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HEALTH AND SAFETY

TVA Objectives

TVA has an obligation lo protect the life and health of employees. This chap-
ter discusses how TVA meels this obligation by: providing employees a safe
and healthful workplace; maintaining occupational radiation exposure as low
as is reasonably achievable; providing medical services to mainlain and fur-
ther improve employees’ physical and mental health; and providing treat-
ment, compensation, and rehabilitalion services for employees who sustain
injuries or illnesses in the performance of their official duties.

Th'e TVA General Releases manual includes the following three TVA codes that
can be helpful.

e TVA Code VIl OCCUPATIONAL HEALTH AND SAFETY is TVA's
primary policy document for this program and explains program re-
sponsibility and accountability.

o TVA Instruction VIIl STOPWORK AUTHORITY FOR IMMINENT
DANGER CONDITIONS specifies, among other things, that you, the
one responsible for an operation, have the authority to stop the work
when you determine that an imminent danger siluation exists.

. TVA Code It EXPRESSION OF STAFF VIEWS encourages and protects
employees in expressing differing views on policy and execution of
policy without fear of reprisal.

A number of additional documents are listed in appendix 1 of this chapler.
They can help you fulfill the full range of your health and safety responsibili-
ties.

Occupational Health and Safety
A. Policy

TVA is committed to providing a safe and healthful warkplace for cach
of its employces and to protecling the public from accidents related lo
TVA's operations. Oceupational health and safety consideralions are lo
be buill into every TVA operation to protect the life and health of em-
playees and the public; to prevent damage to property, malerials, and
equipment; and to avoid work interruplions caused by accidents. Oc-
cupational health and safcty is serious business, and all TVA and appli-
cable federal regulations and laws on occupalional health and safely
mus! be followed.

TVA encourages the aclive participation of each employec and em-
ployee organization in its occupational health and safety program. Itis
also committed o promoting employec safety off the job.
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B.  Operating philosophy for TVA's occupational health and safety pro-
gram
1.  Allinjuries and illnesses are preventable.

2. Management Is ultimately responsible and accountable for pre-
venting injuries and illnesses to TVA employees.

3. All operating exposures that may result in injuries can be con-
trolled.

4. Safely is a condition of employment.

5. Workplace hazards are identified and promptly corrected.

6. Accidents cost money.

7. Most accidents are the result of actions by people.

8. Good safely performance is a continuing requirement.

C.  Occupational Health and Safety, Human Resources, provides agency-
wide assistance 1o all organizations as necded and serves as TVA's
corporate level staff in areas of policy formulation and interpretation.
Support includes the following:

1. Industrial hygiene moniloring and assessment of occupational
health hazards.

2. Radiological hygiene monitoring and surveillance of nonnuclear
radiation hazards.

3. Development, consultation, and coordination in the delivery of
structured training courses in various health and safely arcas.

4. Health and safety program evaluations to provide management an
unbiased assessment of the elfectiveness of their health and safely
program aclivities. '

5. Health and safely information including accident, injury, and ill-
ness statistics; personal exposure data; hazardous and toxic maleri-

_ als data; product safety dala, etc.
D. Other support services outside Occupational Health and Salety
“Ti 1. Public Safety Service and Land Belween the Lakes (LBL) patrol
o Investigate vehicular accidents, injuries to the public on TVA prop-
erty, and fires Involving TVA property. They also provide first
o ald, CPR, and defensive driving training.
o 8
8 2. Workplace health and safety commitlees.
(e .
O,

)
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Supervisor's role

Plan the job.

Provide training.

Instruct employees in their rights and responsibilities.
Identify and correct hazards.

Promote heallh and safety.

Listen to employees.

Do not coerce.

Use the health and safety commitlce.

© P N oW oA W N

Be an example.

e

Enforce health and safcty.

11.  Investigate and reporl accidents.

111, Occupational Radiation Protection

A,

Policy

TVA prolects its workers from hazards due lo ionizing and nonionizing
radiation such as from x-rays and radioaclive materials. We strictly
adhere to radiation exposure limits established by federal regulations.
TVA endorses the policy of the Nuclear Regulatory Commission to
maintain occupational radiation exposures “as low as is reasonably
achievable,” or “ALARA." TVA Code VIII OCCUPATIONAL RADIA-
TION PROTECTION; TVA Instruction VIiI RADIATION PROTEC-
TION, Small-Scale Operations; and the TVA Occupalional Health and
Safely Manual give additional information on protecting employecs from
radiation hazards.

Supervisors are responsible for supporting TVA’s policy on radialion
protection by:

1. Mainlaining continual oversight.

2. Evaluating means by which radiation exposures to your employces
can be minimized. .

3. Exercising sound judgment in weighing faclors compeling with
ALARA.

4, Instituling planned programs for radiation exposure control.

5. Encouraging responsible zmployee participation in ALARA pro-
grams. In particular, you should encourage employees to be
aware of polential radiation hazards and to promplly bring these
to your attention for appropriate correction.




H&S

Iv.

900000 ©4

C. 1fy6u need help in carrying out your respansibilities, you should work
with the radiation control supervisor In your organ:zation if it uses
radialion in its operations, You may also contacl Radiation Safcty and
Control within OC H&S. Within Nuclear Power, contact Radiological
Control.

Occupational Medical and Related Health Services

A.  Major arca medical offices are located in Chattanooga, Knoxville, and
Muscle Shoals. Site facilities are also at Watls Bar, Sequoyah, Browns
Terry and Bellefonte nuclear plant sites, and fossil power produclion
facilities.

B.  Medical examinations can be requested by human resources officials or
supervisors using form TVA 1444, Request for Medical Examination, for
cemployees or conlractor/vendor employees. Examination for TVA job
applicants are requested by form TVA 9880A, Employment Affidavit
and Conditions of Employment. Any medical constraints or limitations
are indicated on these forms by the examining physician. Management
determines if the individual can be accommodaled to perform the job.

It is important to remember equal opportunily commitments regarding
employment of handicapped employees.

Preemployment Examination - Establishes baseline record of each
employee’s heallh status.

Reemployment Examination ~ Hourly trades and labor candidates
who have worked for TVA within the past 5 years may be exempt
from additional examination under TVA Medical Services proce-
dures. Annual employees who have worked for TVA within the
preceding two years may be exempt from additional examination
under TVA Medical Services procedures.

Return-to-work Examination - Required for employees who have
sustained a work-related illness or injury and employees who
have been on leave without pay for more than 30 days. Employces
who have been absent for five consecutive workdays due to a non-
work related injury or illness should obtain Medical Services ap-

roval belore resuming dutics if medical facilities are within rea-
sonable distance.

Transfer Examination - Required for employees transferring to or
from assignments involving (1) potential exposure lo ionizing
radiation, (2) unescoried access lo nuclear plants, (3) assignments
in Nuclear Power and (4) public safety officers transferring to nu-
clear facilities. For all other employees, they should clear through
medical facilities at old station and new station if reasonably avail-
able.

Required Reexaminations — Required for employees whosc job
dulies require examinations by federal regulation {NRC, OSHA,
etc.), other rule, or applicable standard. Frequency depends on the
individual's specific job assignmenl. Contact local medical office
for assistance.

- &S

10

Medical Surveillance and Biological Monitoring lkarn\ini‘ﬁ{ns -
Required by OSHA for employces whose job dutics require expo-
sure 1o asbestos, lead and cerlain other loxic chemical substances,
physical and blological agents. Contact local medical office for
assistance.

Termination or Retirement Examination - Recommended for all
employees. Required for employees with a history of injury or
excessive exposure to any hazardous agent in the work environ-
ment or those who are terminaling from nuclear power sites or
other jobs involving exposure to fonizing radiation.

Performance Problem Cxaminations - If a supervisor suspects that
a health condition is contributing to employee’s performance prob-
Jems or inhibiting job safety, the supervisor should recommend
that the employee report to Medical Services for evaluation.
Evaluation may be required in some circumstances by supervisor
as condition of continued fitness for duty.

Reevaluation of Medical Clesrance for Unescorled Access and
Other Special Mcdical Clearance - This examination is requested
by supervisors using form TVA 1444 senl lo Medical Services in a
sealed envelope marked * Administratively Confidential.” Accom-
panying it should be a Administratively Confidential memaoran-
dum describing the supervisar’s observations and concerns. De-
tails concerning this examination and procedures for requesting
are oullined in TVA Instruction VIII HEALTH SERVICES, Radia-
tion Workers.

Alcohol and Drug Screening - Alcohol and drug lesls are required
for all TVA job applicants who are applying for positions in Nu.
clear Power. Nuclear Power’s Fitness for Duty program includes
random drug and alcohol screening for all employees stationed at
nuclear sites, those with unescoried access, and all Management
and SC-schedule employees. Drug and alcohol screening are also
available to all supervisors anylime there is cause to suspect that
an employee is in violation of TVA's stated policies regatding
drugs or alcohol.
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Workers' Compensation

Employees are entitled lo benefits under the Federal Employees’ Compensa-
tion Act (FECA) if they suffer job-related injuries or illnesses. The policy and
procedures are oullined in detail in TVA Instruction VIII INJURY, Employee.
TVA medical facilities provide treatment and examinations for job-related
injurics or illnesses In accordance with rules and regulations established by
the U.S Department of Labor’s Office of Workers’ Compensation Programs
(OWCP).

For information or assistance from the Workers’ Compensation and Rehabili-
tation Department Staff (WCRD), call extenslon 2820-C, briefly describe the
problem or situation, and WCRD will see that appropriate assistance is pro-
vided. A Claims Officer, Rehabililation Counselor, or the Clinical Coordina-
tor in WCRD will assist the worksite manager as needed and also contact
other individuals or organizations as indicated including TVA physicians,
privale physicians, treatment facilitics, the clzimant, and the OWCP.

A. Employee's responsibility - In the case of traumalic injury (not illness)
the employce may clect lo lake sick, annual or other leave in accordance
with regular leave regulations or have regular TVA pay continue for a
period of 45 calendar days.

1. [mployce must provide writlen notice of the injury, using cither
form CA-1 (for injury) or CA-2 (for illness), immediately afler the
injury.

1f disability continues beyond initial 45 days, employee and super-
visor musl submit form CA=7, within 5 days after 45 day period
ends.

134

3. 1f the employee experiences an occupational illness, employee and
supervisor must submit CA-6,

4. [Lvery two wecks, employee and supervisor must submit form
CA-8.

B.  Supervisar's responsibilities - The WCRE in Medical Services is avail.
able to answer addilional questions about the rcsponsibililics outlined
below,

1. Assist the injured employce in obtaining needed initial medical

treatment and submilling the appropriate workers’ compensation

N claim forms and related documentation. The employee should
complete a Form CA-1 1o report a lraumalic injury (work incident
occurring within 1 day/shift) or 8 CA-2 if the employee suffered
an injury or illness due 1o exposure lo employment factors over a
period of more than 1 day/shift. The Basic Workers’ Compensa-
tion Manual explains appropriate procedures for paying conltinu-
ation-of-pay {COP) and for assisting the injured worker with any
necessary documentation, Copies of the manual may be obtained
from WCRD (ext. 2821, Chaltanooga).

\a
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Notify the physician when the injured employee goes to an oulside
physician for Ireatment that light duty will usually be provided
whenever necessary and let the physician know that TVA will
work with him/her to provide safe productive employment dur-
ing recovery. Solicil assistance from Medical Services’ medical
facility staff or WCRD when 2 conflict arises with private physi-
clans concerning whether an employee should be retuned lo
work.

Stay in tlouch with the employee away from work duetoa job-re-
lated injury.

Inform the injured employee that the purpose of TVA’s relurn-lo-
work efforts is lo promole recovery, protect the employee from
unnecessary risks 1o health and safety, and prevent unnecessary
time away from work.

Return injured employces lo work as soon as feasible, consistent
with any residual medical limitations and contingent upon medical
approval for the employce lo work in an avaifable job. Nolify the
Rehabilitation staff whenever an employee does not report to work
promptly after being approved or directed to do so. TVA's Reha-
bilitation staff provides vocational rehabilitation assistance for
employees who are not able to retum to regular or modified duty
upon reaching maximum medical recovery. The WCRD staff
monitors the medical recovery process, coordinating with the re-
sponsible line manager, TVA medical, and the allending physician.

Conduct an administrative review of all workers’ compensation
claims, at the time of injury or as soon after as possible. There
should be a wrillen record of management’s findings of objective
fact about: a) what happened; b) how it happened; ¢) when iLhap-
pened; d) where it happened; e) the body part affected; and (f) the
apparent nalure and extent of injury, based on the best available
information. For traumalic injuries involving lost-time, attach a
report of management’s findings lo the claim form CA-1 and place
a copy of both in an administrative file. Refer suspected fraud to
TVA's Inspector General's office. The Workers® Compensation
staff of WCRD provides information and assislance for processing
occupational illness claims (Form CA-2).

Contes! all questionable claims and controvert other claims as
specified by COP eligibility requircments. The investigation and
written report of findings as presented in ftem 6 above are espe-
cially important when the claim Is conlroverted/contested. Also
include a brief narrative slatement, supporied by objective facts, of
why the claim is controverted/contested.

Consult Medical Services as necessary concerning medical con-
strainls and subsequent reevaluation of the consirainls to see if
they are still needed. Medical Services consults with the attending
physician as necessary to clarify or update medical constraints.
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9. Refer to Positive Case Management Handbook for additional informa-
tion on: how 10 manage job-related injuries; return-lo-work pro-
cedures; workers’ compensation ¢laims administeation; or voca-
tional rehabilitation services. The handbook is prepared and dis-
tributed by the Workers’ Compensation and Rehabilitation Depart-
ment (extension 2820-C).

VL. Non-Service Related Health Problems

Employecs are responsible for getling medical care for non-work-related

health problems. In emergency situations at work, TVA Medical Services

rovides assistance and initial care. Employees are encouraged lo utilize

TVA’s health awareness programs voluntarily. Insome situations, a supervi-

sor may refer an employee to medical services for evaluation when an em-

ployee’s performance or attendance has delerioraled and health-related fac-
lors might be contributing lo problems. Following the evaluation, Medical

Services may refer the employee lo one of the following programs.

A. Employee Assistance Program (EAP) - Offers confidential assistance lo
TVA employees and family members who are experiencing substance
abuse, financial, marital, or similar pcrsonal or emotional difficulties.

B EAP further provides 24-hour crisis assistance to both supervisors and
employces through a central telephone number in Chattanooga (exten-

sion 2701-C).

B.  DPsychological Services - Provides consultation for supervisors whose
employees may be experiencing difficulties and behavioral problems
that may impair productivity, attendance, and morale.

C. Live Well Program - This is a preventive health program designed lo
involve employees in activities that will result in lifestyle changes con-
ducive 1o good health, such as stress reduction, weight loss, and smok-
ing cessation.

VIl. Training

Medical services provides training for employees and for instructors in emer-
geney care. Training courses include First Ald, Emergency Medical Care,
Cardio Pulmonary Resuscitation (CPR), Emergency Medical Technician
(EMT), Employee Assistance Program Supervisory Tralning, Psychological/
Siress Management Training, and other specialized psychological programs.
Additional information about Individual courses is available through your
human resources officer or Medical Services.

é
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Appendix |

OCCUPATIONAL HEALTH AND SAFETY RESOURCE DOCUMENTS

A.  TVA Occupational Health and Safely Manual includes the following.

1.

Federal occupational health and safety requirements which TVA's
program incorporates. These are:

a. Occupational Safety and Health Act of 1970.

b. Execullve Order 12196, Occupational Safety and Health Pro-
grams for Federal Employces.

c. Title 29, Code of Federal Regulations, Part 1960, "Basic Program
Elements for Federal Employee Occupational Sa fety and
Health Programs and Related Matters.”

d. OSHA General Industry Standards (29 CFR Part 1910) that ap-
ply to all TVA operations and activities.

e. OSHA Construction Standards (29 CTR Part 1926) that apply
only to TVA construclion, renovation, and demolition activi-
ties.

*TVA Occupational Health and Safely Program Plan.”
*TVA Occupational licalth and Salcly Standards.”

TVA Crileria for Investigating, Classifying, and Recording Work-Re-
lated Accidenls, Injuries, and Ilnesses.

Serious Accident Investigalion Procedure.

Implementation Crileria and Guidelines for Asbeslos Operatiop.
Criteria for the Safe Operation of TVA Cranes.

“Safely Recognition Awards.”

*Occupational Health and Safely Design Requirements.”
“Occupational 1lcalth and Safely Bulletins.”

Guidelines for the Development of Health and Safety Performance Goals
and Objeclives.

Guidelines for Effective Job Planning.
Guidelines for Workplace Inspection and Abalemenl.
Guidelines for Performance Assessment.

