FAA General Orientation Briefing

Welcome to the Federal Aviation Administration

First impressions are lasting impressions.  The way new employees entering the work force are treated during their first 30-60 days on the job shapes their attitude toward their work and their appreciation for the organization in which they work.  

The purpose of the agency orientation is to provide new employees with information about their jobs and introduce them to the organization in which they will be working.  We hope the orientation process helps you understand the culture and values of your new organization and take pride in how your work contributes to the agency mission -- safety, security, and system efficiency.  You will get information in this guidebook and briefing that will help you understand the administrative procedures and regulations that affect your work.  The information will help you make decisions concerning personnel, payroll, and employee benefits, credit union membership, career development, work and family life, and other aspects of your employment. 

When you leave the General Orientation Briefing, you will get more detailed and specific information from your home organization and office.

We hope this briefing and guidebook will lead you to take pride in the service that the FAA provides to the flying public and your special responsibilities as a public servant. 

For More Information on…
Go to…
At URL…

The FAA
FAA’s Home Page
http://www.faa.gov

Department of Transportation
DOT’s Home Page
http://www.dot.gov

Employee services & resources at FAA
FAA AHR’s Home Page
http://interweb.faa.gov/ahr

Employee services & resources in the Federal government
OPM’s website
http://www.opm.gov

Agenda & Schedule

9:00 
General Orientation Briefing

· Welcome

· Video: Serving Aviation with Pride
· FAA Mission, Goals, & Organization

· Administrative Systems & Procedures that Affect Headquarters Employees

· Services Available to Headquarters Employees



10:30
Building Tour



10:45
Break



11:00
Benefits & Retirement



11:30
Concurrent In-Processing Activities

· Oath of Office

· Entry-on-Duty Paperwork Help Session

· Security Check-in & Identification Cards

· Application for Transit Benefits



12:30
Lunch

When you have completed your in-processing, you may report to your home office.
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FAA’S Mission, Goals, & Organization
This is the FAA
Overview
INTRODUCTION
In this overview, you will get basic information about FAA’s:

· History

· Mission/Vision

· Mission requirements and functions

· Customers

· Organization

· Domestic presence

· International presence

· Lines of Business & Staff Offices

· Human and financial resources

BRIEF HISTORY
These pieces of legislation shaped and continue to shape FAA:


· 1926:
Air Commerce Act

· 1938:
Civil Aeronautics Act

· 1940

Presidential Reorganization

· 1958:
Federal Aviation Act

· 1966:
Department of Transportation Act

· 1996:
Federal Aviation Authorization Act

FAA’S MISSION
FAA provides a safe, secure, and efficient global aerospace system that contributes to national security and the promotion of U.S. aerospace safety.

As the leading authority in the international aerospace community, FAA is responsive to the dynamic nature of customer needs, economic conditions, and environmental concerns.

FAA’S VISION
To provide the safest, most efficient and responsive aerospace system in the world and to be the best Federal employer, continuously improving service to customers and employees.

MISSION GOALS & STRATEGIC FOCUS AREAS
FAA’s three major mission goals are safety, security, and system efficiency.  FAA’s strategic plan establishes strategic focus areas for each of the three goals:




GOAL
STRATEGIC FOCUS AREAS


Safety
· Regulatory reform

· Information sharing

· Surveillance/Inspection

· Accident prevention


Security
· New security baseline

· Performance and procedures

· Security architecture


System Efficiency
· NAS Modernization

· Free Flight

· Systems Integration

FUNCTIONS & SERVICES


FAA is responsible for the following functions & services:

· Registration of aircraft

· Licensing of airpeople

· Installation and maintenance of facilities and equipment

· Operation of air traffic control and air navigation systems

· Airport grants program

· Certification of airports, air carriers, and civil aircraft

· Licensing of commercial space transportation launch operators and launch site operators

· Civil aviation security

· Research and development



CUSTOMERS
Because FAA has many responsibilities and provides many services, we have a number of customer groups:

· Air carriers

· Airmen and Airwomen

· Airport authorities

· Passengers and shippers

· Foreign, state, and local governments

· Aerospace manufacturers

· Military aviation

· Commercial space launch companies

· Stakeholders, such as NTSB, OMB, and Congress 

How We are Organized
Where We Are

Domestic Presence
In the US, FAA is organized into nine geographical regions, national headquarters in Washington, DC, the Mike Monroney Aeronautical Center, and the FAA Technical Center.

Regions
The nine geographical regions are


Region
Headquarters


AAL
Alaskan Region
Anchorage, AK


ACE
Central Region
Kansas City, MO


AEA
Eastern Region
New York NY


AGL
Great Lakes Region
Chicago, IL


ANE
New England Region
Boston, MA


ANM
Northwest Mountain Region
Seattle, WA


ASO
Southern Region
Atlanta, GA


ASW
Southwest Region
Ft. Worth, TX


AWP
Western-Pacific Region
Los Angeles, CA

Headquarters
AWA
Washington Headquarters 
Washington, DC

Centers
The FAA Centers and their locations are:


Center
Location


AMC
Mike Monroney Aeronautical Center
Oklahoma City, OK


ACT
William J. Hughes Technical Center
Atlantic City, NJ

International Presence
FAA’s international offices coordinate with U.S. diplomatic missions and work with foreign aviation authorities to encourage and foster development of civil aeronautics and air commerce.

There are three International Area Offices:






OFFICE
LOCATION


AEU
Europe, Africa, & Middle East
Brussels, Belgium


ALC
Latin America & Caribbean
Miami, FL


APC
Asia-Pacific
Singapore

Organizational Structure

DOT & FAA
FAA is one of ten modal administrations of the Department of Transportation (DOT).  The Secretary of Transportation oversees national transportation policies. The Administrator and Deputy Administrator of FAA oversee national aviation policies.

FAA’s internal structure includes six Lines of Business and nine Staff Offices.

Lines of Business (LOBs)
Each Line of Business (LOB) provides a distinct major product or service.  The six Lines of Business are:






ATS
Air Traffic Services


AVR
Regulation & Certification


ARA
Research & Acquisitions


ARP
Airports


ACS
Civil Aviation Security


AST
Commercial Space Transportation

ATS

Air Traffic Services
ATS operates, maintains, and manages the National Airspace System (NAS).  ATS is responsible for:

· Efficient utilization of the National Airspace System

· Operation and maintenance of air traffic control and navigation systems

· Installation of air traffic and navigation facilities and equipment

ATS is the largest LOB.  The organization employs approximately:

· 17,000 operational controllers

· 3,300 flight service personnel

· 8,200 field maintenance personnel

ATS is responsible for 550 million revenue passenger enplanements yearly.

