cartridge into practice
bombs, inspect 2.75-inch Rockets, inspect/assemble chaff, flares and process
20mm ammunitions. Also inspect and assemble live explosives such as bombs,
booster and fuses to include performing continuity checks on missiles.
CATEGORY: Part II; Category 3, Explosives and Incendiary Material-Low Degree
Hazard; 4%.
OFFICIAL AUTHORIZED TO ASSIGN EMPLOYEES AND APPROVE PAYROLL
DOCUMENTATION: Maintenance Squadron Commander, Munitions Officer,

Equipment Maintenance Flight Supervisor and Munitions Supervisors.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: Two (2) WS-10

Supervisors, Two (2)WS-09, One (1) WG-11, and twenty-five (25) WG-10.
AVERAGE LENGTH OF EXPOSURE: 6 to 7 hours per day.

Updated 31 JUL 2001

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
T712
162 FW – Explosives -Low Degree Hazard (Egress)

WORK SITUATION:

Aircraft Maintenance Branch (Egress)
162nd Fighter Wing (ANG)
P.O. Box 11037, Tucson, AZ 85734-1037

Works in close proximity to explosives, removes all explosive devices such as initiators,
thrusters, canopy remover and catapults. Hazards include possible powder burns and
fired projectiles.
CATEGORY: Part II, Category 3, Explosives, Low Degree Hazard 4%.
OFFICIALS AUTHORIZED TO APPROVE PAYROLL DOCUMENTATION:
Superintendent, Aerospace Systems Supervisor, Field Maintenance Supervisor and
Maintenance Officer.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) Egress Systems
Supervisor, WS-09, Fourteen (14) Egress Mechanics, WG-10, and Two (2) WL-10.
AVERAGE LENGTH OF EXPOSURE: 2 hours per day.

Updated: 31 Jul 2001

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
T744
162 FW – Explosives and Incendiary Material - Low Degree Hazard

WORK SITUATION:

Aircraft Sortie Generation Flights
162nd Fighter Wing (ANG)
P.O. Box 11037, Tucson, AZ 85734-1037

Weapons maintenance technicians are required to work in close proximity of explosives
and incendiary material. Duties involve loading and unloading of aircraft with 20mm
ammunition, bombs, dispensers, missiles, chaff, flares and ejector cartridges; arm and
de-arm aircraft, maintenance of jammed ammunition systems.
CATEGORY: Part II; Category 3, Explosives and Incendiary Materiel - Low
Degree Hazard; 4%.
OFFICIALS AUTHORIZED TO ASSIGN EMPLOYEES AND APPROVE PAYROLL
DOCUMENTATION: Logistic Commander, Logistics Squadron Commander, Sortie
Generation Flight Commander, Sortie Generation Flight Production Supervisor,
Weapons Element Supervisor.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: Four (4) WS-10 Supervisors,
Four (4) WS-09 Supervisors, Seventy-Four (74) WG-10 Employees.
AVERAGE LENGTH OF EXPOSURE: 5 to 6 hours per day.

Updated 31 Jul 2001

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
T871
162 FW Hot Work; Fuels Systems Handling (F-16 EPU) Maintenance

WORK SITUATION:

Aircraft Maintenance Section, Aerospace Section
162nd Fighter Wing Logistics (ANG)
P.O. Box 11037, Tucson, AZ 85734-1037

Technicians assigned to Fuel Shop are required to work on the F-16 emergency power
unit (EPU), during periods when outside air temperatures (OAT) exceed 100 degrees
Fahrenheit. Fuel personnel are required to service, handle, purge, test, clean-up,
decontaminate and neutralize any spills which occur. During this process protective
clothing results in an unusual degree of discomfort and potential for heat stress, where
such exposure is not practically eliminated by the mechanical equipment or protective
devices being used. Many of these maintenance operations preclude technicians from
leaving aircraft to relieve potential heat stress.
CATEGORY: PART I, CATEGORY 6, HOT WORK, 4%; F-16 (EPU)
OFFICIALS AUTHORIZED TO APPROVE PAYROLL DOCUMENTATION:
Superintendent, Intermediate Maintenance. Supervisor Aerospace system.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) Fuel Shop
Supervisor, WS-09, One (1) Fuel Shop Assistant Shop Supervisor, WS-08, One (1) WL10, Eighteen (18) Fuel Technicians, WG-10.
AVERAGE LENGTH OF EXPOSURE: Daily During Hot Weather.

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. T871
CATEGORY OF EXPOSURE: PART I, CATEGORY 6, HOT WORK, F-16 (EPU)
DIFFERENTIAL RATE: 4% ____ Hours in Pay Status
WORK SITUATION:

XX Actual Exposure

Aircraft Maintenance Section, Aerospace Section
162nd Fighter Wing (ANG)
P.O. Box 11037, Tucson, AZ 85734-1037

Technicians assigned to Fuel Systems are required to work on the F-16 emergency
power unit (EPU), during periods when outside air temperatures (OAT) exceed 100
degrees Fahrenheit. Fuel personnel are required to service, handle, purge, test, clean
up, decontaminate and neutralize any spills which occur. During this process protective
clothing results in an unusual degree of discomfort and potential for heat stress, where
such exposure is not practically eliminated by the mechanical equipment or protective
devices being used. Many of these maintenance operations preclude technicians from
leaving aircraft to relieve potential heat stress.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED BY TYPE: One (1) Fuel Shop
Supervisor, WS-09, One (1) Leader, WL-10, Eighteen (18) Fuel Technicians, WG-10.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Superintendent, Intermediate Maintenance. Supervisor Aerospace Systems..
Date on-site review made: Nov 18, 1987
Accident records attached? No Safety report on work situation attached? No
Protective clothing/equipment required? Yes (If yes, list) See Atch 1
Hazard classification (If involving explosive or incendiary device):
Appropriate technical instructions:
TACR 66-5
AFOSH Std 127-66
T.O. 00-25-235
T.O. 1F-16A/B-2-49JG-00-1
T.O. 1F-16A/B-2-49GS-00-1
T.O. 1F-16A/B-2-49JG-00-2
T.O. 1F-16A/B-2-49JG-00-3

AFR 127-100
AFOSH Std 48-8
AFOSH Std 48-8
6J14-11-2
162FW OPLAN 355-1

EDP/HP DETERMINATION:

DATE OF DETERMINATION: Nov 19 1987

XX Recommend Approval

____Recommend Disapproval

AFR 161-30, VOL II
AFOSH Std 48-8
AFOSH Std 48-8
162FW 355-2

JUSTIFICATION
Technicians assigned to Fuel Shop are required to work on the F-16 emergency power
unit (EPU), during periods when outside air temperatures (OAT) exceed 100 degrees
Fahrenheit. Fuel personnel are required to service, handle, purge, test, clean up,
decontaminate and neutralize any spills that occur. During this process protective
clothing results in an unusual degree of discomfort and potential for heat stress, where
such exposure is not practically eliminated by the mechanical equipment or protective
devices being used. Many of these maintenance operations preclude technicians from
leaving aircraft to relieve potential heat stress.

Updated 31 Jul 2001

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
T872
162 FW – Work in Fuel Storage Tanks (F-16 Fuel Cell)

WORK SITUATION:

Aircraft Maintenance Section, Aerospace Section
162nd Fighter Wing Logistics (ANG)
P.O. Box 11037, Tucson, AZ 85734-1037

The fuselage fuel cells of the F-16 aircraft are of bladder and integral type construction.
Components such as pumps, valves, and connecting lines are assembled and
disassembled from the interior of the cell. A defueling, depuddling, and purging process
is required to remove fuel and vapors from the cell. Physical entry into the cell is
required to repair the cell and repair or replace components. Technicians performing
such duties must work in cramped and strained body position. The atmosphere within
the tank is toxic requiring use of protective equipment to reduce damage to skin and
inhalation of vapors.
When technicians work under conditions requiring a breathing apparatus because all or
part of the oxygen in the atmosphere has been displaced (i.e., closed system) by toxic
vapors and failure of the breathing apparatus would result in serious injury or death
within the time required to leave the full cell, EDP is appropriate. When there is ready
access to oxygen and no danger of serious injury or death, EDP is not authorized.
Provisions of AFR 127-101 and applicable Technical Orders and Directives will be
followed while performing Fuel Cell/Storage Tank Maintenance.
CATEGORY: PART II, CATEGORY 9, WORK IN FUEL STORAGE TANKS (F-16); 8%.
OFFICIALS AUTHORIZED TO APPROVE PAYROLL DOCUMENTATION: LG,
Maintenance Officer, Branch Chief and Section Chief.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) Fuel Shop
Supervisor, WS-09, One (1) Fuel Shop Assistant Shop Chief, WS-08, One (1) Leader,
WL-10, Eighteen (18) Fuel Technicians, WG-10
AVERAGE LENGTH OF EXPOSURE: 2 Days per month.
Note: Change from 4% to 8% EDP due to length of exposure slightly increased and
safety protection equipment requires a respirator. This was approved by HRO 6 Jan
1995.