*Directives” are documents which address narrowly focu~ed
agency needs not adequalely govemed by OSHA or TVA stan-
dards.
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*Occupational Health and Safely Information® is a poster that is re-
quired lo be posted in every workplace. It includes the employee’s

major rights and responsibilities and briel summaries of other compo- .
1]

nents of the TVA occupational health and safety program.

General Health and Safety Requirements for Salary Policy Employees is an
informational booklet (available from Office Supply Warehouse, Chat-
lanooga) that is issued to every salary policy employee.

booklet (available from Transportation Scrvices, Chattanooga) that is to
be issued to every employee who is subject 1o driving any sedan or
other light vehicle for TVA,

What You Need to Know Aboul Operating a TVA Vehicle is an instructional ‘
/

TVA Special Light and Heavy Mator Vehicle Operalor’s Handbook (available
{rom Office Supply Warchouse, Chattanooga) Is to be issued to every
employee who is assigned lo operate a light vehicle hauling hazardous
materials or a vehicle having a gross vehicle weight raling of more than
10,000 pounds.

TVA Material Safety Data Shecls (available from Occupational Health
and Safety describe the hazardous properties of various chemicals used
within TVA and the appropriate control measures and emergency pro-
cedurcs. This material must be readily available to every employee
who is subjeet to coming in conlact with a hazardous chemical

Other Information available from Occupational Health and Safety, Hu-
man Resources.

1. Audiovisual Catalog idenlifies and briefly describes the wide variely
of audiovisual information and training materials available.

2. Video Display Terminal: Health Issues and Work Station Design Guide-
lines (available also as call number 999.363117 T29v in TVA Techni-
cal Librarics). Also available is the booklct " About Working With
VDTs.”

3. Workplace Hazard Assessment Booklel. O

4. Guidelines for Implementing the Training Requirements of the Hazard
Communicalion Standard,

5. General Information for Local Health and Safety Commillees.
TVA Health and Safety Training Curriculum,

é
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EQUAL EMPLOYMENT OPPORTUNITY

All TVA programs and actlvities—not just employment—are required by
law to provide equal opportunily. Affirmative employment is an active and
positive process through which an organization secks to achieve its goal of
equal employment opportunity by not only removing discriminatory barri-
ers to employment but also actively seeking out applicants and employees
from underrepresented groups. Managers and supervisors are responsible
for developing affirmative employment programs. TVA, as an organization,
is committed to providing a workplace free of prohibited discrimination
and harassment.

Supervisors should work closely with human resources officials in carrying
out their equal opportunity responsibilities. The environment that you
create and the approach that you adopt to manage diversity in the
workplace is critical. Each supervisor should do the following things as
part of his/her equal opportunily action plan:

A.  Analyze the current work force and be aware of the representation and
distribution of minaritics, women, disabled veterans, and persons with
disabilitics by occupation and grade fevel.

B.  Fslablish goals and timetables Goals should be cstablished by tap
management in each arganization and communicated o supervisors for
any position where employment or promational opportunilics are pro-
Jected and where underrepresentation exists. Affirmative employment
is considered & posilive factor of "merit and efficiency” and is a valid
consideration in making sclections in these targeted positions.

C. Delermine strategics to achicve your gnals, For cach barricr thal may
hinder goal achievement, you should cstablish a strategy to climinate
the barricr. Strategics can include, bul are not limited to, such aclivitivs
as:

1. Inlensifying recruitment effarts to attract members of under-
represented groups.

(34

Maintaining information about skills, ahilitics and interests of em-
ployces.

3. Requesting that sufficient numbers of members of under-
represenled groups are included on submission liste for vacancics

4. Planning reductions in force in such a way as to minimize the im-
pact on groups which are already underrepresented or would
become underrepresented as 2 result of the reduction.

& Regularly monitoring the effectivencess of affimative employment
offorts for your work group

"
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6. Providing reasonable accommodalions for otherwise qualified
handicapped persons to perform the duties of 2 posilion. Accom-
modations may Include modifying work sites, adjusting work
schedules, restructuring Jobs, acquiring or moadifying equipment,
or providing interprelers or readers. The Manager, Handicapped
Employment, Equal Opportunily staff, can assist you in this area.

7. Establishing and participating in alfirmative action commillees
within your office or organization.

Support Services Available from Corporate Equal Opportunity Staffand

Line Ocrganizations’ Equal Opportunity Officlals

Sommara o

Preparalion of guidclines and instructions for the development of af-
firmation employment programs.

Presentation of briefings, tralning scssions and workshops on a variely
of EO issues.

Provision of resource material such as training aids, statistical
workf{orce profile data, and other program-related materials.

- res om oo ~
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ETHICS AND CONDUCT

The standards of conduct and conflict of interest laws apply, to some extent,
to all TVA employees as well as personal service contractors, experts, con-
sultants, and advisory commiltee members, Supervisors are responsible for
knowing these laws and regulations as well as the specific TVA policies
and procedures. All employees share the responsibility for ensuring that
high standards of ethical conduct are maintained within TVA. Employees
are encouraged to seek guidance whenever they have questions aboul their
own activities or those of a subordinate conforming with the conduct stan-
dards.

You should consult your human resource officer when you have questions
abaut conduct. Detailed information about TVA’s conduct standards and
applicable regulations and procedures are conlained in the following docu-
ments:

TVA Code 11l CONDUCT

TVA Code IIl FINANCIAL INTERESTS

TVA Code 11l POLITICAL ACTIVITY

TVA Instruction 11l CIVIC AND PROTESSIONAL ACTIVITIES

TVA Instruction 11l CONDUCT, Political Activity (ERM Chapler 105)
TVA Instruction 111 CONDUCT, Regulations

TVA Instruction 111 ELIGIBILITY FOR EMPLOYMENT, Relatives
TVA Instruction 111 M 6 RELATIVES, Guide

Torm TVA 9873, Employec Conduct Standards and Responsibilities

® ® & e ® & & & O

General Standards of Conduct

A.  Employees must be particularly carcful that their personal interests and
aclivities do not negatively impact or conflict with their TVA dutics.
An employee must avoid any action that might result in or create the
appearance of:

1. 'Using public office for private gain:

Giving prc[crcntial trcatment to anyone;

won

Impeding TVA elficiency or cconomy;

4. Losing complele independence or impartiality;

5. Making TVA decisions outside official channels; or
6. Croding the public’s confidence in TVA's integrity.

B.  Violations of the conduct regulations or the conflict of inlerest laws may
subject the employce to disciplinary action. The type of action taken is
determined n relation to the specific violation. In addition, violations
of federal criminal statutes may subject the violator lo criminal prasceu-
tion. Your human resource officer can provide more detailed informa-
tion about specific disciplinary consequences by consulling TVA In-
struction X111 EMPLOYEE DISCIPLINE, Misconducl

13
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C.

Investigalions

All employces are required 1o assist the Inspeclor General's office in
invesligations. This requirement includes giving statements or evidence
to investigators or audilors of the Inspector General's office.

To repor! violations of the standards of conduct regulations, conflict of
interest laws, or any misconduct ar abuse of authorily, contact your
supervisor, your human resource officer, or the Inspector General's
office.

The Inspector General's office can be contacled at
*  £15-632-3550 (Knoxville);

e 1-800-423-3071 {in Tennessee); or
o 1-800-323-3825 (in AL, AR, GA, KY, MS, MO, NC, VA)

Use of TVA Property and Information

A.

An employce cannot directly or indircctly use or allow another fo use
TVA property for other than officially approved activities. ‘This issuc is
addresscd in greater detail in TVA Instruction 111 CONDUCT, Regula-
tions, and instruction V1 OITICE EQUIPMENT AND FURNIT URT,
Standards and Control, and 1l CIVIC AND PROFESSIONAL ACTIVI-
TIES. Examples of prohibited activity include:

1.  Using franked TVA envclopes to mail personal correspondence.
2 Using TVA pholocopy equipment for personal matters.

3. Using a government-owned, leased, or rented vehicle for unolfi-
cial purposcs.

4. Using TVA compulers, typewrilers, and word processors for per-
sonal matters.

An employee may not use information gaincd through his/her job at
TVA and which has nol been made available 1o the general public lo
further the employcee’s interests. You may not use information that has
not been dispersed by the agency or is available 1o the public only by
special requesl.

Political Activity

A

B.

The IHatch Act is the federal law that provides that federal employcees,
including TVA employces, cannat take an active parl in political man-
agement or political campaigns—even if they are willing to. The law is
intended 1o insulate federa) employces against the influence of political
considerations that might affect their job tenure.

In addition 1o the Hatch Act, the TVA political activities policy provides
further guidance on acceplable and prohibited political involvement for
TVA employces.
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The Special Counsel of the Merit Systems Protection Board will enforce
political activity restrictions in the Hatch Act. TVA invesligates and

decides the penalty for violation of its own political activily policies

_based on the Hatch Act. The most severe penalty for violation is lermi-

nation, and the minimum penalty under the law is a 30-day suspension.

Always check with your human resource officer before initialing any
activity thal may be a violation of the polilical aclivity policies. Igno-
rance of the law will not excuse violations.

Under the Hatch Act employces may not use their official authorily or
influence to affect the result of an election and they may not take an
active part in partisan political management or campaigns. Examples of
prohibited activity under this law include:

1. You may not become a candidale in a partisan election for nomina-
tion or election to public office.

2. You may nol campaign for or against a political party or candidale
in an clection for public office or political party office.

3. You may not serve as an officer of a political party, a member of a
national, state, or local commitlee of a polilical party, an officer or
member of a commillee of a partisan polilical club, or be a candi-
date for any of these positions.

4. You may not solicit, receive, collect, handle, disburse, or account
for assessmenls, conlributions, or other funds for a partisan politi-
cal purpose or in connection with a parlisan election, or make a
pokitical contribution in a federal building or to or through a mem-
ber of the Board of Directors, the Chief Operating Officer, or any
other TVA employce who is directly above you In the chain of
command in a supervisory or adminisirative position.

5. You may not scll tickets for or otherwise actively promote activi-
ties such as political dinners.

6 You may not take an aclive part in managing the political cam-
paign of a candidate for public or political party office.

7. You may not work at the polls on behalf of a partisan candidate or
political party by acling as a checker, challenger, or watcher, or in
a similar partisan position.

8. You may not distribute campaign material.

9.  You may nol serve as a delegate, alternale, or proxy fo a political
patly convention.

10. You may not address a convention, rally, caucus, or similar gather-
ing of political party in support of or in apposition to 4 candidate
for public office or political party office, or on a partisan political
question. .

11. You may not endorse or oppose 2 candidate in a partisan clection
through a political advertisement, broadeasl, campaign literature, or
similar material.

2.
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12.  You may not use your automobile lo drive volers to the polls on

behalf of a political party or candidate in a partisan election.

F.  Employee aclivitics that are permissible under the Hatch Act include:

7.

10..

1.

13.

You may register to vole and vole as you choose in any clection.

You may express your opinions as an individual, privately and
publicly, on all political subjects and candidates as long as you do
not lake an active part in partisan political management or pacli-
san political campaigns.

You may wear a political badge or bulton or display a political
sticker on your private automobile; however, this is undesirable
while on TVA property or while at work.

You may make a voluntary campaign contribution to a political
parly or organization.

You may accept appointment to a nonpartisan public office, pro-
vided service in the office will not conflict or interfere with the
efficient discharge of your TVA duties.

You may participate in a nonparlisan election cither as a candidate
or in support of (or in opposition lo) a candidate; and you may, if
clected, serve in the office if such service will not conflict or inter-
fere with your TVA dulles.

You may serve as an election clerk or judge, or in a similar posi-
tion, to perform nonpartisan duties as prescribed by state or local
law.

You may be politically active in conneclion with an issue not spe-
cifically identified with a political party, such asa conslitutional
amendment, refcrendum, approval of municipal ordinance, or
similar issue.

You may participate in nonpartisan aclivities of a civic, commu-
nity, social, labor, professional, or similar organization.

You may be a member of 2 political party or other political organi-
zalion and attend meetings and vote on issues, but you may not
take an aclive role in managing the organization.

You may attend a political convention (not as a delegate or alter-
nate), rally, fund-raising function, or other political gathering, but
you may nol take an active part in conducling or managing such
gatherings.

You may sign petitions, including nominating petilions, but may
not initiate them or canvass for signatures, if they arc nominaling
petitions for candidates for pariisan elections.

You may pelilion Congress or any Member of Congress, such as by
writing your Representatives and Senalors lo say how you think
they should vole on a particular issue.
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Gifts and Entertainment

A

You may not solicit or accept anything of monetary value, including
gifts, gratuities, favors, entertainment or loans from any person who
has a contract or is secking to do business with TVA, who conducls
operations or aclivities thal are regulated by TVA, or who has inlerests
that may be substantially affected by either the performance or nonper-
formance of your official dulies.

Exceptions to this regulation permil employees o accept the (ollowing:

1. Food and refreshment when it is furnished in the ordinary course
of a meeling or lour, the employee is properly in altendance, it is
of nominal value, and the occasions upon which such food or re-
freshment are served is infrequent. 1f any of the four criteria are
absent, the acceptance of the food and refreshment is impermissi-

ble.

2. Tood and refreshment in the course of a widely attended group
function such as a reception, seminar, conference or training ses-
sion, when proper advance approval is received.

3.  Unsolicited advertising or promotional material of nomina! value
such as pens, note pads, and calendars.

4. Travel and subsistence expenses in cerlain cases when authorized
by TVA; local transportation while on business when no individ-
ual payment can be made and allernative arrangements are clearly
impracticable.

5.  Gifts, gratuities, (avors, enlerlainment, loans or similar favors of
monelary value that stem from a family or persanal relationship
when it is clear that it is the relationship rather then the business
of the person concerned that motivales the gift.

6. Loans from banks or other financial institutions on cuslomary
terms.

There.are criminal provisions covering the acceplance of gilts, enlertain-
ment, and favors found in Tille 18 U.S.C. 209.

1. Under thic law you are prohibiled from receiving any salary as
compensation for services you render as part of your afficial gov-
emment dutics.

2. Under this law you may sill continue to participate in a bona fide
employee welfarc or benefit plan maintained by a former em-

ployer.

Gifts within the office
1. You may not salicit a contribution from another employee for 2
gift 1o an official superior or make a donalion to a superior.

2. You may not acceplt a gift from an employce receiving less pay
than you.

17
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3. Volunlary gifts of nominal value or donations in a nominal
amount on a special occasion such as marriage, iliness, or retire-
ment, are allowed as an exception 1o the general policy.

VI. Work Outside of TVA

A.

You may engage in outside employment, with or withoul compensa-
tion, but only if it will not harm the performance of your official duties
and will not conflict with your TVA dutics. Such work may include
civic, charitable, religious, and community undertakings. In the course
of pursuing such activities certain things are prohibited.

1.  You may not used Govemment-financed time or supplies

2. You may not use or allow the use of official information that has
not been made available 1o the general public

3. You may not promote the use of your official title or affiliation
with TVA or allow suggestion of official endorsement

4. You may not conduct business with your subordinates.

5. You may not represent another person or organizalion before an
agency or court of the Federal or D.C. Governments or reccive
payment for someone clse’s representation before these bodies, in
matters in which the Government has an interest. Your represen-
tation is prohibited even il it is uncompensaled. An exception to
this prohibition generally allows an employce o represent a par-
ent, spouse, or child in a procecding before these agencics and
courts.

Oulside work done by an employce must be approved in advance by
his/her vice president and reporied by the human resource manager in
an annual reporl. Advance approval is also required for such activities
as leaching, lecturing, or wriling.

If an employee engages in outside employment that is found to be in-
compatible with TVA employment, the employee may have to stop the
outside employment or could be terminated from TVA.

Post-employment restrictions are pari of the federal law and they pro-
hibit former Government employees from “switching sides.” If you are
planning lo leave TVA you should consult your human resource officer
for additional information and guidance. There arc two basic restric-
lions.

1. A former employce is prohibited permanently from acting as an-
other person’s representative lo the Government in certain matlers
in which he/she was involved personally or substantially while in
federal service. :

2. Tor two years after leaving TVA, a former employee is prohibited
from representing another person o the Government in cerfain
matters which were pending under his or her official responsibility
during the last year of TVA service.
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Personal Gain

A,

Generally, you cannot participate personally and substantially asa TVA
emplayee in a matler in which you have a financial interest. There is no
minimum amount of value or control that canstitules financial interoel.

This prohibition also applics if any of the lollowing individuals or ar-
ganizations have a financial interest in the matter: your spouse; your
minor child; your partner; an organization in which you serve as 4n
officer, dircctor, trustee, partner, or employce; or a person or organiza-
tion with which you are negoliating for prospeclive emplayment or
have an arrangement for prospeclive employment.

An employce may be granted a waiver il his/her financial intcrest is
found 1o be not so substantial as lo affect the integrily of his or her
scrvices. A general waiver can also be granted Lo a group of employees
for certain interests faund tq be too remole or inconscquential to alfect
the integrity of the employees® services. The general waiver must be
published in the Federal Register, Sce TVA Code 1l TINANCIAL IN-
TERESTS.