AVR

Regulation & Certification
AVR is responsible for:

· Medical certification

· Aircraft certification -- engineering, production, and airworthiness certification

· Accident investigation -- collaborates with NTSB

· Rulemaking -- airpeople, airspace, and aircraft rules

· Flight standards -- regulation of standards for aircraft maintenance and operations for general and commercial aviation

· Airpeople and aircraft registry

AVR has certified:

· 622,000 pilots

· 534,000 non-pilots, including mechanics, ground instructors, flight engineers, navigators, parachute riggers, and dispatchers

· 200,000 aircraft

· 7,500 air operators

· 12,400 designees -- non-FAA employees who perform duties on behalf of AVR

ARA

Research & Acquisitions
ARA is responsible for:

· Air traffic systems development

· Aviation research

· Communication, navigation, and surveillance systems

· Information technology

· System architecture

Technical Center
ARA also operates the William Hughes Technical Center in Atlantic City, NJ.  Examples of the work at the Technical Center include:

· Testing and evaluating equipment, systems, materials, processes, techniques, and procedures

· Research, engineering, and development to provide new or improved techniques or methodologies

· Aircraft and avionics engineering and modification in support of research and development projects

ARP
Airports
ARP is responsible for:

· Improvement of safety in airport operations

· Administration of airport program matters pertaining to national airport planning, environmental and social requirements, airport grants, and passenger facility changes

· Development of standards for airport design, construction, maintenance, operation, safety, and data.

· Managing the Airport Certification program

· Monitoring compliance with airport Grant Assurances

The United States has a total of 18,345 airports.  Of those, 5,357 are public and 12,988 are private.  ARP has certified 660 airports.

ACS

Civil Aviation Security
ACS oversees such programs as:

· Aircarrier and airport security, domestic and foreign

· Drug interdiction

· Federal Air Marshal program

· Civil aviation security intelligence

· Protecting FAA employees, facilities, and equipment

· Protection from hazardous material and cargo

· Preventing criminal and other disruptive acts against civil aviation

AST

Commercial Space Transportation
The newest LOB, AST, has the responsibility to, “encourage, facilitate, and promote commercial space launches by the private sector.”  AST’s areas of focus include:

· Promoting space applications

· Licensing for commercial launch vehicles and associated services

· Commercial operation of launch sites

· Safety research

· Launch safety regulations

· Space launch infrastructure, trade agreements, and vehicle technology

Staff Offices
In addition to the LOBs, FAA’s organization includes nine staff offices:






ABA
Financial Services


ACR
Civil Rights


AGC
Chief Counsel


AGI
Government & Industry Affairs


AHR
Human Resource Management


APA
Public Affairs


API
Policy, Planning, & International Aviation


ARC
Region/Center Operations


ASY
System Safety

ABA

Financial Services
The Assistant Administrator for Financial Services acts as FAA’s chief financial officer.  ABA is responsible for:

· Budget & financial management

· Corporate information

· Business planning

· Performance management

ACR

Civil Rights
ACR is responsible for:

· Model Work Environment initiatives

· Equal employment opportunity

· EEO counseling & complaint resolution

· Affirmative action

· Special emphasis programs

· Airport contract/concession opportunities for disadvantaged business enterprises

· Americans with Disabilities Act and Rehabilitation Act compliance in public airports

AGC

Chief Counsel
AGC acts as FAA’s legal representative.  The office is responsible for:

· Rulemaking and enforcement programs

· Providing legal counsel and advice on statutes, regulations, and other provisions of law

· FAA legislative program

AGI

Government & Industry Affairs
AGI works to:

· Provide advice and information to the Administrator and senior executives on Congressional activities

· Maintain liaison with Congress and aviation industry groups

· Coordinate with the Office of the Secretary of Transportation to ensure consistency in policies related to Congressional and intergovernmental issues

AHR

Human Resources Management
AHR is responsible for human resource management, including

· Personnel management

· Training

· Employee and labor relations

APA

Public Affairs
APA serves as spokesperson for FAA.  The Office is responsible for:

· Responding to inquiries from the news media on agency issues

· Providing agency news to the news media via press releases, news conferences, and the internet

· Informing employees of agency news

API

Policy, Planning, & International Aviation
API is responsible for:

· Aviation policy and planning

· National aviation policies and strategies in environmental and energy matters

· Guiding and coordinating international activities of the Agency

ARC

Region/Center Operations
ARC is responsible for operations in the nine Regions.  The Office includes:

· Regional Administrators

· Mike Monroney Aeronautical Center

Regional Administrators
The Regional Administrators (RAs) operate through the Assistant Administrator for Region/Center Operations and serve as the principal representatives of the Administrator in FAA’s regions.

Aeronautical Center
ARC also operates the Mike Monroney Aeronautical Center in Oklahoma City, OK.  The Center’s functions include:

· Training air traffic controllers, safety inspectors, airway facility specialists, and others

· Operating FAA’s central supply and support center, FAA Logistics Center

· Housing central data processing operations, systems, and programming services for assigned national and local ADP programs

ASY

System Safety
ASY is responsible for:

· Facilitating the application of system safety methods and managing aviation safety data

· Identifying system safety concerns within the national airspace system (NAS)

· Initiating system safety outreach through products and publications

Human Resources

WHO WE ARE
As of April 1997, FAA’s total workforce included approximately 48,000 full-time employees.  That number is about 9,000 lower than it was 20 years ago.

The following tables will give you an idea of how the workforce is distributed and what groups it includes.

Geographical
Location
Employees

Distribution
Headquarters
Washington, DC
3,591


Field
All other locations
40,078


Regions & Centers in the Field
Employees


ASO
Southern Region
7,799


AGL
Great Lakes Region
6,462


AWP
Western-Pacific Region
5,409


ASW
Southwest Region
5,283


AEA
Eastern Region
5,118


ANM
Northwest Mountain Region
4,217


AMC
Aeronautical Center
2,881


ACE
Central Region
2,503


ANE
New England Region
1,900


ACT
Technical Center
1,525


AAL
Alaskan Region
1,504

Organizational
Organization
Employees

Distribution
ATS
Air Traffic Services
35,703


AVR
Regulation & Certification
5,214


ARA
Research & Acquisitions
2,007


ACS
Aviation Security
767


ARP
Airports
473


ARC
Region/Center Operations
185


AHR
Human Resources
175


API
Policy, Planning, & International Aviation
172


ABA
Financial Services
138


AGC
General Counsel
122


ADA
Administrator’s Office
37


ASY
System Safety
34


APA
Public Affairs
33


AST
Commercial Space Transportation
28


ACR
Civil Rights
12


AGI
Government/Industry Affairs
12

Workforce Profiles
Age
Age Range
Percent of Workforce


30 - 39
35%


40 - 49
34%


50 - 59
22%


20 - 29
  5%


60 - 69
  4%


70 - 79
   0.2%

Gender
Gender
Percent of Workforce


Male
77%


Female
23%

Ethnicity & Gender
Ethnicity
Percent
Number
Males
Females


White
82.9%
39,347
31,073
8,505


African-American
  8.6%
4,184
2,332
1,852


Hispanic
  4.8%
2,321
1,751
570


Asian
  2.8%
1,304
1,000
304


Native American & Alaskan Native
  1.8%
885
662
223

All Minorities & Females
Percent of Workforce
Number


41.6%
16,936

Financial Resources

THE BUDGET
There are four major appropriations accounts that make up the FAA budget:

· Airport Grants

· Research, Engineering, & Development

· Facilities & Equipment

· Operations

Major Funding Sources
Appropriations from taxes are not FAA’s only source of funding.  Major funding for FAA programs and operations comes from the aviation trust fund, which is built on aviation-related excise taxes.