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. T872
CATEGORY OF EXPOSURE: PART II, CATEGORY 9, WORK IN FUEL STORAGE
TANKS (F-16)
DIFFERENTIAL RATE: 8% XX Hours in Pay Status
WORK SITUATION:

_____ Actual Exposure

Aircraft Maintenance Section, Aerospace Section
162nd Fighter Wing (ANG)
P.O. Box 11037, Tucson, AZ 85734-1037

The fuselage fuel cells of the F-16 aircraft are of bladder and integral type construction.
Components such as pumps, valves, and connecting lines are assembled and
disassembled from the interior of the cell. A defueling, depuddling, and purging process
is required to remove fuel and vapors from the cell. Physical entry into the cell is
required to repair the cell and repair or replace components. Technicians performing
such duties must work in cramped and strained body position. The atmosphere within
the tank is hazardous requiring use of protective equipment to reduce damage to skin
and inhalation of vapors.
When technicians work in conditions requiring a breathing apparatus because all or part
of the oxygen in the atmosphere has been displaced (i.e., closed system) by hazardous
vapors and failure of the breathing apparatus would result in serious injury or death
within the time required to leave the full cell, EDP is appropriate. When there is ready
access to oxygen and no danger of serious injury or death, EDP is not authorized.
Provisions of AFR 127-101 and applicable Technical Orders and Directives will be
followed while performing Fuel Cell/Storage Tank Maintenance.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) Fuel Shop
Supervisor, WS-09, One (1) Fuel Shop Assistant Shop Supervisor, WS-08, One (1)
Leader, WL-10, Eighteen (18) Fuel Technicians, WG-10
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
LG, Maintenance Officer, Branch Chief and Section Chief.
Date on-site review made: Nov 18, 1987
Accident records attached? No Safety report on work situation attached? No
Protective clothing/equipment required? Yes (If yes, list): Respirator is used.
hazard classification (If involving explosive or incendiary device): N/A
Appropriate technical instructions: T.O. 00-25-235, AFR 127-101
EDP/HP DETERMINATION:
XX Recommend Approval
Updated 31 Jul 2001

DATE OF DETERMINATION: Nov 19 1987
____ Recommend Disapproval

JUSTIFICATION
1. The fuselage fuel cells of the F-16 aircraft are of bladder and integral type
construction. Components such as pumps, valves, and connecting lines are assembled
and disassembled from the interior of the cell. A defueling, depuddling, and purging
process is required to remove fuel and vapors from the cell. Physical entry into the cell
is required to repair the cell and repair or replace components. Technicians performing
such duties must work is a cramped and strained body position. The atmosphere within
the tank is toxic requiring use of protective equipment to reduce damage to skin and
inhalation of vapors.
2. When technicians work under conditions requiring a breathing apparatus because all
or part of the oxygen in the atmosphere has been displaced (i.e., closed system) by toxic
vapors and failure of the breathing apparatus would result in serious injury or death
within the time required to leave the full cell, EDP is appropriate. When there is ready
access to oxygen and no danger of serious injury or death, EDP is not authorized.
Provisions of AFR 127-101 and applicable Technical Orders and Directives will be
followed while performing Fuel Cell/Storage Tank Maintenance.

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
T901
162 FW – Explosives, Low Degree Hazard (Life Support)

WORK SITUATION:

Life Support Branch
162nd Fighter Wing
P. O. Box 11037, Tucson, AZ 85734-1037

Working with or in close proximity to explosives and incendiary material which involves
potential injury such as laceration of hands, face, or arms of employees engaged in the
operation and possible adjacent employees, minor irritation of the skin, minor burns, and
the like; minimal damage to immediate or adjacent work area or equipment being used
and wherein protective device and/or safety measures have not practically eliminated
the potential for such injury.
CATEGORY: Part II, Category 3, Explosives, Low Degree Hazard 4%.
OFFICIALS AUTHORIZED TO APPROVED PAYROLL DOCUMENTATION: Life
Support Supervisor.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) Life Support
Supervisor, WS-09, Nine (09) Life Support Technicians, WG-09.
AVERAGE LENGTH OF EXPOSURE: 2 to 4 Hours per day.

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. T901
CATEGORY OF EXPOSURE: PART II, CATEGORY 3, EXPLOSIVES AND
INCENDIARY MATERIAL - LOW DEGREE HAZARD (F-16)
DIFFERENTIAL RATE: 4%

Hours in Pay Status XX

WORK SITUATION:

Life Support Branch
162nd Fighter Wing (ANG) (TAC)
P. O. Box 11037, Tucson, AZ 85734-1037

Actual Exposure ____

The 162nd Life Support Technicians are required by their job description, to be qualified
on the F-16 aircraft ejection seat parachute and survival kit assembly. Duties include
seat kit removal, disassembly, inspection, repack and reinstallation. Two technicians
(two-person concept) are required to perform the cockpit inspection, removal, and
reinstallation of the survival kit and parachute which are an integral part of the aircraft
egress system. The above functions require working in close proximity to explosive
devices. Survival kits for the F-16 contain explosive cutters which are devices designed
to sever reefing line cutters/release lines. Pyrotechnics in the form of Flare Gun Kits
A/P 25S-5A, which is a 1.3 Class explosive. The flares are required to be removed
during routine survival kit inspection/maintenance, physically inspected IAW T.O. 11A1026-7 and 14S1-3-51, and then reinstalled in the survival kit assembly prior to it being
installed in the aircraft
Working with or in close proximity to explosives and incendiary material which involves
potential injury such as laceration of hands, face, or arms of employees engaged in the
operation and possible adjacent employees, minor irritation of the skin, minor burns, and
the like, minimal damage to immediate or adjacent work area or equipment being used
and wherein protective devices and/or safety measures have not practically eliminated
the potential for such injury.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) Life Support
Supervisor, WS-09, Nine (9) Life Support Technicians, WG-09.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Director of Operations, Life Support Supervisor.
Date on-site review made: 21 Feb 90
Accident records attached? No Safety report on work situation attached? No
Protective clothing/equipment required? No (If yes, list) None
Hazard classification (If involving explosive or incendiary device): Low Degree.
Appropriate technical instructions: T.O. 13A5-56-11, and 1F-16A-2-95JG-50-1.
EDP/HP DETERMINATION:

DATE OF DETERMINATION: 22 Apr 90

XX Recommend Approval

_____ Recommend Disapproval

JUSTIFICATION
Criteria is working with or in close proximity to explosives and incendiary material which
involves potential injury such as laceration of hands, face, or arms of the employee
engaged in the operation and possible adjacent employee, minor irritation of the skin,
minor burns and the like, minimal damage to immediate or adjacent work area or
equipment being used and wherein protective devices and/or safety measures have not
practically eliminated the potential for such injury.
All operations involving handling of explosive and incendiary ordnance material other
than small arms ammunition.
Assembly, disassembly, and inspections of primers, fuses, propellant charges,
boosters, igniters.
Handling and packing of hand-held signals, smoke signals, and colored marker signals.
Arming/disarming or the installation/removal of any squib, explosive device, of
component thereof, connected to or part of a solid propulsion system, including work
situations involving removal, inspection, test and installation of aerospace vehicle egress
and jettison systems and other cartridge actuated devices and rocket assisted systems
or components thereof, when accidental or inadvertent operation of the system or a
component might occur.

ENVIRONMENTAL PAY PLAN
T921
162 FW – Explosives and Incendiary Material -Low Degree Hazard (Survival Equipment)

WORK SITUATION:

Survival Equipment Section
162nd Fighter Wing ( ANG )
P.O. BOX 11037
Tucson, AZ 85734-1037

Survival Equipment personnel at the 162nd Fighter Wing are required to perform
inspections, repairs, and complete repacks of F-16 ACES II Recovery parachute
assemblies and Drogue chute assemblies. During the complete repack of the
ACES II recovery parachute, technicians are required to remove and install two
types of explosive devices which are reefing line cutters and Uwars ( Universal
Water Activated Release System ) assemblies. Each Recovery parachute is
equipped with two reefing line cutters and two Uwars assemblies, which are
classified as 1.4S explosives. The complete repack process on the ACES II
recovery parachute will normally take 5 to 8 hours.
The Drogue chute assembly is inspected and repacked in the egress section. It is
packed in a compartment located in the rear section of the ejection seat.
Technicians are required to disengage the drogue compartment door, which
entails disconnecting the retaining latch bolted to the drogue gun cartridge.
During the removal and installation of the drogue assembly, technicians are
facing the drogue gun cartridge and are in close proximity to the seat stab rocket
motor, drogue severance cutters, harness release cartridge, spin-up gyro gas
generator, mortar cartridge, trajectory divergent rocket, ejection initiators, and
inertia reel initiator. All the explosives that technicians are exposed to when
working on the drogue chute are classified 1.3C and 1.4S. The complete repack
process on the drogue chute assembly will normally take 3 to 4 hours.
CATEGORY: Part II, Category 3, Explosives, Low degree Hazard 4%.
OFFICIALS AUTHORIZED TO APPROVE PAYROLL DOCUMENTATION:
Fabrication Chief and Survival Equipment Supervisor.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) Survival
Equipment Supervisor, and Six (6) Survival Equipment Technicians, WG-09.