The TVA conduct regulations alse prohibit you from having a financial
intorest that conflicts, or even appears Lo conflict, with your Govern-
ment dulies and responsibilitics.

Gambling

An employee may not participate in any gambling activity while on Govern-
ment-owned or leased property or while on duty for TVA. This includes
aperation of a gambling device such as a lottery or pool, @ game for money or
property, or sclling or purchasing & numbers slip or ticket.

Employment of Relatives

A.

B.

TVA's policy concerning the employment of relatives is discusaed in
delail in TVA instructions 111 FLIGIBN 1Y FOR TMPLOYMI NI, Rela-
tives (1"RM Chapler 215) and 111 PM 6 RI'T A'TIVES, Guide.

Tor purposes of this policy, a relative is an applicant’s or employee’s
father, mother, son, daughler, brother, sister, uncle, aunt, nephew,
nicce, hushend, wile, fird cousin, father-in-law, mother-in-law, son-
in-law, daughter-in-law, brother=in=law, sister-in-law, sepfather,
slcpmolhcr, slepaon, stepedaughter, slepbrother, stepeisler, hall-brother,
or hall-sister.

The following restrictions apply to the employment of relatives
1. A TVA employee cannot appoint, promole, or advance a relative,

Nor can an emplovee advocate the employment, advancement, or
promation of relative.
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2. A TVA employee may not have a supervisory or administrative
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relationship over a relative (this prohibition applies to occasional
and/or unintentional relationships as well as routine Job duties).

3. The son or daughter of a TVA employee may not be appoinled for

summer employment unless the employment is part of a formal
TVA training program. (TVA extends this restriclion to other rela-
lives for most summer employment programs.)

4. TVA conducl regulations prohibit TVA employees from giving or

appearing to give preferential treatment lo any person, especially a
relative,

In many inslances it is a violation of federal law for an employee to
recommend or otherwise advocate the appointment or promotion of a
relative. This restriction applies to any employee, regardless of pay
schedule or grade level, who has the authorily lo appoint or promote
any other employee or 1o recommend such actions. Most employees
who supervise or direct the work of others have such authority.

If a relative is appointed to a position as a result of nepotism, he/she is
not cligible for pay for working in that position. If payment has already
been made befare the violation is detecled, the relative must reimburse
the full amount of wages reccived. The employce who viclales the
restriction on employment of relatives Is subject lo appropriate disci-
pline which may include lermination.

If the TVA prohibition agains! a supervisory or administralive relation-
ship to a relative is violated, human resource officers must resolve the
violalion not later than three pay periods after the violation becomes
known.

>
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SELECTING THE RIGHT PERSON FOR THE JOB

TVA's Selection System

The seleclion process at TVA is quite different from the rest of the federal
service. Al other agencies civil service tests and scored application blanks
have been the major selection devices used, which often Icaves the supervisor
only a choice among the lop three candidates. Under the TVA Act, Congress
permitled TVA to establish {ls own melhods of employee selection and pro-
motion consistent with the principles of merit and efficiency. TVA’s sclection
process emphasizes the role and responsibility of the sclecting supervisor in
hiring the most qualificd employce for a particular vacancy.

Staffing from Within TVA: Internal Selection

A.  Generally, TVA's policy is to promolc or fransfer from within TVA
before hiring from oulside TVA.

B.  ERM Chapter 275, SCLECTION, Promotion and Internal Transfer, Sal-
ary Policy, and the Arlicles of Agreement, Supplementary Agreement
5-7, provide guidclines on how lo fill vacant or new salary policy jobs;
the General Agreements (Annual Operating and Mainlcnance), Supple-
mentary Schedules A-11T and B-IlI, provide guidclines on how lo fill
annudl trades and labor positions. Filling management, specialist and
cxcluded schedule paositions is not governed by any negotiated agree-
ment, but unlaw(ul discrimination in (illing these and all other posilions
is prohibited.

C.  The supervisor’s decision concerning a sclection may be challenged and
you should always be prepaced to explain and adequately justily your
choice. .

D.  Inlernal sclection process

1. Identify the vacancy, Make sure that a fulltime appointment i the
best alternative: explore other staffing aptions such a< tempaorary
appointments or conlracl employees.

a.  Salary Policy positions can be filled cither through a directed
transfer or posling a vacancy announcemenl.

b.  Trades and labor positions are filled in accordance with the
specific general agreement relevant to the vacancy.

2. Develop the job description and have the position classified. This
slep applies lo management, salary policy and annual trades and
labor posilions. There is more information about this process in
the Classification chapler,

3. Preparc and post the vacancy announcement. Only salary palicy
and annual trades and labor positions must be posted in accor-
dance with the provisions of the applicable negotiated agreement
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4. Await applications. The negolialed agreements specily how long
an announcement must be posted and the time limit placed on the
supervisor for making a sclection based on the posting and appli-
cations he or she reccives in responsc. :

a.  Salary policy announcements must be posted for not less than ~
10 calendar days. The supervisor has 90 days from the dale
the announccment “closes” 1o make a sclection. This time
limit may be exiended by mutual agreement of TVA and the
Panel.

b.  Annual Irades and labor announcements must be posted not
Joss than 15 calendar days. The supervisor has 120 days from
the date the announcement “closes” to make a selection.

5.  Reccive a list of qualified candidates. Your human resource officer

is responsible for reviewing all applications and making the initial
delermination about the applicants’ qualifications. The human
resource officer will send you the candidates’ applications and
usually their personal histary records (PHRs).

6. Scleet candidates for inlerview. The supervisor identifics the can-

didates who appear to best meet the job qualifications and require-
ments and recommends to the human resource officer that inter-
view invilations be given to these candidates. The HRO will make
the interview arrangements.

7. Interview candidales. This is your best apportunity to collect in-

formation aboul the candidates qualifications to perform the job
and lct the candidate know what the job will entail. Tor more
detailed Informalion about how lo conduct the inlerview, sce soc-
tions VI, V11, and VIII of this chapter.

8. Muake the sclection. The supervisor selects the masl qualified can-

didate from among those interviewed. The HRO is responsible for
gelting the necessary approval for you to hire 4 particular candi-
date. Sce sections 1V and XIX af this chapler for a description of
the criteria thal should be used in making the sclection or hiring

decision.

9.  Extend an offer. ‘The TIRO will contact the employee to cxtend the

offer. The 1IRO will also assist in negotiating a release date for the
cemployce.

1. Hiring from Outside TVA: External Selection

A.

Supervisors are gencerally required to attempt to fill the position with an
internal candidate before pursuing outside candidates.

Hiring from outside TVA is affected by rules and regulations, including
the Velerans’ Preference Act, federal laws prohibiting discrimination,
TVA's affirmative action policies, and negotiated agreements regarding
reemployment rights of those previously employed by TVA.

0
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The selection process for external candidales is in many ways similar to
the process used for internal selections.

1.

Request requisition. At your request, your human resource officer
will prepare and submit a requisition and a job description for the
salary policy or annual trades and labor position to the Employ-
ment Services staff, Human Resources, in Knoxville. In response
lo this request the Employment Services staff will provide you
with applications that have been reccived from people interested
in working for TVA in cerlain positions. Trades and labor hourly
positions are not handled in this way, so you should consult your
human resource officer for assistance with these vacancics.

Await submission list of qualified applicants. The Employment
Scrvices staff will review TVA's reemployment registers, OWCP
candidates, and outside candidates to determine if there are quali-
fied applicants with current applications on file. This list will be
sent to your human resourcc officer.

Review submission list. If there are few or no qualified applicants

for the submission list, you, your human resource officer, or the

Employment Services staff may decide that special recruitment

(ci!fnrls are necessary to solicit applications from qualified candi-
ales.

Obtain recruiling assistance. The Employment Services stafl is
responsible for TVA's recruitment aclivily. In addition, some or-
ganizations have their own recruitment activities for certain classi-
fications.

Sclect candidales for interview. You review the applications and/
or resumes submitted and recommend candidates for inlerview-
ing. Your human resource officer will review and approve your
inlerview requests and will issue invitations for interviews. The
human resource manager or officer s the only TVA representative
who should contact the candidates o arrange for interviews.

Interview candidates. The interview process is the same as for
!nlcmal candidates. Mare detailed information about interviews is
in sections VI, Vil and VI of this chapter.

Make selection. The supervicor selecls the most qualificd candi-
date from among those interviewed. See sections 1V and 1X of this
chapler for a description of the eriteria that should be used in mak-
ing the selection or hiring decision .

Extend offer. The human resource officer extends the offer of em-
ployment to the candidate and, if necessary, makes arrangements
for the candidate 1o reccive pre-employment medical examina-
tions. The candidale will also be required to undergo a sccurity
check into his or her background.

N
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Selection Criteria and the Selection Decision

A.  Merit and efficiency is lo be the basis for all selections in TVA. Itis
important lo idenlify the knowledge, skills, and abililies, necessary lo
perform the job so that you can determine which candidate will best
salisfy the requirement of merit and clficiency.

1. For represented salary policy employees the Articles of Agreement
(5-5) require that sclection for promotion and transfer (except in
some cases) be made on the basis of merit and clficiency. Manage-
ment’s judgment of merit and efficiency is controlling unless

shown 1o be arbitrary and capricious.

3. In evaluating merit and efficiency in salary policy sclections, con-
sideration may be given to the following'

a. Requiremenls of the job;

b. Overall competence of the candidate as can be appraised by
examination of TVA service records, and other factors, if rele-
vant;

¢. Organizational necds, objectives and efficiency of TVA, which
includes TVA's alfirmative action plans and goals;

d. TVA's necd to recoup investments in training and /or man-
power requirements;

e. TVA's need for continuily of operations.

3. For trades and labor employees, Supplementary Schedules A-111
and A-V of the General Agreements discuss in detail what to con-
sider in selecting a candidate for a trades and labor position.

Preparing for Selection

By structuring the scleclion process, you help make yourself more organized
and belter able to pick the best candidate for the job. You should use this
structured sclection technique lo enable you to get more information from
cach candidate and ensure that the information will pertain lo the knowledge,

skills, and abilities necded for the job. .

A. Identify job requirements and knowledge, skills, and abilities (KSAs)
These are the altribules that the candidate must have in order lo per-
form the Job successfully. Make sure you focus on the job itself and not
on the person who is currently holding the job. The job description isa
useful tool in idenlifying KSAs.
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B.  Review the applicant information. Information on cach candidate will

vary slightly. Usually you will have some type of application (cither a
TVA initial application or an application for anticipated vacancies),
cither a resume or PHR, and sometimes test results or other data. For
cach applicant you should do the following:

1. Check minimum qualifications. Only those jobs that have been
analyzed by the Classification, Planning and Analysis stafl have
valid minimum qualifications; olher things listed, such as a degree,
ctc., are really only desirable characleristics and, therefore, you
should not screen someone oul on the basis of these alone.

2. Assess possession of KSAs. Examine past educational and job
experiences. While doing this, write down specific questions lo
ask the applicant to help you determine whether he/she possesses
the necessary KSAs for the job.

3. l'it.\d a rapport-builder. Pick out something in the resume or ap-
plication that you can use lo *break the ice” at the star of the in-
terview.

C. Decide on information to impart. Review the information you need to

provide 1o each candidate. Applicants should-be given realistic expec-
lations about the job so they can make informed decisions about
whether the job s for them. Be honest and give both positive and nega-
tive aspects of the working conditions. It is important that the inter-
view be conducled in a professional, well-preperced manner.

D. Prepare the sctling. Make sure that the interview has been scheduled
and that all the necessary paperwork is at hand. Also make sure you
won't be inlerrupted during lhe inlerview. ’

Key Issues Associated With Interviewing

Tocus on gelling job-related information about the required knowledge, skills
and abilities from cach applicant and ignore irrelevant information that docs-
n‘t pertain 1o the KSAs. Some general points to keep in mind include:

A.  Try using multiple inlervicwers. This can result in obtaining more reli-
able and valid information, reduces biases by providing mare perspc-
tives, and sharing the interviewing responsibilitics. Be sure that all
interviewers are well-prepared and understand the KSAs of the job.

B.  Take noles throughout the interview. At the beginning of the interview
tell the candidate that you will be taking noles continuously and that
he/she should not feel uncomfortable about this. Your note-taking will
indicate to the applicant that you are interested in what he/she says

4
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Consider personal characterislics only if they are job-related. Personal
characleristics have a place In the selection Interview only If they are
job-related and only if you assess them through behaviorally related
questions. Ask questions that will get the applicant to describe his/her
past behavior. Be sure to ask all the candidates the same questions.

Avoid illegal diserimination. Interview questions that violale laws re-
garding discrimination may have serious consequences (or you and
TVA. You must avoid collecting or using any information related lo
arcas of discrimination. Generally, if you focus on the KSAs of the job
you will not have problems.

1. Avoid information regarding sex and marital status.

2. Avoid informalion regarding race.

Avoid questions about ethnic tics.

Do not consider religion.

Do not use age as a criterion.

Do not discriminate against the handicapped.

Do not discuss arrests, convictions, or cilizenship.

®© N o oa W

Stop the flow of information. Stop the applicant from voluntcering
any illegal information. If he/she does volunteer prohibiled infor-
mation during lhe inlerview, you should stop the conversation and
indicate to the applicant that this information is not related to the
job, will not be used in the decision-making process and, there-
forc, should nol be discussed during the interview. 1 is also good
1o document the incident—what he/she said and what you said.

Avoid bias. Be aware of The different kinds of biases that can lead lo
crrors in selections.

1. 1lalo cffect. This is the lendency lo generalize an overall impres-
sion of an applicant (which may or may not be job related) onto
specific information about the KSAs; the averall impression biases
all the other specific evaluations on cach of the KSAs and duties.

2. Avoid overgencralizing

3. Don't reach conclusions based only on expeclations. Wait until
you have all the information before you make any judgment or
decision about the applicant.

4. - Avoid comparing applicants directly. Try to delay comparing
applicanis until you sre ready to make your final decision and
have collected information from all the candidates.

5. Kecp in mind that interviewing is stressful for the applicant.

6. Avoid similarily bias. This occurs when applicants are judged
more [avorably when they are similar 1o or have much in common
with the inlerviewer.

M
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Vil. The Structured Interview Form

This form Is used throughout the entire scleclion process and will provide a
guide lo nole-taking and will help in the final decision. You usc a scparate
form [or cach applicanl. These forms are usclul for documentation purposes
and so you will want to retain them after you have made your sclection deci-
sion. Follow lhe following three steps in preparing the interview form before
you mecet with candidates.

A.

Tor cach applicany, fill in cach page of the structured interview form
with the identified job duties and their assacialed KSAs for the position,

Review the malerial you have on each applicant and look for relevant
experience In their background that may be evidence of the required
KSAs. Make notes on the form under the duties and their required
KSAs and of evidence you have found that the applicant pos<esses the
KSAs.

Develop questions to ask the applicants, using the form and the infar.
mation just reviewed about the applicants, Slart with general questions
you have on the first page of the form and use the applicant informa-
tion you have just noted to lailor these questions 1o cach applicant.

Vill. Conducting the Interview

B.

The focus of your questions should be an skills first, knowludge second,
and ability last. 1t is best to ask questions related to skills and experi-
ence of the applicant, and ask other types of questions enly if the applhi-

cant can give no skill or experience information.

1. Skills, or actual experience with a parlicular task, gives the most
concrele cvidence that the applicant can probably perform the
lask.

Knowledge, or having the education or training lo do a fask, i lews
concrete evidence than the behavior of actually having done the

lask.

3. Ability, or having the underlying potential ta learn and do the
lask, is the least concrete and most difficult o measure of the three

types of evidence.

o

Six critical steps in conducting the inlerview

1. stablish rapport. This allows the infervicwer to get to know the
applicant as well as posaible and determine how well the applicant
fits the job A relaxed, open atmaspheee from the stast will mabe
the applicant less nervous and more willing to talk openly.

to

Set the agenda, Tefore beginning with the interview questions, It
the candidate know the direction the interview will take. Tel the
candidate know that you will be asking questions and taking
noles, that he/she will have an opportunity lo ask vou questions,
and what the gencral time schedule far the interview will be

27
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3. Gather information. The most important point to remember is that
you are Irying to get information from each applicant about
whether he/she possesses the nceded knowledge, skills, and abili-
ties for lhe Job. Be sure to take notes during the interview.

4. Dispense information. Tell the applicant about TVA and the job
he/she has applied for, describing in general the working condi-
tions, lravel requircments, advancement potential, elc.

5. Answer questions, It is important to give the applicant a chance lo

ask any questions he/she has about TVA or the job.

6. Close the interview, Cordially thank the applicant for his/her time
" and Interest and explain what happens next in the selection proce-
dure, when you expect & decision 1o be made, and who they may
contacl for further information.