FAA Organization Chart

[image: image1.wmf]Administrator

AOA-1



Deputy Administrator

ADA-1

Assistant 

Administrator for 

System Safety

ASY-1

Associate 

Administrator

for

 Air Traffic 

Services

ATS-1

Associate 

Administrator

for

Research & 

Acquisitions

ARA-1

Associate 

Administrator

for

Regulation & 

Certification

AVR-1

Associate 

Administrator

for

Airports

ARP-1

Associate 

Administrator

for

Commercial 

Space 

Transportation

AST-1

Associate 

Administrator

for

Civil Aviation 

Security

ACS-1

Assistant 

Administrator 

for 

Government

&

Industry 

Affairs

AGI-1

Assistant 

Administrator

for

Public Affairs

APA-1

Assistant 

Administrator

for

Civil Rights

ACR-1

Assistant 

Administrator

for

Human 

Resources 

Management

AHR-1

Assistant 

Administrator

for

Financial 

Services

ABA-1

Assistant 

Administrator 

for

Policy, 

Planning, & 

International 

Aviation

API-1

Assistant 

Administrator

for

Region / 

Center 

Operations

ARC-1

Chief

Counsel

AGC-1


FAA Organizations & Symbols
Sorted by Organization & Sub-organization

This list is available as an Excel file, which allows you to sort it and to find specific entries.  If you would like a copy of the Excel file, please contact Maret Hutchinson, AHR-16, at (202)493-4506 or by CCMail
SYMBOLS

ORGANIZATIONS  Sorted by Organization  & Sub-organization 

1
AOA

Office of the Administrator

2
ADA

Office of the Deputy Administrator

3
ASY

Office of System Safety

4
API

Assistant Administrator for Policy, Planning, and International Aviation

5
API
AIA
Office of International Aviation

6
API
AEE
Office of Environment & Energy

7
API
AEU
Europe, Africa, and Middle East Area Office

8
API
APC
Asia-Pacific Area Office

9
API
ALC
Latin America & Caribbean Area Office

10
API
APO
Office of Aviation Policy and Plans

11
AGC

Office of the Chief Counsel

12
AGI

Office of Government and Industry Affairs

13
ATS

Associate Administrator for Air Traffic Services

14
ATS
ATQ
Office of Independent Operational Test & Evaluation

15
ATS
ARS
Office of Air Traffic System Requirements Service

16
ATS
AAT
Air Traffic Service

19
ATS
ASC
Office of System Capacity

20
ATS
AAF
Airway Facilities Service

21
ACR

Office of Civil Rights

22
APA

Office of Public Affairs

23
ARA

Associate Administrator for Research and Acquisitions

24
ARA
ASU
Office of Acquisitions

25
ARA
AUA
Office of Air Traffic Systems Development

26
ARA
AAR
Office of Aviation Research

27
ARA
AND
Office of Communication, Navigation, and Surveillance Systems

28
ARA
AIT
Office of Information Technology

29
ARA
ASD
Office of System Architecture and Investment Analysis

30
ARA
ABZ
Office of Business Management

31
ARA
ACT
William J Hughes Technical Center

32
AVR

Associate Administrator for Regulation & Certification

33
AVR
AAI
Office of Accident Investigations

34
AVR
AIR
Office of Certification Service

35
AVR
AAM
Office of Aviation Medicine

36
AVR
AFS
Flight Standards Service

37
AVR
ARM
Office of Rulemaking

38
ARP

Associate Administrator for Airports

39
ARP
APP
Office of Airport Planning and Programming

40
ARP
AAS
Office of Airport Safety & Standards

41
ACS

Associate Administrator for Civil Aviation Security

42
ACS
ACI
Office of Civil Aviation Security Intelligence

43
ACS
ACO
Office of Civil Aviation Security Operations

44
ACS
ACP
Office of Civil Aviation Security Policy and Planning

45
AST

Associate Administrator for Commercial Space Transportation

46
ABA

Office of Business Services

48
AHR

Office of Human Resource Management

49
ARC
AAL
Alaskan Region

50
ARC
ACE
Central Region

51
ARC
AEA
Eastern Region

52
ARC
AGL
Great Lakes Region

53
ARC
ANE
New England Region

54
ARC
ANM
Northwest Mountain Region

55
ARC
ASO
Southern Region

56
ARC
ASW
Southwest Region

57
ARC
AWP
Western-Pacific Region

58
ARC
AMC
Mike Monroney Aeronautical Center

Sorted Alphabetically

This list is available as an Excel file, which allows you to sort it and to find specific entries.  If you would like a copy of the Excel file, please contact Maret Hutchinson, AHT-200, at (202)493-4506 or by CCMail
SYMBOLS

ORGANIZATIONS  Sorted Alphabetically by Symbol

20
ATS
AAF
Airway Facilities Service

33
AVR
AAI
Office of Accident Investigations

49
ARC
AAL
Alaskan Region

35
AVR
AAM
Office of Aviation Medicine

26
ARA
AAR
Office of Aviation Research

40
ARP
AAS
Office of Airport Safety & Standards

16
ATS
AAT
Air Traffic Service

46
ABA

Office of Business Services

30
ARA
ABZ
Office of Business Management

50
ARC
ACE
Central Region

42
ACS
ACI
Office of Civil Aviation Security Intelligence

43
ACS
ACO
Office of Civil Aviation Security Operations

44
ACS
ACP
Office of Civil Aviation Security Policy and Planning

21
ACR

Office of Civil Rights

41
ACS

Associate Administrator for Civil Aviation Security

31
ARA
ACT
William J Hughes Technical Center

2
ADA

Office of the Deputy Administrator

51
ARC
AEA
Eastern Region

6
API
AEE
Office of Environment & Energy

7
API
AEU
Europe, Africa, and Middle East Area Office

36
AVR
AFS
Flight Standards Service

11
AGC

Office of the Chief Counsel

12
AGI

Office of Government and Industry Affairs

52
ARC
AGL
Great Lakes Region

48
AHR

Office of Human Resource Management

5
API
AIA
Office of International Aviation

34
AVR
AIR
Office of Certification Service

28
ARA
AIT
Office of Information Technology

9
API
ALC
Latin America & Caribbean Area Office

58
ARC
AMC
Mike Monroney Aeronautical Center

27
ARA
AND
Office of Communication, Navigation, and Surveillance Systems

53
ARC
ANE
New England Region

54
ARC
ANM
Northwest Mountain Region

1
AOA

Office of the Administrator

22
APA

Office of Public Affairs

8
API
APC
Asia-Pacific Area Office

4
API

Assistant Administrator for Policy, Planning, and International Aviation

10
API
APO
Office of Aviation Policy and Plans

39
ARP
APP
Office of Airport Planning and Programming

23
ARA

Associate Administrator for Research and Acquisitions

37
AVR
ARM
Office of Rulemaking

38
ARP

Associate Administrator for Airports

15
ATS
ARS
Office of Air Traffic System Requirements Service

19
ATS
ASC
Office of System Capacity

29
ARA
ASD
Office of System Architecture and Investment Analysis

55
ARC
ASO
Southern Region

45
AST

Associate Administrator for Commercial Space Transportation

24
ARA
ASU
Office of Acquisitions

56
ARC
ASW
Southwest Region

3
ASY

Office of System Safety

14
ATS
ATQ
Office of Independent Operational Test & Evaluation

13
ATS

Associate Administrator for Air Traffic Services

25
ARA
AUA
Office of Air Traffic Systems Development

32
AVR

Associate Administrator for Regulation & Certification

57
ARC
AWP
Western-Pacific Region

The Model Work Environment at FAA
For more information, contact the Office of Civil Rights on 202-267-3254 or visit their website at http://www.faa.gov/acr/acrhome.htm.
FAA’s Commitment to the Model Work Environment

