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•	 We	will	provide	care,	second	to	none	-	the	best	care	anywhere.	

•	 We	will	maintain	and	expand	veterans’	health	care	services.

•	 Every	veteran	will	be	personally	satisfied	with	the	care	that	they	receive	from	us,	based	

on	the	outcome.

Trust					-					Respect					-					Commitment					-					Compassion					-					Excellence

Our Three Promises to All Our Veterans

Our Core Values



Welcome from our Director

Welcome to the Best Healthcare System in the World

T he	 154	 hospitals	 and	more	 than	 870	 clinics	 in	 the	Department	 of	 Veterans	

Affairs	have	been	ranked	best	in	class	by	a	number	of	independent	groups	on	

a	broad	range	of	measures.		There	are	about	23.8	million	living	veterans	that	represent	

20%	of	the	U.S.	population,	and	it	is	our	privilege	to	care	for	many	of	them.

Not	only	does	 the	Department	of	Veterans	Affairs	provide	 inpatient	and	outpatient	

health	care,	but	statutory	benefits	such	as	disability	compensation,	pension,	dependency	

and	 indemnity	 compensation,	 death	 pension	 and	 cemetery	 administration	 to	 honor	

veterans	with	final	resting	places.

Our	 goal	 is	 to	 honor	 and	 serve	 each	 veteran	with	 the	 highest	 quality	 of	 care	 and	

compassion.	 	Thanks	for	being	part	of	the	dedicated	team	that	cares	for	our	Nation’s	

heroes!					

John E. Barilich, MSW, MBA
Director, Ralph H. Johnson 

VA Medical Center
Charleston, SC
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PFC Ralph H. Johnson , USMC

An American Hero

On	September	5,	1991,	the	Charleston	VA	medical	Center	celebrated	

25	years	of	service	to	our	veteran	population	and	conducted	a	facil-

ity	renaming	ceremony.		The	medical	Center	was	renamed	the	Ralph	

h.	Johnson	Department	of	Veterans	Affairs	medical	Center.						

	 Ralph	h.	Johnson	was	born	January	11,	1949,	in	Charleston,	South	
Carolina.		he	attended	Sinemonton	Elementary	School,	1956-1958,	and	Court-

ney	middle	School,	1958-1966,	in	Charleston.		he	enlisted	in	the	U.S.	marine	

Corps	Reserve	at	Oakland,	California	on	march	23,	1967,	and	was	discharged	

to	enlist	in	the	Regular	marine	Corps	on	July	2,	1967.	Upon	completion	of	re-

cruit	training,	he	was	transferred	to	the	marine	Corps	Base,	Camp	pendleton,	

California.		he	underwent	Individual	Combat	Training	completing	the	latter	in	

November	1967.		he	was	promoted	to	private	first	Class	on	November	1,	1967.						

	 In	January	1968,	pfC	Johnson	arrived	in	the	Republic	of	Vietnam,	and	served	

as	a	Reconnaissance	Scout	with	Company	“A”.		In	the	early	morning	hours	of	march	5,	1968,	pfC	Johnson	was	a	member	of	a	

fifteen-man	reconnaissance	patrol	manning	an	observation	post	on	hill	146	overlooking	the	quan	Duc	Valley	deep	in	enemy	

controlled	territory.		They	were	attacked	by	a	platoon-size	hostile	force	employing	automatic	weapons,	satchel	charges	and	

hand	grenades.			Suddenly,	a	hand	grenade	landed	in	the	three-man	fighting	hole	occupied	by	pfC	Johnson	and	two	comrades.	

he	shouted	a	warning	and	unhesitatingly	hurled	himself	upon	the	explosive	device.		When	the	grenade	exploded,	pfC	Johnson	

absorbed	the	tremendous	impact	of	the	blast	and	was	killed	instantly.		his	prompt	and	heroic	act	saved	the	life	of	one	marine	

at	the	cost	of	his	own	and	undoubtedly	prevented	the	enemy	from	penetrating	his	sector	of	the	patrol’s	perimeter.						

	 	In	view	of	the	above,	private	first	Class	Johnson	was	awarded	the	medal	of	honor	posthumously.		Other	medals	and	

decorations	included:		The	purple	heart,	the	National	Defense	Service	medal,	the	Vietnam	Service	medal	with	two	bronze	

stars,	the	Vietnamese	Cross	of	gallantry	with	palm,	the	Vietnamese	military	merit	medal,	the	Combat	Action	Ribbon,	the	Navy	

Unit	Commendation	medal,	Civil	Actions	first	Class	and	good	Conduct	marine	Corps.
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Ralph H. Johnson VA Medical Center 

T he Ralph H. Johnson VA Medical Cen-
ter is a primary, secondary, and ter-

tiary care facility that provides a full range of 
patient care services, including education and 
research to veterans along the South Carolina 
and Georgia coast. Comprehensive health care 
is provided through acute medical, surgical, and 
psychiatric inpatient care, as well as primary 
and specialized outpatient services and nursing 
home care. The Ralph H. Johnson VA Medical 
Center is a part of the VA Southeast Network, 
which includes facilities in South Carolina, 
Georgia and Alabama.

T he	Ralph	h.	Johnson	VA	medical	Cen-
ter	 encompasses	 the	 main	 hospital	

and	 four	Community	 Based	Outpatient	Clin-
ics	(CBOC)	located	in	Savannah,	myrtle	Beach,	
Beaufort	and	goose	Creek.	The	Savannah	clinic	serves	veterans	in	10	georgia	and	three	South	Carolina	counties;	the	myrtle	Beach	clinic	
serves	veterans	in	georgetown,	horry	and	surrounding	counties;	the	Beaufort	clinic	serves	veterans	in	Beaufort,	hampton	and	Jasper	
counties;	and	the	goose	Creek	clinic	serves	veterans	in	Dorchester	and	Berkeley	counties	and	surrounding	areas.

Facts about the Department of Veterans Affairs

F rom	 the	 Colonial	 era	 through	 to-
day,	 America	 has	 cared	 for	 its	 vet-

erans	 -	 the	 men	 and	 women	 who	 won	
and	have	maintained	the	nation's	freedom.		
This	rich	history	can	be	viewed	by	visiting																																																																													
http://www1.va.gov/opa/feature/histo-
ry/index.asp.

The	Department	of	Veterans	Affairs	(VA)	
was	 established	 on	march	 15,	 1989,	 suc-
ceeding	 the	Veterans	Administration.	 	 It	 is	
responsible	for	providing	federal	benefits	to	
veterans	and	their	families.		headed	by	the	
Secretary	of	Veterans	Affairs,	VA	is	the	sec-

ond	largest	of	the	15	Cabinet	departments	
and	 operates	 nationwide	 programs	 for	
health	care,	financial	assistance	and	burial	
benefits.	

Of	the	24	million	veterans	currently	alive,	
nearly	 three-quarters	 served	during	a	war	
or	 an	 official	 period	 of	 conflict.	 	 About	 a	
quarter	of	the	nation's	population,	approxi-
mately	74.5	million	people,	are	potentially	
eligible	for	VA	benefits	and	services	because	
they	are	veterans,	family	members	or	survi-
vors	of	veterans.

The	 responsibility	 to	 care	 for	 veterans,	
spouses,	survivors	and	dependents	can	last	a	
long	time.		Three	children	of	Civil	War	vet-
erans	still	draw	VA	benefits.		more	than	200	
children	and	widows	of	Spanish-American	
War	veterans	still	receive	VA	compensation	
or	pensions.

for	more	information	on	the	Department	
of	Veterans	Affairs,	please	visit	the	website	
at	www.va.gov	or	the	Charleston	VA	website	
at	www.charleston.va.gov.
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EMPlOyMEnT InFORMATIOn

A n	 individual’s	 ap-

pointment	 to	 a	 posi-

tion	in	VA	may	be	one	

of	several	kinds	and	may	be	full	

time,	part	time,	or	intermittent.		

The	kind	of	appointment	has	a	

bearing	 on	 the	 employee’s	 sta-

tus	and	job	tenure.		The	princi-

pal	 types	 of	 appointments	 un-

der	Civil	Service	include	career	

conditional,	 career,	 temporary,	

Senior	 Executive	 Service,	 and	

Excepted.		VA	has	the	authority	

to	 appoint	 physicians,	 dentists,	

podiatrists,	optometrists,	nurses,	

and	 other	 health	 care	 person-

nel	 to	 positions	 under	 separate	

federal	 laws	 found	 in	 Title	 38	

of	the	U.S.	Code.		Each	of	these	

appointment	 authorities	 is	 de-

scribed	briefly	below.		

Types of Appointments

Career-Conditional Appointment 
It	 is	 the	 first	 step	 toward	a	ca-

reer	in	the	federal	service.		If 	you	
hold	this	kind	of	appointment,	the	
first	year	of	your	service	is	a	pro-
bationary	 period	 and	 essentially	
an	 extension	 of	 the	 examination	
process	 under	 which	 you	 were	
appointed.	 	 During	 the	 proba-
tionary	period,	your	appointment	
can	be	terminated	without	formal	
removal	procedures	for	skill	defi-
ciencies,	poor	work	habits	or	at-
titude,	or	unsuitability.	

Career Appointment
After	 you	 have	 completed	 3	

years	of	substantially	continuous,	
creditable	 service	 as	 a	 career-
conditional	 employee,	 your	 ap-
pointment	automatically	converts	
to	 a	 career	 appointment.	 	 This	 confers	 on	
you	greater	retention	rights	in	the	event	of	
a	reduction-in-force,	priority	placement	 if 	
separated	because	of	such	a	reduction,	and	
reinstatement	 eligibility	 following	 a	 break	
in	service.		

Career-conditional	and	career	employees	
can	be	promoted,	reassigned,	or	transferred	
to	 any	 vacant	 position	 for	which	 they	 are	
eligible	 and	 qualified	within	VA	 or	 in	 any	
other	federal	agency.		

Temporary Appointment
Temporary	 appointments	 are	 made	 to	

cover	particular	work	situations	and	usual-
ly	have	a	time	limitation	of	one	year	or	less.		
Temporary	 appointees	 are	 not	 eligible	 for	
promotion,	 reassignment,	 or	 transfer	 and	
may	be	separated	at	any	 time	during	 their	
appointment.

Senior Executive Service
Senior	 Executive	 Service	 (SES)	 appoint-

ments	 are	made	 to	 top	 level	 executive	po-
sitions	 in	VA.	 	These	appointments	may	be	
made	on	a	career,	noncareer,	limited	term,	
or	 limited	 emergency	 basis.	 	 positions	 are	

primarily	managerial	and	supervisory.		The	
SES	is	a	gradeless	system	in	which	salary	is	
linked	 to	 individual	 performance,	 not	 the	
position.		