Guidelines for effective inlerviewing

1. Maintain/enhance sclf estcem. This will help you build rapport
with the candidate. Show interest in what the applicanl says, indi-
cale approval of accomplishments, and use the candidate’s name.

2. Show empathy and understanding. This also helps to build rap-
port and will make the candidate feel more relaxed about sharing
information. Indicale that you understand what the candidate
says and how he/she fecls.

3. Let the applicant do the talking. Ask open-ended questions that
require the candidate to explain things. Tollow up with questions
that can be answered with “yes® or “no.”

4.  Clarify information as il is received. Make sure you have complete
and ciear information from the applicant. Do this by using prob-
ing questions, paraphrasing, repealing information, and summariz-
ing key points.

5. Listen aclively. As you listen, be allentive, concentrale, and “read
between the lines.” As you lislen, indicale that you have heard
and understood the message by nodding, eye contacl, or with fol-
lowup questions.

6. Decmonstrate conlrol under certain circumstances. Stay in control
and directly confront the applicant’s unacceptable behavior or
responses. Do not permit inlentional or unintentional avoidance of
a topic or failure to follow your format for the interview.

7. Be as neutral as possible. This will enable you lo get the most
information from the applicant by putling the applicant al ease
and encouraging the applicant to talk freely. Examples of neutral
behavior Include using 2 nod, “1 see,” or *uh-huh” to indicate
interest.

8. Do no! wrilc negative comments immedialely as they are being
stated. Wall until the applicant has moved on to another topic
before making notes about a negative poinl.

9. Maintain eye conlact 25 percent of the lime. Too much eye conlact
can make people nervous.

/
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10. Be straighl with the applicant. Be honest and straightforward with

the candidate throughout the inlerview process. .

Making the Hiring Decision

A.

Decide the importance level of duties. Review the structured interview
form and decide which of the Job dulics are most imporiant to the job
Rank order the duties from mosl important to the lcast important.

Assemble all information on the candidates. This includes the strue-
lured inlerview farm, application, resume, service reports, or other dala
provided for cach candidate.

Examine the results of the structured inlerview. Compare cach candi-
date by reviewing the interview results. Be consistent when you con-
sider the information you have on cach applicant and focus on job-re-
lated information when cvalualing the candidates.

Progressively climinate candidates. Look at the most important or cru-
cial job dulies first and climinale those cendidales that have not indi-
cated the ability to perform Lhese duties. Then look at the next most
important Job duty(s) and climinate those candidates withoul suitable
abilities.

Choose the top candidate. After progressively climinaling some candi-
datcs, you will have a small subgroup of acceplable candidates and you
should choose the top candidate from this group.

Document the decision. Wrile a summary justification stalement of
your rcasons for choasing the candidale you did as the best qualified.
In the slatement, focus on objective information. Document the rank
order of duties and then how well candidates were qualified relative to
cach other, Point out what KSAs this candidate posscssed that were
superior lo thos<e of the other applicants

Orienting the New Employee

A new employce may flounder unproductively during the firt few stressful
wecks on the job, so it is important that you help him/her to get acclimated
1o the new jab as quickly as possible, Listed below are same key points ta
cover with the emplayee during orientation.

A.

Ensure that the employce understands the dutics of the job

1. Review the Job description with the employee, expanding and
clabarating an specific dutics and tasks.

2. Clearly relay pesformance expeclations. Make sure the employee

knows the qualily and quantily of wark that is expected,

3. Coach the new employee by giving feedback from the very begin-

ning

)
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B, Cover service appraisal and salary increase information.

3

c. D

1.

he ]

Management and Specialist Appraisal process - Management
skills, quarterly roviews.

Form TVA 3031 - Discuss time-in-grade increases, annual salary
increases, periodic performance reports.

Probationary period - Applicable to many new employees.

clermine and schedule training needed for the new employee.

Tormal lraining (c.g , compuler lraining, word processing train-
ing)
On-the-job training.

D.  Introduce the employee to others in the organization Be sure that the
employce meels everyonc in the immediate work group, the managers
at least ane level above you, and peaple in your organization or other
organizations with whom the employee will work frequently.

I Fxplain the office or work site rules and routines.

N o> W N

Work schedules and flextime.

Staff mectings.

Dutics and responsibilities of clerical, support people.
How to use the telephone system.

Where to obtain office supplics.

How 1o handle business travel.

The *culture” or “environment” of the office or site.

rovide the employee with TVA policies/procedures/reference maleri-

als to review, Tollow up to ensure that the employee understands what

h

¢/she has read.

1.  Code of Ethics for I'ederal Employees and the conduct regulations

19

(both in the General Releases).

Other reference documents thal are important to the employve’s
work.

T
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Classification, or job evaluation, is the process of determining the relative
rank or status of jobs within an organization. Classification involves ana-
lyzing the duties and responsibilities of the job, comparing it to job stan.
dards and 1o other jobs in TVA, and assigning it to a grade level.

Structuring the Work

A.  The process begins by analyzing the mission of your work unit and
identifying the functions and lasks to be performed. Tasks will include
not only the primary mission of the work unit, but also any support
services and supervision required. The classification process includes
the following steps:

1. Job design—grouping dulies and tasks together lo creale posilions
or jobs.

2. Identifying the necessary knowledge, skills, and abilities required
1o do the work for the positions you have defined.

3. Defining the structure of the organization, or the way in which the
jobs relate lo cach other.

B.  Supcrvisors should continually analyze, review and evaluate the work
assigned to cach position. Job descriptions should be kept accurate and
up lo ddte and consideration should be given to restructuring or elimi-
nating posilions as vacancies oceur.

Job Descriptions

Good job descriptions—ones that arc clear, complete, and accurate—are abso-
lutely essential for reliable classification of any job. Job descriptions must
contain eritical information about the job including: the position’s dutics and
responsibilities; required and desired knawledge, skills, and abilities; a de-
scription of the level of supervision the incumbent will have; a description of
the scope of supervision the incumbent will be required to exercisc over oth-
ers. Information that should not be included in a Job description includes'
length of scrvice, overlime, financial need, volume of work, emplayec’s cffi-
ciency, or other qualifications that are nol required lo do the work,
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IV.  Classification Plan for Positions on the Manager and Speclalist Schedule

A.

A posilion is placed on the Manager and Specialist schedule if it meets
one of the following crileria:

1. Asignificant degree of supervisory responsibilily, such as author-
ity to hire and fire or supervision over large numbers of subordi-
nales. Supervision alone does not warrant placing a job on the
management schedule and, generally, first-line supervision that
involves lechnical direction of work remains in the bargaining
units.

2. Responsibility for makinig judgments or decisions involving union-
managemenl agreements or other lypes of conflict of interest.

3. Certain types or degrees of policy making responsibility, such as
some corporate staff jobs that have respansibility for developing
and interpreting policy on behalf of TVA.

4. Work at levels “higher*—requiring mare complex or specialized
technical or engincering skills—than those in the represented
schedules.

Classification process

TVA uses the Hay Guidechart-Profile Mcthad of Job Evaluation as its
job measurcment system for manager and specialist jobs. Thisis a
quantitative job measuremenl system (ic., point-factor system) which
ascribes quantitative values 1o the job faclors of know-how (knowl-
edge), problem-solving (complexity), and accountability (responsibil-
ity/job impact) inherent in every job. TVA has established job evalu-
alion commiltees compriscd of line managers to evaluate all manager
and specialist positions to ensure a corporate-wide perspective of rela-
tive job worth within the agency and to establish accountability for
determining and maintsining internal equity with management. Com-
mittees are responsible for conducling job evaluations, this role docs
not includc as<essing and critiquing organization design and/or job
struclure.

Roles and responsibilities

1. Compensation Planning and Analysls staff, Human Resource

a. Develops TVA's job evaluation criteria (excluding trades and
labor positions).

b.  Administers the Management/Specialist Job Evaluation Sys-
tem.

¢. Ensures consislency in the administration of the Salary Policy
Job Evaluation System by certifying human resource officers
to administer the system and monitoring evaluations per-
formed by line organizations.

‘
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d. Declermines the appropriate classification (i e, manager/spe-
cialist or salary policy) lo be applied to all jobs for which it is
responsible.

e. Provides consultation and assistance lo linc organizations in
designing work structure and individual job structure.

f.  Facilitates meelings of the job evalualion commiltees by serv-
ing as sccretary, eslablishing agendas, reviewing all johs sub-
mitted for commitice evaluation, and providing rccommenda.
tions of position evaluations to the respective commiltlees.

g  Reviews all positions submilled by arganizations for presen-
tation to job cvaluation commitlees and determines the ap-
propriale evaluation standards ta be applied to positions

Line management develaps position descriptions which accurately
describe the work performed and adhere 1o job evaluation stan-
dards that arc applicable.

Line human resource organizations

a. Provide support to management in day-to-day administra-
tion of TVA’s job cvaluation systems.

b.  Assist management by providing recommendations and aler-
natives in organization design to enhance apecating elfi-
ciency.

¢. Collaborate wilh Compensation Planning and Analysis 1o
develop resolutions to organization design, and individual job
struclure problems.

d. Review all position descriptions and ensure accuracy of con-
tent prior lo submission of position description to Compensa-
tion, Planning and Analysis for revicw and proces<ing
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Classification Plan for Represented and Excluded Posilions

The classification plan for represented and excluded positions Is part of the
negotiated agreement between TVA and the Panel. Therefore, any significant
changes In the classification system must be joinlly agreed to by TVA and the
Pancl or its unlons.

The salary policy classification system for represented salary policy employ-
ces covers most positions in pay schedules A, B, C, D, E, T, G, and X. Many
excluded positions are also reviewed and evaluated under this plan. (Those
which are not are reviewed against agency classificalion standards developed
specificatly for thal particular class of work.) The classification process in-
volves looking at the type and level of duties and responsibilities and deter-
mining the appropriale pay schedule, classification group, job series, job litle,
and grade level of the position. Salary policy classification is done using
either job faclor guidecharts or classification standards.

A.  Job factors describe how work s performed. They include such things
as knowledge and skills used in the job, guidelines available to the em-
ployee, complexity of the work, supervision received, supervision over
others, work-related contacls with others, and working conditions. Job
factor guidecharls classify levels of work in pay schedules A, B, C, D,
and E. Job descriptions for positions classified using job factor
guidecharls ace prepared on form TVA 12B.

B. Classification standards are wrilten documents that define the dulies
and requirements of a Job and of grade levels in a series. These are
used lo classify positions on pay schedules F and G and certain other
positions. Job descriplions for posilions classified using classification
standards are prepared on form TVA 12A.

C.  Classification process

1. Supervisor prepares accurale and complele job description using
proper form.

2. luman resaurce officer classifics the job based upon the job de-
scription and determines schedule, job title, and grade level.

3. Management is responsible for evalualing lhe job, but upon com-
pletion of the evaluation, a copy of the job description is sent to
the union for review.

4. Classificalion dispute may arise. A dispute over whelher the em-
ployec’s Job descriplion accurately describes the work assigned are
handled under the regular grievance procedure. This kind of dis-
pule must be resolved belore the position can be classified prop-
crly. A second kind of dispute concerns whether the position was
classified properly, and these are handled under the procedure set
forth In the Arlicles of Agreement, Supplementary Agreement
S-211.
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D.  Roles and responsibilities

1. The supervisor wriles the job deseription and perodically updates
it. The supervisor also makes all work assignments. Job descrip-
tions do nol control work assignments, they just describe typical
dulics assigned to the job and employces may temporarily be as-
signed work other than contained in the job desceription. However,
il new duties assigned are significantly different or not truly tem-
porary, the supervisor should consider restructuring the work and
job classification.

2. Human resource officers (HROs) evaluate all salary policy job
descriptions and coordinale classification aclions with the salary
policy unions, corparate Compensation Planning and Analysis
staff, and the Labor Relations staff.

3. Compensalion Planning and Analysis staff, Human Resources, has
primary responsibility for developing the classification criteria/
guidelines used by HROs in cvaluating salary policy jobs They
also provide advice and Job evaluation training to TVA managers,
HROs, and appropriale union officials.

4. Labor Relations staff, Hluman Re<ources, negotiales and admini-
sters the Articles of Agreemen, including the classification portion
of the agreement, and conducts gricvance hearings concerning fob
content.

5.  Union representatives repre<ent employees in classification and job
content disputes and review managemenl's classification decisions.
Lach union designates *union reviewers” la evaluate compleled
classification aclions.

Classificalion of Trades and Labor Positions.

Many of the trades and labor job classificalions cvolved as the craft unions
were organized, and the unions established specific work baundaries (juris-
dictions) far each craft. Hourly trades and labar jobs oflen do not have wril-
1en job deseriptions, commonly understoad craft practice is generally fol-
Jowed instead. Annual trades and labor positions do have writlen job de-
scriptions There are seven different trades and labor pay schedules as fol-
lows:

A.  Schedule A = All employees are hourly construction workers cavered
by the negotiated General Agreement for Construction employees.

B.  Schedule B~ Emplayees are annual employees who perform regular
mainlenance and miscellaneous operaling work. They are covered by
the two General Agreements for cither emplovees in TVA's Power Gen-
crating and Transmission Facilities or for all employees except those in
TVA's Power Generating and Transmission Facilities,

C.  Schedule C - I'mplayces are annual employees who perform regular
operating work in the Chemical Plant/Resource Development They
are covered by the two General Agreements referenced in B above

- e
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Schedule D - Employces are annual employees who perfarm rcguiar
operating work in Power organizations. They are covered by the two

General Agreements referenced in B above,

Schedule E - Employees are annual employees who perform regular
operating and maintenance work in Resource Development and Serv-
jces. They are covered by the negotiated General Agreement for An-

nual Operating and Maintenance Employees except those in TVA’s
Power Generating and Transmission Facilities.

Schedule B-Hourly - Employees are hourly and perform temporary

operating and maintenance and modificalions work in any TVA organi-

zation except Resource Development and Services. Covered by the

negotiated General Agreement for Temporary Hourly Operaling and

Maintenance and Modification Employees.

Schedule E-Hourly - These are Just like Schedule B-Hourly employees

except that they work in either Resource Development or Scrvices.

-~
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TVA’s objective is to pay employees a “compelitive” wage or salary, Pay
policies are established by the Chief Operating Olficer and Board of Direc-
tors. The TVA Act is the basic authority for our pay plans. It establishes
TVA's independence from the civil service laws and gives Lhe Board of
Directors authority to fix compensation subjecl to lwo constraints—1) no
regular employee can recelve a salary in excess of that received by a Board
member, and 2) rates of pay for trades and “laborers and mechanics” shall
not be less than the prevailing rates paid for similar work in the vicinity,
TVA pay practices are still required to comply with other federal laws and
regulations:

* Tair Labor Standards Act (TLSA) which applics to all public and private
cmployers and specifies minimum wages, overlime pay for certain
lypes of employees, and other recordkeeping requirements.

. Equil Pay Act which provides generally for “cqual pay for equal
work.”

*  Title VIl of the 1964 Civil Rights Acl which prohibits any employment
action that discriminates and requires employcers to deline employnient
standards on the basis of job requirements and ta compensate cqual
work hased upon criteria that do not discriminale.

Manager and Specialist Schedule Pay

A.  The manager and specialist salary structure is composed of 13 pay
groups. There are three types of manager and specialist positions:

1. Managerial positions which include excculive and other positions
with responsibility for planning, stalling, argenizing, and supervis
ing and controlling both the work of the organization and the re-
sources 1o supporl that work (i.e., Vice President, Manager (De-
partment), Plant Manager).

t9

Seniar technical specialist positions, alco known a< dual fadder
positions which serve as the ageney’s senior professional in o spe-
cific scientific or engineering discipline or an administrative fichd
{i.e., Senior Scientist, National Terlilizer Development Center, Sen-
ior Discipline Engincer (ASME Code Specialist), Nuclear Power)

A, Suff specialist positions which include those positions which are
responsible for a specialized management support function (i e,
Atlorney, Financial Analyst, Rate Design Speciahst)

-
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The Vice President, Human Resources, recommends to the Board and
Chicf Operating Officer the midpoint, salary range, and appro;zriale pay
levels for all manager and specialist positions including executive-level
positions. Cach manager and specialist position in TVA has a pay
group determined by the job cvaluation process. This pay group, ot
position level, corresponds to a salary range derived from an analysis of
labor market salary data. Ideally, job incumbents are not paid lcss' 1!\an
the minimum of the range or more than the range maximum Individ-
ual pay rates do not change when the salary structure changes

Salary progression

The foundation for TVA's salary administralion system for managers
and specialists is performance-based pay. The syslem i's dcsigrmd to
reward manager and specialist employees based on lheir cc.mlnbuhon
to TVA's overall performance. Employee job performance is cvaluated
by the supervisor using the Employee Appraisal System which focuses
on the performance and behavioral standards of a position. Compensa-
tion PManning and Analysis staff, Hluman Resources, is rccpomuhlc fc:r
developing and recommending pay policies and procedures, answering
queslions concerning pay for employces covered by the sala::y admini-
stration plan and excluded employees, providing inlcr.pml.?hon of lh-e
salary administration plan, and cvalualing and reviewing line organiza-
tions’ implementation of the procedures.