Updated 31 Jul 2001

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
T922
162 FW – Poisons (Toxic Chemicals) - High Degree Hazard (Hydrazine Facility)

WORK SITUATION:

Aircraft Maintenance Section, Aerospace Section
162nd Fighter Wing Logistics (ANG)
P.O Box 11037, Tucson, AZ 85734-1037

Fuel shop technicians are required to work in close proximity and handle hydrazine used
as a monopropellant for the F-16 emergency power unit. Hydrazine is a very toxic
chemical which has many temporary as well as many long lasting side effects.
Exposure to hydrazine depending on the extent of exposure can be fatal. Fuel
personnel are required to service, handle, purge, test, clean-up, decontaminate and
neutralize any spills which occur. Depending on size of spill or leak, they could be
exposed to this agent for as long as 13 hours. Hydrazine EPU maintenance is a
required part of their duties.
CATEGORY: Part II, Category 4 Poisons (Toxic Chemicals) High Degree Hazard
(Hydrazine).
OFFICIALS AUTHORIZED TO ASSIGN EMPLOYEES AND APPROVE PAYROLL
DOCUMENTATION: Superintendent, Intermediate Maintenance, Supervisor Aerospace
Systems.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) Fuel Shop
Supervisor, WS-09, One (1) Fuel Shop Assistant Shop Supervisor, WS-08, One (1) WL10, Eighteen (18) Fuel Technicians, WG-10.
AVERAGE LENGTH OF EXPOSURE:

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. T922
CATEGORY OF EXPOSURE: PART II CATEGORY 4, POISONS (TOXIC
CHEMICALS) HIGH DEGREE HAZARD (HYDRAZINE)
DIFFERENTIAL RATE: 8%

Hours in Pay Status: 1-4 hours, 6 times per month

WORK SITUATION:

Aircraft Maintenance Section, Aerospace Section
162nd Fighter Wing Logistics (ANG)
P.O. Box 11037, Tucson, AZ 85734-1037

Fuel shop technicians are required to work in close proximity and handle hydrazine used
as a monopropellant for the F-16 emergency power unit. Hydrazine is a very toxic
chemical which has many temporary as well as many long lasting side effects.
Exposure to hydrazine depending on extent of exposure can be fatal. Fuel personnel
are required to service, handle, purge, test, clean-up, decontaminate and neutralize any
spills which occur. Depending on size of spill or leak, they could be exposed to this
agent for as long as 13 hours. Hydrazine EPU maintenance is a required part of their
duties.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED BY TYPE: One (1) Fuel Shop
Supervisor, WS-09, One (1) Fuel Shop Assistant Shop Supervisor, WS-08, One (1) WL10, Eighteen (18) Fuel Technicians, WG-10
Officials Authorized To Certify To Exposures For Pay Purposes:
Superintendent, Intermediate Maintenance. Supervisor Aerospace Systems.
Date on-site review made: Nov 18, 1987
Accident records attached? No

Safety report on work situation attached? No

Protective clothing/equipment required? Yes (If yes, list) See Atch 3
Hazard classification (If involving explosive or incendiary device): Appropriate technical
instructions:
TACR 66-5
AFOSH Std 127-66
T.O. 00-25-235
T.O. 1F-16A/B-2-49JG-00-1
T.O. 1F-16A/B-2-49GS-00-1
T.O. 1F-16A/B-2-49JG-00-2
T.O. 1F-16A/B-2-49JG-00-3

AFR 127-100
AFOSH Std 48-8
AFOSH Std 48-8
6J14-11-2
162FW OPLAN 355-1

AFR 161-30, VOL II
AFOSH Std 48-8
AFOSH Std 48-8
162FW 355-2

EDP/HP DETERMINATION:
DATE OF DETERMINATION: Nov 19 1987
_____ Recommend Approval
XX Recommend Disapproval

JUSTIFICATION
1. EDP/HP Work Situation Hydrazine, H-70 was reviewed by the EDP/HP Committee.
The protective equipment listed in AFOSH Standard 48-8, Atch 6, Table A6-1, see Atch
1, provides more than adequate protection against hydrazine. However, since this work
situation is regular and recurring, it will be summarized in detail.
2. For purposes of health hazard evaluation and health protection, H-70 hydrazine
exposure to an unprotected individual could occur via inhalation of vapor or through skin
absorption of the liquid. Personnel working with hydrazine are provided with and are
required to use proper protective equipment to prevent exposure via these routes.
Supplied air respirators provide protection from inhalation of vapor. Rocket fuel handler
protective equipment is impregnable to hydrazine and thus prevents skin contact.
3. Air sampling surveys have indicated that hydrazine vapor concentrations during tank
maintenance could reach up to two parts per million (during tank top-off). This
concentration does not present an immediate hazard and, in reality, is immaterial since
technicians wear respiratory protection. The Immediately Dangerous to Life or Health
(IDLH) vapor concentration for hydrazine has been established at 80 parts per million
(ppm). This concentration is the maximum level from which one could escape within 30
minutes without any escape-impairing symptoms or any irreversible health effects.
Therefore, even if the respiratory protective equipment were to fail, the technician would
not be exposed to IDLH vapor concentrations.
4. Contrary to popular belief, hydrazine is not a human carcinogen. It has caused
tumors in specific species of mice, yet under the same conditions, has not caused
tumors in other species of mice. In light of such conflicting test data, the chemical must
be treated with respect and the 8-Hour Time Weighted Average exposure criteria
(discussed in the next paragraph) has been established with the cancer potential
incorporated.
5. Referencing "exposure tolerance" per AFOSH Std 48-8. The implication is that
"tolerance" is a vapor concentration which must not be exceeded even momentarily.
Such is not the case. The "tolerance" referred to is the 8-Hour Time Weighted Average
concentration (8-Hr TWA). The 8-Hr TWA is the time weighted average concentration
for a normal 8 hour workday or 40 hour workweek to which nearly all technicians may be
repeatedly exposed, day after day, without adverse effects. The 8-Hr TWA for hydrazine
is 0.1 ppm. A simple example should explain the 8-Hr TWA concept. If a technician
deals with hydrazine without respiratory protection several times per week and his
exposure is 1 ppm for four hours and zero ppm for 4 hours, his 8-Hr TWA exposure
would be 0.5 ppm. For this case, since he dealt with the hydrazine frequently and did
not use respiratory protection, he routinely exceeded the 0.1 ppm 8-Hr TWA exposure
and corrective measures, such as respiratory protection or mechanical ventilation, would
be in order.
However, if this same individual wore respiratory protection, his 8-Hr TWA exposure
would be zero. The time weighted average concentration outside of his protective
equipment would still be 0.5 ppm, but since protective equipment was used he is not
exposed to any vapor and his 8- Hr TWA exposure would be zero.

It should be pointed out that many industries rely strictly on the 8-Hr TWA as a means of
worker "protection". That is, if the 8-Hr TWA is not exceeded, they do not have to
provide respiratory protection or mechanical ventilation. The Air Force, however, takes a
stricter approach and provides protective equipment when there are vapors in the area even though the 8-Hr TWA of 0.1ppm may not be exceeded.
6. The Daeger tube does not measure down to the "tolerance level" listed in AFOSH Std
48-8, Atch 2. As discussed in the above paragraph, this "tolerance level" is not a
momentary hazardous concentration that must not be exceeded. It is an average. The
Daeger tube is not used to determine the 8-Hr TWA; it is only used to detect hydrazine
vapor concentrations over a short period of time (approximately one minute). Therefore,
the fact that the Daeger tubes do not detect down to 0.1 ppm is inconsequential. The
Daeger tubes measure down to 0.25 ppm and this is sufficient for the task performed
and more than sufficient to measure the IDLH concentration of 80 ppm. In addition,
during the hydrazine related work tasks, respiratory protection is worn and therefore no
vapor is inhaled.
7. Referencing DODPM, Section G, Para 20361 entitlements and 20362 requirements,
a military entitlement will be paid to military members without regard to exposure to
hazardous materials. This incentive pay is not to be confused or compared to the
Environmental Differential Pay program which is administered under OPM/NGB
directives and requires worker exposure to hazardous materials or conditions that can
not be controlled or eliminated by protective, engineering controls, etc.
8. Environmental Differential Pay is not given if a potentially hazardous material is used
- it is given if proper protective equipment cannot practically eliminate the hazard.
Personnel in this situation are provided with maximum protection. Both the inhalation
hazard and skin absorption hazard have been addressed (that is, personnel have
respiratory and skin protection). Therefore, the payment of differential pay is not
warranted. We will continue to evaluate EDP situations in accordance with OPM/NGB
philosophy concerning technician exposure.
3 Atch
1. AFOSH Standard 48-8, Atch 6
2. Table A6-1
3. EDP/HP Situation Form

MARY E. JEFFRIES, Col, AZ ANG
Human Resources Officer

Addition: The EDP authorization was based on hot work caused by the protective
clothing during service of the EPU and during response to leaks and spills. It was
submitted for toxic chemicals but quantification of exposure precluded approval.

EDP/HP DETERMINATION
SITUATION NO. T923
CATEGORY OF EXPOSURE: PART II, CATEGORY 3, Explosive and
Incendiary Material, Low Degree Hazard
CATEGORY OF EXPOSURE: PART II, CATEGORY 5, (Toxic
Chemicals), Low Degree Hazard
DIFFERENTIAL RATE: 4% Hours in Pay Status: 3-6 Hour Daily
WORK SITUATION: Aircraft Generation Squadron, Support Section
162nd Fighter Wing, Logistics (ANG)
1650 E. Perimeter Way, Tucson ,AZ 85706-6052
A six man team consisting of three aircraft mechanics and three weapons end of runway (EOR) crew
members are required to work in close proximity to F-16s that are loaded with several types of explosives
and utilize a hydrazine propelled emergency power unit (EPU) for back up electrical power in the case of
generator failure. The three members weapons crew arms explosives that include 20mm ammunition,
BDU-33 training bombs, chaff/flare dispensers, training missiles, and explosive ejector cartridges. The
three member aircraft mechanics crew performs critical last chance inspection for mission panels, fasteners,
safety pin removal, and other defects of the aircraft, that if go undetected would be detrimental to the safety
of the aircraft and pilot during flight. These six crew members are exposed to the same hazards five days a
week involving approximately sixty sorties per day, Monday through Friday, and also one weekend a
month during the monthly 162FW UTA. This six member crew is continuously exposed to each aircraft a
minimum of five minutes during which the aircraft are armed with explosive munitions and the EPU safety
pin has also been removed (so the system will activate during an emergency power loss). There is no other
area on the base where all of the safety devices have been removed preparing the aircraft for flight, where
individuals must be in and around each aircraft for five minutes, unprotected from these dangers.
IMPACT: 3- WG-10 Aircraft Mechanic Technicians per work shift
3- WG-10 Aircraft Weapons Technicians per work shift
WHON TO CONTACT FOR ADDITIONAL INFORMATION:
NAME: SMSgt Joseph D. Koughn, Duty Phone: DSN: 924-6569
TITLE: Support Flight Supervisor
WORK LOCATION:
End of Runway (EOR), last chance area where the aircraft are thoroughly inspected in
conjunction with weapons arming: Aircraft Armament Activation (ARM).
ACCIDENT RECORDS ATTACHED:
YES, (On file at 162FW & Human Resource Office)
SAFETY DIRECTIVES ATTACHED:
T.O.1F-16A-7WC-1-21, Card #2.005.
Warning: Stay clear of forward firing ordnance. Firing of ordnance can result in serious injury or
death.