To move us closer to creating and maintaining a positive work environment:

· Where all employees have the opportunity to develop to their potential and contribute fully to the organization

· That supports and encourages the contributions of all employees

· Where discrimination and harassment in the workplace have been eliminated, and

· That mirrors the Nation’s diversity

Special Emphasis Programs at FAA

SPECIAL EMPHASIS PROGRAMS
PROGRAM MANAGER
PHONE NUMBER

HEP
Hispanic Employment Program
Jesse Barksdale, ACR-6

National HEP Manager

Washington, DC 20591
(202) 267-3256

TDD (202) 267-9730

FAX (202) 267-3256

FWP
Federal Women’s Program
Myrna Rivera, ACR-6C

National FWP Manager

Washington, DC 20591
(202)267-9928

TDD (202) 267-9730

FAX (202) 267-3256

PWDP
People with Disabilities Program
Janice Elrod, ACR-6D

National PWDP Manager

Washington, DC 20591
(202) 267-8436

TDD (202) 267-9730

FAX (202) 267-3256

Employee Associations at FAA
EMPLOYEE ASSOCIATIONS
PRESIDENT
PHONE NUMBER

CAAE
Council of African American Employees
Alfredia Brooks, AHR-22

Room 515

Washington, DC 20591
Office
(202) 267-9941

FAA GLOBE
Gay, Lesbian, or Bisexual Employees
Jim Garrett

P.O. Box 81864

San Diego, CA 92138-1864
Office

Beep
(619) 537-5912

(800) 418-2935

Leave 30-second message or enter your phone number.

NAPA
National Asian and Pacific American Association
Al Kaulia, AOP-451

FOB 10A, Room 734

Washington, DC 20591

National Office Address:

PO Box 45259

Washington, DC 20591
Office

Beep
(202) 267-7237

(888) 516-1175 PIN # 1308610, enter your phone number.

NBCFAE
National Black Coalition of Federal Aviation Employees
Dorothy Davis, ZAU-546.7

326 East Lorain Street

Overland, OH 44074
Office

Home
(630) 906-8374

(630) 892-0092

NCFAED
National Coalition of Federal Aviation Employees with Disabilities
Kirk Cox, AMP-400

PO Box 25082

Oklahoma City, OK 73125
Office

TDD
(405) 954-4765

(405) 954-4584

NAAN
National Native American/Alaska Native Coalition of Federal Aviation Employees
Nanette L. Waller

Director of Social Services

Osage Nation

1333 Grandview

Pawhuska, OK 74056
Office

Home
(912) 287-4614

(918)287-3775

NHCFAE
National Hispanic Coalition of Federal Aviation Employees
Roger Treviño

1125 Victoria Dr.

Ft. Worth, TX 76131
Office

Home
(817) 222-5595

(817) 847-0973

PWC
Professional Women Controllers
M. Annette Gowans

1026 Via Cordova

San Pedro, CA 90732
Office

Home
(310) 725-6532

(310) 833-6060

TWO
Technical Women’s Organization
Cathy Hedglen

8000 Louisiana Blvd., NE

Albuquerque, NM 87109
Office

Home
(505) 856-4310

(505) 565-3622

Preventing Sexual Harassment

Sexual harassment is a form of sex discrimination that violates Title VII of the Civil Rights Act of 1964.  Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when submission to or rejection of this conduct 

· Explicitly or implicitly affects an individual's employment

· Unreasonably interferes with an individual's work performance, or

· Creates an intimidating, hostile, or offensive work environment.

FAA does not tolerate or condone inappropriate conduct of a sexual nature in the workplace.  There is no place for such conduct in the FAA.  The FAA insists upon a workplace free of improper and unlawful behavior.

Circumstances

Sexual harassment can occur in a variety of circumstances, including but not limited to the following:

· The person harassed as well as the harasser may be a woman or a man.  The person harassed does not have to be of the opposite sex.

· The harasser can be the supervisor of the person being harassed, a supervisor in another area, a co-worker, or a non-FAA employee.

· The person harassed does not have to be the direct object of the harassment but could be anyone affected by the offensive conduct.

· Unlawful sexual harassment may occur without economic injury to, or discharge of, the person who is harassed.

· The harasser's conduct must be unwelcome and sexual in nature.

Supervisor/Manager Responsibilities

Prevention is the best tool to eliminate sexual harassment in the workplace.  Managers and Supervisors are encouraged to take steps necessary to prevent sexual harassment from occurring.  They should clearly communicate to employees that sexual harassment will not be tolerated and the consequences for engaging in that behavior.  Follow through and take appropriate action when allegations of sexual harassment are brought to your attention.  Refer employees who believe they have been harassed to an EEO Counselor.

Employee Responsibilities
It is the duty of every employee to stand against sexual harassment and take an active role in supporting a positive work environment for all.  Employees should immediately report inappropriate conduct of a sexual nature to their manager or supervisor.  Employees who believe they have been subjected to sexual harassment should see an EEO Counselor within 45 days of the harassing event.

Equal Employment Opportunity

How to File an EEO Complaint
Employees or applicants for employment who believe they have been discriminated against due to race, color, religion, sex (including sexual/gender harassment), national origin, age, or disability (physical and mental), or reprisal must consult an EEO Counselor prior to filing a formal complaint in order to try to informally resolve the matter.

1.
An EEO Counselor of choice must be contacted within 45 calendar days of the matter alleged to be discriminatory, or in the case of personnel action, within 45 calendar days of the effective date of the action.

2.
The EEO Counselor will attempt an informal resolution of the matter within 30 calendar days.  He or she does not make a finding of discrimination.  If a resolution cannot be reached within the 30-day period, the EEO Counselor must, no later than the 30 day, provide written notice (Notice of Final Interview) of the right to a formal complaint of discrimination.

3.
A formal complaint of discrimination may be filed within 15 calendar days of the end of the 30-day counseling period or the Notice of Final Interview, whichever is later.  It must be submitted in writing.  The formal complaint must be sent to:

U.S. Department of Transportation 

Office of Civil Rights, S-342

400 Seventh Street, SW.

Room 2104

Washington, DC 20590.

The Complaint Process
The Equal Employment Opportunity Commission (EEOC) established the EEO complaint process to ensure that employees receive the protections guaranteed by law.  The process is governed by specific timeframes which are shown below.