Performance based pay

1. Performance Increase Program is designed to reward employces
whose documented performance during the fiscal year contribuled
la TVA's overall performance. Manager and specialist employees
whaose documented performance during a fiscal year is unaccept-
alle or below job requirements will not receive a performance
increase.

9

Individual Increase Program is designed 1o reward employces
based on a composile review of cach employee’s valuc to the
agency and value to the group or operations l'evcl orgamz..nwn
The recipients and the amounts of individual increases wnl! be at
the discretion of the head of the organization (i e, senior vice
president or corporate organization vice president)

)
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Compensalion for overtime work

1. Policy - Manager and specialist employees are expected lo work
overlime for which no additional compensation will be paid when
the overtime is the resull of lhe normal requirements and responsi-
bilities of their positions. Noncompensable overtime includes
activities thal are casual, inherent 1o the job, or sell-imposed.
However, under certain conditions when overlime work is re-
quired and scheduled for prolonged periods or to meet unusual
conditions, certain employees may be eligible lo receive approved
overlime compensalion.

9

Eligibility ~ Only those manager and specialist employces in pay
groups 1 through 8 are eligible to reccive overtime pay.

3. Guidelines for overtime pay ~ Manager and specialist employces

are compensated in accordance with the following guidclines:

a. Eligible manager and specialist employees are compensated
for approved overlime at their straighl-lime rate. Cerlain
cligible manager and specialist employees assigned to posi-
tions requiring rotating shifl coverage are paid overlime at
one and one-half times their straight-lime rate after working
40 hours in a single work week

b.  Eligible employees required to work on a paid TVA holiday
reccive holiday pay and applicable overlime pay for actual
hours worked.

¢.  Approved overlime compensation is computed on the basis
of lime actually worked in excess of a benchmark number of
hours as determined by the appropriate senior or corporate
vice president. Approved days of absence and holidays fall-
ing on scheduled work days during the work week are
counted as lime worked for the purpose of overlime compen-
sation.

d.  [Fach scnior vice president and corporate viee president will
manage this policy in a manner to accomplish its objectives

4. Approval - Vice Presidents must apprave the payment of all over-

time for eligible employces This approval authorily may be dele-
gated 1o the next lower level. Any exception to this policy must be
approved by the appropriate senior or corporate vice president
and the Vice President, Human Resources. Any related policy
developed for use within the line organization must not be in con-
flict with this policy and must be submitled for review and concur-
rence by the Vice President, Human Resources, prior to implemen-
lation.

5. Monitoring - Corporate Human Resources in conjunclion with

Financc will monitor and evaluate the implementation of this pol-
icy within cach organization on a regular basis.

~r
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Represented Salary Policy Pay

Salary ranges for salary policy schedules are cstablished based on salary sur-
vey information collected by the Labor Relations staff in accordance with the
Articles of Agreement, Supplementary Agreement 4 (5-4:A) Survcy resulls
serve as the basis for salary negotiations. If TVA and the Pancl fail to agree
on a salary structure for each pay schedule, the Pancl appeals the disputed
rates first to mediation and then lo arhitration.

A.  Salary progression. Employcces go from one within-grade salary rate lo
the next one when they complete a full period of creditable service
which is cvaluated as *fully adequale” or betler.

B Supervisory differential. When a supervisor is the same schedule and
grade as a subordinale and exercises FULL supervision over that em-
ployee, the supervisor may receive one within-grade step abovce hat of
the subordinale as a supervisory differential. The differential is re-
moved when it is no longer justified. (Sce Arlicles of Agreement, Sup-
plementary Agreement 5-4:L-4,1).

C.  Pay rates after grade changes arc done in accordance with the negoti-
ated agreements when an employee Is hired, rchired, promoted, de-
moled, or transferred between schedules. (Sce Articles of Agreement,
Supplementary Agreement S—:L—4).

D.  Overlime is paid in accordance with the negotialed agreement (Sce
Atlicles of Agreement, Supplementary Agreement S—4:F). Overtime
mus! always be officially approved by a higher level manager.

1. Employces on flexible schedule do not reccive overtime pay; how-
cver; if they are regularly scheduled lo work outside normal work
hours they are paid overlime.

!J

Employecs on the inflexible schedule generally receive overlime
for work in excess of 40 hours a weck or 8 hours a day.

3. Pari-time and hourly employcces receive averlime pay only if they
work mare than 40 hours a week or 8 hours a day. If they work
more than their scheduled hours (but less than 40 hours a wecek),
they reccive only stralght-time pay.

4. Overlime rates are as fallows for thosc eligible employces:

a. Timeand one hall - for employces whose annual salary is not
more than SC-2, Step 3.

b. Oneand onc-hall times the rate of SC-2, Step 3 (except that
no one is paid less than straight time) - for employces whose
annual salary is more than 5C-2, Step 3. There arc some ex-
ceplions to Lhis rulc, see S:F.

¢.  Double time - under cerain condilions for work in excess of
16 hours or work on the second scheduled offday.

E.  Premium pay as discussed in Articles of Agreement, Supplementary
Agreement 4, includes pay for shift dilferential, holiday and Sunday
pay. uniform and meal allawances, call time, cle.

L
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Trades and Labor Pay

The TVA Act requires that TVA pay the prevailing rate for work of a similar
nature in the vicinily for all trades and labor jobs. This rate is determined by
negolialions based on a wage survey in a vicinity defined by the General
Agreements. If there is not agreement reached in negotiations, the Council
may appeal disputed wage rales to the Secretary of the Department of Labor.

A.  Wage administration is done in accordance with the General Agree-
ments and accounting memoranda issued by Finance. There are no
salary ranges, only fixed hourly or annual rates. Wage administration
can be complex, and supervisor’s should consult their human resource
officer or payroll officer with questions.

B.  There are specific provisions in the negotialed agreements thal address
the following issues: dual classification, hours of work, overlime pay,
including the proper use and distribution of overtime work, holiday
pay. mical periods, call time and reporling time, time required for em.
ployment processing, transportation allowances, and exchange of shifls
and shift differential. Supervisors should be familiar with the lerms of
the negotiated agreement affecting pay that arc applicable to their em-
ployees.
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BENEFITS

Accident Insurance

TVA employces may purchase accident insurance al group rates from Life
Insurance Company of North America (LINA). The plan provides benefits to
a beneficiary in the event of an employce’s death, or lo the employee in case
of dismemberment. There Is also a provision for partial replacement of lost
wages il the employee has a non-work-related accident and is unable to
work. Additional information is available from your human resource officer
and is discussed in detail in the following documents:

G.

Employce booklet, Valunlary Group Accident Insurance for TVA Annual
Employees

TVA Code Il INSURANCE, Accident

ERM Chapler 431, INSURANCE, ACCIDENT, Annual Fmployees

Eligibility. Any active, ANNUAL employce under age 70. Lligibility is
lost if the annual employee transfers to an hourly position, retires,
leaves TVA, or reaches age 70. An employce’s spouse and unmarried
dependent children are cligible for coverage. Coverage can be canceled
al any lime.

Cost. Employce pays the cnlire cost through payroll deduction.
)

Enroliment. An cligible employee must apply for coverage within 90
days of employment or cligibility date ar wait for the next annual open
enrollment period,

Changing cnrallments. Application for a change in enrollment must be
made within 30 days: {a) aller marriage to abtain spouse coverage; ()
aller birth lo oblain newbarn child coverage; and (c) afler 4 salary in-
ercase which establishes eligibility to oblain g higher benefit,

Termination of coverage. Coverage for the employee, the spouse, and
dependent children ends on the last day in pay stalus in g position in
which the emplayee is eligible or at the end of the last day of the month
for which the premium was paid.

Conversion. An employee under age 70 whose coverage is canceled is
cntitled to have 2 canverted policy issued by LINA (without presenting
evidence of insurability) The employce must apply in writing to LINA
within 31 days afler {ermination.

Tiling a claim. When death or dismemberment of an insured employee
occurs, the supervisor or administrative officer immediately notifies the
Employee Accounting Department, Knoaville, which submits notices of
claims lo LINA,

Leave without pay (LWOP). Coverage can he maintained during peri-
ods of LWOD by paying the premiums in advance, Your hunman re-
source officer can provide the necessary details about this procedure.

4}
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Before-Tax Payment Plan for Medical and Dental Contributions

This plan allows those employees who elecl coverage under TVA sponsored
medical or dental plans to save on laxes by paying their share of the medical
and dental contribulions on a before-tax basis. That is, the contribulions arc
deducted from an employee’s pay before federal income tax and social secu-
rity taxes are calculated, thereby reducing taxable income.

A.  IRS guidelines limit the opportunities an employee may have to change
lo or from the before~tax plan to a designated open enrollment period
held each year. However, an employee can make a change if he or she
has a family status change al any lime during the year.

B.  IRS guidelines generally prohibit an employee who patticipates in the
program from making any changes in coverage during the plan year
including dropping coverage or swilching between individual and fam-
ily coverage unless there is a change In family status. However, such
changes can be made during the annual open enroliment period with-
out a change in family slatus.

C.  Additional information about the Before-Tax Payment Plan as well as
the forms necessary to enroll in the program or initiate changes under
the plan arc available from your human resource officer.

Dental Plan

Al TVA annual employees may elect to have dental plan coverage under one
of two plans. Annual salary policy and management and specialist schedule
employees are covered by one plan that is negotiated between TVA and the
Salary Policy Employee Panel. Annual trades and labor employecs are cov-
ered by another plan negotiated between TVA and the Tenncssce Valley
Trades and Labor Council. Both plans are administered by Provident Life
and Accident Insurance Company (Provident) and both plans provide pre-
venlive, reslorative, crown, and prosthelic denlal care coverage for employees
and cligible family members up lo plan limits. Additional information about
the dental plans is provided in the following documents: -

. TVA Code 111 BENEFITS, Dental

. TVA Instruction BENEFITS, DNTAL, Salary Policy, Annual (ERM
Chapter 433)

*  Adicles of Agreement, Supplementary Agreement 23

i TVA Instruclion PM 3 BENEFITS, Medical and Dental, Transfer

. Employee booklel, Dental Eapense Benefits Plan for Annual Salary Policy
Employees in the Tennessee Valley Authorily

° Employce booklet, Dental Expense Benefils Plan for Annual Trades and
Labor Employees of the Tennessee Valley Aulthorily

A.  Eligibility. Generally, the dental plans are available 1o full-time, aclive
employees. Pari-time salary policy employees who work 16 or more
hours per weck are also cligible. Complete rules for eligibility for indi-
vidual and family coverage are set forth in thie appropriate documents
cited above.
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Cost. The portion of the cost paid by employces is established during
annual negotiations belween TVA and the Pancl and Council. The TVA
Board of Directors determines the portion of the cost that is paid by
non-represented employees. Employee contributions are paid through
payroll deductions.

Enrollment. Eligible employees may apply for coverage within 30 days
of employment or lransfer to an cligible position. A late application,
which Provident can accep! or reject, requires satisfactory evidence of
dental health.

Changing enrollments. The employee must apply within 30 days of
marriage or the addition of an cligible dependent to add family cover-
age. Late applications will require an employce to submit satisfaclory
evidence of dental health belore coverage becomes effective. Changes
from family to individual coverage can generally be made al any lime
unless the employee is participating in the Before-Tax Payment Plan.
(Sce section 1l of this chapler for delails.)

Terminalion of coverage. Benefils coverage stops at the end of the
month in which employment terminales or in which the employee
elects to discontinue the coverage.

Conversion. Conversion to an individual policy is not available.

Filing a claim. Claim forms are available from your human resource
office. They are completed by the employee and his/her dentist and
submitled directly lo Provident.

Leave without pay (LWOP). An employee on LWOP may continue
denlal coverage by paying the tolal cost of the coverage for cach month
in advance. If the leave is for a service-connected disability, TVA will
pay the employer’s conlribution for a period of up to 12 months.

-
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Medical Plan

TV A medical benelits arc available to annual TVA employees. There are two
plans, onc is ncgotiated between TVA and the Tennessce Valley Trades and
Labor Council and it covers annual trades and labor employces. The other is
ncgatiated between TVA and the Salary Policy Employec Panel and it covers
annual salary policy employces as well as employees on the management and
<pecialist schedule. Blue Cross/Blue Shicld administers both the salary policy
medical plan and the annual trades and labor medical plan and makes inter-
pretations of benefits affecting cmployees covered by these plans. Additional
information about the medical plans is provided in the following documents:

. TVA Code 111 BENFITS, MIDICAL

. TVA Instruction BENLTTES, MEDICAL, Salary Policy, Annual (ERM
Chapter 437)

. Articles of Agreement, Supplementary Agreement 15

. General Agreements (Between TVA and the Tennessce Valley Trades
and Labor Council covering annual employees)

. TVA Instruction I'M 3 BENEI'ITS, MEDICAL AND DENTAL, Transfer

. Employee booklel, Medical Plas for Aunual Salury Policy Fimployees

* Emplayee boaklet, Medical Benefils Plan Jor Annual Trade< and Labor Emn-

ployees

A Tligibility. Generally, the medical plans are available to full-time, ac-
tive employces. Parl-time salary policy employces who work 16 or
mare hours per week are abso eligible. Complete rules for cligibilily for
individual and family coverage are sct forth in the appropriale docu-
ment ciled above.

[} Cosl. Annual negotiations between TVA and the Pancl and Council
determine the amount lo be paid by employees. The TVA Board deter-
mines the porlion of Ihe cost thal is paid by non-represented employ-
ces. Employces pay their partion through payroll deductions.

C. Cnrollment. Enrollment is voluntary, but eligible employees must en-
roll within 30 days of their eligibility. After that, applications musl
include o health statement for the employee and for cach covered fam-
ily member. Enrollment can be rejected. If an employee’s spouse has
medical coverage, TVA medical caverage may be defersed. M coverage
has been deferred and the spouse’s caverage ends through divarce,
death, or termination of employmenl, the TVA employce may apply lor
coverage under TVA’s medical plan regardless of health conditions if
the application is made within 30 days of the date the other coverage

tlerminales.
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Changing enrollments. An employece may change from individual to
family coverage if a new application is submitted within 30 days of
marriage or the date of obtaining a dependent. Afler this date, applica-
tions will need 1o be accompanied by 2 health stalement for any cov-
ered dependent and the requested change will be subject to the review
and approval of the plan administrator. Changes from family to indi-
vidual caverage can generally be made at any time unless the employce
is participating in the Before-Tax Payment Plan. (See section 1l of this
chapter for dctails )

Termination of coverage. Coverage terminates at the end of the month
in which employment ends. A terminaled employec may remain in the
group plan for up to three months afler termination by paying the full
monthly contributions in advance. Your human resource officer an tell
you more about this option. Relirees may conlinue coverage through
the Retirement System until they are cligible for Medicare. Conlact the
Retirement System for more information about this oplion.

Conversion. Under both plans, an employee or covered dependent
whose coverage lerminates may convert to a standard direc! pay con-
tract by contacting Blue Cross/Blue Shicld within 30 days afler group
plan coverage ends. This will be a special contract and it will not pro-
vide the same coverage as is available under the active plan. The rates
and benefits will be different.

Filing a claim. Employecs and their health care providers are responsi-
ble for submilting claims. Employees file claims with Blue Cross/Blue
Shield in Chattanooga or Birmingham (depending on emplayee’s state

of cnroliment or the state of the provider).

Leave without pay (LWOF). Employces can retain medical plan cover-
age while on LWOP by making arrangements lo pay the cost of the
enlire monthly contribution in advance.

1. f anemployce is on LWOP due 1o a service connecled dicability,
TVA will pay its portion of the emplayec’s contribution rate for up
to 12 months.

184

If an employee is on LWOP due to a non-work-related disability
or illness, he/she may be able 1o continue coverage under the plan
for up to six months al no cost to the employee. The employee’s
vice president mus! approve such continuation of caverage and
the employee’s human resource officer must properly notify Pay-
roll Operations in Knoxville in advance.

S ——————
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Most all hourly trades and labor employees have medical insurance and
pension benefils provided by the craft health and welfare, and pension
funds. Through negotiations with the Council, TVA has agreed to contrib-
ute to various hourly pension and health and welfare funds. A Board of
Trustees administers these funds; TVA does not participate in the admini-
stration of these funds but TVA employees may serve as trustees for these
funds. Eligibility for coverage and benefits are determined by the rules
established for each fund. A listing of the funds and their administrators is
contained in TVA Instruction PM 3 PENSION FUNDS, Directory.