PROTECTIVE CLOTHING/EQUIPMENT REQURIED:
Hearing Protection, gloves and eye protection.
HAZARD CLASSIFICAITON IF SITUATION INVOLVES EXPLOSIVES OR INCENDIARY
DEVICE:
1.4/1.3 Category explosives and incendiary materials of low degree hazard.
Close proximity: This six member crew, while accomplishing in-depth inspections and arming
weapons while assigned EOR duties are subjected to the same hazards, by virtue of their close
proximity 3 to 6 hours a day as hazardous explosive operations are conducted in conjunction with
in-depth inspections with an armed EPU in the same location, averaging 60 aircraft per day.
DIFFERENTIAL RATE: 4%
DESCRIBE WORK SITUATION:
A six man team consisting of three aircraft mechanic technicians’ and three weapons crew
members are required by Technical Direction to be assigned End-of-Runway (EOR) inspection
duties in direct support of daily organizational and mission requirements, working in close
proximity of explosive and incendiary materials and an emergency power unit (EPU). The
location of the EOR area is an extremely small area with an average of 60 sorties a day moving
through it. At any time as many as six to eight aircraft can be in this area awaiting inspections
and arming. This exponentially increases the potential of injury to personnel due to the close
proximity of personnel arming aircraft and due to running aircraft engines. The EPU can activate
without warning if the generator fails, endangering all personnel in the area. Since December of
2000, five personnel have been sent to the hospital requiring treatment after being around an
aircraft that has had an EPU activate.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED BY TYPE:
3 Aircraft Mechanic personnel per day on EOR Crew
3 Weapons Mechanic personnel per day on EOR Arm Crew
ACCIDENT RECORDS ATTACHED: Yes, (On file at 162FW & HRO)
SAFETY REPORT ON WORK SITAUTION ATTACHED: YES (On file at 162FW & HRO)
HAZARD CLASSIFICATION (IF INVOLVING EXPLOSIVE & INCENDIARY DEVICE):
1.4/1.3 Category Explosives and incendiary materials of low degree hazard.
APPROPRIATE TECHNICAL INSTRUCTIONS:
ANGI 21-1-1, 21-102, 1F-16 (A,B,C,D) –6WC-1, 1F-16 (A,B,C,D) –33-1-2CL-100 T.O. 42B1-1-18,
Material Safety Data Sheet Information, 1F-16 (A, B, C, D) –6WC-1, 1F-16 (A,B,C,D) –33-1-2CL100
JUSTIFICATION:
The EOR operation at the 162FW is a very unique situation. It has a six member EOR team that
is dedicated to the safety of the aircraft and pilots. The 162FW flies the oldest F-16s in the USAF
inventory. Due to the age of the aircraft the systems don’t contain may of the redundant systems
that the newer F-16s are built with. Most of the 162FW’s aircraft are 1978 to 1982, block 10.15
aircraft that have a single generator. IF this generator fails it will cause the EPU to activate. The
newer F-16s have 2 generators and this type of emergency is significantly reduced. Because of

the close proximity of this entire process in EOR, all six crew members are at risk if an EPU
activates. The area where the 162FW conducts arming and de-arming is extremely small and
can only hold six F-16s. On average it takes approximately five minutes to inspect and arm each
aircraft. The six-member team stays close together for support as they prepare each aircraft to
fly. With the 162FW conducting 60 or more sorties a day it makes it very difficult to function even
if nothing goes wrong with the aircraft. When you also
Add the summer temperatures of over 105 degrees to this equation, and this area has an
extremely high potential for risk of an injury or exposure.
Associated Hazards (Explosives)
Aircraft mechanic technicians are required by technical data instructions and job description to
accomplish End-of-Runway (EOR) inspection in conjunction with Weapons’ personnel arming F16 aircraft. The F-16 aircraft are armed in isolated areas, removed from unessential personnel
and resources because of the potential for uncommanded jettison of explosives and or incendiary
materials when the jettison protection devices are removed prior to flight. The aircraft areas for
arming in conjunction with EOR inspections are in the same area at the end of each active
runway. Aircraft mechanic personnel accomplish their EOR inspection within close proximity to
the weapon crews during arming procedures, which during the removal or installation of the
jettison protection devices will not eliminate the potential for injury to the support personnel in the
adjacent area. This injury potential to the aircraft mechanic technicians is of the same degree of
injury as to the weapons personnel responsible for conducting the hazardous operations. After
the hazardous operation of aircraft arming is completed, and with no safety devices installed for
the jettison of explosives or incendiary materials, the support section aircraft mechanic
technicians must return to the unprotected and armed aircraft in the last chance area to complete
their EOR inspections. With an average of five minutes per aircraft to inspect for any last minute
problems, all EOR crewmembers have the same potential for injury or exposure.

Associated Hazards (Hydrazine)

The average of sixty aircraft sorties a day exponentially increases the potential of injury to
personnel due to their close proximity to aircraft with an EPU that is activated when an aircraft
has an electrical system malfunction. The wear of proper protective equipment, (i.e., air
breathing packs, body suits or face shields) while performing EOR duties is not practical due to
mobility and visibility restrictions presented around the launching of running aircraft. It also
presents a problem to the aircraft, as this equipment could be sucked into the intake of the engine
if dislodged from one of these EOR crewmembers, causing a mishap to the aircraft or injury to the
EOR member. Often the only indication of an EPU activation or potential leak of hydrazine is by
pilot notification (using hand signals) that the generator has failed, the strong smell of ammonia
from the EPU exhaust, or the Hydrazine Detector Pellet on the right hand underside of the aircraft
wing that changes to a purple color indicating exposure to hydrazine.
In all three cases, the likelihood of an EOR crewmember being exposed is very high due to the
close proximity of the aircraft. Aircraft mechanic technicians and weapons arm crews are in
constant exposure with this system. These crewmembers have been exposed to hydrazine
during recent EPU activation’s in the past quarter and have been sent to the hospital for
observation. Factors contributing to a greater number of EPU activation’s are older F-16 aircraft
with minimal redundant electrical system components, student pilots unfamiliar with proper switch
position and or procedures: (i.e. placing EPU switch in wrong position causing EPU to
inadvertently activate on block 10/15 aircraft). Hydrazine is very a toxic chemical, which has
many temporary as well as many long lasting side effects. Exposure to hydrazine depending on
extent of exposure can be fatal. EOR crews exposed to even the EPU exhaust, smell the
ammonia and may have to undergo hospital admission, several blood tests, and medical
evaluations. All of these factors along with the unique situation at the 162FW for specializing this

six member crew and the aspect of local operation, deserve special consideration and
compensation for EDP/HDP at 4%.
ATCH#1
EDP/HDP Determination:4%
XXX Recommend Approval

Date of Determination:12 July 2001
Recommend Disapproval

HAZARD CLASSIFICATION (IF INVOLVING EXPLOSIVE & INCENDIARY DEVICE):
1.4/1.3 Category Explosives and incendiary materials of low degree hazard.
APPROPRIATE TECHNICAL INSTRUCTIONS:
ANGI 21-101, 21-102,IF-16 (A,B,C,D) –6WC-1, 1F-16 (A,B,C,D) –33-1-2CL-100, T.O. 42B1-1-18,
Material Safety Data Sheet Information, 1F-16 (A,B,C,D) –6WC-1, 1F-16 (A,B,C,D) –33-1-2CL100
JUSTIFICATION:
The EOR operation at the 162FW is a very unique situation. It has a six member EOR team that
is dedicated to the safety of the aircraft and pilots. The 162FW flies the oldest F-16s in the USAF
inventory. Due to the age of the aircraft the systems don’t contain many of the redundant
systems that the newer F-16s are built with. Most of the 162FW’s aircraft are 1978 to 1982, block
10/15 aircraft that have a single generator. IF this generator fails it will cause the EPU to activate.
The newer F-16s have 2 generators and this type of emergency is significantly reduced.
Because of the close proximity of this entire process in EOR, all six crewmembers are at risk if an
EPU activates. The area where the 162FW conducts arming and de-arming is extremely small
and can only hold six F-16s. On average it takes approximately five minutes to inspect and arm
each aircraft. The six member team stays close together for support as they prepare each
aircraft to fly. With the 162FW conducting 60 or more sorties a day it makes it very difficult to
function even if nothing goes wrong with the aircraft. When you also add the summer
temperatures of over 105 degrees to this equation, and this area has an extremely high potential
for risk of an injury or exposure.