EQUAL EMPLOYMENT OPPORTUNITY COMMISSION

29 CFR 1614 COMPLAINT PROCESS

- FLOWCHART -

(SIMPLIFIED VERSION)

Step
Calendar Days

Contact an EEO Counselor after Alleged Discriminatory Incident or Effective Date of Discriminatory Personnel Action
0 - 45

Steps In 1614 Individual Complaint Processing System
Calendar Days

EEO Counseling to Final Interview
30 - 90

Receipt of Notice of Final Interview to Formal Complaint
15

Filing of Formal Complaint to End of Investigative Period
180 - 270

End of Investigative Period to Hearing Stage
30

EEOC Hearing Stage  EEOC's Receipt of

Request to AJ's Recommended Decision
180

Receipt of AJ's Decision to Issuance of Final Agency Decision
60

Receipt of Final Agency Decision to Appeal to OFO
30

Receipt of OFO Decision to Request for EEOC Commissioner's Reconsideration
30

Receipt of Reconsideration Decision to Filing of Civil Action
90

Administrative Systems & Procedures for Headquarters Employees

Personnel Reform

The FAA Personnel Management System
For details on FAA PMS and other personnel policy, see FAA’s AHR website at http://www.faa.gov/ahr
In Section 347 of the 1996 DOT Appropriations Act, Congress directed the Federal Aviation Administration to develop and implement a new personnel management system that addresses the unique demands on the agency’s workforce.  On March 28, 1996, Administrator David S. Hinson signed the FAA PMS, which forms the legal basis for FAA’s personnel management system.

Excepted Service

The FAS excepts FAA from most traditional Federal personnel laws.  FAA employees are in the excepted service rather than the competitive service.   Merit principles and basic Federal employee benefits like retirement, health and life insurance, workers’ compensation, and holidays are the same for FAA employees as for other Federal employees. 

When Federal employees in the competitive service are selected for FAA positions, they are converted to the excepted service under the FAS.  Leave balances and other benefits are transferred to FAA from the employee’s previous agency.

Interchange Agreement

In October of 1997, FAA and OPM signed an Interchange Agreement that lays out the conditions under which FAA employees may be appointed to positions in the competitive service and competitive service employees may be appointed to positions at FAA.

If you have at least one year of continuous service with FAA under a permanent appointment, the agreement allows you to apply for any competitive service vacancy throughout the Federal government and be considered as if you had worked for a competitive service agency.  You will, of course, have to meet the qualification requirements for the position.  This benefit is not available to employees who resign or who are separated for cause, but it will be available to any employee who is involuntarily separated.  In addition, time you spend in FAA will be counted toward the three-year requirement for career tenure and for completion of the probationary period.

The initial agreement is for one year.  During that time, OPM will continue its assessment to ensure that our two systems are compatible and that there is two-way movement between the competitive and excepted services.  FAA expects the agreement to be extended and that it will continue to provide FAA with a useful recruitment source and our employees with the best possible career options.

You can find the complete text of the agreement on AHR’s website.

Work Schedules
For additional information, contact Ms. Sandee Lewis-Haskell at (202) 267-9604.

Tour of Duty
The time limits within which you must complete your basic work requirement.  At FAA, everyone’s tour of duty must include core hours.  

Core Hours

Core Hours are the fixed part of the workday included in everyone’s tour of duty.  FAA Core Hours are 9:30 AM to 3:30 PM.

Alternative Work Schedules
The Department of Transportation (DOT) delegated to the Federal Aviation Administration (FAA) the authority to approve and use flexible and compressed work schedules.  FAA Order WA 3600.1 establishes guidelines and procedures for using Alternative Work Schedules (AWS).  

In addition to regular schedules, which include official business hours, 8:30 a.m. to 5:00 p.m., Washington Headquarters employees may choose any of the following AWS schedules upon the approval of their supervisors.

Flexitour
Gliding Schedule

· Set arrival time each day

· 8-hour day, 40-hour week, 80-hour pay period

· 5-day workweek
· Arrival time may vary each day

· 8-hour day, 40-hour week, 80-hour pay period

· 5-day workweek

Variable Day Schedule
Four-Day Workweek (4/10 Plan)

· Arrival time may vary each day

· Length of workday can vary

· 40-hour workweek, 80 hour pay period
· Set arrival time each day

· Four 10-hour days in a workweek

Variable Week Schedule
Compressed Schedule (5-4/9 Plan)

· Arrival time may vary each day

· Length of workday can vary

· 80-hour pay period

· 5-day workweek
· Set arrival time each day

· Eight 9-hour days, one 8-hour day, and one day off during the pay period


Maxiflex



· Arrival time may vary each day

· Length of workday and workweek can vary

· Can work fewer than 5 days per workweek


Time & Attendance & Leave

Time & Attendance Reports
You complete a Time & Attendance (T&A) Report every biweekly pay period.  Your report shows the hours you work and any leave or other excused absence during the pay period.

The Timekeeper in your home office will help you with your report.

Leave
As a Federal employee, you earn two types of leave each pay period:

· Annual Leave

· Sick Leave

Both Annual Leave and Sick Leave are paid leave.

You also receive paid time off for ten regular holidays each year:

Holiday
Schedule

New Year’s Day
January 1

Martin Luther King’s Birthday
3rd Monday in January

Presidents’ Day
3rd Monday in February

Memorial Day
Last Monday in May

Independence Day
July 4

Labor Day
1st Monday in September

Columbus Day
2nd Monday in October

Veteran’s Day
November 11

Thanksgiving Day
4th Thursday in November

Christmas Day
December 25

If you need to, and your supervisor approves, you may also be allowed to take unpaid leave, or leave without pay.

Annual Leave
You earn Annual Leave each pay period.  The amount you earn depends on your years of service.

Years of Service
Annual Leave Earned per Pay Period

Up to 3 years
4 hours

3 - 15 years
6 hours

15 or more years
8 hours

You may use Annual Leave for any purpose.

Except in an emergency, you must have your supervisor’s approval before you take Annual Leave.  Check with the Timekeeper in your home office for specific procedures for requesting Annual Leave.

Sick Leave

All full-time employees earn 4 hours of Sick Leave each pay period.  Unlike Annual Leave, Sick leave is for specific uses.

You may use Sick Leave when:

· You are incapacitated by physical or mental illness or injury, pregnancy, or childbirth

· You are undergoing medical, optical, or dental examination or treatment

· You would jeopardize the health of others because you have been exposed to a communicable disease

· You must be absent for adoption-related activities

You may also use a limited amount of sick leave for family care or bereavement

Check with your Timekeeper for procedures for requesting Sick Leave.

Federal Employees’ Family Friendly Leave Act (FEFFLA)

Most covered Federal employees may use up to 104 hours (13 days) of sick leave each leave year to care for a family member or to arrange for or attend the funeral of a family member.  Full-time employees may use 40 hours (5 days) of sick leave for these purposes without regard to their current sick leave balance.  An additional 64 hours (8 days) may be used if the employee maintains a balance of at least 80 hours of sick leave in his or her sick leave account.

Family & Medical Leave Act of 1993 (FMLA) 

(Public Law 103-3, February 5, 1993) Effective on August 5, 1993

Covered Federal employees are entitled to a total of 12 administrative workweeks of unpaid leave during any 12-month period for:

· Birth of a son or daughter and care of the newborn

· Placement of a son or daughter with the employee for adoption or foster care

· Care of a spouse, son, daughter, or parent with a serious health condition

· Serious health condition of the employee that makes the employee unable to perform the duties of his or her position.  