Excepted Appointment
Excepted	appointments	are	made	to	posi-

tions	 that	 have	 been	 specifically	 excluded	
from	competitive	requirements	by	a	statute,	
Executive	Order,	or	by	the	Office	of	person-
nel	 management	 (Opm).	 	 Candidates	 for	
excepted	 positions	 must	 meet	 appropriate	
qualification	standards,	but	do	not	compete	
in	 civil	 service	 examinations,	 do	 not	 have	
competitive	status,	and	serve	initial	trial	pe-
riods.
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Title 38 Employment
VA	has	a	separate	employment	system	

under	 Title	 38	 U.S.C.	 for	 appointment	
of	physicians,	Dentists,	podiatrists,	Op-
tometrists,	 Nurses,	 Nurse	 Anesthetists,	
physician	 Assistants,	 and	 Expanded-
function	 Dental	 Auxiliaries	 (EfDAs).		
These	 appointments	 are	 made	 on	 the	
basis	 of	 an	 individual’s	 qualifications	
and	 professional	 attainments	 in	 accor-
dance	 with	 standards	 that	 have	 been	
established	 by	 the	 Secretary.	 	 Title	 38	
employees	 are	 paid	 under	 specific	 pay	
schedules.		Appointments	may	be	either	
full-time	 permanent,	 temporary	 full	
time,	 part	 time,	 or	 intermittent.	 	most	
full-time	 appointments	 under	 Title	 38	
are	subject	to	a	2-year	probationary	pe-
riod.		A	functional	statement	is	provided	
that	spells	out	 the	duties	and	responsi-
bilities	of	the	employee.		The	functional	
statement	is	updated	when	a	change	in	
duties	occurs.

Title 38 Hybrid
Title	 38	 hybrid	 employees	 are	 em-

ployed	under	a	combination	of	both	Title	
5	and	Title	38	personnel	systems.		Cur-
rently,	Title	38	hybrid	positions	include	
Certified/	Registered	Respiratory	Ther-
apist,	 physical	 Therapist,	 Occupational	
Therapist,	 pharmacist,	 licensed	 practi-
cal/Vocational	Nurse	and	Social	Workers.		hybrids	are	covered	by	
Title	38	 for	appointment,	advancement,	and	certain	pay	matters,	
and	Title	5	for	performance	appraisal,	leave,	hours	of	duty,	adverse	
actions,	probationary	period,	 reemployment	rights,	 reduction-in-
force,	and	retirement	rules	(except	part-time	service	is	calculated	
under	Title	38	 retirement	 rules).	 	A	 functional	 statement	 is	pro-
vided	that	spells	out	the	duties	and	responsibilities.		The	functional	
statement	is	updated	when	a	change	in	duties	occurs.		During	the	
probationary	period,	your	appointment	can	be	terminated	without	
formal	removal	procedures	for	skill	deficiencies,	poor	work	habits	
or	attitude,	or	unsuitability.

General Schedule (GS) Employee
your	grade,	official	position	title,	and	occupational	series	are	de-

termined	by	a	process	called	position	classification	under	the	Office	
of	 personnel	management.	 	The	process	 starts	with	 the	develop-
ment	of	a	position	description,	describing	the	major	functions	of	
your	 position.	 	 your	 supervisor	 is	 responsible	 for	 assigning	 your	
duties	and	responsibilities,	writing	your	position	description,	and	
periodically	reviewing	it	to	ensure	that	it	is	still	complete	and	accu-
rate.		you	can	assist	by	calling	attention	to	any	significant	changes	
in	duties	or	responsibilities	that	may	have	occurred	since	the	last	
review.		you	should	have	a	copy	of	your	position	description.		If 	you	
do	not	have	one,	ask	your	supervisor	for	a	copy.	
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EMPlOyMEnT InFORMATIOn

Classification of Position

A t Charleston,	 the	 VISN	 human	

Resources	 in	 Augusta	 along	 with	

the	 local	 human	 Resources	 management	

(hRm)	Office	 is	 responsible	 for	evaluating	

the	duties	and	responsibilities	for	positions	

according	to	a	set	of	classification	standards	

which	are	written,	published,	and	periodi-

cally	 updated	 by	 the	 Office	 of	 personnel	

management	 (Opm).	 	 The	 classification	

process	may	also,	but	does	not	have	to,	in-

volve	an	audit	at	your	work	site	and	discus-

sion	with	your	supervisor.

If 	 you	 feel	 your	 position	 has	 been	 im-

properly	classified,	you	have	the	right	to	ap-

peal	the	classification	and	the	right	is	given	

to	you	by	law	and	may	be	exercised	at	any	

time.		however,	before	filing	an	appeal,	you	

should	discuss	the	classification	of	your	po-

sition	with	 your	 supervisor	 and	hRm	Of-

fice.		They	will	explain	how	the	classifica-

tion	was	determined.		your	recourse	may	

be	to	request	an	appeal	either	through	the	

hRm	Office	at	Charleston	who	will	work	

through	the	Classification	Staff	in	Augusta	

or	 contact	 the	Office	 of	 personnel	man-

agement.	

Hybrid Positions

A lthough	 certified	 respiratory	

therapy	 technicians,	 registered	

respiratory	therapists,	physical	therapists,	

occupational	 therapists,	pharmacists,	and	

licensed	 practical/vocational	 nurses	 are	

governed	under	the	general	Schedule	for	

some	pay	purposes,	their	assignments	are	

not	subject	to	the	classification	system	de-

scribed	above.		Their	grades	are	based	on	

personal	qualifications	and	complexity	of	

assignment	in	accordance	with	standards	

established	by	the	Secretary.

Classification
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Wage Grade

T hese	positions	are	often	referred	to	as	blue	collar	positions	and	

represent	 the	manual	 trades	 and	 crafts.	 	 As	 a	 federal	Wage	

System	employee,	your	grade,	your	official	title,	and	your	occupational	

series	are	determined	by	a	process	called	job	grading.		As	with	the	gen-

eral	Schedule,	the	process	of	job	grading	begins	with	the	development	

of	a	job	description.		most	job	descriptions	describe	the	work	in	terms	

of	four	factors:	skill	and	knowledge	required,	level	of	responsibility	of	

the	job,	physical	effort	required,	and	working	conditions	encountered.		

your	supervisor	is	responsible	for	assigning	your	work,	writing	your	job	

description,	and	periodically	reviewing	it	to	ensure	that	it	is	still	com-

plete	and	accurate.		you	can	assist	by	calling	attention	to	any	significant	

changes	in	your	job	that	may	have	occurred	since	the	last	review.		you	

should	have	a	copy	of	your	job	description.		If 	you	do	not	have	one,	ask	

your	supervisor	for	a	copy.

After	your	 job	description	 is	developed,	 it	 is	 sent	 to	your	 local	hRm	

Office.		your	local	hRm	Office	evaluates	your	job	in	relation	to	a	set	of	

Job	grading	Standards	which	are	published	and	periodically	updated	by	

Opm.		As	with	general	Schedule	positions,	the	grading	of	a	blue	collar	

job	may,	but	does	not	have	to,	involve	a	work	site	audit	and	discussion	

with	your	supervisor.

y our	 Official	 personnel	 folder	 (Opf)	 contains	 the	 official	

papers	pertaining	to	your	employment	and	is	the	permanent	

record	of	your	service	in	the	federal	government.		It	is	maintained	

for	official	use	only	and	 is	not	open	 to	 inspection	by	unauthorized	

persons.

JOHN DOE

Official Personnel Folder
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BEnEFITS

Federal Employees Group life Insurance Program

Office of Workers Compensation and Pension

Almost	 all	 VA	 employees	 are	 eligible	 to	
participate	 voluntarily	 in	 the	 federal	 Em-
ployees	 group	 life	 Insurance	 program	
(fEglI),	 for	 which	 no	 physical	 examina-
tion	is	required.		you	share	the	cost	of	this	
insurance	with	the	government.		As	a	new	
employee,	you	will	automatically	be	covered	
under	Basic	life	insurance	coverage	unless	
you	waive	that	coverage.		If 	you	have	Basic	
life	insurance,	you	have	up	to	31	days	from	
your	initial	appointment	date	(and	up	to	60	

days	following	a	qualifying	life	Event,	e.g.,	
marriage,	birth	of	a	child,	death	of	spouse)	
to	elect	optional	life	insurance.	

The	 federal	 Employees	 health	 Benefits	
(fEhB)	program	helps	protect	you	and	fam-
ily	 members	 against	 the	 costs	 of	 illnesses,	
accidents,	 and	 hospitalization.	 	 The	 gov-
ernment	shares	the	cost	of	this	insurance	if 	
you	elect	to	participate.		As	a	new	employee,	
you	may	be	eligible	for	fEhB.		you	may	also	
choose	 to	 participate	 in	 premium	Conver-

sion.		participation	in	premium	Conversion	
is	 automatic	 if 	 you	 elect	 fEhB	 and	means	
you	will	pay	for	your	fEhB	premium	pRIOR	
to	being	taxed	on	your	earnings.	 	for	most	
employees,	 this	 will	 result	 in	 more	 take-
home	pay.	 	however,	you	may	elect	not	 to	
participate	 in	 premium	 Conversion.	 	 you	
have	 up	 to	 60	 days	 from	 your	 initial	 ap-
pointment	date	or	a	qualifying	life	Event,	
e.g.,	marriage,	birth	of	a	child,	etc.,	to	make	
these	elections.	 

If 	you	are	injured	at	work,	notify	your	supervisor	
immediately.		you	will	need	information	about	your	
benefits	under	the	federal	Workers’	Compensation	
program.	 	you	will	also	need	 to	complete	 the	ap-
propriate	claim	forms.		

Information	 and	 forms	 are	 available	 from	your	
Workers’	 Compensation	 representative.	 	 Benefits	
for	 job-related	 injuries	 and	 illnesses	may	 include	
medical	care	and	compensation.		Some	of	this	care	
may	be	offered	in	your	local	VA	health	Unit.		you	
should	review	the	pamphlet	CA-11,	“When	Injured	
At	Work,”	for	more	information	on	this	subject.

Employee	Express	puts	federal	employees	in	con-
trol	of	their	payroll-personnel	information.

With	Employee	Express,	you	can	view	and	make	
changes	online	to	your	personnel-payroll	information.	Employee	Express	transfers	your	change	request	to	your	servicing	payroll-person-
nel	office	eliminating	the	need	to	submit	a	paper	form.	It	is	that	easy	–	just	visit	www.employeeexpress.gov.	