//Signed//
MICHAEL R. SMITH, COL, AZ ANG
Human Resource Officer

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
P765
161 ARW – Work in Fuel Storage Tank (KC-135E Fuel Cell)
WORK SITUATION:

Aircraft Maintenance Section (Fuel Cell Repair Shop)
161st Air Refueling Wing (ANG)
2001 S. 32nd Street
Phoenix, AZ 85034

All unit aircraft have integral wing tanks with additional bladder body tanks. Mechanics
must enter the fuel cells through a limited number of access ports each of which
measures approximately 10 x 17 inches. Individuals who are small in physical stature
are usually assigned fuel cell repair responsibilities because of the small access ports
and restricted work area within the tanks. The restrictive conditions inside the fuel cells
readily complicates emergency egress in the event of equipment failure or sickness.
There are 16 individual fuel cells in each assigned aircraft. These cells are only entered
when fuel leaks exist or when other aircraft maintenance is required within the cell itself.
Frequent Exposure to the hazardous environment within aircraft fuel tanks is
experienced by mechanics assigned to the fuel cell shop. Approximately 6 man-days
per month involve working inside aircraft fuel tanks.
The hazard is encountered when entering fuel tanks. Even though the cells have been
completely drained and purged, residues remain that deplete oxygen supply. These
vapors are detrimental to humans if exposed within confined areas even if only for a few
minutes. Internal fuel cell maintenance, therefore, must be a two man job to insure
immediate survival procedures in case of an equipment malfunction. Protective devices
such as proper clothing, ventilation and breathing equipment is provided by the Air Force
to effect safe fuel cell maintenance under normal circumstances. Failure of equipment,
however, would create an emergency situation and expose the technicians to hazardous
fumes. Exposure to the skin is limited by providing special purpose clothing.
Even though extensive precautions are taken to purge fuel systems of residual fuel there
generally remains sufficient quantities of fuel within the pores of the tank wall to render
the cell interior potentially hazardous. Personnel who are required to perform fuel cell
duties primarily enter fuel tanks for the following purposes. (1) To change valves and
fuel pumps and (2) Seal leaks in integral and bladder tanks.
CATEGORY: Part II, Category 9 – Fuel Systems Repair; 8%.
OFFICIAL AUTHORIZED TO ASSIGN EMPLOYEES AND APPROVE PAYROLL
DOCUMENTATION: Deputy Commander for Maintenance, Maintenance Officer.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: Two, (2) Fuel Cell Repair
Technicians.
AVERAGE LENGTH OF EXPOSURE: 1 to 4 Hours, Six Times per Month
Updated 19 May 1998
PROTECTIVE CLOTHING/EQUIPMENT REQUIRED: Yes (If yes, list): Special
clothing.

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
A901
AASF #2 – Ground Work Beneath Hovering Helicopter

WORK SITUATION:

Aircraft Maintenance Section
Army Aviation Support Facility #2
Bldg. L45-300
Marana, AZ 85653-9598

Technicians assigned to the AASF #2 are required periodically to assist with sling loads
and act as ground guides. All of these operations place the technicians either directly
under the hovering aircraft or within its rotor wash.
Sling load missions include moving fuel bladders, night vision goggles load training and
assorted community support projects.
CATEGORY: Part 1, Category 2, Ground Work Beneath Hovering Helicopter;
15%.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Maintenance Officer, Maintenance Foreman.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: Five (5) WS-10, Fifteen (15)
Aircraft Mechanics, WG-11, Eighteen (18) Aircraft Mechanics, WG-10.
AVERAGE LENGTH OF EXPOSURE: Two (2) hours per month.

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. A901
CATEGORY OF EXPOSURE: Part 1, Category 2, Ground Work Beneath Hovering
Helicopter. (All Types)
DIFFERENTIAL RATE: 15% ___ Hours in Pay Status XX Actual Exposure
WORK SITUATION:

Aircraft Maintenance Section
Army Aviation Support Facility #2
Bldg. L45-300
Marana, AZ 85653-9598

Technicians assigned to the AASF #2 are required periodically to assist with sling load
operations. Technicians are required to rig loads, hook up loads and act as ground
guides. All of these operations place the technician either directly under the hovering
aircraft or within its rotorwash.
Sling load missions include moving fuel bladders, night vision goggles load training and
assorted community support projects.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: Five (5) WS-10, Fifteen (15)
Aircraft Mechanics, WG-11, Eighteen (18) Aircraft Mechanics, WG-10.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Aircraft Maintenance Officer, Aircraft Maintenance Foreman.
Date on-site review make: 21 Feb 90
Accident records attached ? No Safety report on work situation attached? No
Protective clothing/equipment required? Yes (If yes, list):
Helmet, eye protection, hearing protection, grounding squib.
Hazard classification (If involving explosive or incendiary device): NA
Appropriate technical instructions: Safety Directives
EDP/HP DETERMINATION:
XX Recommend Approval

DATE OF DETERMINATION: 22 Apr 90
____ Recommend Disapproval
JUSTIFICATION

Army Aviation Support Facility technicians are required at times to participate in
operations and/or pilot training to attach and detach external loads to helicopters
hovering just overhead.

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
A902
AASF #2 – Fire Fighting – Low Degree Hazard
WORK SITUATION:

Aircraft Maintenance Section
Western Army Aviation Training Site
Army Aviation Support Facility #1
Army Aviation Support Facility #2
Bldg. L45-300
Marana, AZ 85653-9598

Technicians assigned to the maintenance section are required to assist in fire fighting
duties and crash rescue. The technicians on crash rescue duties act as a supplement to
a limited dedicated fire fighting force and are specifically trained for fire fighting duties.
During the swing shift, the night crew has sole responsibility for crash rescue and fire
fighting.
Due to the high volume of emergency procedure training done at the AASF #2, there is a
high probability of an aircraft mishap that could result in a post crash fire.
CATEGORY: Part II, Category 10, Fire Fighting; 8%.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Aircraft Maintenance Officer, Aircraft Maintenance Foreman.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) WS-10 Aircraft
Maintenance Foreman, Eight (8) WG-10/WG-11 Aircraft Maintenance Mechanics.
AVERAGE LENGTH OF EXPOSURE: 8 Hours daily on call.

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. A902
CATEGORY OF EXPOSURE: Part II, Category 10, Fire Fighting
DIFFERENTIAL RATE: 8%
Exposure

XX Hours in pay status

____ Actual

WORK SITUATION: Technicians assigned to the maintenance section are required to
assist in fire fighting duties and crash rescue. There are twelve (12) technicians on crash
rescue duties at all times during the duty day. They act as a supplement to a limited
dedicated fire fighting force and are specifically training for the fire fighting duties.
During the swing shift, the night crew has sole responsibility for crash rescue and fire
fighting.
Due to the high volume of emergency procedure training done at the AASF #2, there is a
high probability of an aircraft mishap that could result in a post crash duties.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: One (1) WS-10 Aircraft
Maintenance Foreman, Eight (8) WG-10/WG-11 Aircraft Maintenance Mechanics.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Aircraft Maintenance Officer, Aircraft Maintenance Foreman.
Date on-site review made: 21 Feb 90
Accident records attached? No

Safety report on work situation attached? No

Protective clothing/equipment required? Yes (If yes, List):
Fire suit, Fire truck, SCBA respirators, and fire extinguishers.
Hazard classification (If involving explosive or incendiary device): NA
Appropriate technical Instructions: Safety directives
EDP/HP DETERMINATION:
XX Recommend Approval

DATE OF DETERMINATION: 22 Apr 90
____ Recommend Disapproval
JUSTIFICATION

Participating or assisting in fire fighting operation or immediate fire scene and indirect
exposure to the hazards inherent in containing or extinguishing fires.

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
A903
AASF #2 – Flying (Helicopter Maintenance)

WORK SITUATION:

Aircraft Maintenance Section
Army Aviation Support Facility #2
Bldg. L45-300
Marana, AZ 85653-9598

Technicians assigned to the AASF #2 maintenance section are required to perform
aerial flights. Technicians participate in:
a.
b.
c.
d.

Maintenance Test Flights.
Pilot Emergency Training.
Low Level Terrain Flight Training below 500 feet.
Search and Rescue, Law Enforcement, and Wildlife Survey below
200 feet.

Test flights routinely require the use of the Chadwick Vibrex and the engine vibration
monitor. With this equipment installed on the aircraft, the cockpit becomes crowded and
uncomfortable. The boxes and wires that are used make emergency egress from the
helicopter difficult. This adds to the already hazardous nature of the flight.
Technicians perform crew duties on the UH-1H helicopter and UH-60A helicopter.
Missions routinely include emergency training for pilots, low level terrain flight, search
and rescue, wildlife surveys, law enforcement activities and VIP missions.
CATEGORY: Part 1, Category 1, Flying; 100%.
OFFICIALS AUTHORIZED TO APPROVE PAYROLL DOCUMENTATION: Aircraft
Maintenance Officer, Aircraft Maintenance Foreman.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED BY TYPE: One (1) WS-9
Aircraft Maintenance Foreman, Five (5) WG-11 Aircraft Maintenance Mechanics.
AVERAGE LENGTH OF EXPOSURE: 1 to 4 hours daily.
Note: 100% EDP is due to maintenance personnel required to fly, to conduct duties and
responsibilities. The change includes the fact that engine mechanics fly as per duty
requires, per 5 CFR, Chapter 1, Part 532, Sections 532.501 and 532.511, subpart E and
appendix A. This was approved by HRO 6 Jan 1995.

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. A903
CATEGORY OF EXPOSURE: PART 1, CATEGORY 1, Flying
DIFFERENTIAL RATE: 50%
Exposure
WORK SITUATION:

____ Hours in Pay Status

XX Actual

Aircraft Maintenance Section
Army Aviation Support Facility #2
Bldg. L45-300
Marana, AZ 85653-9598

Technicians assigned to the AASF #2 maintenance section are required to perform
aerial flights. Technicians participate in:
a.
b.
c.
d.