When an employee returns from such leave, he or she must be returned to the same position or to an equivalent position with equivalent benefits, pay, status, and other terms and conditions of employment.

Voluntary Leave Donor Program 

(Public Law 100-566, January 31, 1988), DPA, Chapter 630, DOT Procedures and Restrictions June 1988
For additional information, contact Ms. Veronica Stover at (202) 267-3908.

The Voluntary Leave Donor Program is for Federal employees who experience personal or family medical emergencies.  Any employee who is eligible to receive annual and sick leave is eligible to enter the leave donor program.  The employee or a family member of the employee must have a certified medical emergency for the employee to be eligible for the program. “Family members” of an employee are considered to be:

· Spouse and parents

· Children, including adopted children, and their spouses

· Parents, brothers and sisters, and their spouses

· Any blood relative or person who is equivalent to a family member

How to apply for the program
To apply to receive donated leave, an employee must fill out and submit a leave recipient application form (OF-630) with a physician’s or other appropriate expert’s written certification of the medical emergency.  A medical emergency is defined as a medical condition that is likely to:

· Require an employee to be absent from duty for a prolonged period of time, and

· Result in a substantial loss of income

For an employee to be considered as a leave recipient, the medical emergency must require at least 80 hours of absence from duty.   An employee’s application must be approved by his or her supervisor.

In the case of a personal medical emergency, the recipient must exhaust all of his or her annual and sick leave before using donated hours.  In the case of a family medical emergency, recipients must exhaust all their annual leave hours before donated leave can be used.

How to Donate Leave

Once an employee is accepted into the program, other employees may donate accrued annual leave to the recipient.  Only accrued annual leave may be donated.  You may donate leave to recipients within FAA or in other agencies.

To donate leave to a recipient in FAA, complete OF 630A: Request to Donate Annual Leave to Leave Recipient (Within Agency) under the Leave Transfer Program.
To donate leave to a recipient outside FAA, complete OF 630B: Request to Donate Annual Leave to Leave Recipient (Outside Agency) under the Leave Transfer Program.
Salary and Pay Schedule

Pay Days

Most FAA employees are paid every two weeks.  You receive your salary payment about one and one-half weeks after the end of the pay period the payment covers.  That means new employees receive their first salary payment about three and one-half weeks after they start work.

A calendar of regular pay dates for the current year is on the next page.  Check with the administrative staff in your home office to identify your specific first pay date.

Salary Deposits

Except in unusual circumstances, your salary will be deposited by electronic transfer with your bank.  You will receive an Earnings and Leave Statement when your salary payment has been sent to your bank.

Salary Table

A salary table showing annual salaries for staff at grades 1 through 15 is included in your Orientation Handouts.
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Performance Planning & Recognition System

For additional information, contact the Compensation Team at (202) 267-9203

You can find information on FAA’s Performance Planning and Recognition System on FAA’s Interweb at http://interweb.faa.gov/Ahr/policy/fapm/fapms.  You will find PPRS information in FAPM Letter 430-1.  Your supervisor can also give you additional details.

Your Performance Plan
Your supervisor will communicate your performance plan, which consists of Critical Outcomes and Expectations.

A Critical Outcome defines your major duties and responsibilities while the Expectation describes how you must perform that Outcome to be considered successful.  

Schedule
Typically, performance plans are put in place within 30 days from the beginning of the rating period or the employee's entrance on duty.  Generally, around the mid-point of the rating cycle, the supervisor will conduct a formal semi-annual review.  A final rating of record will be developed within 90 days after the end of the rating cycle.  An employee must serve under a performance plan for a minimum period of 90 days to be eligible for a performance appraisal.

Performance Appraisal

FAA employees are rated annually. The rating cycle runs from October 1 through September 30.

Two-tier rating system

Employees are rated under a two-tier rating system.  An employee can receive either a "Meets Expectation" or "Does Not Meet Expectation" rating.  

Superior Performance
Employees may be recognized for superior performance above the "Meets Expectation" level or for special work related efforts.  Supervisors may grant a lump-sum monetary recognition, a time off award, or a quality step increase.  These recognitions can be granted at any time throughout the rating period.

Deficient Performance

For additional information, contact the Employee Relations Team at (202) 267-8857

Deficient performance in any one Critical Outcome results in an overall "Does Not Meet Expectation" performance rating, which can be assigned at any time during the rating period.  Employees will generally be provided an official opportunity to demonstrate acceptable performance prior to the issuance of this level of unacceptable performance.  A "Does Not Meet Expectation" rating will result in the denial of the next scheduled within-grade increase, and may result in a personnel action, such as reassignment, demotion, or removal from the Federal service.

Conduct & Discipline Order

Federal Aviation Personnel Manual FAPM-2635 (previously FAA Order 3750.4)
For additional information, contact the Employee Relations Team at (202) 267-8857
You can find information on FAA’s Conduct & Discipline Order on FAA’s Interweb at http://interweb.faa.gov/Ahr/policy/fapm/fapms.  You will find information on conduct and discipline issues in FAPM Letter 2635.  Your supervisor can also give you additional details.

FAPM-2635 contains regulations for processing disciplinary actions, the grievance process, and appeals procedures for non-union employees.  Union employees should consult applicable collective bargaining agreements.  FAA Order 3750.4, Conduct and Discipline, includes agency policy and expectations and a table of penalties for violations of conduct standards.

Employee Representatives

Employees are entitled to representation by an Employee Relations Specialist any time management proposes disciplinary action.  Employee Relations Specialists are responsible for advising employees of their rights and responsibilities and of agency policy.

Dispute Resolution

The grievance process encourages dispute resolution at the lowest possible level.  It involves two stages: the problem-solving stage and the formal stage.  The problem-solving stage encourages the employee and the supervisor to work together to resolve issues.  Each Line of Business (LOB) may have other supplemental rules and regulations covering these processes.

Arbitration

The Merit Systems Protection Board (MSPB) does not have jurisdiction over FAA cases.  Employees may appeal major adverse actions to a three-person panel.  The employee participates in the selection of an arbitrator and is entitled to select a partisan to serve on the panel.

Security & Identification

In FOB 10-A, please call 493-4009 or go to Room 315.
Security Personnel

Guards are on duty 24 hours a day in the FAA Building.  Their responsibilities include providing for the security of the buildings, government employees, contractors, visitors and government property.  Consequently, the security guards limit and monitor access to the building.

Guards and security personnel are stationed in the FAA building and in DOT Headquarters in the Nassif Building at 400 Seventh St., SW

SECURITY PERSONNEL
LOCATION
PHONE

Guard Desk, FAA Building (FOB 10A)
Ground level, in lobby
267-8829

DOT Security, Nassif Building
TASC Security Operations

Nassif Building, Room 7402
366-4677

Federal Protective Service
GSA
9-708-1111

Security Services

SERVICE
CONTACT
PHONE

Visitor Clearance
Sara Proctor
267-7717

Theft & Incident Reports
TASC Security
9-366-4677

Lost & Found, FAA
Security USA Supervisor
267-8829

Lock & Key Services
TASC Security Operations
366-4693

Security Clearances
For additional information and questions, call 366-4693.