Life Insurance

Life Insurance is available through the Federal Employces’ Group Life Insur-
ance (TEGLI) program. Employecs may elect either basic or oplional caver-
age. Basic coverage includes accidental death and dismemberment coverage
which may be Increased by election of an option. Other available options are
oullined in the employee booklel. Details about the program are conlained in

the following documents:

¢ Employee booklel, A Description and Certification of Enrollment in the
}'EL[:LI Program (SF 2817A)

. ERM Chapter 409, BENEITS, INSURANCE, LIFE

A.  Eligibility. Most TVA employees are eligible to enroll. Your human
resource officer or administrative officer can answer cnrollment ques-
tions for you.

B.  Cost. TVA and paticipating employecs share in the cost of the plan as
provided for in the law, Exact costs are listed in the employee booklel.

C. Enrollment and walver of coverage. Eligible employecs are automali-
cally covered for basic Insurance for the first 31 days of cligibility unless
they waive coverage. All eligible employecs are required to complete
an SF 2817 to cither elect or waive insurance coverage.

D. Termination of coverage. Generally, coverage ceases upon termination
of employment. However, benefits (except accidental death or dismem-
berment) are pald if an employee or covered family member dies within
31 days of lermination.

E.  Conversion. An cmployee may apply for a dircct-pay lifc insurance
policy upon termination from TVA. The application and first premium
payment must be filed within 31 days of termination.

F.  Tiling a claim. The human resource officer and Retirement Scrvices
assists the bencficlary in filing claim when an employce dies. ERM
Chapler 409, BENEFITS, INSURANCE, LIFE conlains detailed instruc-
lions about obtaining a claim form and filing a claim with the Office of
Tederal Employees’ Group Life Insurance.
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C. Leave withoul pay (LWOF). Basic coverage conlinues without cost for
a total of 12 months of nonpay status. There are special provisions for
conlinuation of coverage when an employee is in nonpay slatus due lo
a service-connecled injury or illness. There are also oplions available
for retirees o conlinue coverage.

Pension and Health and Welfare funds for hourly trades and labor employ-
ees are addressed in section V of this chapter.

Severance Pay

Severance Pay is negotiated between TVA and the Pancl and Council. Ttis
available to full-time annual salary policy employees and full-time annual
operaling and maintenance trades and labor employces who salisfy the eligi-
bilily requircments set forth in their respective negotialed agreements. (Sce
Articles of Agrecment, Supplementary Agreement S-10:0 and General Agree-
ments (Annual Operating and Mainlenance), Supplementary Schedules A-Vil
and B-VII,

A.  The same provisions that apply to Salary Policy employees arc also
applicd to employees on the manage and specialist schedule.

B.  Toinitiale payment of severance pay, the employee’s human resource
officer completes 2 form TVA 8195, “ Authorization of Severance Pay for
Salary Policy Annual Employee,” and submits it to the Employce Ac-
counling Department in Knoxville.

Soclal Securily

TVA and its employces are subject to the Social Security Act. TVA employces
who are members of the Civil Service Retirement System entering civil service
{non-TVA) positions on or after January 1, 1984 are also subject to the Act.

A.  Covered emplayces are required lo pay Social Security tax (FICA)
through payroll deductions and TVA is required to pay an equal
amount into the system for each employce.

B.  If you change your name after establishing a social securily number, the
new name should be reported to your TVA payroll office or the nearest
office of the Social Security Administration. Lacal Social Sccurity Ad-
ministration offices can supply the form 55-5 for this purposc.

C.  Employees should contact their local Social Security Administralion
Office to get information about the benefits which may be applicable in
his/her particular situation.

49
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XI.  Unemployment Compensation.

X. Travel and Relocation

A.  Current annual employees, new appoinlees to annual positions, indi- Q . Uncmploynjcm c?r?QEpuli?n l.:cncﬁls are available lo I'or.mcr TVA employ-
viduals coming lo TVA from other govemnment agencies, or employees ) N ees who salisfy eligibility crileria estab'hshcd. by the stale in which they last
with reemploymenl rights after mililary duty who have a change of worked. The amount of weekly benefils varics ',’y stale. A local State Em-

official duty station are eligible for reimbursement of travel and trans- ploymenl Securily Ad.mmlstrdhon (SESA).ofhcc s dcm:«lon.conccrm'ng benefils

porlation expenses as authorized by their employing organization. may 'be ap'pcalcd by either TVA or l}.\c claimant. Detailed information abov..:t

These benefits Include: TVA’s policy and procedures regarding unemployment compensalion are in _

CRM Chapter 485, UNEMPLOYMENT COMPENSATI ON.

1. Mileage allowances for use of privale automobiles in traveling to -
the new location; ‘ ._’ A.  Unemployment compensalion is a direct cost 1o TVA, so it is important

2. Per diem allowances for the employee while en route between the K that TVA I.'lol pey unwarranted claims. Supervisor's art'.rv.w!mn:ihlc for
old and new duty station; documenting the exacl reasan(s) for an employee’s tlerminatian.

. )

3. Travel and transportation expenses incurred in looking for a resi- B.  The employee is respansible for applying for unemployment compensa-
dence; tion at the local SESA office. Terminated employces arc given the nec-
Subsistence while in temporary quarters; 6 ‘0 essary forms to file a claim with the SESA.

5.  Allowance for real eslale transactions; o, !, A C. Cligibility requirements include:

Transportation and storage (lemporary and nontemporary) of
houschold goods; and 1. Must be unemployed or in 4 nonpay status for an extendud period.

2. Must file a claim and register for work at & local SESA office,

6" J‘ 3. Must have cerlain amount of qualificd carnings during the past
B.  Relocation Services Program. Under certain conditions an annual em- . period as specified by State law.

! t be eligi s -
ri:nycs:r?lli'c';:v:o.n}:I:jl:a::;::fisl i:liﬁf"sill:;sle\i:‘};:r;::\sa:; :;:;I-oca 4. Must be able to work, be available for suitable work, and cantinue
dence. Addilional information about this program is available from to seek work from the focal SESA office as dirceled.

your human resource officer. 0 5. Must have not quit the job volunlarily without good cause or not
. ! % been discharged for misconduct cannected with the work.

7. Tax lisbility incurred as a result of relocation expenses.

C. Reclocation Incentive. A one-lime “bonus” payment may be paid to
some candidates who fill critical positions within TVA which are diffi-
cult 1o fill. The payment mus! be requested by the candidate/employ-
ec’s organizalion and approved by the TVA Board of Directors. Infor-
malion about this recrulting tool is available from your human resource

6.  Must not refuse a suitable job without good cause. If a person
refuses TVA's offer of anather job during the cligibility period for
benelits, TVA nolifics the SUSA.

manager. 4 D. The Employce Accounting Department in Knoxville serves a< the cen-
) ‘ tral clearing point for all communications with local SESA offices about
D.  Transportation allowances for certain trades and labor craft union mem- ‘- " claims.
bhers have been negotiated between TVA and the Council. See General
Agreement (Construction), Supplementary Schedule H-XI1I and Gen-
cral Agreemenl (Temporary |lourly Operating, Maintenance and Modi- X1l. Workers' compensation is provided for all TVA employees who sustain
fication), Supplementary Schedule T-X. Injuries of illness that are related lo the performance of their official duties.
. . Administrative services in your organization or your human resource officer
( : can give advice about workers’ compensation and normally mainlain a sup-
: : ply of forms needed to administer this program. More delailed information

is included in the Health and Safely chapter.

XIll. Education benefits are discussed in greater detail in the Training and De-
velopment chapter.
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LEAVE

Al full-time and part-time employees who are paid at annual rates are
subject to the federal leave laws and regulation. See TVA Instruction 111
LEAVE (ERM Chapter 621) for a detailed description of annual, sick, ad-
ministrative, and leave without pay leave benefits. Family Leave Is detailed
in ERM Chapter 627 and the Leave Transfer Program is described in ERM
Chapter 629,

Administrative leave is an approved absence for an officially recognized
activity or service related to TVA, the public service, or public interest.
Examples of administrative leave include court leave, military leave, law
enforcement leave, and voling and registration leave. There are many con-
ditions which must be mel before administrative leave for any of these pur-
poses can be approved. Administrative leave is charged to the organiza-
tion's work account,

Annual leave is earned based upon the length of federal service: Full-time
employees with less than 3 years of federal creditable service eam 4 hours
per pay period (13 days per year); those with between 3 and 15 years service
eam 6 hours per pay period (20 days per year); and those with 15 years earn
8 hours per pay period (26 days per year). The current appointment must
be for more than 90 days in order lo earn leave. Leave earhed during any
pay period may not be taken and is not credited to the employee’s account
until after the end of that pay period. The accrual rate for part-time em-
ployees is similar to full-time employees but in proportion to the hours
actually worked.

A.  The Annual and Sick Leave Act of 1951 gave federal employees the
right lo annual leave but gave fcderal agencics the right to decide when
leave may be taken. The supervisor has authority lo grant leave, The
supervisor may schedule leave and may deny requests for leave excepl
in cerlain instances regarding sick and administrative leave. The super-
visor enstres that the employee’s leave request is covered by a suffi-
cient leave balance and the form TVA 6 is properly prepared.

1. Cmployees should apply for annual leave as far in advance as pos-
sible. 1t may be requested verbally or by completing 4 form TVA
6.

2. If annual leave is requested and approved to be used in the evenl
of ilincss because the employee does not have sick leave available,
the supervisor may request evidence of incapacity in the same
manner as for sick lcave.

Y
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3. The maximum balance of annual lcave that can be carried over
from one leave year lo the next is 240 hours. Hours which are
- forfeited are eredited to the employce’s TVA retirement account if
the emplayee is 2 member of the TVA Retirement System.

a. Restored lcave in excess of the annual 240 hour maximum s
crediled 10 a scparate restored leave account. The amount of
restored leave does not in any way increase or change an
employee’s normal maximum cciling of annual leave that c2n
be carricd over inlo a new year.

b. Forfeiled annual lcave may only be restored if the employee’s
annual leave was previously scheduled and approved by the
supervisor, but critical work demands required leave lo be
canceled. Scveral procedural requirements must be salisfied
also and they are described in TVA Instruction 11l LEAVE
(LRM Chaplcr 621)

C. 1VA docs nol require that employees use annual leave in conjunction
with the Thanksgiving and Christmas holidays. lowever, supervisors
are o approve annual leave requests by all cmployees who do not per-
form critical funclions. The ncgotiated agrecments also include provi-
sians for requiring employces to usc annual leave under certain condi-
tions. Scc the chapler on Work Schedules for more details about these
situations.

D.  Annual leave may be donaled lo other emplayees who are approved
recipients under TVA's Leave Transfer Program. Sce section VI of this

chapler for more information.

Leave without pay (LWOP) is an approved absence without pay requested
Ly an employee. Generally, LWOP is granted at management’s discretion
based on the best interests of TVA as long as there §s a reasonable expecta-
tlon that the employee will return to work. Employee’s may request and be
granted LWOP regardless of length of service or whether they have sick or

annual leave available.

A, In cerlain situations involving disabled veterans and military reservists
ar National Guard members, LWOP must be gra nled.

B. LWOP cannot be imposed on an employcee as 4 penalty and should not
be confused with Absent Without Leave (AWOL) which is charged for
unauthorized absence and does not require employce consent.

C.  Ancemployce must request LWOP in wriling (using form TVA 6).
L.WOP for 30 days or less may be approved by any supervisor who is
authorized ta approve a form TVA 6.

1. Torm TVA 9880 is required for more than 30 days of LWOP and
can only be approved by designated officials in cach organization.

E
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2. Any periods of LWOP should be reported immediately by tele-
phone to the Employee Accounting Department for time reporting
purposes.

D. Employees should consult their human resource office for delailed in-
formation regarding the impact that LWOP may have on their benefits.

E.  Employees on LWOP are subject 1o reduction in force during their ab-
sence 1o the same extent as if they were in pay status.

Sick Leave is earned by all annual employees at the rate of 4 hours per pa
period (13 days/year). There Is no maximum on the number ofhour}:eofpai{k
leave that can be carried over each year. Part-time employees accrue sick
leave in proportion to hours worked,

A.  Sick leave is to be used when an employee: cannot perform dutics be-
cause of sickness or injury; reccives medical, dental, or oplical examina-
tion or treatment; is required to give care and altendance 1o a member
of his/her immediate family who is under quarantine with a communi-
cable disease; or could Jeopardize the health of others by being ot work
because of exposure lo 2 quaranlinable communicable discase,

1. The 'cor.nmunicab!c discases for which sick lcave may be approved
are limiled to those specified by pre<idential Exccutive Order
(chottra, diphtheria, plague, and several others)

2.  The Annual and Sick Leave Act of 1951 specifies that sick leave
cannot be used for other absences.

B.  Application for sick leave is made as soon as possible on the first day of
abscnce by having the employee or the supervisor complete a form
TVA 6. The employee’s signalure is obtained as soon as practicable or
upon relutn to duly at the discretion of the supervisor. Regardless of
the duration of the employee’s absence, the supervisor may request that
the employce upon reluming to work complete the back of the form
TVA 6 or provide other evidence of his/her incapacily for work.

C.  Sick leave does not have to be approved, and an employee’s leave re-

cord or work habils may indicate that the supervisor should check into
requests for sick leave more thoroughly before approving it. However,
supervisors should be consistent in how they administer sick leave
approval throughout the work unit.

D.  The supervisor’s signature on the upper portion of the form is approval

lo charge the absence 1o sick leave, subject 1o receip! of evidence of
incapacity acceptable to the supervisor. If such evidence is not re-
ceived, the supervisor may, as appropriate, charge the absence to some
other type of lcave or record il as unapproved.
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Advancing Leave

A. Advance annual leave
il

1. Anemployee who has an appointment for more than 90 days in an
annual position may be granted advance annual leave, if employ-
ment In the position is expected to continue long enough for the
employee lo pay back the leave borrowed.

2. 1fitis known that the employce will not return to duty, advance
lcave cannot be granted.

3. The maximum amoun! that can be advanced is the amount of
leave the employce will accrue during the remainder of the leave
year or that will accrue during the employee’s appointment,
whichever is less.

B. Advance sick leave

1. Anemployee with an indcfinite, prepermanent, or permanent ap-
pointment who has used all his or her accumulated and accrued
sick leave may be advanced sick leave not to exceed 30 basic work-
days. An employee on a temporary appointment may be ad-
vanced sick leave up lo the amount which will accrue through the
ending date of the appointment.

2. Sick leave is advanced only for cases of serious iliness or injury,
and leave cannot be advanced unless employment in the annual
position is expected lo continue long enough for the leave to be
paid back.

Sick leave may be granted 1o an employee regardless of whether
the employec has annual lcave available.

w

Family leave Is available to help employees take time away from work
without pay following the birth of a child or the placement of a child for
adoption or foster care with the employee, or if the employee needs lo be
off work to help care for a seriously ill family member. Although family
leave is a form of LWOP, the employee can maintain benefit coverage at the
same rates as if he/she were working. Any full-time annual TVA employee
with one year of current continuous service is allowed up to 10 weeks of
fulldime unpald family leave during any 24-month period. The family
leave policy is described in detail In ERM Chapter 627.

&

VIII. TVA's Leave Transfer Program allowa employees to donate annual Jeave to

.
®

IX.

other employees who have been approved to receive donations because
they are faced with a prolonged medical emergency. To qualify as a recipi-
ent an employee must have a medical emergency that will cause him/her to
be away from work without available paid leave for at least 80 hours. Em-
ployees who are approved to be recipients must exhaust all avallable (in-
cluding advanced) annual leave (and sick leave, if appropriate) belore they
can use Jeave donated to them. Details about the program are contained in
ERM Chapter 629. Forms for participating in the program eitheras a recipi-
ent or donor are available from your human resource officer.

Unapproved absence is NOT a form of leave. It is an absence without ap-
proved leave, Anytime thatan employee is not at work during his/her
scheduled time and you have not previously approved a request for some
form of feave, the employee should be placed on unapproved absence (also”
referred to as AWOL—absent without leave} until such time as you retroac-
tively approve the use of leave to cover the absence.

Leave Control and Abuse

A.  The supervisor is responsible for secing that employces use their leave
1o TVA's best interest while giving consideration to thelr needs. You
are responsible for sceing that leave is nol abused.

B.  If you suspect a leave abuse problem, document the individual inci-
dents to help you decide if there really is a problem. Some symptoms
of leave abusc include:

*  Using too much sick leave;

*  Sick leave always occurring on Monday or Friday or tagged on to
a holiday:;

* A pattern of sick lcave usage such as every Wednesday moming:

No, or very little,accrual of annual or sick leave;

Requesting annual leave with no advance notice;

Calling in frequently with excuses for being late;

Unapproved absence.