Maintenance Test Flights.
Pilot Emergency Training.
Low Level Terrain Flight Training below 500 feet.
Search & Rescue, Law Enforcement, and Wildlife survey below 200 feet.

Test flights routinely require the use of the Chadwick Vibrex and engine vibration
monitor. With this equipment installed on the aircraft, the cockpit becomes crowded and
uncomfortable. The boxes and wires that are used make emergency egress from the
helicopter difficult. This adds to the already hazardous nature of the flight.
Technicians perform crew duties on the UH-1H helicopter and UH-60A helicopter.
Missions routinely include emergency training for pilots, low level terrain flight, search
and rescue, wildlife surveys, law enforcement activities and VIP missions.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED BY TYPE: One (1) WS-9
Aircraft Maintenance Foreman, Five (5) WG-11 Aircraft Maintenance Mechanics.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Aircraft Maintenance Officer, Aircraft Maintenance Foreman.
Date on-site review made: 21 Feb 90
Accident records attached? No

Safety report on work situation attached No

Protective clothing/equipment required? Yes (If yes, list): Nomex flight suit, flight helmet,
flight gloves, and boots.
Hazard classification (If involving explosive or incendiary device): NA
Appropriate technical instructions: Safety Directives
EDP/HP DETERMINATION:
XX Recommend Approval

DATE OF DETERMINATION: 22 Apr 90
____ Recommend Disapproval

JUSTIFICATION
Participating in flights under one or more types of the following conditions:
a.
Test Flights of a new or repaired plane or modified aircraft when the
repair or modification may affect the flight characteristics of the aircraft.
b.
Flights to test aircraft performance under adverse conditions such as in
low altitude or severe weather conditions, maximum load limits, or overload.
c.
Flights to deliver aircraft which have been prepared for one time flight
without being test flown prior to delivery flight.
d.
Flights for pilot proficiency training in aircraft new to the pilot under
simulated emergency conditions which parallel conditions encountered in performing
flight tests.
e.
Low-level flights in small aircraft including helicopters at altitude of 500
feet and under in daylight and 1000 feet and under at night when the flights are over
mountainous terrain, or in helicopters maneuvering and hovering over water at altitudes
of less than 500 feet.
f.
Low-level flights in an aircraft flying at altitudes of 200 feet and under
while conducting wildlife surveys and law enforcement activities, and conducting or
facilitating search and rescue operations.

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
A904
AASF #1 – Ground Work Beneath Hovering Helicopter

WORK SITUATION:

Aircraft Maintenance Section
Army Aviation Support Facility #1
Phoenix, AZ 85008-3495

Technicians assigned to the AASF #1 are required periodically to assist with sling loads
and act as ground guides. All of these operations place the technicians either directly
under the hovering aircraft or within its rotor wash.
Sling load missions include moving fuel bladders, night vision goggles load training and
assorted community support projects.
CATEGORY: Part 1, Category 2, Ground Work Beneath Hovering Helicopter;
15%.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Maintenance Officer, Maintenance Foreman.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: Five (5) WG-10, Aircraft
Maintenance Mechanics, Six (6) WG-11, Aircraft Maintenance Mechanics
AVERAGE LENGTH OF EXPOSURE: Two (2) hours per month.

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. A904
CATEGORY OF EXPOSURE: Part 1, Category 11, Ground Work Beneath Hovering
Helicopter. (All Types)
DIFFERENTIAL RATE: 15% ___ Hours in Pay Status XX Actual Exposure
WORK SITUATION:

Aircraft Maintenance Section
Army Aviation Support Facility #1
Phoenix, AZ 85008-3495

Technicians assigned to the AASF #1 are required periodically to assist with sling load
operations. Technicians are required to rig loads, hook up loads and act as ground
guides. All of these operations place the technician either directly under the hovering
aircraft or within its rotor wash.
Sling load missions include moving fuel bladders, night vision goggles load training and
assorted community support projects.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED BY TYPE: Five (5) WG-10
Aircraft Maintenance Mechanic, Six (6) WG-11 Aircraft Maintenance Mechanic.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Aircraft Maintenance Officer, Aircraft Maintenance Foreman.
Date on-site review make: 20 June 90
Accident records attached ? No Safety report on work situation attached? No
Protective clothing/equipment required? Yes (If yes, list):
Helmet, eye protection, hearing protection, grounding squib.
Hazard classification (If involving explosive or incendiary device): NA
Appropriate technical instructions: Safety Directives
EDP/HP DETERMINATION:
XX Recommend Approval

DATE OF DETERMINATION: 20 June 90
____ Recommend Disapproval
JUSTIFICATION

Army Aviation Support Facility technicians are required at times to participate in
operations and/or pilot training to attach and detach external loads to helicopters
hovering just overhead.

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
A905
AASF#1 – Fire Fighting – Low Degree

WORK SITUATION:

Aircraft Maintenance Section
Army Aviation Support Facility #1
Phoenix, AZ 85008-3495

Technicians assigned to the maintenance section are required to assist in fire fighting
duties and crash rescue. There are eleven (11) technicians on crash rescue duties at all
times during the duty day. They act as a supplement to a limited dedicated fire fighting
force and are specifically trained for fire fighting duties.
During the swing shift, the night crew has sole responsibility for crash rescue and fire
fighting.
Due to the high volume of emergency procedure training done at the AASF #1, there is a
high probability of an aircraft mishap that could result in a post crash fire.
CATEGORY: Part II, Category 10, Fire Fighting; 8%.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Aircraft Maintenance Officer, Aircraft Maintenance Foreman.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: Nine (9) WG-10 & Nine (9)
WG- 11 Aircraft Maintenance Mechanics.
AVERAGE LENGTH OF EXPOSURE: 8 Hours daily on call.

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. A905
CATEGORY OF EXPOSURE: Part II, Category 10, Fire Fighting
DIFFERENTIAL RATE: 8%
Exposure

XX Hours in pay status

____ Actual

WORK SITUATION: Technicians assigned to the maintenance section are required to
assist in fire fighting duties and crash rescue. There are eleven (11) technicians on crash
rescue duties at all times during the duty day. They act as a supplement to a limited
dedicated fire fighting force and are specifically training for the fire fighting duties.
During the swing shift, the night crew has sole responsibility for crash rescue and fire
fighting.
Due to the high volume of emergency procedure training done at the AASF #1, there is a
high probability of an aircraft mishap which could result in a post crash duties.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: Nine (9) WG-10 & Nine (9)
WG- 11 Aircraft Maintenance Mechanics.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Aircraft Maintenance Officer, Aircraft Maintenance Foreman.
Date on-site review made: 20 June 90
Accident records attached? No

Safety report on work situation attached? No

Protective clothing/equipment required? Yes (If yes, List): Fire suit, Fire truck, SCBA
respirators, and fire extinguishers.
Hazard classification (If involving explosive or incendiary device): NA
Appropriate technical Instructions: Safety directives
EDP/HP DETERMINATION:
XX Recommend Approval

DATE OF DETERMINATION: 20 June 90
____ Recommend Disapproval

JUSTIFICATION
Participating or assisting in fire fighting operation on immediate fire scene and in direct
exposure to the hazards inherent in containing or extinguishing fires.

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
A906
AASF #1 – Flying (Helicopter Maintenance)

WORK SITUATION:

Aircraft Maintenance Section
Army Aviation Support Facility #1
Phoenix, AZ 85008-3495

Technicians assigned to the AASF #1 maintenance section are required to perform
aerial flights. Technicians participate in:
a.
b.
c.
d.

Maintenance Test Flights.
Pilot Emergency Training.
Low Level Terrain Flight Training below 500 feet.
Search & Rescue, Law Enforcement, and Wildlife Survey below
200 feet.

Test flights routinely require the use of the Chadwick Vibrex and the engine vibration
monitor. With this equipment installed on the aircraft, the cockpit becomes crowded and
uncomfortable. The boxes and wires that are used make emergency egress from the
helicopter difficult. This adds to the already hazardous nature of the flight.
Technicians perform crew duties on the UH-1H, UH-60, helicopters. Missions routinely
include emergency training for pilots, low level terrain flight, search and rescue, wildlife
surveys, law enforcement activities.
CATEGORY: Part 1, Category 1, Flying; 100%.
OFFICIALS AUTHORIZED TO APPROVE PAYROLL DOCUMENTATION: Aircraft
Maintenance Officer, Aircraft Maintenance Foreman.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED BY TYPE: Three (3) WS-09/10
Aircraft Maintenance Foreman, Nine (9) WG-10 Aircraft Maintenance Mechanics, Nine
(9)
WG-11 Aircraft Maintenance Mechanics.
AVERAGE LENGTH OF EXPOSURE: 1 to 4 hours daily.
Note: 00% EDP is due to maintenance personnel required to fly to conduct duties and
responsibilities. The change also includes the fact that engine mechanics fly as per duty
requires, per % CFR, Chapter 1, Part 532, Sections 532.501 and 532.511, subpart E
and appendix A. This was approved by HRO 6 Jan 1995.

Updated 31 Jul 2001

EDP/HP DETERMINATION
SITUATION NO. A906
CATEGORY OF EXPOSURE: PART 1, CATEGORY 1, Flying
DIFFERENTIAL RATE: 50%
WORK SITUATION:

____ Hours in Pay Status

XX Actual Exposure

Aircraft Maintenance Section
Army Aviation Support Facility #1
Phoenix, AZ 85008-3495

Technicians assigned to the AASF #1 maintenance section are required to perform
aerial flights. Technicians participate in:
a.
b.
c.
d.