Many positions are sensitive and require security clearances in accordance with Executive Orders, government-wide regulations, and DOT policies.  When requested by your office, TASC Security Operations conducts investigations and clearances.  

Identification Cards
All DOT/FAA employees and contractors assigned to work in the FAA Building are required to have identification cards (or building passes) visible in the building.  The ID cards can be obtained from TASC Security Operations, Nassif Building, Room 7334 or by calling (202) 366-4333.  Government employees, visitors, and contractors must display their ID cards to gain entry and must wear their IDs at all times while inside the DOT Headquarters Buildings.  Employees or contractors should notify TASC Security Operations immediately if an ID card is lost or stolen.

I.D. Branch Hours of Operation:

Monday
10:00 - 11:00 a.m.

Tuesday
2:00 - 3:00 p.m.

Wednesday
10:00 - 11:00 a.m.

Thursday
2:00 - 3:00 p.m.

Friday
10:00 - 11:00 a.m.

I.D. Branch Location
Department of Transportation I.D. Branch is located at:


Nassif Building, 400  7th St., SW (Department of Transportation Building)

Room 7334

Southwest Entrance

Services Available to FAA Headquarters Employees

Job & Career Information

FAA Job Information

Jobs at FAA are in the Excepted Service, and are not included in all General Service job listings.

FAA’s Web Site
You can get information on job vacancies at FAA from FAA’s Home Page on the World Wide Web.  The specific address is http://jobs.faa.gov.

You can also get to FAA job information by using Quick Jump on FAA’s Home Page.

· Select Netscape from the Program Manager screen

· Click on the selection line for Quick Jump
· Select Job Vacancies
· Select Go.
Room 109, FOB-10A
You can get announcements of current FAA job vacancies in Room 109, FOB-10A.  Computers in Room 109 can give you access to listings of jobs at FAA and other parts of DOT, as well as the listing of Federal jobs maintained by OPM.
FAA Faxback System
To request copies of current FAA vacancy announcements, FAX your request to 

(405) 954-0250.

Job Information by Telephone

To inquire about FAA job vacancies, call (202) 267-8008.

Department of Transportation Job Information

Information on jobs throughout the Department of Transportation is available through DOT’s web site at http://dothr.dot.gov/employme.htm. You can also scroll to the bottom of the DOT home page and click on navigate other areas.  Select job information from the list of options. 

Federal Job Information
The U.S. Office of Personnel Management maintains a listing of job vacancies throughout the Federal government on the Internet.  The address is http://usajobs.opm.gov.  OPM’s listing does not include jobs in the Excepted Service. 

Training & Career Development Resources
FAA Resources

FAA offers training to employees through both the Center for Management Development (CMD) and the FAA Academy.  AHR also sponsors in-house training programs and provides access to training outside the FAA. Classroom training, computer-based instruction, and correspondence courses are available.

For information on learning resources or on enrollment procedures, call any of the following Headquarters Training Team members:

John Ogden, Manager
(202) 267-7379

Debi Holden
(202) 267-3877

Veronica Lucas
(202) 267-9534

Genise Stancil
(202) 267-3895

DOT Resources

Department of Transportation’s TASC Service Center offers training to all DOT staff.  The DOT Connection also offers career counseling and guidance services to DOT Employees. 

How to Apply for Training

To apply for training, contact the Training Coordinator in your Home Office.  He or she will give you information about specific training sources and help you apply for training.

Transportation

Public Transportation Transit Benefits

For additional information, contact Mr. Ozzie Barham at (202) 267-8994 or visit TASC’s website at http://www.tasc.dot.gov.
The Transit Benefit Program offers DOT employees financial incentives to use public transportation to commute to and from work.  Benefits are for travel on Metrobus, Metrorail and some other bus and rail services.  The current maximum monthly benefit is $65.00. 

How to Apply for Benefits
To apply, employees complete a Transit Benefit Application Form and take it to their Transit Fund Administrator.  The Transit Fund Administrator will enter the appropriation code for the organization in which the employee works.

When and Where You Can Apply

You can apply for transit benefits as soon as you enter on duty.  You can pick up your first transit benefit at the Transit Benefits Office in the Nassif Building.  The application form is also available on-line on TASC’s website.   After your first application, you will pick up your benefits once each quarter.

FY ‘99 Schedule

FAA BUILDING
NASSIF BUILDING
TRANSPOINT BUILDING

Room 531
Room P2-329A
Room 3611

January 25 – 29
January 4 - 15
January 18 - 22

April  26 – 30
April 5 – 16
April 19 – 23

July 26 – 30
July 5 – 16
July 19 – 23

A schedule of additional days of service for providing Transit Benefits will be posted at each of these locations.  The schedule is also posted on TASC’s website at.  Any changes to the Transit Benefit schedules will be posted at all three locations and sent on BROADCAST cc:Mail.

Car Pool Locator

The FAA Car Pool Locator is in FOB-10A on level A -- one floor down from the main lobby.  The locator includes a map, bulletin board, and boxes for you to use to find and sign up with a car pool.

Parking

Very limited parking is available in FOB-10A for vanpools and carpools with five or more riders and for handicapped employees.  For information on parking, please call Maureen Jones at (202) 267-8064.

Telecommuting
For additional information on telecommuting, sites, and enrollment procedures, contact Ms. Debi Holden at (202) 267-3877.

FAA’s Program

FAA has an active and successful telecommuting program. Telecommuting provides employees with the opportunity to perform their duties at alternate worksites during an agreed-upon portion of their workweek.  Alternate worksites may include an employee’s home, a telecommuting center, or another FAA facility.  An employee’s supervisor must approve his or her participation in the telecommuting program.  The program relies on the integrity and work ethic of participating employees and the approval of supervisors. 

Interagency Telecenters

As of January 1997, the U.S. General Services Administration (GSA) established a network of interagency telecenters in outlying communities surrounding Washington, DC.  These telecenters are designed as alternate work places that augment the work-at-home option commonly used by agencies as part of the flexi-place program arrangements.  All centers have telecommunications equipment and computers that enable employees, including those with disabilities or chronic medical problems, to perform some or all of their duties away from the normal work setting one or more days a week.  

Travel Services

The DOT Travel Handbook (DOT 1500.6) includes rules and regulations all Department of Transportation employees must follow. 

Updates and/or Changes in Travel Procedures
All FAA employees will be notified in the event of any updates and/or changes in travel procedures via BROADCAST cc:Mail.  Please check DOT’s Office of the Chief Financial Officer web page at http://ostpxweb.dot.gov/budget for up-to-date travel information.

Citibank Card
For additional information regarding the Citibank card, contact Sid Mays on 202-267-8950.

The Accounts Payable Branch (AFM-220) staff encourages all FAA employees to obtain a DOT Citibank Card before making any travel plans.  To obtain a card, forward the application to the agency program coordinator, Sid Mays. Please allow 3-6 weeks for processing.

FAA headquarters employees who are transferring from another FAA regional facility should see Sid Mays to have their Citibank cards transferred to Washington Headquarters.  FAA employees who are transferring from another government agency should turn in their government credit cards to the losing agency and obtain an application for a new card from Sid Mays.