Employee Express

Thrift Savings Plan
The	Thrift	 Savings	 plan	 (TSp)	 is	 a	

retirement	savings	plan	for	civilians	
who	 are	 employed	 in	 a	 permanent	
position	by	the	United	States	govern-
ment	and	members	of	the	uniformed	
services.	All	 federal	 employees	 cov-
ered	by	federal	Employees	Retirement	

System	(fERS)	are	eligible	to	partici-
pate	in	the	TSp.	however,	if 	you	are	a	
newly	hired	fERS	employee,	you	must	
wait	a	certain	period	of	time,	gener-
ally,	6	to	12	months	before	you	can	
begin	to	participate	in	the	TSp.	If 	you	
are	 a	 rehired	 fERS	 employee,	when	

you	 can	 begin	 to	 participate	 in	 the	
TSp	depends	upon	your	previous	TSp	
eligibility.	The	website	https://www.
opm.gov/fers_election/ri_90/f_tsp.
htm	 provides	 detailed	 information	
about	the	Thrift	Savings	plan.
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Employee Assistance Program

Employee Health

Retirement

The	 Employee	 Assistance	 program	 (EAp)	 is	 designed	
to	 assist	 employees	 with	 a	 variety	 of	 personal,	
emotional,	mental,	legal,	or	family	concerns	they	may	be	
experiencing.

VA	also	provides	 a	 limited	health	 service	program	 for	
employees	 that	 include	emergency	 treatment,	protection	
of	 employees	 from	 communicable	 disease,	maintenance	
of	a	healthy	working	environment,	and	preventive	health	
measures.	 	 pre-employment	 and	 periodic	 examinations	
are	also	provided	for	employees	in	certain	occupations.
Information	about	the	health	services	that	are		specifically	

available	 to	 you	will	 be	 provided	 by	 your	 local	 human		
Resources	management	Office	when	you	report	for	duty.			
Additional	information	can	be	found	on	the	following	website:		http://www.opm.gov/insure/.

Retirement	 coverage	 is	 based	
on	 your	 date	 and	 type	 of	 ap-
pointment.	 	 generally,	 career	
employees	hired	after	December	
31,	 1983,	 are	 covered	 by	 the	
federal	 Employees	 Retirement	
System	(fERS)	and	Social	Secu-
rity.		most	career	employees	ap-
pointed	before	January	1,	1984,	
are	covered	by	the	Civil	Service	
Retirement	System	(CSRS)	along	
with	 the	 medicare	 portion	 of	
Social	Security.		Temporary	em-
ployees	 are	 covered	 by	 Social	
Security.	 	 In	 addition	 to	 retire-
ment	 benefits,	 these	 systems	
provide	disability	and	survivors’	

benefits.		
Both	retirement	systems	allow	

employee	participation	in	a	tax-
deferred	savings	plan	called	the	
Thrift	 Savings	 plan	 (TSp).	 	 All	
participants	 in	 the	 TSp	 receive	
tax	 deferral	 on	 contributions,	
choice	 of	 investment	 funds,	 a	
loan	 program	 and	 a	 choice	 of	
withdrawal	options.		CSRS-cov-
ered	employees	may	contribute	
up	to	10	percent	of	basic	salary	
and	 fERS-covered	 employees	
may	 contribute	 up	 to	 15	 per-
cent	 of	 basic	 salary,	 not	 to	 ex-
ceed	 maximum	 allowable	 tax	
deferred	 contributions	 under	

current	Tax	Code.	Contribution	
percentages	 may	 be	 increased	
based	 on	 the	 annual	 cost-of-
living	adjustment	referred	to	in	
the	Tax	Code.
CSRS-covered	 employees	

are	 also	 eligible	 to	 participate	
in	 the	 Voluntary	 Contribution	
program	 (earnings	 are	 tax	 de-
ferred);	 however,	 this	 program	
is	not	available	to	fERS-covered	
employees.	 	you	should	contact	
your	 local	 human	 Resources	
management	 office	 for	 more	
detailed	 information	 regarding	
the	program.

The	 human	 Resources	 man-
agement	office	can	also	provide	
retirement	 information	 such	
as	 preparation	 of	 annuity	 esti-
mates.
you	may	be	able	to	carry	your	

federal	 Employees	 group	 life	
Insurance	 policy	 and	 federal	
Employees	 health	 Benefits	 into	
retirement.	
Additional	 information	 on	

the	 federal	 Retirement	 System	
can	 be	 found	 on	 the	 following	
website:		http://www.opm.gov/
retire/.

Child	care	can	be	extremely	ex-
pensive,	 especially	 for	 lower	 in-
come	families.	But	without	quality	
child	care	arrangements,	working	
parents	 are	 hard-pressed	 to	 re-
main	 effective	 either	 at	 work	 or	
at	home.	federal	agencies,	at	their	
own	discretion,	 can	now	use	 ap-
propriated	 funds,	 including	 re-
volving	 funds	otherwise	 available	
for	salaries,	to	assist	lower	income	
employees	with	 the	costs	of	child	
care.	

This	Child	Care	Subsidy	program	
applies	to	employees	whose	children	
are	under	the	age	of	13,	or	disabled	
and	 under	 the	 age	 of	 18,	 and	 are	
enrolled,	or	will	be	enrolled,	 in	 li-
censed	 family	 child	 care	 homes	 or	
center-based	 child	 care.	 The	 child	
care	must	be	licensed	and/or	regu-
lated	by	State	and/or	local	authori-
ties.			
Applications	for	this	program	may	

be	 obtained	 through	 your	 human	
Resources	management	Office.

9
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Salary and Pay Systems
The	pay	you	receive	depends	on	the	pay	system	that	applies	to	the	position	you	were	hired	for	which	could	

fall	under	the	following	pay	schedules:	

•	 General Schedule (GS) 

• Federal Wage System (FWS) 

• Senior Executive Service (SES) 

• Senior-Level Pay System

• Title 38; Locality Pay System

• Veterans Canteen Service (VCS)

General Schedule Pay
The	 general	 Schedule	 is	 a	

nationwide	 schedule	 of	 annual	
rates	of	pay	that	applies	to	you	
if 	 you	 are	 an	 administrative,	
technical	 or	 professional	 em-
ployee	in	the	civil	service.	 	The	
schedule	 consists	 of	 15	 grades	
ranging	 from	gS-1	 (least	 diffi-
cult)	 to	 gS-15	 (most	 difficult).		
There	are	10	steps	within	each	
grade.		your	grade	is	determined	
by	 the	 classification	 process.		
The	rates	for	the	general	Sched-
ule	 are	based	on	comparability	
with	 private	 enterprise	 pay	 for	
work	levels	of	similar	difficulty.		
To	maintain	 comparability,	 an-
nual	adjustments	 to	 the	gener-
al	 Schedule	may	 be	made	 on	 a	
nationwide	 basis.	 	 Adjustments	
made	on	a	nationwide	basis	are	
commonly	referred	to	as	general	
comparability	increases	and	af-
fect	many	gS	employees.
Adjustments	made	on	a	locali-

ty	basis	are	referred	to	as	locality	
comparability	payments.		These	
adjustments	 are	 based	 on	 a	
comparison	of	federal	pay	with	
local	non-federal	pay	rates.		The	
amount	 of	 locality	 pay	 an	 em-
ployee	 receives	 depends	 on	 the	
geographic	area	where	he	or	she	

works.		As	a	result,	the	amount	
of	locality	pay	may	change	if 	the	
employee	changes	duty	stations.

Wage Grade
The	federal	Wage	System	ap-

plies	to	you	if 	you	are	in	a	trade,	
craft,	or	labor	occupation.		fWS	
pay	 rates	 are	based	on	 compa-
rability	 with	 private	 enterprise	
and	 the	range	of	rates	 that	ap-
plies	to	you	is	based	on	the	grade	
level	assigned	 to	your	 job.	 	The	
rates	 of	 pay	 for	 fWS	 employ-
ees	are	established	on	an	area-
by-area	 basis.	 	 Each	wage	 area	
has	 a	 15-grade	 schedule	 for	
nonsupervisory	 employees	 and	
leaders	 and	 a	 19-grade	 sched-
ule	for	supervisors.

Senior Executive Service
Ranging	 from	 ES-1	 to	 ES-6,	

pay	 rates	 for	 Senior	 Executive	
Service	 employees	 are	 typically	
based	on	 the	 level	 of	 responsi-
bilities	 of	 the	 assignment	 and	
the	 individual’s	 qualifications	
and	 performance.	 	 generally,	
ES-5	and	ES-6	rates	are	reserved	
for	senior	executives	assigned	to	
the	 agency’s	most	 complex	 SES	
positions.

Senior-level
The	 Senior-level	 pay	 System	

includes	 senior-level	
(Sl)	 positions	 classifi-
able	 above	 gS-15	 and	
scientific	 or	 profes-
sional	 (ST)	 positions.		
Employees	 who	 meet	
the	 criteria	 for	 these	
positions	 may	 be	 paid	
at	rates	of	not	less	than	
120	percent	of	gS-15,	
step	 1,	 or	 more	 than	
the	 rate	 of	 basic	 pay	
for	level	 IV	of	 the	Ex-
ecutive	 Schedule.	 	 Ini-
tial	pay	for	these	highly	
technical	 positions	 is	
set	at	any	rate	between	
these	 limits	 based	 on	
review	 of	 the	 em-
ployee’s	 qualifications,	
the	 responsibility	 level	 of	 the									
assignment,	 and	 the	 impact	 of	
the	position	on	VA,	the	govern-
ment,	or	the	public.

Title 38 Pay System
If 	you	are	a	physician,	dentist,	

podiatrist,	 optometrist,	 physi-
cian	 assistant	 or	 expanded-
function	 dental	 auxiliary	 in	 a	
health	care	facility,	you	are	paid	
under	the	provisions	of	Title	38,	
U.S.	 Code.	 	 your	 grade	 level	 is	
not	based	on	a	position	descrip-
tion,	but	rather	on	your	personal	
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qualifications.		your	pay	sched-
ule,	 however,	 is	 linked	 to	 the	
general	Schedule	by	a	compari-
son	 of	 duties	 and	 responsibili-
ties	at	certain	grade	 levels,	and	
is	 adjusted	 at	 the	 same	 time	as	
the	general	Schedule.	 	If,	how-
ever,	 you	 are	 at	 certain	 levels	
of	 administration	 (e.g.,	 facility	
Director),	your	pay	is	based	on	
the	complexity	and	responsibil-
ity	of	the	assignment,	as	well	as	
on	your	performance	and	quali-
fications.



locality Pay System
If 	 you	 are	 a	 nurse	 or	 nurse	 anesthetist,	

you	are	paid	under	VA’s	locality	pay	System	
(lpS).	 	This	means	 that	your	 salary	 rate	 is	
based	 on	 a	 survey	 of	 non-VA	 health	 care	
establishments	 in	 your	 local	 labor	 market	
area.	 	 The	 salary	 surveys	 determine	 the	
competitiveness	 of	 a	 facility’s	 locality	 pay	
rates.	 	 They	 are	 conducted	 at	 least	 once	 a	
year	for	each	facility,	but	they	may	be	con-
ducted	 more	 often	 if 	 the	 facility	
Director	determines	it	is	necessary.		
There	 are	 five	 grade	 levels	 in	 lpS.		
Assignments	to	grade	levels	I,	II,	and	
III	are	based	on	personal	qualifica-
tions,	while	 assignments	 to	 grades	
IV	and	V	are	based	on	the	complex-
ity	of	the	assignment	as	well	as	per-
sonal	qualifications.