* & o

C. Discuss the problem with your employee. There arc guidelines about
coaching and counseling an employee in the Managing Individual Per-
formance chapter. Your supervisor and human resource officer are also
available to help you with this activity.

D. If verbal discussions don’t resolve the problem, wrilten notice of the
problem may be appropriate. This is lypically done by issuing the em-
ployee a “leave control letter” which places conditions upon an employ-
ee’s requesting and being granted leave. Your human resource officer
can provide guidance and samples to help you with this.
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Leave abuse cannol be deall wilh if you keep approving the employee’s
request to take or use leave. 1f the Justification for sick leave doesn’t
salisly you, don’t grant It. If you can’t spare the employee because of
work demands, or if the employee didn’t give you enough advance
notlce to properly schedule a replacement, don't approve annual leave.
If the employee’s patlern of leave is a problem, don’t approve it.
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Membership in the TVA Retirement System (TVARS) is required for full-
time and part-time annual positions of 16 hours or more a week. Employ-
ees who come lo TVA from a position covered by the Civil Service Retire-
ment System (CSRS) or by the Federal Employees’ Retirement System
(FERS) remain covered by these programs if they are employed by TVA as a
federal transfer. The TVA Retirement System has four components: a pen-
sion, an annuily, a savings plan, and a 401(k) plan. The savings and 401(k)
plans are optional for employees. TVA pays the ful! cost of the pension
and the emplayee pays the full cost of the annuity.

RETIREMENT

A.  Annuily. Each member contribules 4 percentage of their salary through
payroll deduction to their annuity. The employee chooses the contribu-
lion rate and whether the rate applies to base pay or lotal pay (includes
overlime, etc). The standard rate is 6% of salary; the minimum rate is
3% of salary up lo the Social Security earnings base and 6% of salary in
excess of that base. Employees choose whether annuily contribulions
are made 1o the fixed fund or to the variable annuity fund, or both.

B.  Savings Plan. Members can invest in mutu al funds by purchasing eq-
uily in the Fidelity Trend Fund, Unit Fund, Puritan Fund or Money
Market Fund. Members can contribute through payroll deductions,
cash, or transfers from other eligible funds in the Savings Plan. With-
drawals from the Savings Plan have certain limitations.

C.  401(k) Savings and Deferral Retirement Plan. Employees can defer part
of their salary from federal income tax payments by making contribu-
tions to this plan. No federal income tax is paid on contributions to the
plan or earnings as long as Lhe money remains in the plan. When
moncy is withdrawn, income taxes will be pald on both contributions

and earnings.

1. Members can borrow against the value of their funds on the 401(k)
under cerlain circumstances without jeopardizing tax deferment.

All or part of salary deferral contributions to the 401(k) may be
invested in cither the Guaranteed Investment Contracts Trusl
Fund, the Tidelity Equily-Income Fund, or the Fidelity Magcllan

Fund.

3.  Contributions arc made via payroll deductions. Employces may
not contribute more than 20% of their annual salary or a limit
which Is delermined annually by the Internal Revenue Service
(IRS). Further restrictions regarding the percentage that may be
contributed are determined annually by the IRS and are based on
an employee’s annual earings.

)
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Eligibllity for Retirement. There Is no mandatory retirement age. “Nor-
mal” retirement Is at age 65.

A.

*Early” or “immediale” relirement is available to any member:

1. Whos altalned age 60 and over, regardless of length of service; or

2.  Who s altained age 55 through 59 with at least five years of credit-
able service; or

3.  Who is any age under 60 with at least five years of credilable serv-
ice who stops being an employee through no act or fault of the
member (i.e., reduction in force).

Forfelled annual leave and unused sick leave may apply loward retire-
ment credit fot determining creditable service for benefit eligibility and
amounl. Leave is counted hour for hour for the first 1000 hours and
two hours for each hour in excess of 1000 hours.

Disability relirement is available to members with at least five years of
creditable service. The Retirement System Board determines a mem-
ber’s eligibility for disability retirement. An application must be made
to the Syslem Board while the member is still in service or not later
than 60 days after the member ceascs to be in service.

Retirement System Benefits

A

TVARS benefits for both normal and early retirement consist of the
following:

1. Anannulty which is the acluarial equivalent of the member’s con-
tributions with interesl; and

2. A pension which is bascd on the member’s age, average base pay
during the highest three consecutive ycar, and number of years of
creditable service; and

3. If applicable, a disability rctirement allowance consisting of an
annuity which is the actuarial equivalent of the members accumu-
laled contributions and a pension computed according to the Re-
tirement System Rules; and

4. A death benefit if the member dies in service. The member’s bene-
ficiary of record Is entitled to apply for a retum of the member’s
contributions plus intcrest and a death benefit provided by TVA's
contributions which Is equal 10 50% of the member’s annual salary
rate In effect on the date of death plus 5% for each year of credil-
able service.

RETIR®  ~'T_
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Members may consider benefit options which include a deferred allow-
ance, survivor oplions, carly retirement, optional survivor benefils upon
death in service, and the level income plan.

At lime of retirement, a member may withdraw part or all of his/her
accumulated contributions made in excess of 6% or the standard rate,
whichever is greater. At this time of retirement, a member may also
withdraw all of his/her accumulated contributions.

Retirement Benefits upon Termination

A member under age 60 who is terminated from a covered posilion
with six months of service or less receives a refund of his/her accumu-

lated contributions.

A member who has more than 6 months but less than § years of service
is eligible for a similar refund or the contributions may be left in the
System for not longer than 5 years, accumulating interest unlil with-
drawn.

A member who leaves TVA with vested benefits but who s not eligible
for an immediale relirement benefil is permitted to withdraw his or her
contributions plus interest without surrendering the deferred pension.
The deferred pension is surrendered if all or any portion of creditable
service is used to establish benefils credits under another retirement
plan for federal government employees.
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TRAINING AND DEVELOPMENT

TVA’s employee lraining and development policies encourage employees to
participate in a variety of training and development experiences both
within and outside the agency. These policies are described in detail in
ERM Chapter 513, EMPLOYEE DEVELOPMENT, Occupational Qualifying
Training; TVA Instruction 111 EMPLOYEE DEVELOPMENT, Outside TVA
(ERM Chapter 519); and the Articles of Agreement, Supplementary Agree-
ment 17. The General Agreements covering annual and hourly operating
and maintenance employees and construction employees also contain provi-

sions for apprenticeship and other training programs.

A. Definitions

1. Training is a structured activity to provide employees information
or the opportunity to build skills 1o make them better at perform-

ing their current or future jobs.

2. Cducation is provided by schools and colleges and usually results
in academic credit and perhaps a degree.

3. Development aclivities arc outside-of-the—classroom opportunities
which promote individual growth and experience.

B.  Training offered within TVA either by our corporate Human Resources
Development training staff or at the Group or Operations level in-

cludes:

1. Technical training programs that prepare cmployecs to perform
tasks that comprise part of a specific job.

2. Developmental courses which are dirccted toward skills that are
generic lo the performance of many Jobs as opposed lo a specific
job.

3. Occupational qualifying programs that prepare employees lo per-
form all the duties of a specific job, usually at the entry level.

C.  Anemployce may be reimbursed for educational expenses of courses
taken outside TVA if the academic course is job related or if the em-
ployee is enrolled in an academic program that is telated to a present or
future TVA need. The policy and procedure related to this type of
training is discussed fully in TVA Instruction 1l EMPLOYEE DEVEL-
OPMENT, Outside TVA (ERM Chapter 519). .

1. Approval for reimbursement must be given before the employce
begins the course work and is not paid until after the employee
satisfactorily completes the course. Form TVA 13041 is used to
oblain approval and request reimbursement.

2. Most employecs who enroll in academic programs do so on their
own lime or on an adjusted work schedule which allows them to
maintain their full-time employment. Artlicles of Agreement, Sup-
plementary Agreement 5-3:.C-7, discusses modification of work
schedules to permit outside study.
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The supervisor Is primarily responsible for overseeing the individual devel-
opment of employees.

A.  For salary policy and management schedule employees, there are basi-
ca.lly five steps thal the supervisor and employee follow in carrying out
this responsibilily for individual development.

1. Assess the current Job the employee is in and determine the skills
required to perform that job.

2. Assess the skills and abilities of the employee in that job and see
how he/she “stacks up” against the job requirements. Delermine
how well the employee performs the required skills and where
there is room {or development,

3. After delermining the employee’s sirengths and weaknesses, the
supervisor and employee plan for development. This plan may
include a rotational assignment, special project assignment, addi-
tional education, training available through TVA, training available
through outside sources.

b

. * Carry ou! the development activilies.

o

Employee should demonstrale enhanced performance afler partici-
pating in training and development activities

B.  Training programs for trades and labor employees include craft appren-
ticeship programs and operator training for hydro, fossil, and nuclear
plants, and substations. Trainees in all these programs are expected to
progress salisfactorily through the program. If you supervise appren-
tices and operator trainees, it is your responsibility to bring employees
along through the formal training program. The supervisor can en-
hance their training experience by:

Rotating their assignments;

Having frequent discussions on performance

Rotating them among journeyman to learn different approaches;
Encouraging them by praising things they do right.

Organizational development, also known as organizational effectiveness,
Involves applying the same process of development to your work group that
you use with individuals. The Human Resources Development staff in
Knoxville can assist you and your organizalion in assessing its strengths
and weaknesses and developing a plan to enhance the group’s effective-
ness. Contact your human resource officer for additional information about
organizational development.
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WORK SCHEDULES

TVA has the authority to define work schedules. All employees, except
{ntermittent employees, are notified of their schedule by appointment pa-
pers, bulletins, or some other appropriate means. For part-time employees,
a copy of the work schedule is given lo the Employee Accounting Depart-
ment in addition to the locai payroll reporting office each time the schedule
is changed. All employees are to be at work as scheduled.

The Fair Labor Standards Act (FLSA) applies to TVA employees. This Act
places all TVA employees in one of two categories: exempt or non-exempt.

A.  Nonexempl means that the employec is covered by the FLSA and musl
be paid al least time and one-half for hours worked in excess of 40 in
one week. Generally, employees in the EB, SB, SE, SF, 5X, and SG
schedules and trades and labor employecs are nonexempt.

B. Exempt employees do not have to be paid overtime for time worked in
excess of 40 hours in a week. Generally, employees on the manager
and specialist schedule, CA, EC, SA, SC, and SD schedules are exempt.

Employees may be designated to work either full-time, pari-time, orinter-
mittently. The regular work schedule provisions for represented employees
are outlined in the applicable negotiated agreements referenced below.

A.  Salary policy work schedule provisions are discussed in the Articles of
Agreement, Supplementary Agreement S-3:A. (Addressing lunch peri-
ods, rest periods, time spent reporting for physical examinations, modi-
{ication of the work schedules for outside study, lime spent in travel,
and transfer of official station.) TVA ERM Chapter 631, WORK
SCHEDULES, Annual Employces, discusses work schedule provisions
regarding excused absence for professional license or certificale exami-
nations, training, and fund raising. Generally, the same work schedule
provisions apply to non-represenied and manager and specialist sched-

ule employees.

1. Full-time (Annual). Scheduled lo work a 40-hour workweck
made up of 5 workdays of 8 hours each within the workweek of
Monday through Sunday. Days when work is not scheduled are
“nonworkdays.” If feasible, Sunday is designated a nonworkday
and nonworkdays in a scheduled weck are scheduled to fall on

consceutive days.

2. Tarl-time (Annual). Scheduled in advance to work one or more
days a week, up to 8 hours a day, and less than 40 hours per weck.
Scheduled hours do not have to be the same for cach day.

3 Intermittent (Hourly) Not regularly scheduled; called as needed

65




{SCHEDS .

d

—/

Trades and labor employees

1. Hours of work for annual operating and mainlenance employees
are outlined In Supplementary Schedules A-VI and B-VI. Regular
hours of work are lo be bullelined and are not normally 1o exceed
8 consecutive hours (not counting scheduled nonpaid periods) in a
24 hour period or 40 hours in & workweck.

2. Hours of work for hourly operating, mainlenance and modification
employces are in Supplementary Schedule T-V.

3. Hours of work for construction employees are in Supplementary
Schedule H-VI. Straight-time workweck is generally 5 consecu-
tive 8-hour days, Monday through I'riday.

Excess work periods

1. Extended periods of work which may or may not include overtime
and which are excessive are not beneficial to the employees in-
volved nor lo the agency. Employees so scheduled have diminish-
ing efficiency; from the standpoint of the agency, it is neither a
sound business practice nor evidence of good planning.

2. TVA's policy defines excessive work periods are defined as fol-
lows:

a. Asageneral practice: More than 60 hours of work in a 7-day
period; or more lhan 12 conscculive days work: or mare than
220 hours lotal work in a 4-weck period.

b. In emergency-(tornadocs, ele.) or outage situations: More
than 84 hours of work in a 7-day period; or more than 12
consecutive days of work; or more lhan 288 hours lotal work
in a 4-week period.

3. Itisthe responsibility of the vice president of cach organization to
ascerlain whether there are excessive work periods (as defined
above) In that organization. Furlhcrmore, where there are exces-
sive wark periods, it Is the responsibility of the vice president to
develop and implement a plan to reduce the amount of work
scheduled to acceptable levels.

) Flexible, inflexible, and combination schedules are outlined in the Articles

O of A

,£000

A.

greement (S-3:A) for salary policy annual positions.

Flexible schedule. For those full-time employees who have enough
freedom in planning their work that they can lake off during the basic
workweck wilh their supervisor’s approval lo make up for time that
they have had to work outside their regular work schedule. This lime
off is called “compensalory time.” Generally, employees who are ex-
empt may utilize compensatory time.

:"..t.
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B.  Inflexible schedule. Tor those full-time employces who normally don't

have discretion to change their regularly scheduled work hours. Parl-
time employces are always on an inflexible schedule.

C. Combination flexible/inflexible. May be used for cerlain exempl posi-
tions where unusual work condilions exist and it is not feasible to take
compensatory time off for all the time worked oulside the basic work-

weck.

Flexitime and alternative work schedules are basically the rearranging of an
employee’s regular 5-day, 40-hour schedule in a manner consistent with the
FLSA. Each TVA organizalion is responsible for establishing its own plan
and gaining approval for the plan from the Panel through the Labor Rela-
tions staff. There are basically two types of flexitime plans as described
below. Additional information is available from your human resource offi.

cer.

A.  Under a flexitime plan, an employee still works five days a week and
cight hours each day, bul work hours are madified 1o begin work car-
licr and leave catlier or 1o begin work laler and leave later. This is the
most common form of flexitime. Most plans give hours belween which
an employce’s “core” hours must be worked. Approval of such sched-
ules for individual employecs is up to the discretion of the supervisor.

B.  Under an allernative work schedule, an employee works 40 haurs ina
week but over fewer than § days (“compressed” workweck). Before
this type or work schedule can be applicd to salary policy rcprcscnl(:d
employees, the Panel and TVA jointly agree to waive the TLSA provi-
sion regarding overlime pay for work in excess of 8 hours in a day:
overtime pay for work on scheduled warkdays; and observation of
holidays. Salary policy excluded employces follow the same provision
as the represented employces. Use of this lype of plan for manager and
specialist employees requires the approval of the requesling organiza-
tion, Finance, and the Vice President, Human Resources

n7
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VI.  Holidays are established by federal statute or Executive Order. Other days B.  Salary policy employees (see Articles of Agreemenl, Supplementary

are considered as holldays when Congress or the President orders an excuse
from work for federal employees. The Articles of Agreement, Supplemen-
tary Agreement 5-3:B-2 gives more information about observing holidays
that fall on scheduled nonworkdays. Observation of holidays for employ-
ees on odd or rotating shifts can be confusing. In such cases, you should
consult your payroll office to confirm designated holidays.

A.  Full-time annual salary policy, trades and labor, and manager and spe-
clalist schedule employecs are paid for lhe following holidays: New
Year’s Day, Marlin Luther King Day, Washington’s Birthday, Memorial
Day, Independence Day, Labor Day, Columbus Day, Veterans’ Day,
Thanksgiving Day, and Christmas.

1. Par-time annual employees receive their basic pay only when the
day off for a holiday is the same as their scheduled workday.
However, if the holiday falls on a nonworkday Sunday, the follow-
ing Monday is the holiday.

2.  Intermillent employees do not get paid (or holidays unless they
work on the day.

B.  Trades and labor hourly employees do not reccive pay but are given
time off for holidays which are negotiated between TVA and the Coun-
cil.

1. Hourly operating, maintenance, and modification employees ob-
serve the same holidays as annual trades and labor employees. If
the hourly ecmployee docs not work on the holiday, he/she is not
paid.

2. Hourly construction employecs observe the same holidays as an-
nual emplayees except they do not observe Columbus Day, Martin
Luther King Day, and Washington's Birthday; these days are con-
sidcred regular work days and are paid as straight time. If any
holidays fall on a Sunday, the following day is regarded the official
holiday. If the employce does not work on a holiday, he/she is

&S

Agreement 4).