Maintenance Test Flights.
Pilot Emergency Training.
Low Level Terrain Flight Training below 500 feet.
Search & Rescue, Law Enforcement, and Wildlife survey below 200 feet.

Test flights routinely require the use of the Chadwick Vibrex and engine vibration
monitor. With this equipment installed on the aircraft, the cockpit becomes crowded and
uncomfortable. The boxes and wires that are used make emergency egress from the
helicopter difficult. This adds to the already hazardous nature of the flight.
Technicians perform crew duties on the UH-1H helicopter and UH-60 helicopter.
Missions routinely include emergency training for pilots, low level terrain flight, search
and rescue, wildlife surveys, law enforcement activities.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED BY TYPE: Three (3) WS-09/10
Aircraft Maintenance Foreman, Nine (9) WG-10 Aircraft Maintenance Mechanics, Nine
(9)
WG-11 Aircraft Maintenance Mechanics.
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Aircraft Maintenance Officer, Aircraft Maintenance Foreman.
Date on-site review made: 20 June 90
Accident records attached? No

Safety report on work situation attached No

Protective clothing/equipment required? Yes (If yes, list): Nomex flight suit, flight helmet,
flight gloves, and boots.
Hazard classification (If involving explosive or incendiary device): NA
Appropriate technical instructions: Safety Directives
EDP/HP DETERMINATION:
XX Recommend Approval

DATE OF DETERMINATION: 20 June 90
____ Recommend Disapproval

JUSTIFICATION
Participating in flights under one or more types of the following conditions:
a.
Test Flights of a new or repaired plane or modified aircraft when the
repair or modification may affect the flight characteristics of the aircraft.
b.
Flights to test aircraft performance under adverse conditions such as in
low altitude or severe weather conditions, maximum load limits, or overload.
c.
Flights to deliver aircraft which have been prepared for one-time flight
without being test flown prior to delivery flight.
d.
Flights for pilot proficiency training in aircraft new to the pilot under
simulated emergency conditions which parallel situations encountered in performing
flight tests.
e.
Low-level flights in small aircraft including helicopters at altitude of 500
feet and under in daylight and 1000 feet and under at night when the flights are over
mountainous terrain, or in helicopters maneuvering and hovering over water at altitudes
of less than 500 feet.
f.
Low-level flights in an aircraft flying at altitudes of 200 feet and under
while conducting wildlife surveys and law enforcement activities, and conducting or
facilitating search and rescue operations.

ENVIRONMENTAL DIFFERENTIAL PAY PLAN
A941
AASF#2 – Poisons (Radiation) (CSMS, Calibration)

CATEGORY OF EXPOSURE: Category 5
DIFFERENTIAL RATE: 4%
Exposure

XX Hours in pay status

____ Actual

WORK SITUATION: Employee(s) perform calibration and wipe/leak testing of
radioactive materials. Job requires the use of personnel dosimetery to monitor
exposure. With the addition of responsibilities to perform as a RPO for the MC-1
employees will now participate in a whole body dosimetery program as required by
regulations and Federal NRC laws.
OFFICIALS AUTHORIZED TO ASSIGN EMPLOYEES AND APPROVE PAYROLL
DOCUMENTATION: Aircraft Maintenance Officer, Aircraft Maintenance Foreman.
APPROXIMATE NUMBER OF EMPLOYEES INVOLVED: Four (4).
AVERAGE LENGTH OF EXPOSURE: 4-6 hours per year
OFFICIALS AUTHORIZED TO CERTIFY TO EXPOSURES FOR PAY PURPOSES:
Date on-site review made: 24 Apr 98
Accident records attached? No

Safety report on work situation attached? No

Protective clothing/equipment required? No (If yes, List):
Hazard classification (If involving explosive or incendiary device): NA
Appropriate technical Instructions: Safety directives
EDP/HP DETERMINATION:
XX Recommend Approval

Updated 31 Jul 2001

DATE OF DETERMINATION: 20 June 90
____ Recommend Disapproval

SECTION 3 – ADMINISTRATION
1. EDP/HP will be administered in accordance with NGB Pam 37-105-1/AFM 177-372
VOL 2, Technician Time and Attendance Procedures.
2. Administrative procedures for performance of approved EDP/HP duty:
-

For ANG technicians:

-

Supervisor or designated authority submit a list of eligible members (include
name, position and grade) to FMFPC.

-

When EDP/HP work is performed, supervisor or designated authority submit
completed NGB Form 104, Certificate of Authorization for EDP/HP (Annex B),
with attached time and attendance report(s) to FMFPC.

-

For ARNG technicians:

-

DCP time and attendance report must be accompanied with NGB Form 104,
Certificate of Authorization for EDP/HP (Annex B).

-

These documents must be forwarded to arrive in USPFO for Arizona, ATTN:
AZAA-PFC-PT no later than close of business, Friday, at the end of the pay
period.

3. NGB Form 104 – Category of Exposure column must reflect the locally approved
category of exposure and differential rate.
(1) The letter code, NGB Form 104 “Summary of Environmental Differential Pay
Hours” section will be used; code letters are keyed to Section 3 Par I and Part II
categories and differentials.
(2) Exposure must be shown as it occurs each workday, even though the same
exposure may occur on consecutive workdays.
(3) Exposure is entered by date, inclusive clock time, and actual elapsed time in
hours for each exposure category shown.
(4) EDP is paid under Appendix J, on either the basis of actual exposure or on basis
of hours in a pay status.
(5) EDP is payable only when safety and health procedures have not practically
eliminated the hazard.
4. For New EDP/HP work situations: To request EDP/HP work situations to be
reviewed by the EDP/HP Committee, fill out an EDP Situation Form (Annex B).
5. For Approved EDP/HP work situations: To document actual exposure status of
approved EDP/HP work situations, supervisor fill out NGB Form 104 (See Samples –
Annex C and D).

ANNEX A
EDP/HP SITUATION FORM
TO:

HRO (AZAA-HR-CS)
Attn: Position Classification Specialist
5636 E. McDowell Road
Phoenix, AZ 85008-3495

Date Submitted: _____________

TYPE OF EXPOSURE:
DURATION OF EXPOSURE:
DESCRIBE WORK SITUATION:

IMPACT:

COORDINATING OFFICES:
ANG (Phoenix & Tucson)
Unit Commanders
Public Health Technician
Occupational Safety Specialist
Bio-Environmental Engineering Technician
Environmental Coordinator
ARMY NG

Unit Commanders
State Safety Manager
Environmental Protection Specialist

WHOM TO CONTACT FOR ADDITIONAL INFORMATION:
Name:

Duty Phone:

Title:
Work Location:

ACCIDENT RECORDS ATTACHED? __________ SAFETY DIRECTIVES ATTACHED?
PROTECTIVE CLOTHING/EQUIPMENT REQUIRED?

(If yes, list)

HAZARD CLASSIFICATION IF SITUATION INVOLVES EXPLOSIVES OR INCENDIARY
DEVICE:

Attachment #1

EDP/HP DETERMINATION
DATE SUBMITTED: _____
SITUATION #:
CATEGORY OF EXPOSURE:

DIFFERENTIAL RATE:

% Hours in Pay Status

Actual Exposure

DESCRIBE WORK SITUATION:

APPROXIMATE NUMBER OF EMPLOYEES INVOLVED BY TYPE:
Official(s) authorized to certify to exposures for pay purposes:

Date on-site review made:
Accident records attached?

Safety report on work situation attached?

Protective clothing/equipment required?

(If yes, list)

Hazard classification (If involving explosive or incendiary device):

Appropriate technical instructions:

EDP/HP DETERMINATION:
Recommend Approval

DATE OF DETERMINATION:
Recommend Disapproval

AZSP FORM 532-2 (15 Jun 98)
For use of this form see AZ ARNGR 690-532-1/AZ ANGR 40-532-1

JUSTIFICATION

Annex B

SAMPLE ONLY
ANNEX C
Actual Exposure Status
AGO TPP 532-8
Certification of Authorization for Environmental Differential Pay
Name

SSAN

Unit & Location

I certify below that this employee is exposed to the following hazard, physical hardship, or
working condition category(ies) for the duration indicated, incidental to performing his
assigned duties and is, therefore, authorized environmental differential pay in accordance
with Subchapter S8-7 and Appendix J of FPM Supplement 532-1.