Hybrid Pay System
If 	 you	 are	 a	 physical	 thera-

pist,	 certified	 respiratory	 therapy	
technician,	 registered	 respiratory	
therapist,	 occupational	 therapist,	
pharmacist,	or	licensed	practical	or	
vocational	nurse,	you	will	be	com-
pensated	under	the	general	Sched-
ule,	but	your	grade	will	be	based	on	
personal	qualifications,	and	at	cer-
tain	 levels,	 it	will	also	be	based	on	
the	complexity	of	your	assignment.

Veterans Canteen Service Pay
If 	 you	 are	 employed	 in	 the	 Vet-

erans	Canteen	Service,	your	salary	
depends	on	the	duties	and	respon-
sibilities	of	your	position.		Canteen	
officers	 and	Canteen	officer	 train-
ees	 are	 paid	 annual	 salaries	 that	
are	related	to	the	general	Schedule.		
Otherwise,	 your	 pay	 is	 based	 on	 salaries	
paid	by	firms	that	serve	the	general	public	
in	your	geographic	area.
for	more	information	on	salaries	and	pay	

scales,	visit	the	Opm	website	at	www.opm.
gov	and	click	on	Salaries	and	Wages	under	
most	Requested	options.	
for	more	 information	 on	 leave	 adminis-

tration	 go	 to:	 http://www.opm.gov/oca/
leave/index.asp.

Pay Periods
pay	periods	are	2	weeks	long;	they	begin	

on	 Sunday	 and	 end	 on	 Saturday.	 	 you	 are	
paid	 every	 other	 friday,	 and	 the	 payment	
you	receive	 is	 for	 the	previous	pay	period,	
which	ended	6	days	before.		Salary	payments	
must	be	by	direct	deposit	to	your	financial	
institution	and	usually	are	in	your	account	

on	the	friday	before	pay	day.
Along	with	 your	 salary,	 you	will	 receive	

an	 earnings	 and	 leave	 statement	 each	 pay	
period	that	will	show	your	annual	and	sick	
leave	balances	and	the	amount	of	each	kind	
of	deduction	from	your	gross	pay.		Some	of	
these	deductions	are	required,	while	others	
are	optional.		The	amount	withheld	for	fed-
eral	 and	applicable	 state	 income	 taxes	de-
pends	on	your	gross	earnings	and	the	num-
ber	of	exemptions	you	claim.

Deductions	 are	 also	 made	 if 	 you	 elect	
coverage	 under	 the	 federal	 Employees	
group	 life	 Insurance	 (fEglI)	 program	 or	
one	 of	 the	 federal	 Employees	health	Ben-
efits	(fEhB)	plans.
you	may	also	authorize	deductions	 from	

your	salary	for	the	purchase	of	U.S.	Savings	
Bonds,	 for	 your	 pledge	 to	 combined	 char-
ity	drives,	 for	 the	payment	of	dues	 to	 rec-
ognized	 labor	organizations,	 for	deposit	 to	
such	financial	institutions	as	banks,	savings	
and	 loan	 associations,	 and	 credit	 unions,	
and	for	other	purposes.		If 	there	is	a	signifi-
cant,	unexplained	change	in	the	amount	of	
your	 salary	 payment,	 you	 should	 contact	
the	payroll	office.

General Schedule (GS)/Hybrid Title 38 
For	 licensed	 physical	 therapists,	 certified	

respiratory therapy technicians, registered 
respiratory therapists, occupational thera-
pists, pharmacists, licensed practical/voca-
tional nurses and upper level management 

positions, increases come

Federal Wage System (FWS)

Title 38

locality Pay System 

leave and Pay 
Increases

•	after 52 calendar weeks of credit-
able service in steps 1, 2, and 3
•	after 104 calendar weeks of 
creditable service in steps 4, 5, and 
6
•	after 156 calendar weeks of 
creditable service in steps 7, 8, and 
9

•	after 26 calendar weeks of credit-
able service in step 1
•	after 78 calendar weeks of credit-
able service in step 2 
•	after 104 calendar weeks of credit-
able service in steps 3 and 4

•	104 calendar week waiting period, 
except as noted below
•	52 calendar week waiting period 
for expanded-function dental auxil-
iaries and associate grade physician 
assistants in steps 1 and 2 of the reg-
ular rate range
•	periodic step and within-in grade 
increases	begin	on	the	first	day	of	the	
first	pay	period	after	you	meet	all	of	
the above requirements

For nurses and nurse anesthetists
•	 104 calendar weeks of creditable service 
for Nurse II Step 1
•	 52 calendar weeks of creditable service 
for Nurse I, Level I employees to advance to 
steps 2, 3 and 4 of the level 
•	 52 calendar weeks of creditable service for 
Nurse I, Level II employees to advance to 
steps 2, 3 and 4 of the level
•	 52 calendar week waiting period for Nurse 
I, Level III employees to advance to steps 2, 
3 and 4 of the level  (Level III does not apply 
to nurse anesthetists)
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If 	 you	are	a	 full-time	employee,	 your	 tour	of	duty	 is	generally	

8-1/2	hours	a	day	(the	half	hour	includes	an	unpaid	lunch),	5	days	

a	week,	monday	through	friday.		If 	you	are	involved	in	patient	care	

or	have	some	other	job	that	requires	extended	coverage,	you	may	

be	required	to	work	other	than	a	standard	monday	through	friday	

tour	of	duty	(e.g.,	at	night	or	weekends).		Other	non-standard	tours	

of	duty,	called	alternative	work	schedules	(AWS),	may	be	approved	

in	some	work	units	in	order	to	provide	employees	more	flexibility	

in	scheduling	work.		

All	employees	are	required	to	be	on	duty	during	the	full	period	of	

their	tour	of	duty	unless	absent	on	approved	leave;	to	observe	the	

opening	and	closing	hours	established	for	the	tour	of	duty;	and	to	

adhere	to	the	established	luncheon	periods.

If 	you	are	a	gS	or	fWS	employee,	a	Title	38	nurse,	nurse	anes-

thetist,	physician	assistant,	or	expanded-function	dental	auxiliary,	

you	are	entitled	 to	overtime	pay	when	you	are	 required	 to	work	

more	than	your	daily/weekly	scheduled	tour.		your	overtime	rate	is	

generally	1-1/2	times	your	regular	rate	of	pay.		higher	graded	gS	

employees,	however,	may	be	limited	to	the	overtime	rate	for	gS-10,	

step	1.	There	is	no	limit	on	the	overtime	rate	for	Title	38	nurses,	

nurse	anesthetists,	physician	assistants,	expanded-function	dental	

auxiliaries,	and	fWS	employees.	 	 In	lieu	of	payment	for	overtime	

work,	 compensatory	 time	off	 is	occasionally	appropriate.	 	 If 	 you	

are	a	gS	employee	with	a	basic	rate	of	pay	of	more	than	gS-10,	step	

10,	you	will	be	granted	compensatory	time	off	unless	the	appropri-

ate	authority	has	approved	your	request	for	overtime	pay.		On	the	

other	hand,	if 	you	are	a	gS	employee	with	a	rate	of	pay	equal	to	or	

lower	than	gS-10,	or	an	employee	eligible	for	overtime	pay	under	

Title	38,	you	will	be	paid	for	the	overtime	work	unless	you	request	

compensatory	time	off	in	writing	and	your	request	is	approved.		

fWS	employees	receive	compensatory	time	off	only	in	limited	cir-

cumstances	(e.g.,	compensatory	time	off	for	religious	observances	

or	when	participating	in	a	flexible	or	compressed	work	schedule).		

Thus,	as	an	fWS	employee,	you	are	typically	paid	for	required	over-

time	work.	

gS	and	fWS	employees	covered	by	the	fair	labor	Standards	Act	

(flSA)	are	entitled	to	overtime	pay	under	flSA.		your	position	de-

scription	indicates	whether	you	are	covered	(nonexempt)	by	flSA	

or	not	covered	(exempt).

you	may	elect	 to	work	compensatory	overtime	 for	 the	purpose	

of	taking	time	off	without	charge	to	leave	when	your	personal	re-

ligious	beliefs	require	you	to	be	absent	from	work	during	certain	

periods	of	the	workday	or	workweek.		Such	a	request	will	be	ap-

proved	unless	your	services	are	necessary	to	carry	out	the	mission	

of	your	organization.

If 	you	are	in	SES	or	a	Title	38	physician,	dentist,	podiatrist	or	op-

tometrist,	you	are	not	entitled	to	overtime.

for	more	information	on	work	schedules	please	visit	the	website	

at:		http://www.opm.gov/oca/worksch/index.asp.		Other	sources	

of	information	include	the	facility	Cpm	and	the	local	union	agree-

ment.

Work Schedules
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leave Benefits
Annual leave
As	 a	 federal	 employee,	 you	 earn	 annual	

leave	for	vacations	and	other	personal	uses.		
The	amount	of	annual	leave	you	earn	each	
year	depends	on	your	length	of	service	(fed-
eral	 employment	and	military	 service).	 	 If 	
you	are	a	full-time	employee	and	have	less	
than	3	years	of	service,	you	earn	4	hours	of	
leave	a	pay	period,	or	13	days	per	year.		If 	
you	have	between	3	and	14	years	of	service,	
you	earn	6	hours	per	pay	period,	or	20	days	
per	year.		At	15	years	of	service,	you	earn	8	
hours	per	pay	period,	or	26	days	per	year.		
Annual	 leave	 is	 charged	 in	 quarter-hour	
increments.	 	part-time	employees	on	regu-
larly	scheduled	tours	of	duty	earn	leave	on	
a	prorated	basis	according	to	the	number	of	
hours	 they	work.	 	Unused	annual	 leave	at	
the	end	of	the	year	may	be	accumulated	for	
use	in	succeeding	years,	up	to	a	maximum	
of	240	hours.		(part-time	employees’	maxi-
mum	 leave	 accumulation	 limit	 is	 prorated	
in	 accordance	 with	 their	 work	 schedule.		
SES	 employees	may	accumulate	up	 to	720	
hours.)			If 	you	leave	the	federal	service,	you	
will	be	paid	for	annual	leave	to	your	credit.