Making Travel Reservations
For additional information regarding travel guidance and procedures, see DOT’s website at http://ostpxweb.dot.gov/budget
For reservations or other travel services, contact the DOT Travel Service Center (DOT TSC) by telephone, FAX, or Email.  DOT TSC’s hours are 7:00 AM - 7:00 PM Eastern Time, Monday through Friday.  DOT TSC observes DOT’s holiday and emergency schedules.

Telephone
DC Area
(202) 366-2700


Other areas
(888) 550-4722 (toll-free)


After-hours emergency service
(888) 420-7578 (toll-free in the US)

(770) 486-2783 (collect from anywhere in the world)

FAX
All areas
(202) 366-2700 and select 6



(703) 205-0463

CCMail
All areas
Travel <OST> Reservations

You must provide Travel Authorization and Accounting Classification codes when your reservations are confirmed and before you can pick up tickets.

To Pick up Tickets
You must show identification to pick up tickets.

Passport & Visa Service
Official passports and visas for official travel can be obtained through Passport Services in Room 7402 Nassif Building or by calling (202) 366-4679.
Workers’ Compensation

If you have questions about Worker’s Compensation, please call Barbara Williams at (202) 267-3873
If you are injured on the job, you may be entitled to workers' compensation benefits from the Federal government. The Office of Workers' Compensation Programs (OWCP) at the US Department of Labor administers the workers' compensation law for Federal employees. OWCP will process your case and provide you with benefits while you are injured.  Benefits injured workers receive depend on the injury.  They can include wage loss compensation, medical benefits, death benefits, etc.

How to File a Claim

If you are injured on the job, ask your immediate supervisor for form CA-1 or CA-2 to file a Worker’s Compensation claim.

In an emergency, seek medical treatment right away and file the forms as soon as possible.

Transportation Administrative Service Center (TASC) Libraries
For additional information, contact TASC Library at 202-366-0745.
The National Transportation Library is administered by the Bureau of Transportation Statistics in cooperation with TASC and the Office of the Secretary of the U.S. Department of Transportation (DOT).  The National Transportation Library contains documents and databases provided from throughout the transportation community and can be accessed through the Internet.  The library is intended to facilitate the exchange of information related to transportation.

Library Locations

LIBRARY
LOCATION

Main DOT Building (Nassif Building)
Room 2200

FAA Building (FOB 10-A)
Room 931

Health & Fitness

Health Awareness

For additional information, please contact Ms. Peggy Guay at 202 267-3405.

The Health Awareness Program (FAA Order 3900.53) is part of the agency’s continuing effort to meet the health needs of FAA employees and to achieve greater employee awareness and knowledge of health related subjects. The Health Awareness Program offers preventive medical services and strives to promote job performance through fostering wellness at work. The objective of the Health Awareness Program is to ensure that FAA personnel have the opportunity to receive specific information regarding a wide range of health topics.

Educational and most screening programs are offered free to FAA employees.  Some special screening programs, such as blood chemistries and mammography, will require a small fee.

Clinic Services

The clinic responds to all emergencies in the FOB-10A building and provides non -prescription medications for employees. Allergy shots are given to employees who have prescriptions from their personal physicians.

· Clinic Location:
FAA Building, Rooms 328-329

· Phone number:
267-3405

· Hours:


7:30 AM - 5:00 PM, Monday through Friday

The clinic normally closes for lunch from 12 p.m. - 1 p.m., but lunch time may vary depending on emergencies.

Scales and a Blood Pressure machine are available for employees 24 hours a day.  They are located outside the clinic entrance.

Fitness

DOT/TASC Fitness Center
TASC Fitness Center is located in the main DOT building.  The center offers a variety of training and physical fitness activities, including:

· Aerobic classes

· Exercise area with a variety of equipment

· Fitness and health lectures

· Personalized fitness programs

For more information including hours and membership, contact TASC Fitness Center at 202-366-9731.

FAA Fitness Room
The FAA fitness room is located on the lobby level of the FAA Headquarters building in room 113.  The fitness room is managed by an employee committee and is operated independently through its membership.  The fitness room contains a variety of fitness equipment including both shower and locker facilities.  The hours and days of operation vary, the fitness room is only open to both men and women after 4:00 p.m., Monday through Friday.

For more information on the FAA Fitness Room, stop by room 116 for a listing of individual contacts.

Employee Assistance Program (EAP)

For additional information about the Headquarters EAP, contact the Headquarters EAP Manager, Ms. Kimberley Brams, at 202-267-3945.

The EAP is a confidential and voluntary program designed to help employees and eligible family members effectively address and overcome a wide variety of job-related or non job-related problems which adversely affect personal health, job performance, and reliability.  A counselor will discuss and assess the problem with you, provide short term counseling, and refer you to other resources if needed.  All EAP services are free of charge and are staffed by professional licensed counselors.

Transportation Federal Credit Union
For additional information, locations, and hours of operation, contact the DOT/TFCU member services at 202/366-9400.

The Transportation Federal Credit Union (TFCU) was founded in 1939. TFCU is a member-owned financial service cooperative with over $80 million in assets and nearly 18,000 members nationwide.  All TFCU savings accounts are Federally insured up to $100,000 by the National Credit Union Share Insurance Fund (NCUSIF).  Individual Retirement Accounts (IRAs) are insured separately for up to an additional $100,000. 

TFCU membership is open to active and retired employees, contractors, military personnel and other groups affiliated with DOT, FAA, and the VOLPE National Transportation System Center.  Benefits extend to immediate families of all these groups, including spouses, siblings, parents, children, grandchildren, grandparents, aunts, uncles, and cousins who are related by blood or marriage.    

Benefits

Benefits of Credit Union membership include:


· Higher dividends on savings;

· Lower loan rates sometimes including discounts, rebates, and bonuses;

· Convenient checking and savings accounts

Remote Access Services

· 24-hour ATM service

· Direct deposit

· DOTTIE - 24-hour touchtone telephone account access system

· EMail and Internet communications

· PC-24 Home Banking

TFCU also offers other financial services found in other financial institutions

Child Care
For more information call 202-267-7672 to obtain an Enrollment Package and Parent Handbook.  You may also make an appointment to visit the center.
DOT Day Care, Inc. is the child care center for FAA employees.  The center is located in Suite 132 and Suite 213 of the FAA building.  DOT Day Care, Inc., is accredited by the National Association of Education for Young Children (NAEYC).  The center is an excellent child care facility that was created to provide a safe, caring, and educational environment for the children of working parents.  The center offers a developmentally appropriate curriculum.  The program also emphasizes the development of a positive self-concept through praise, understanding, trust, and love.

Services

In addition to the fine curriculum and convenient location, DOT Day Care, Inc. provides:

· Child care for infants and children 3 months to 6 years of age

· Summer program for children 6-10 years of age

· Services daily from 7:15 a.m. to 5:45 p.m.

· A dedicated and experienced professional staff

· Creative movement, tap and ballet teacher, computers, special events, etc.

· Tuition assistance for qualified applicants

· Field trips

· Nutritious lunch and snacks

· Summer program

· Emergency care
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