Cat Expo
A
A
D
A
D
A
B
D
A
D

Date

From

To

2 Jan
0830
0930
2 Jan 1400
1440
3 Jan
0900
1100
3 Jan
0900
1100
3 Jan
1400
1425
3 Jan
1400
1425
6 Jan
0900 1045
6 Jan
0900 1045
6 Jan
1030
1045
14 Jan 0900
1100
15 Jan 1000
1010

Total Hours
1:00
:40
2:00
2:00
:25
:25
1:45
1:45
:15
2:00
:10

Signature & Title of Authorizing Officer
Intermittent Exposure-Record as 1.7 hours
of EDP
Intermittent Exposure to Two Differentials
at same time, highest differential only is
considered, record as 2.5 hours of EDP
Exposure to 3 Differentials – Highest only
is considered
Single Differential Exposure
Single Differential Exposure – Paid
Minimum of one hour’s differential for
Each exposure – record as 1 hour EDP

FOR PAYROLL USE ONLY
Summary of Environmental Differential Pay Hours

Rate
100%
25%
15%
4%

Category I
Code Hours
A
_____
B
_____
C
_____
D
_____

NGB Form 104
15Jun 80

Rate
50%
8%
4%

Category II
Code Hours
M
_____
N
_____
O
_____

SAMPLE ONLY
ANNEX D
HOURS IN PAY STATUS
AGO TPP 532-8
CERTIFICATION OF AUTHORIZATION FOR ENVIRONMENTAL DIFFERENTIAL PAY
Name
SSAN
Unit & Location
I certify below that this employee was exposed to the following hazard, physical hardship, or
working condition category(ies) for the duration indicated, incidental to performing his
assigned duties and is, therefore, authorized environmental differential pay in accordance
with Subchapter S8-7 and Appendix J of FPM Supplement 532-1
Cat Expo

Date

From

To

Total Hours

Signature and Title of Authorizing Officer

11-3-0
11-3-0
11-3-0
11-3-0
11-3-0

2 Jan
3 Jan
5 Jan
8 Jan
10 Jan

0800
0800
1100
0900
0800

1100
1100
1200
1200
1030

3:00
3:00
1:00
3:00
2:30

Entitled to 8 hours EDP on all days
indicated, including time in annual
leave status on days exposed to a
Part II “Hours in Pay Status”
entitlement

FOR PAYROLL USE ONLY
Summary of Environmental Differential Pay Hours
Category II

Category I
Rate

Code

Hours

Rate

Code

Hours

100%
25%
15%
4%

A
B
C
D

_____
_____
_____
_____

50%
8%
4%

M
N
O

_____
_____
_____

NGB FORM 104
15 JUN 80

State of Arizona
Department of Emergency & Military Affairs
1 October 2007

DEMA DIRECTIVE 25.8

State Active Duty Administration
▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄▄

This directive supersedes Chapter 20 of DEMA Directive 22.01, dated 1 December 2002

DEMA DIRECTIVE 25.8
1 October 2007

1.0

GENERAL

Members of the Arizona Army or Air National Guard who are ordered to State Active Duty
(SAD) are temporary employees of the State and eligible for limited benefits. DEMA Form 026
Request for Letter Orders is completed, signed by the appropriate fund manager, and forwarded
to the Administrative Services Officer who will publish the appropriate orders. State
mobilizations are called up through the G-1 (Personnel) with support from the Automated
Funding Control Ordering System (AFCOS) System.
2.0

LETTER ORDERS

Due to the often urgent need to mobilize soldiers/airmen to SAD, a Verbal Order of the
Commanding Officer (VOCO) is issued (call-up). Subsequent to the VOCO, a written letter
order confirming VOCO by the direction of the governor is issued on behalf of The Adjutant
General by the Administrative Services Officer. If during this interim period an employer needs
verification, the G-1 (Personnel) will prepare a memo verifying duty to be performed.
3.0

PAYROLL

3.1

SAD Pay

Members called to SAD are paid commensurate to military pay according to the DoD Pay
Manual and Military Pay Tables based on years of military service, aviation status, rank and
dependent status. To determine SAD pay, relevant information is retrieved from the Standard
Installation Division Personnel Reporting System (SIDPERS) (Army) or the Advanced
Personnel Data System (Air). Members must insure the information is up to date in these
systems by checking with the unit administrator. Military Pay includes base pay, flight pay,
basic allowance for housing (BAH), and basic allowance for subsistence (BAS). If meals are
provided, BAS is not paid. In addition to Military Pay, enlisted members performing SAD under
a declared emergency are authorized an additional $30.00 per day (additional pay provisions do
not apply to officers).
3.2

Fire Duty

Enlisted members serving Fire Duty authorized by the State Land Department will be
compensated at the established firefighter hourly rate, or the rate stated in Section 20.2.1,
whichever is greater.
3.3

Pay Period

Pay periods end every other Friday and paychecks are issued the following week. Under some
conditions it is not unusual for a person to receive his/her check 30 days after completion of
SAD. Each member will receive a copy of the letter order and/or a SAD Military Pay Voucher
with their SAD paycheck.
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Any member who is an active employee of any State agency other than DEMA will receive their
SAD pay through the normal pay channels of their agency. SAD pay is transferred to the
employee’s agency and added to any other pay due from that agency.
If a member believes there is a pay problem or that they were accounted for incorrectly, they
must go through organizational levels to rectify the problem in a timely manner.
3.4

Taxes

SAD members pay FICA/MED, federal, and state taxes. Each member must complete an A-4
(State of Arizona) and W-4 (federal) withholding form prior to deployment at home station. The
unit forwards these documents up organizational levels to the DEMA State Administrative
Services Office. Members' year-end W-2 forms will reflect total military pay for the entire
calendar year. Base pay, flight pay, and (if applicable) $30.00 a day SAD emergency pay will be
shown as taxable income. BAH and BAS will be shown as non-taxable income. If during the
year any tax was withheld from allowances, it will be shown properly on the year-end W-2.
4.0

WORKERS’ COMPENSATION

Workers' Compensation provides medical and wage benefits to a member who sustains an
industrial injury or illness which arises out of and within the course and scope of employment.
Employment starts when the member reports to his/her respective duty station. Workers’
compensation does not cover commuting time to and from work or any non-duty time and/or
non-employment related injury or illness. The Department of Administration, Risk Management
Division is the State of Arizona's industrial insurance carrier. There is no policy number because
the State of Arizona is self-insured.
The SAD member must report any injury/illness immediately to his/her supervisor. It is the
supervisor's responsibility to help the member obtain medical attention if necessary, and to file a
Supervisor's Report of Injury form and Employer's Report of Industrial Injury form with the
Administrative Services Office. If the injury is serious, call 911 for immediate medical care.
Medical bills for industrial injuries/illnesses are to be sent to the Administrative Services Office.
4.1

Death Benefits

Per A.R.S. 23-1046, in the case of an injury causing death, temporary employees (State Active
Duty) are covered under State of Arizona Workers’ Compensation Laws. Benefits are:
1. Up to $5,000 in burial expenses.
2. To the surviving spouse, if there are no children, 662/3% of the average monthly wage of
the deceased, to be paid until such spouse’s death or remarriage, with two years
compensation in one lump sum upon remarriage.
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3. To the surviving spouse, if there are children, 35% of the average monthly wage of the
deceased, to be paid until such spouse’s death or remarriage, with two years
compensation in one sum upon remarriage; and to the surviving children an additional
312/3% of the average monthly wage, to be divided equally among them until the age of
18 years, until the age of 22 years if the child is enrolled as a full-time student in any
accredited educational institution, or if over 18 years and incapable of self-support when
the child becomes capable of self-support.
5.0

HEALTH, LIFE, & DISABILITY INSURANCE

SAD members do not participate in the State's elective health, life or disability income insurance
programs unless they are also a regular State employee for DEMA or another State agency.
6.0

HOLIDAY PAY

Paid holidays are authorized for SAD personnel who meet the following criteria:
1. Must have been on orders at least five days per week for four continuous weeks
immediately prior to the legal holiday.
2. Must have performed SAD the regularly scheduled day before and day after the holiday.
If a member is required to perform SAD on a legal holiday or if the holiday falls on the member's
regularly scheduled day off, and they meet the above conditions, that member will be entitled to
holiday compensation in one of the following forms, as determined by the Plans, Operations, and
Military Support Office (POMSO):
1. The holiday will be moved to another day within the current pay period, and the member
will receive one day's pay for that day (preferred); or
2. The member will receive one day's standard holiday pay in addition to the normal day's
pay. Standard holiday pay consists of military base pay, supplemental salary (if
authorized), and flight pay (if authorized). Holiday pay does not include BAS or BAH.
7.0

TRAVEL

7.1

Per Diem

Per Diem is an allowance for meals and travel-related expenses. Per Diem is authorized only by
the POMSO in coordination with the DEMA comptroller. The SAD member must be in an
authorized travel status, and will be eligible for reimbursement at daily maximum rate. See the
State travel policy for current Per Diem rates.
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To receive Per Diem, a member must be deployed at least 35 miles from his/her residence and
home station. Under certain conditions local travel Per Diem is available.
7.2

Lodging

The SAD member must be in an authorized travel status to be reimbursed for lodging costs. The
original lodging receipt is required. Rates vary per city and/or time of year. Where lodging and
meals are provided, reimbursement will not be authorized.
Procedures for travel claims are included in the Travel Claims Procedures available from the
POMSO through the Task Force Commander.
8.0

ABSENCE FROM EMPLOYMENT FOR MILITARY DUTY

Per A.R.S. 26-168, an employer shall not refuse to permit members of the National Guard to take
a leave of absence from employment for the purpose of complying with competent orders of the
State. The leave of absence shall not affect vacation rights which employees otherwise have,
except that an employer need not consider the period of absence as a period of work performed
for him/her in determining eligibility for vacation and the amount of vacation pay to which the
employee is entitled.
A member of the National Guard shall not lose seniority or precedence while absent under
competent military orders. Upon return to employment, the employee shall be returned to his/her
previous position, or to a higher position commensurate with his/her ability and experience, as
seniority or precedence would ordinarily entitle him/her. State, federal and AGR employees
must ensure they check with their full-time personnel system regarding leave status while on
SAD.
9.0

MILITARY LEAVE

Those Guard members who are called to SAD and work full-time for the State of Arizona or any
political subdivision to include public school districts are authorized the use of military leave in
accordance with A.R.S. 26-168. This provision does not apply to federal employees. Civilian
employers each have their own leave policies that will prevail for their employees on SAD.
10.0

DRIVER'S LICENSE

National Guard members performing SAD must have a valid civilian driver's license issued by
their legal state of residence before driving any vehicle on SAD.
11.0

SERVICE AWARD/RIBBON

The Arizona State Active Duty Service Ribbon (AZSADR) is awarded to members of the
Arizona National Guard who honorably serve on SAD during an emergency that has been
-5-