Sick leave
you	 receive	 4	 hours	 of	 sick	 leave	 each	

full	pay	period	or	13	days	of	leave	per	year.		
Unlike	 annual	 leave,	 it	 accumulates	 year	
after	year	without	limit.		Unused	sick	leave	
may	be	used	to	extend	your	creditable	ser-
vice	when	you	retire,	if 	you	have	creditable	
service	under	 the	Civil	 Service	 Retirement	
System	 (CSRS)	during	your	 federal	 career.		
part-time	employees	with	 regularly	 sched-

uled	 tours	 of	 duty	 earn	 sick	
leave	 that	 is	 prorated	 accord-
ing	to	the	number	of	hours	they	
work.		Sick	leave	is	also	charged	
in	 quarter-hour	 increments	
and	 is	 used	 when	 you	 are	 ill,	
for	 medical,	 dental,	 or	 optical	
examinations	 and	 treatments,	
and	 the	 adoption	 of	 a	 child.		
Sick	leave	should	be	considered	
as	insurance	against	loss	of	in-
come	during	periods	of	extend-
ed	 illness,	 so	 it	 should	be	used	
responsibly.	 	 Employees	 may	
also	 use	 up	 to	 40	 hours,	 and	
based	 upon	 eligibility	 requirements,	 up	 to	
104	hours	of	sick	leave	to	provide	medical	
care	and	assistance	to	family	members,	in-
cluding	arranging	for	and	attending	funeral	
services.	 	 An	 employee	may	 use	 a	 total	 of	
up	to	12	administrative	workweeks	of	sick	
leave	each	year	to	care	for	a	family	member	
with	 a	 serious	health	 condition,	 subject	 to	
certain	limitations.	
physicians,	 dentists,	 podiatrists,	 and	 op-

tometrists	 receive	 15	 calendar	 days	 sick	
leave	 per	 year.	 	 full-time	 nurses,	 nurse	
anesthetists,	 physician	 assistants,	 and	 ex-
panded-function	 dental	 auxiliaries	 receive	
4	hours	of	sick	leave	each	full	biweekly	pay	
period	or	13	days	per	year.		There	is	no	lim-
itation	on	the	amount	of	sick	leave	that	an	
employee	may	carry	forward	at	the	end	of	
the	leave	year.		part-time	employees	accrue	
1	hour	 of	 sick	 leave	 for	 each	30	hours	 in	
pay	status.		Sick	leave	is	charged	in	quarter-
hour	increments.

Voluntary leave Transfer Program
If 	the	need	arises	and	you	have	exhausted	

your	 leave,	 you	 may	 request	 to	 become	 a	
leave	recipient	through	the	Voluntary	leave	
Transfer	program.		The	leave	transfer	pro-
gram	 allows	 you	 to	 receive	 annual	 leave	
donated	 by	 another	 employee	 if 	 you	 have	
a	medical	emergency.		Additional	employee	
leave	 entitlements	 include	 12	 administra-
tive	 workweeks	 of	 unpaid	 leave	 during	
any	 12-month	 period	 after	 the	 birth	 of	 a	
child,	to	adopt	a	child,	to	care	for	a	spouse,	
son,	daughter,	or	parent	who	has	a	serious	
health	 condition,	 or	 to	 personally	 recover	
from	a	serious	illness.		Employees	who	serve	
as	 bone-marrow	 donors	 are	 granted	 up	
to	7	days	of	paid	 leave	 in	a	calendar	year.		
Employees	who	 serve	 as	 organ	donors	 are	
granted	up	to	30	days	of	paid	leave	in	a	cal-
endar	 year.	 	 your	 local	 human	 Resources	
management	 representatives	 can	 provide	
more	information	about	your	leave	entitle-
ments.

legal Holidays for Federal Employees

If 	 you	 are	 a	 full-time	 employee	 and	 a	
holiday	 falls	 on	 your	 day	 off,	 another	 day	
is	designated	as	your	day	off	in	lieu	of	the	
holiday.		If 	you	are	required	to	work	on	the	
holiday	or	the	“in	lieu”	day,	you	will	receive	

additional	 compensation	or,	 in	 the	case	of	
Title	38	physicians,	dentists,	podiatrists	and	
optometrists,	alternative	time	off.
you	can	get	additional	 information	from	

your	 local	human	Resources	management	

representatives	 about	military	 leave,	 court	
leave,	 time	 off	 for	 voting,	 authorized	 ab-
sence	 without	 charge	 to	 leave,	 leave	 for	
family	reasons,	and	leave	without	pay.

•	 New	year’s	Day	.	.	.	.	.	.	.	.	.	.	.	.	.	.	.	.	.	 	 January	1	 	 	

•	 Inauguration	Day	.	.	.	.	.	.	.	.	.	.	.	.	.	.	.		 January	20	every	4	years

	 	 																															(Washington,	DC,	metropolitan	area	only)	

•	 Birthday	of	martin	luther	King,	Jr.	.		 3rd	monday	in	January

•	 Washington’s	Birthday	.	.	.	.	.	.	.	.	.	.	.	 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

•	 Veterans	Day	.	.	.	.	.	.	.	.	.	.	.	.	.	.	.	.	.			November	11	

•	 Thanksgiving	Day	.	.	.	.	.	.	.	.	.	.	.	.	.			4th	Thursday	in	November

•	 Christmas	Day	.	.	.	.	.	.	.	.	.	.	.	.	.	.	.	.			December	25	 	
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PERFORMAnCE APPRAISAlS

A ll	of	us	like	to	know	what	tasks	we	are	expected	to	

perform,	how	well	we	are	expected	to	do	them,	and	

whether	our	work	is	measuring	up	to	expectations.		

As	an	employee,	you	need	to	know	these	things	for	

your	own	satisfaction	and	to	help	you	progress	in	your	job.		your	

supervisor	needs	to	know	them	too,	for	the	manner	in	which	you	do	

your	work	has	a	direct	bearing	on	the	quality	of	service	VA	gives	to	

veterans	and	their	families.

VA	has	a	performance	Appraisal	System.		The	key	elements	of	this	

system	are	(1)	written	performance	standards	that	principally	de-

scribe	the	quality,	quantity,	and	timeliness	of	work	and	which	will	

be	given	to	you	by	your	supervisor;	(2)	discussions,	as	necessary,	

between	 you	 and	 your	 supervisor	 about	 your	 job	 performance;	

and	(3)	a	formal	written	performance	rating	once	a	year,	which	is	

maintained	in	a	separate	folder	by	your	human	Resources	manage-

ment	representatives.

your	 performance	 rating	 is	 used	 in	making	 determinations	 on	

promotions,	 reductions-in-force,	 within-grade	 increases	 for	 gS,	

fWS	and	hybrid	employees,	training,	and	adverse	actions	based	on	

poor	performance.		Should	you	disagree	with	the	performance	rat-

ing	assigned	to	you,	there	are	procedures	available	to	have	the	rat-

ing	reviewed.		

most	Title	38	employees	in	VhA	are	evaluated	annually	under	a	

proficiency	Rating	System	that	addresses	their	effectiveness	in	their	

current	assignments	and	during	the	previous	year	of	service.		The	

proficiency	Report	provides	a	basis	for	strengthening	employee-su-

pervisor	relationships	and	is	a	factor	in	considering	employees	for	

advancements	within	the	grade	or	promotion	to	a	higher	grade.		It	

may	also	serve	as	a	basis	for	action	in	cases	where	an	employee’s	

service	is	unsatisfactory.		An	employee	who	disagrees	with	a	profi-

ciency	rating	may	submit	comments	concerning	the	rating	in	writ-

ing	to	the	supervisor	for	filing	in	the	Official	personnel	folder.

SES	and	some	Title	38	employees	are	evaluated	annually	by	su-

pervisors	 and	 decisions	 on	 performance	 ratings	 and	 related	 pay	

matters	are	made	to	the	Secretary	or	Administration	head,	as	ap-

propriate.	Title	38	employees	are	not	covered	by	the	merit	promo-

tion	plan.		Instead,	they	are	considered	for	promotion	on	a	regular	

basis	by	a	professional	Standards	Board	that	carefully	evaluates	their	

performance,	experience,	and	professional	attainment.		promotion	

recommendations	are	based	on	the	qualifications	of	the	individual	

employee.	

you	should	talk	to	your	supervisor	or	see	your	local	human	Re-

sources	management	representatives	for	further	details	regarding	

how	the	Department’s	performance	appraisal	systems	work.		

Further information is also available in VA Handbook 

5430.1 and the Question & Answer (Q&A) Guide located at                         

http://vaww.va.gov/ohrm.
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AWARDS PROGRAM

y ou	 may	

receive	 an	

increase	 in	

pay,	 cash	

award,	 time-off	 award,	

honor,	 or	 non-monetary	

award	 in	 recognition	 of	

a	 contribution,	 act,	 ser-

vice	 or	 achievement	 that	

benefits	VA	or	beyond,	or	

for	overall	sustained	per-

formance	beyond	normal	

requirements.	 	 Overall	

exceptional	 performance	

during	the	appraisal	peri-

od	(typically	12	months)	

can	 earn	 you	 a	 quality	

step	increase	(qSI).		

VA	 employees	 have	 a	

number	 of	 opportunities	

to	be	recognized	for	their	

extra	efforts	on	behalf	of	the	government.		

honor	 or	 non-monetary	 awards	 such	 as	

certificates	or	plaques	can	be	used	to	recog-

nize	 employee	 contributions	 that	 improve	

the	economy,	efficiency,	or	effectiveness	of	

VA	operations	and	services.

Title	38	employees	may	be	awarded	ad-

ditional	steps	in	their	grade	as	Special	Ad-

vancement	 for	 performance	 or	 Achieve-

ment	 in	 recognition	 of	 exceptional	 and	

recognized	achievements	within	their	pro-

fession.		Nurses	and	nurse	anesthetists	may	

also	 be	 eligible	 for	 cash	 awards	 of	 up	 to	

$2,000	when	they	have	demonstrated	both	

exemplary	job	performance	and	exemplary	

job	achievement.	 	Nurses	and	nurse	anes-

thetists	are	also	entitled	to	cash	awards	of	

up	to	$2,000	for	becoming	certified	in	spe-

cialties	 related	 to	 the	 accomplishment	 of	

VA’s	health	care	mission.

In	 addition	 to	 awards	 for	 performance	

contributions,	 your	 ideas	 that	 benefit	 VA	

may	 earn	 you	 cash	 awards.	 	 Through	 the	

VA	Employee	Suggestion	program,	VA	wel-

comes	 your	 suggestions	 on	 how	 to	 save	

time,	money,	materials,	reduce	paperwork,	

simplify	procedures,	or	improve	services	to	

veterans.		Ideas	are	submitted	on	VA	form	

3951,	Employee	Suggestion.		

you	are	encouraged	to	talk	to	your	super-

visor	or	others	who	know	the	subject	mat-

ter	of	your	suggestion	in	order	to	improve	

your	chances	of	having	your	idea	adopted.		

Each	suggestion	is	evaluated	by	a	qualified	

subject-matter	expert,	and	if 	your	sugges-

tion	is	adopted,	you	will	be	eligible	for	rec-

ognition	 commensurate	 with	 the	 benefits	

derived	 from	 implementation	 of	 the	 sug-

gestion.
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yOUR CAREER

T raining		in	VA	has	two	main	goals.		first	of	all,	you	will	get	the	training	you	need	to	help	you	do	your	present	job	in	an	

effective,	productive	way.		most	of	this	training	will	be	given	on	the	job	by	your	supervisor,	who	has	the	primary	respon-

sibility	for	deciding	what	training	you	need.		however,	he	or	she	can	use	your	help	to	make	these	decisions.		Therefore,	

you	should	discuss	your	training	needs	and	any	goals	you	have	with	your	supervisor.		Occasionally,	you	may	be	sent	to	

a	class	to	learn	additional	skills.

In	addition,	you	may	be	given	training	to	help	prepare	you	for	future	duties	and	responsibilities.		This	will	depend	on	what	skills	VA	

needs	in	the	future,	available	resources,	and	your	own	goals	and	initiative.

The VA learning University (VAlU) 
VAlU	 provides	 leadership	 for	 learning	

initiatives	 spanning	 the	 three	 VA	 admin-
istrations,	 and	 all	 VA	 staff	 offices.	 VAlU	
coordinates	 the	 various	 educational	 enti-
ties	within	VA	to	maximize	educational	re-
sources	 through	 collaborative	 efforts,	 and	

facilitates	 internal	 and	 external	 learning	
partnerships.
VAlU		operates	on	the	premise	that	learn-

ing	is	a	strategic	force	within	an	organiza-
tion,	 and	 that	 it	 should	be	 the	business	of	
every	 employee	 to	 seize	 learning	 oppor-

tunities	 to	 enhance	 job	 skills	 and	 realize	
personal	 potential.	 A	 variety	 of	 learning	
modalities	are	offered	to	you	by	VAlU	(cor-
respondence,	CD-ROm,	classroom,	or	satel-
lites),	 so	 you	can	 select	 one	 that	best	 suits	
your	learning	style	and	needs.

Upward Mobility Program
The	 Upward	mobility	 program	 provides	

an	opportunity	for	employees	in	lower	level	
jobs	 to	be	competitively	selected	 for	devel-
opment.	 	 This	 program	 usually	 involves	 a	
combination	 of	 on-the-job	 training	 and	
classroom	training.
your	supervisor	or	local	human	Resources	

management	representatives	should	be	able	
to	 answer	 your	 questions	 about	 training.		
There	 are	 many	 leadership	 training	 pro-
grams	active	within	VA	such	as	leadership	
VA	 (lVA),	 New	 leaders,	 Aspiring	 leaders,	
and	 Women	 Executive	 leadership	 (WEl).		
your	 local	human	Resources	management	
representatives	have	additional	information	
(detailed	description	and	eligibility	require-
ments)	about	formal	VA	training	programs,	

Upward	mobility,	leadership,	and	
non-VA	training.	
VhA	sponsors	a	wide	variety	of	

educational	 opportunities	 to	 en-
sure	an	adequate	supply	of	health	
professionals	 for	VA	and	 the	Na-
tion.	 	 VhA	 employees	 receive	
training	and	education	to	improve	
effectiveness	 and	productivity.	 	 It	
is	 VhA’s	 goal	 that	 50	 percent	 of	
full-time	 employees	 receive	 40	
hours	 of	 continuing	 education	
or	training	each	year;	and	that	all	
frontline	 providers	 have,	 as	 part	
of	the	40	hours,	20	hours	directly	
related	to	patient	safety.

Succession Planning Committee
Similar	to	VA’s	Upward	mobility	program,	

VhA	has	its	Succession	planning	Committee,	
which	 is	 charged	with	 developing	 a	 well-
defined,	comprehensive	succession	plan	for	

VhA.	This	group	links	the	succession	plan	to	
the	high	performance	Development	model	
and	ensures	that	the	plan	addresses	work-
force	assessment,	defines	career	tracks,	and	

identifies	 required	 skill	 sets,	 recruitment	
and	retention	strategies,	and	comprehensive	
leadership	and	staff	development	training.
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The	Employee	Education	Sys-
tem	(EES),	VhA’s	education	and	
training	 organization,	 special-
izes	in	providing	quality	prod-
ucts	 and	 services	 for	 continu-
ous	 learning	 and	 performance	
improvement.	 	 EES	 programs	
keep	 pace	 with	 the	 profound	
changes	affecting	VA	and	those	
who	care	 for	our	Nation’s	vet-
erans.	
EES	 has	 expanded	 its	 role	

from	 serving	 primarily	 as	 a	
provider	 of 	 education	 to	 pro-
viding	leadership	in	partnering	
with	 its	 customers	 to	meet	 the	
educational	 needs	 of 	 all	 em-
ployees	 through	 collaborative	
efforts.		Its	mission	is	to	provide	
educational	services	which	are	
customer-focused,	 accessible,	
performance-based,	 cost-ef-

fective,	 and	 which	 lead	
to	 the	 accomplishment	
of 	VhA’s	 organizational	
goals	 and	 objectives	 of	
providing	quality	health	
care	and	services	to	our	
Nation’s	veterans.	 	EES’s	
vision	 is	 to	be	 the	part-
ner	of 	choice	 for	 learn-
ing.
The	 Employee	 Educa-

tion	 Resource	 Centers	
across	 the	 country	 de-
velop	 partnerships	with	
employees	 to	 provide	
the	education	and	train-
ing	 they	 need	 based	 on	
the	 National	 Training	 priority	
Areas	 established	 by	 the	 VhA	
Integration	Council.	
The	VA	learning	management	

System	 (lmS)	 is	 a	 web-based	

learning	 program	 that	 does	
automatic	 recording	 of 	 learn-
ing	 progress.	 Employees	 go	 to	
this	site	to	complete	mandatory	
modules	on	specific	contents.

To	 find	 out	 more	 about	 the	
products	 and	 services	 provid-
ed	by	EES,	visit	 the	Web	site	at	
vaww.ees.lrn.va.gov,	or	contact	
your	 local	 Education	 Service	
Representatives.

Employee Education System

Scholarship Program
VhA	 offers	 scholarships	 ad-

ministered	 by	 VhA’s	 health	
Care	 Staff 	 Development	 and	
Retention	 Office,	 and	 reim-
bursement	for	tuition.		The	fol-
lowing	 list	 identifies	 some	 of	
the	 programs	 you	 might	 want	
to	learn	more	about:

Employee Incentive Scholarship 
The	 Employee	 Incentive	

Scholarship	 program	 provides	

awards	 for	 VA	 employees	 en-
rolled	in	academic	degree	pro-
grams	 for	 selected	 health	 care	
professions,	 such	 as	 registered	
nurse,	 physician	 assistant,	
nurse	practitioner,	certified	re-
spiratory	 therapy	 technician,	
registered	respiratory	therapist,	
occupational	 therapist,	 physi-
cal	therapist,	nurse	anesthetist,	
clinical	 pharmacist,	 and	 clini-
cal	nurse	specialist.

Tuition Reimbursement Program 
The	 Tuition	 Reimbursement	

program	supports	employees	in	
nursing	 degree	 programs	 and	
those	 taking	 courses	 required	
for	 acceptance	 in	 degree	 pro-
grams.

Affiliated Education Programs 
VA	 Affiliated	 Education	 pro-

grams	provide	funding	support	
for	more	 than	 2,300	 affiliated	

trainees	(i.e.,	individuals	train-
ing	 in	 an	 academic	 institution	
affiliated	with	VA)	in	such	dis-
ciplines	 as	 audiology/speech	
pathology,	 dietetics,	 nursing,	
occupational	 and	 physical	
therapy,	pharmacy,	psychology,	
blind	rehabilitation,	and	social	
work.

you	 are	 required	 to	 have	 40	 hours	 of	 training	 every	 fiscal	 year.	 	 you	may	 obtain	 appropriate	 training	 class/workshops	 through	
learning	management	System.	Applications	for	Training	within	the	community	can	be	obtained	from	the	Education	Committee.	Tuition	
assistance	is	available	for	certain	career	fields.		Contact	Education	Service	extension	7495.

Additional	information	regarding	educational	opportunities	can	be	found	at	the	following	website:		
http://www.vacareers.va.gov/l2_Salary_Support.cfm

CPRS Provider Training	
•	 http://it.visn7.med.va.gov/cprs/
	 This	link	takes	the	user	straight	to	the	CpRS	provider	training	from	inside	the	VA.
•	 http://www.southeast.va.gov/

	 This	link	can	be	used	via	the	Internet.			User	clicks	on:		New	Trainee	Orientation.			Enter	“training”	for	the	password.	

Annual Training Requirements
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yOUR RIGHTS

y ou	have	the	right,	freely	and	
without	 fear	 of	 penalty	 or	
reprisal,	to	form,	join,	or	as-
sist	 a	 union	 or	 not	 to	 do	 so,	

and	you	will	be	protected	in	exercising	this	
right.		however,	your	right	to	hold	an	office	
in	a	union,	to	act	as	a	union	representative,	
or	to	participate	in	its	management	may	
be	affected	by	the	job	you	hold.		An	em-
ployee	cannot	represent	management	in	
dealing	with	a	union	while	at	 the	 same	
time	 representing	 that	 union.	 	 for	 this	
reason,	 employees	 who	 are	 supervisors	
or	management	officials,	or	who	are	en-
gaged	 in	 human	 resources	 work	 other	
than	 clerical	 duties,	 cannot	 hold	 office	
in	a	union,	serve	as	its	representative,	or	
participate	in	its	management.		These	re-
strictions,	however,	do	not	deny	the	right	
of	any	federal	employee	to	join	a	union.

If 	you	are	in	a	unit	of	recognition,	you	
may	 voluntarily	 have	 your	 union	 dues	
deducted	from	your	paycheck.		your	lo-
cal	union	representative	can	provide	you	
with	 further	 information	 concerning	
dues	deductions.	

An	agreement	between	the	union	and	
management	 will	 normally	 have	 been	
negotiated	to	cover	some	aspects	of	hu-
man	 resources	 policies	 and	 practices	 if 	
you	 are	 in	 a	 unit	 of	 recognition.	 	 you	
should	obtain	 a	 copy	of	 this	 agreement	
and	become	familiar	with	its	provisions.

A	 variety	 of	 services	 may	 be	 offered	 to	
employees	 displaced	 by	 reorganization	 or	
downsizing	 to	 assist	 them	 in	 transitioning	
to	other	careers	 in	VA,	 in	other	federal	or	
state	organizations,	in	the	private	sector,	or	
in	self-employment.		Career	Transition	As-
sistance	 program	 (CTAp)	 assistance	 typi-
cally	 includes	 training	 in	 job	 search	 skills,	
use	of	 the	 internet	 to	seek	job	vacancy	in-
formation,	 resume	 writing,	 interviewing	
skills,	stress	management,	and	similar	relat-
ed	topics.		Special	programs	may	be	locally	
available	 to	assist	employees	displaced	due	
to	downsizing.	 	 for	additional	 information	
or	assistance,	contact	your	local	human	Re-
sources	management	representatives.

The	local	human	Resources	management	

representative	may	provide	or	refer	you	for	
retirement	 counseling	 services	 and	 guid-
ance	on	personnel	flexibilities	such	as	leave	
sharing,	leave	for	medical	conditions,	family	
responsibilities,	and	care	of	a	sick	relative;	
part-time	 employment;	 and	 flexible	 work	
schedules.	

In	 situations	 involving	 a	 potential	 disci-
plinary	 or	 adverse	 action,	 an	 investigation	
could	be	made	into	the	incident	as	soon	as	
possible	 to	 obtain	 the	 facts	 and	 determine	
what	 action,	 if 	 any,	 is	warranted.	 	 A	 bar-
gaining	unit	employee	being	examined	in	an	
investigation	(an	investigatory	examination	
or	interview)	is	entitled	to	union	represen-
tation	if 	the	examination	is	conducted	by	a	
representative	of	 the	agency,	 the	employee	
reasonably	 believes	 that	 the	 examination	
may	 result	 in	 disciplinary	 action,	 and	 the	
employees	 asks	 for	 representation.	 	 Such	
examinations	are	Weingarten	examinations	
because	Congress,	in	establishing	this	right,	
specially	referred	to	the	private	sector	case	
establishing	such	a	right.	 	your	 local	hRm	
representative	can	provide	you	with	further	
information	about	Weingarten	rights.

VA	employees	are	encouraged	to	use	me-
diation	 to	help	resolve	workplace	conflicts	
as	early	as	feasible,	to	the	maximum	extent	
practicable,	and	in	an	appropriate	and	cost-
effective	manner.		mediation	is	a	process	in	
which	 an	 impartial	 person,	 the	 mediator,	
helps	people	having	a	dispute	 to	 talk	with	

each	other	and	resolve	their	differenc-
es.		The	mediator	does	not	decide	who	
is	 right	 or	 wrong	 but	 rather	 assists	
the	persons	involved	create	their	own	
unique	solution	to	their	problem.		me-
diation	can	be	elected	early	in	a	dispute	
when	individuals	are	having	problems	
that	they	cannot	seem	to	work	out	on	
their	own.		It	can	be	used	before	put-
ting	the	problem	into	a	formal	dispute	
process	like	EEO	or	the	grievance	pro-
cedure.		It	can	be	used	after	a	problem	
or	 dispute	 has	 gone	 into	 the	 formal	
process,	 even	while	 the	matter	 is	 be-
ing	 investigated,	 being	 processed	 by	
the	Office	of	Resolution	management,	
going	 through	 the	 various	 steps	 of	 a	
grievance,	 or	 at	 a	 hearing	 before	 the	
Equal	Employment	Opportunity	Com-
mission,	 arbitrator,	 or	 administrative	
judge.		VA	mediators	are	fellow	VA	em-
ployees	who	have	voluntarily	agreed	to	
mediate	workplace	disputes.		They	are	
specially	trained	and	skilled	in	media-
tion	 techniques	 and	 conflict	 resolu-

tion.	 	 In	electing	 to	use	mediation,	an	em-
ployee	does	not	give	up	any	other	rights.		If 	
the	mediation	does	not	result	in	a	satisfac-
tory	solution,	the	employee	can	still	go	back	
to	 the	 EEO	 complaint,	 grievance,	 or	 other	
administrative	processes	for	resolution.		for	
more	information	about	how	the	mediation	
program	works	at	your	facility,	contact	your	
local	facility	Alternative	Dispute	Resolution	
coordinator,	 EEO	 Counselor,	 or	 a	 Union	
Representative.	

For more information about VA’s 
mediation program generally, visit the VA’s 

Alternative Dispute Resolution Internet site at                    
http://www.opm.gov/er/adr.asp.
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EQUAl EMPlOyMEnT OPPORTUnITy

T he	 Office	 of	

R e s o l u t i on	

management	

has	 developed	 programs	 to	

improve	 the	 overall	 manage-

ment	 of	 Equal	 Employment	

Opportunity	 discrimination	

complaint	processing	services	

within	 VA.	 Office	 of	 Resolu-

tion	 management	 provides	

EEO	 discrimination	 com-

plaint	 processing	 services	 to	

VA	 employees,	 applicants	 for	

employment,	 and	 former	 em-

ployees.	 These	 services	 include	

counseling,	 investigation,	 and	

procedural	 final	 agency	 deci-

sions.	Alternative	Dispute	Reso-

lution	is	encouraged	through	all	

phases	of	the	complaint	process.

ORm	 provides	 compliance	

oversight	functions	on	final	

decisions,	appellant	reviews,	

matters	 relating	 to	 settle-

ments	 including	 breach	 of	

settlement	agreements,	and	

fully	investigates	claims	for	

compensatory	 damages.

ORm	 has	 oversight	 re-

sponsibility	 for	 the	 De-

partment’s	 External	

Civil	 Rights	 program	

which	 ensures	 compli-

ance	with	 Title	 VI	 and	 Ti-

tle	 IX	 of	 the	 Civil	 Rights	 Act.	

A ggrieved	persons	who	believe	they	have	been	

discriminated	 against	must	 contact	 an	ORm	

EEO	counselor	prior	 to	 filing	a	 formal	com-

plaint.	The	person	must	 initiate	counselor	contact	within	

45	days	of	the	matter	alleged	to	be	discriminatory.		

An	 aggrieved	 person	 may	 seek	 EEO	 counseling	 by	 ei-

ther	 calling	 1-888-RES-EEO1	 (1-888-737-3361)	 or	

888-626-9008	(TDD)	for	more	information.		To	avoid	de-

lay,	call	or	write	beforehand	if 	you	need	special	assistance,	

such	as	an	interpreter,	to	file	a	claim.	you	may	also	visit	the	

local	ORm	field	Office	to	seek	counseling.

Contacting an EEO Counselor

For additional information, call the EEO Program Manager at extension 6326.
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SAFETy

T he	VA	is	committed	to	providing	a	safe	and	healthful	workplace	for	all	VA	employees	and	volunteers.		Each	VA	facility	is	

required	to	develop	and	implement	an	occupational	safety	and	health	program	to	eliminate	work-related	injuries	and	

illnesses.		

In	support	of	this	program,	each	VA	employee	and	volunteer	must:

•	 follow	safe	work	procedures	at	all	times	(e.g.,wear	required	personal		

	 protective	equipment).

•	 learn	to	recognize	unsafe	conditions	or	practices.

•	 Upon	identifying	an	unsafe	condition	or	practice:

	 	 •	 immediately	correct	those	which	are	under	your	control;	or

	 	 •	 report	them	to	supervisory	personnel.

•	 Report	work-related	injuries/illnesses	to	supervisory	personnel.

•	 learn	about	the	safety	and	health	requirements	that	apply	to	your		 	

	 work.

•	 Attend	safety	and	health	training	when	scheduled.

•	 Wear	a	seat	belt	and	shoulder	harness,	when	available,	while	traveling		

	 on	official	business.

•	 While	on	travel	or	assigned	to	non-VA	facilities,	learn	about	local	and		

	 health	requirements	and	take	appropriate	precautions	to	ensure	safety		

	 and	health.

If you have any concerns regarding safety or health issues, you may talk with your 

supervisor or with your local safety and health officer.
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STAnDARDS OF COnDUCT

A s	a	VA	employee,	
you	 have	 cer-
tain	 rights	 and	
responsibilities.		

you	have	the	right	to	expect	fair	
and	 considerate	 treatment,	 de-
cent	working	conditions,	 and	a	
sincere	 concern	 on	 the	 part	 of	
VA	for	you	as	an	individual.		In	
return,	VA	expects	that	you	will	
serve	diligently,	loyal-
ly,	 and	 cooperatively.		
you	must	 avoid	mis-
conduct	 and	 other	
activities	that	conflict	
with	 your	 employ-
ment;	 exercise	 cour-
tesy	and	dignity;	and	
otherwise	 conduct	
yourself,	both	on	and	
off	duty,	in	a	manner	
that	reflects	positive-
ly	upon	yourself	and	
VA.		Below	is	a	partial	
list	 of	 your	 respon-
sibilities	as	a	VA	em-
ployee.		for	more	in-
formation,	ask	your	supervisor,	
your	 local	 human	 Resources	
management	representatives,	or	
Regional	Counsel.

you	are	required	to	be	at	work	
every	day	as	scheduled	unless	on	
approved	 leave	 or	 excused	 ab-
sence.		failure	to	notify	your	su-
pervisor	 and	 to	 request	 appro-
priate	leave	for	an	absence	may	
be	 considered	 absence	 without	
leave	(AWOl)	and	cause	for	dis-
ciplinary	action.

you	must	be	impartial	in	car-
rying	 out	 your	 official	 duties.		
you	must	avoid	any	action	that	

might	result	in	or	look	as	though	
you	are	giving	preferential	treat-
ment	 to	 any	 person,	 group	 or	
organization.		you	must	not	dis-
criminate	 on	 the	 basis	 of	 race,	
age,	color,	sex,	religion,	national	
origin,	 politics,	 marital	 status,	
or	disability	in	any	employment	
matter	 or	 in	 providing	 benefits	
under	any	law	administered	by	

VA.		There	is	ZERO	tolerance	for	
incidents	 involving	 Sexual	 ha-
rassment,	Violence	in	the	Work	
place,	 derogatory	 remarks	 re-
garding	race	or	sexual	orienta-
tion.	

you	 may	 not	 make	 a	 govern-
mental	decision	outside	of	offi-
cial	channels.		you	may	not	take	
any	 action	 that	 impedes	 gov-
ernment	 efficiency	 and	 econo-
my,	affects	your	impartiality,	or	
otherwise	 lowers	 public	 con-
fidence	 in	 the	 federal	 govern-
ment.		With	certain	exceptions,	
you	are	prohibited	from	asking	

for	 or	 accepting	 any	 gift,	 tip,	
entertainment,	 loan,	 favor,	 or	
anything	of	monetary	value	for	
yourself	or	any	member	of	your	
family	from	any	person	or	orga-
nization	that	is	seeking	or	has	a	
business	 or	 financial	 relation-
ship	with	VA.		This	restriction	is	
necessary	 to	 avoid	 the	 appear-
ance	 that	 your	 official	 actions	

might	 be	 influenced	 by	 such	
gifts.

you	 must	 avoid	 any	 action	
that	might	 result	 in	 or	 look	 as	
though	 you	 are	 using	 public	
office	 for	private	gain	or	might	
conflict,	 or	 appear	 to	 conflict,	
with	 the	 interest	 of	 VA	 or	 the	
federal	government.	 	 you	may	
not	attempt	to	accomplish	indi-
rectly,	 through	your	 immediate	
family	or	otherwise,	any	action	
that	 is	prohibited.	 	 If 	 you	have	
any	doubt	as	to	whether	planned	
actions	may	result	 in	a	conflict	
of	interest	with	your	VA	respon-

sibilities,	 first	 seek	 advice	 from	
your	Regional	Counsel	Office.

you	 may	 not	 engage	 in	 out-
side	employment	or	activity	that	
is	 not	 compatible	 with	 the	 full	
and	 proper	 discharge	 of	 your	
VA	 duties	 and	 responsibilities.		
Outside	 employment	 activities	
by	 certain	 Title	 38	 health	 care	

professionals	are	gov-
erned	 by	 specific	 VA	
regulations.	 	 To	 be	
sure	 there	 is	no	 con-
flict	with	your	VA	re-
sponsibilities,	 check	
with	 your	 Regional	
Counsel	Office	before	
you	begin	any	outside	
employment	activity.	

you	have	a	positive	
responsibility	 to	 pro-
tect	and	conserve,	and	
not	 willfully	 damage	
any	 federal	 property,	
including	 equipment,	
supplies,	 and	 other	
property	 entrusted	

or	 issued	 to	you.	 	you	may	not	
directly	 or	 indirectly	 use	 gov-
ernment	 property	 of	 any	 kind,	
including	vehicles,	tools,	instru-
ments,	or	property	leased	to	the	
government	 for	 other	 than	 of-
ficially	approved	activities.		you	
are	 responsible	 for	 all	govern-
ment	property	entrusted	to	you,	
and	you	may	be	held	financially	
liable	if 	it	is	not	treated	and	used	
properly.
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InTEGRATEDETHICS

VA	has	 rec-ognized	

the	need	

to	estab-

lish	 a	 national,	 standardized,	

comprehensive,	 systematic,	 in-

tegrated	 approach	 to	 ethics	 in	

health	 care—and	 IntegratedE-

thics	was	designed	to	meet	that	

need.	 This	 innovative	 national	

education	 and	 organizational	

change	initiative	ensures	ethical	

practices	 in	 VhA	 are	 based	 on	

both	rules	and	values.		An	Inte-

gratedEthics	program	 improves	

ethics	 quality	 by	 targeting	 the	

three	 levels	 of	 quality—deci-

sions	 and	 actions,	 systems	 and	

processes,	and	environment	and	

culture—through	 three	 core	

functions:	 ethics	 consultation,	

preventive	 ethics,	 and	 ethical	

leadership.

Ethics	 Consultation	 Com-

mittee	 handles	 both	 requests	

for	 consultation	 about	 specific	

ethical	 concerns	 and	 requests	

for	 general	 information,	 policy	

clarification,	 document	 review,	

discussion	 of	 hypothetical	 or	

historical	 cases,	 and	 ethical	

analysis	 of	 an	 organizational	

ethics	question.	

preventive	 Ethics	 Commit-

tee	 proactively	 identifies,	 pri-

oritizes,	and	addresses	concerns	

about	ethics	quality	at	the	orga-

nizational	level.		preventive	eth-

ics	aims	to	produce	measurable	

improvements	in	an	organiza-

tion’s	ethics	practices	by	imple-

menting	systems-level	changes	

that	reduce	disparities	between	

current	 practices	 and	 ideal	

practices.	The	preventive	Ethics	

Committee	 is	 also	 responsible	

for	maintenance	activities	such	

as	 facility-wide	 ethics	 educa-

tion	 and	 policy	 development.		

The	chair	of	the	preventive	Eth-

ics	Committee	may	be	reached	

at	ext.	7399.

Ethical	 leadership	 function	

of	 IntegratedEthics	 calls	 on	

leaders	 to	make	clear	 through	

their	 words	 and	 actions	 that	

ethics	 is	 a	 priority,	 to	 com-

municate	 clear	 expectations	

for	 ethical	 practice,	 to	 practice	

ethical	decision	making,	and	to	

support	 their	 facility’s	 ethics	

program.	 	 The	 IntegratedEthics	

Council	 meets	 monthly	 and	 is	

chaired	 by	 our	medical	 Center	

Director.

The chair of the Ethics Consultation Committee and he may be reached at ext. 7133.  

For more information about Ethics Program Topics, please visit the website at  

http://www.usoge.gov/pages/about_oge/ethics_program.html.
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1.		 public	 Service	 is	 a	 public	 trust,	 re-
quiring	 employees	 to	 place	 loyalty	 to	
the	Constitution,	the	laws,	and	ethical	
principles	above	private	gain.

2.		 Employees	shall	not	hold	financial	in-
terests	that	conflict	with	the	conscien-
tious	performance	of	duty.

3.		 Employees	 shall	 not	 engage	 in	 finan-
cial	 transactions	 using	 nonpublic	
government	information	or	allow	the	
improper	 use	 of	 such	 information	 to	
further	any	private	interest.

4.		 An	 employee	 shall	 not,	 except	 pur-
suant	 to	 such	 reasonable	 exceptions	
as	 are	 provided	 by	 regulation,	 solicit	

or	accept	any	gift	or	other	 item	of	
monetary	value	from	any	person	or	
entity	 seeking	 official	 action	 from,	
doing	 business	 with,	 or	 conduct-
ing	 activities	 regulated	 by	 the	 em-
ployee’s	 agency,	or	whose	 interests	
may	be	substantially	affected	by	the	
performance	 or	 nonperformance	
of	the	employee’s	duties.

5.	 Employees	shall	put	forth	honest	ef-
fort	in	the	performance	of	their	du-
ties.

6.		 Employees	 shall	 make	 no	 unau-
thorized	commitments	or	promises	
of	any	kind	purporting	to	bind	the	
government.

7.		 Employees	 shall	not	use	public	of-
fice	for	private	gain.

8.		 Employees	 shall	 act	 impartially	 and	
not	give	preferential	treatment	to	any	
private	organization	or	individual.

9.		 Employees	 shall	protect	 and	conserve	
federal	 property	 and	 shall	 not	 use	 it	
for	other	than	authorized	activities.

10.		Employees	shall	not	engage	in	outside		
	employment	 or	 activities,	 including	
seeking	or	negotiating	for	employment,	
that	conflict	with	official	government	
duties	and	responsibilities.

11.	 Employees	shall	disclose	waste,	 fraud,	
abuse,	 and	 corruption	 to	 appropriate	
authorities.

12.	 Employees	 shall	 satisfy	 in	 good	 faith	
their	 obligations	 as	 citizens,	 including	
all	just	financial	obligations,	especially	
those--such	 as	 federal,	 State,	 or	 local	
taxes--that	are	imposed	by	law.

13.	 Employees	shall	adhere	to	all	laws	and	
regulations	 that	 provide	 equal	 oppor-
tunity	 for	 all	 Americans	 regardless	 of	
race,	 color,	 religion,	 sex,	national	ori-
gin,	age,	or	handicap.

14.	 Employees	shall	endeavor	to	avoid	any	
actions	 creating	 the	 appearance	 that	
they	are	violating	the	law	or	the	ethical	
standards	promulgated	pursuant	to	this	
order.	

Federal Code of Ethics
Principles of Ethical Conduct for Government Officers and Employees

U.S.	OffICE	Of	gOVERNmENT	EThICS,	WAShINgTON,	D.	C.	20005
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•	 history	of	the	VA
	 http://www1.va.gov/opa/feature/history/index.asp

•	 Department	of	Veterans	Affairs
	 www.va.gov

•	 US	Office	of	personnel	management
	 www.opm.gov

•	 Charleston	VA	medical	Center	website
	 www.charleston.va.gov	
	 (forms,	salary	tables,	insurance	information,	etc)

•	 Employee	Express
	 http://vaww.eex.va.gov/

•	 government	Job	Announcements
	 www.usajobs.gov

•	 Student	Job	Opportunities
	 http://www.studentjobs.gov/

•	 Educational	Opportunities
	 http://www.vacareers.va.gov/l2_Salary_Support.cfm

•	 Application	process
	 http://www.doleta.gov/jobs/federal_Application_process/

•	 government	Job	Info
	 http://www.usa.gov/Citizen/Topics/Work_for_the_
government.shtml

•	 Retirement	Benefits:
	 http://www.opm.gov/retire/

•	 health	Insurance	Information
	 http://www.opm.gov/insure/

•	 CpRS	provider	Training
	 http://it.visn7.med.va.gov/cprs/		
	 This	link	takes	the	user	straight	to	the	CpRS	provider	training	
from	inside	the	VA

	 http://www.southeast.va.gov/
	 This	link	can	be	used	via	the	Internet
	 -	User	clicks	on:		New	Trainee	Orientation
	 -	Enter	“training”	for	the	password		

•	 leave	Administration
	 http://www.opm.gov/oca/leave/index.asp

•	 Various	Topics	(alphabetical)
	 http://www.opm.gov/topics.asp

•	 Ethics	program	Topics
	 http://www.usoge.gov/pages/about_oge/ethics_program.html

For More Information

This	handbook	 is	 for	 informational	pur-
poses	only.		It	provides	a	general	introduc-
tion	 to	 the	 VA	 and	 its	 personnel	 policies,	
regulations	 and	benefits.	 	 Individual	 pages	
will	be	updated	and	distributed	 to	all	 em-

ployees	 as	 required	 by	 changes	 in	 laws,	
regulations	 or	 other	 circumstances.	 	 Sta-
tion	 bulletin	 boards	 and	 employee	 news-
letters	 are	an	additional	 source	of	general	
information	or	notices	of	change	in	station	

and	 agency	 policy.	 	 for	 specific	 questions,	
see	your	supervisor	or	visit	your	personnel	
office.	 	 In	 all	 instances,	 pertinent	 statutes,	
regulations,	 and	 statements	 of	 official	 VA	
policy	shall	prevail.
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Our Mission

Our Vision

•	 In	 providing	 innovative	 methods	 for	
treating	patients	and	supporting	their	total	
health	care	needs.	

•	 In	 recognizing	 and	 developing	 employees	
who	 enthusiastically	 and	 significantly	
contribute	 to	 the	 medical	 center	 and	
community.	

•	 In	conducting	meaningful	research	which	
provides	 breakthroughs	 in	 treatment	 and	
prevention	of	disease.	

•	 In	 continually	 improving	 everything	 we	
do	in	order	to	meet	the	needs	of	those	we	
serve.

We will be the recognized leader:

T o	improve	the	health	of	the	veteran	population	by	providing	primary,	specialty	and	

extended	care	and	related	social	support	services	through	an	integrated	healthcare	



109 Bee St.  l  Charleston, SC 29401  l  (843) 577-5011  l  www.charleston.va.gov