1. Shift differcntial is available for inflexible employces scheduled to
work evenings or nights. Employces in inflexible positions on
scheduled shifts who work holidays or overtime get the shift dif-
ferential in addition to holiday or overlime pay.

19

Holiday pay is provided as follows:

a. Employees on the inflexible schedule are paid slraighl—lin}e
rate plus an additional one and a half times the straight-time
rate for work done on holidays that falls within the basic
workweek. For work autside the basic workweck, the em-
ployee is paid at 2 and 1/2 limes the straight-lime rate.

b. Employces on the [lexible schedule generally get no extra pay
for work on a holiday since thal may receive compensalory
time off,

¢.  Hourly salary policy employces are not paid unless they
work on the holiday. If they work they get paid 2 times their
hourly rate.

3.  Flexible schedule employces may reccive additional pay for cal-
louts. (See Articles of Agreement, Supplementary Agreement
S-4:])

4. Overlime pay. Usually paid for wark in excess of 40 hours during
the week at the rate of 1 and 172 times the employee’s basic hourly
rate. Dxceptions to this general rule are discussed at 54.F of the

Articles of Agreement,

5.  Other overtime situations. Articles of Agreement, Supplementary
Agreement S—4:H requires premium pay lo inflexible schedule
employecs for work in excess of 8 hours in a 24-hour period, if a
schedule is changed on less than 24 hours nolice, or if an employee
is recalled from annual leave.

nol paid. 6. A premium of 25 percent of the straight-time rate is paid for a
workday in a full-lime employec’s basic workweek that falls on a
Sunday.
/Il Premium pay is any pay in excess of the basic pay rate including holiday,
overlime, and premium pay. These situations are complex and supervisors . . s
should be familiar with the appropriate negotiated agreement provisions : Tff"!'-:S and labor a“"lfd' operating and' mainlenance cmplf'yccs receive
T and consult thelr payroll officers, human resource officers, and refer to the \ additional pay for .hohdﬂy work,favcrl:mc, callouts, work in excess of
o) Payroll Manual when questions arise. 16 hours, meal periods, and call-in from annual leave as outlined in
Supplementary Schedules A~VIand B-VI
8 A.  Manager and speclalist employees. Shift premiums and call back pay \ . (ron
o are considered special pay items and require approval of the requesting Trades and labor hourly operating, mainlenance and modification em-
') organization, Finance, and the Vice President, Human Resources, prior ployees receive additional pay in accordance with Supplementary
w 1o implementation. Schedules T-V and 11-V]
o

rn
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X. Holiday closing policy. Employees who work in noncritical and noncon-
tinuous TVA positions are encouraged lo take annual leave during the
Thanksglving weekend and the week between Christmas day and New
Year's Day. Employees without annual leave available may request LwWOP

. . or an advance of annual leave in order to be off work at these times.

|
1
/lll. Compensalory time may be available to those salary policy annual employ- '
ees on the flexible schedule who are considered exempt under the FLSA.
{See section I1 of this chapter) Generally, employees in the SA, EA, EC, ’
SC,and SD schedules should be given compensatory time off if they are Q\ [
not given overtime pay for work oulside their normal workweek. Each / |
TVA organization determines the guidelines under which compensatory ]
time may be taken. Compensatory time records should be maintained and i
requests to use compensatory time must be approved in advance of use by
the employee’s supervisor. {

®

N
X.  Inclement weather or bullding emergencies may cause TVA to close facili- ‘Z‘/ .
ties and/or dismiss employees from work. The policy and procedures ad- .
dressing this situation are covered in ERM Chapter 633, WORK SCHED-
ULES, Early Departure and Late Arrival.

A.  Bad weather/reporting to work. TVA's policy is lo always openits C T .
facilities regardless of the weather. In no case will TVA close its admin- ) A
istrative and operations facililies due to weather. However, our policy
docs allow TVA lo dismiss employees carly in the event that inclement
weather makes lraveling hazardous. If an employee wishes to lcave
work early and there has not been a gencera! dismissal, then the em-
ployce must request annual leave. A supervisor may excuse an em- e) . “-‘
ployee’s absence for up lo the first 30 minules of the workday when A\
he/she is convinced that the delay was duc to condilions beyond the
employce’s control.

B.  Bad weather/interference with work. If weather or other unforescen @ .

conditions interfere with employees doing work:

1. Salary policy and annual trades and labor employees are assigned
to do other work suitable to their qualifications. If such work is
not available the employce may be placed on annual leave or re-
quest LWOP, Sce Arlicles of Agreement, Supplementary Agree- ’
menl $-3:C-1 and Gencral Agreemenls, Supplementery Sched- '
ules A-VI:L and B-VLL. @ o

9

Hourly trades and labor employecs are “dogged off” and are
placed in a temporary nonwork/nonpay status while waiting for
work to develop. See Supplementary Schedules H-VILF and
T:V-K.

C. Duilding emergencies. In the case of a breakdown in building services 6;) o
(hcal, air canditioning, light) which makes it impossible for some or all
employees lo work, alfccted employces may be excused without charge
to annual leave. If the situation extends beyond the first workday and
TVA is unable to find allernate workspace, employecs may be required
lo take annual leave or request Ieave without pay.
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MANAGING INDIVIDUAL PERFORMANCE

Employee performance is formally documented using either the form TVA
3031, Employee Service Report, lor salary policy represented employees, or
the form TVA 13050, Employee Appraisal for Manager and Specialist Em-
ployees, or the form TVA 77, Personnel Action—Hourly TL.

Six Responsibilities in Managing Performance

A.  Assign work and communicale performance expectations. Clearly de-
scribe what needs lo be done, how it needs 1o be done, when it needs to
be done, what il should look like when it is finished, and why it should

be done.

B.  Continually and informally appraise performance. You should appraise
an employce’s performance based on the standards originally commu-
nicated when the work was assigned.

C. Informally feed back the performance appraisal. Employees should
receive frequent, informal feedback concerning performance. The for-
mal appraisal process should not be the first or only lime that an em-
ployee is told about performance deficiencics or outstanding work.

D. Usc progressive procedures for correcting performance problems.
Caunseling is a good first slep thal will help you and the employee
identify the causes of the problem. Some things lo keep in mind when
discussing performance problems include:

¢ Describe the problem in a (riendly but serious manner.
e Ask for the employee’s help in solving the problem
Discuss the causes of the problem.

Identify and wrile down possible solulians.

Decide on specific action to be taken by each of you.
Agree on a specific follow-up date.

e o o ¢

L. Formally appraise performance. The formal performance appraisal is
used 1o summarize and document the informal appraisals you have
been feeding back to the employce all along as well as any progressive
procedures you have had to follow.

F.  Reward meritarious performance. Gooad performance can be recog-
nized in a variely of ways, only onc of which is money. Interesting
assignments and training and development opporlunities are other
ways in which a supervisor can reward good performance.
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Form TVA 77 Is used by supervisors of hourly trades and labor employees
to document performance. Hourly T&L employees do not receive annual
performance appraisals and are not covered by any TVA-wide formal, peri-
odic performance appralsal system. Job performance is evaluated and
noted on the form TVA 77 when a slatus change requires that it be Issued.

A.  The analysis of work performance required on the form should be
staled in clear and definile terms that relate direcily to the wark as-
signed and support the overall rating given by the supervisor. Avoid
vague, subjective terminology.

B.  Itis very important that the duties performed be identified and evalu-
ated by the employee’s immediate supervisor otherwise the accuracy
and validity of the appraisal may be compromisad.

Form TVA 3031 Is used lo evaluale performance of annual and hourly sal-
ary policy employees. Simllar forms, TVA 3031A or 3031B, are used for
some annual trades and labor employees in Resource Development. The
philosophy underlylng this appralsal process as well as the administralive
process necessary to complete an appraisal properly are detailed in TVA
Instruclion 11l PERFORMANCE APPRAISAL, Service Report (ERM Chap-
ter 233) and the Articles of Agreement, Supplementary Agreement 12.

A.  The form TVA 3031 reflects the performance of individual activities and
work assignments during the previous performance period. The con.
tent of the form has been negotiated with the Panel and has been used
in a format similar to today’s since the 1940's,

B.  The raling received by an employee on lhe forms TVA 3031, 3031A, or
3031B is used in calculaling credit-for-performance for represented
employees in the event of a reduction in force.

Form TVA 13050 {s used to evaulate the performance of management and
speclalist schedule employees on an annual basis. The philosophy underly-
ing this appraisal process as well as the administrative process necessary to
complete an appraisal properly are detailed in TVA Instruction 111 PER-
FORMANCE APPRAISAL, Manager and Specialist (ERM Chapter 231).
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Supervisor's role in discipline cases
A.  Provide Icadership: set a good example for your employees

B.  Keep adequate documentation. Documentation may include \Afork sam-
ples, file notes about counscling and coaching sessions, disciplinary
discussions, formal performance appraisals and should be kept for all

employces, nol just poor performers.

C. Properly identify your employee’s problem.

1. Poor performance is when the employee is having t'lifficully per-
forming the full range of his/her job duties in a.satnsfacl.ory man-
ner. Poor performance is not a basis for disciplinary aclion.

2. Misconduct is when the employee violates the TVA standards of
cthics or conduct or a law, regulation, or rule,

D. Take action when a problem appears—don’t avoid-doing somcthing.
The problem will not likely go away without your involvement.

E.  Know what the provisions of the applicable negotiated agreement say
about discipline for your employees.

1. Salary Policy

. 5-8, Demotion, Turlough, Suspension o
. §-9, Involuntary Termination (Except Reduction in Force)

2.  Trades and Labor

¢ A-=VII, Terminalion, Demotion, and Suspension (for l}nnual
Operating and Maintenance employces except those in
T&A’s Power Generating and Transmission Facilities) |

. ination, Demotion, and Suspension (for Annua
g-p‘g'la‘l?:én;nd Maintenance c_n_a;_)lo{ccs in TVA’s Power Gen-
crating and Transmission Facilitics .

. H-V11, Termination, Demotion, Suspension, and Reduction
in Force (for Construction employces)

e T-VI, Termination, Demotion, Suspension, and Layolf (for
hourly operating, maintenance, and modification employees)

F.  Get help and advice from your supervisor, human resource officer, and
the Labor Relations staff concerning what you shou]d do. There are
also other staffs available to help, like Medical Services, General Coun-

scl’s office, and Public Safety Service.
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H.

D(:n'l a}:use disciplinary procedures by taking action based on personal
animosity or for purposes of discriminaling against the employee. Never

Consfdcr special circumslances like handicap stalus or physical and
emotional faclors which may have contributed ta the problem.

\_/

Con%id'cr what disciplinary action to take. This will depend upon the
exact circumslances that you are dealing with. Your human resource
officer and corporale human resource staffs can assist you.

In many situations, progressive discipline is appropriate. For rep- /
res_cnled employees progressive discipline steps may include coun-
seling, verbal and wrilten warnings, and suspensions preceding

termination. For manager, specialist and excluded schedule em-
ployees, suspensions are not used as part of the discipline process.

Cl?midcr mitigaling or aggravaling factors in determining disci-
pline.

Tor misco.nducl issucs, TVA Code X1l EMPLOYEE MISCON-
DUC.T, Discipline, lays out an appropriale range of disciplinary
reactions for many lypes of policy violations.

e &

If you have a problem that involves a handicapped employee, you
may have a duly to make “rcasonable accommodation® before
taking disciplinary action. This may mecan modilying the worksite,
adjusting work schedules, or restructuring the fob <o as lo create
an environment or job within which the qualified handicapped
employce can salisfactorily perform.

TVA’s Employce Assistance Program is run by Medical Services
and is designed to help all employces and their families who are
having personal problems in such arcas as marital or family prob-
lems, interpersonal, legal, financial, or emotional problems. A
supervisor may refer an employce to the EAP, bul it is only a re-
ferral—the emplovee may decide not to utilize this service.

® &

take action agalnst an employee Lecause he/she has:

to

Disclosed information which is not legally protected and which the em-
ployce reasonably believes shows a violation of law, rule, regulation, or
mismanagement, a wasle of funds, an abuse of authority or specific dan-
ger to public health or safety. (These employces are commonly referred
lo as "whistlcblowers.”)

A

Ixcrcised an apeal right (c.g., grievance, LLO or MSPD complaint).

Raised a legitimate cancern or complaint through proper channels or
who is serving as a wilness or represenlalive in any such procedures

DISC.

Certain disciplinary actions are considered adverse actions and they require
special attention and additional procedures. A reduction in pay or grade, 2
suspension for more than 14 days, a furlough for up to 30 days, ora termi-

nation are adverse actions if the person receiving the discipline is a prefer-
ence eligible employee.

A. A preference eligible employec is onc who is & veteran (as indicaled on
form TVA 9880) and who has worked at lcast one year in his or her job
or a similar TVA position.

B.  If you suspend an employce pending investigation the suspension may
become an adverse action if the employee is a veteran and is held off
work for more than 14 days. Be surc to complele any investigation
quickly and retumn the employce lo pay stalus within 14 days.

C.  Before the disciplinary action can be taken against a preference cligible
employce, he/she must be given 30 days advance notice that the disci-
pline is proposed and an opporlunity lo respond to the proposal. Then
another nolice is given to the employce 1o tell him/her if the discipline
that was proposed will aclually be implemented. Delails about the
content of these notices is described in section V of this chapter.

D A preference eligible employee may appeal an adverse action to the
Merit Systems Protection Board.

Taking disciplinary action usually includes one or more steps. Performance
problems resulling from the employee’s work habils or behavior are ideally
suited to progressive discipline since the focus should be on motivating the
employee to change his/her unacceptable behavior and become a valuable
team member. The objective is not to punish the employee for past poor
performance, but to inform and molivale the employee to improvement in
the future. Misconduct problems, depending on the severity of the employ-
ee’s aclions, may warrant taking fewer or no progressive steps.

A.  There are basically two different kinds of performance problems: diffi-
culty doing the work (c.g , making mistakes, law quality, poor supervi-
sion); and poor work behaviars {e.g, 14 rdincss, excessive absentecism,
insubordination, rudeness).

1. Counscling should be as part of the on-going performance ap-
praisal and evaluation process. If there are performance problems,
they should be discussed in a limely manner.

I’

tv

Oral warning is the least severe form of discipline. Itis not very
different from coaching in some regards. Supervisors should
document these oral warnings for their records. The appropriate
steps to take in this discussion are similar to those outlined in sec-
tion If of the Managing Individual Performance chapler.

3. Informal wrillen warning is very similar in format lo a formal
writlen warning, except that it does not become a part of the em-
ployee’s Personal History Record (PHR). It is normally distributed
1o only the employee and the supervisor.
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4. Wrilten notice of warning or reprimand may be caplioned “Notice
B. A “hot” and “cold” employee—that is, one who performs well for a

I
I
|
of Unacceplable Performance” to make it very clear what is at i
issue. A notice of reprimand is similar to a notice of warmning but |

1

N . . . time, slacks off and 1s disciplined, improves lo a salisfactory level for a
usually deals with a single incident of very poor judgement or \ while, then repeats the pattern—ereates particular difficultics. If you
improper actlon. The nolice should include the following ele- ' ’ have already issued a written “Notice of Unacceptable Performance”
ments: and you begin to sce similar perfformance difficullics appcaring again,

immediately issue another “Notice of Unacceptable Performance”

a, Specifically identify the problem. which includcs a warning against this “up and down” behavior.
b.  Cite specific examples of nonperformance. Avoid gencraliza-

. . T th "
tions that don‘t really explain the problem. C. In misconduct cases, selecting the level of discipline is often the mos

difficult part. Guidance in sclecting the appropriate discipline is pro-
‘ vided by the Inspector General’s office in some situations and/or is

provided in the “Table of Penaltics” which is an appendix to TVA Code
Xill EMPLOYEE DISCIPLINE, Misconduct. The same disciplinary

oplions are available for dealing with misconduct as for performance

c.  Recile what sleps have already been taken to identifly the ‘l)
problem and encourage improved performance. )

!
]
!
|
!
d. Request employee input aboul the reasons {or unacceptable ]
i
t
!
i

performance. If a medical problem is suspected, work with problems (i.e., counseling, wrilten wamning, lcrm.inalion). h?w_cver some
your human resource officer about what to say in the notice. are more appropriate than others. A writlen nolice (’.‘ d'“'l""."c stem-
ming from misconduct should include the following information:
e.  Spell out exactly whal is expected in terms of improved per- \ 1
formance. I'V R 1. A statement of what action is being laken
.  Give a specific limeframe in which to i o ! 2. The specific reasons for the action, lisled and discussed individu-
. P ¢h to improve performance. : ally.

This will vary depending upon the nature of the pasition and . )
the problem. You must give the employce a reasonable op- . 3. The employee’s work and pay status during any “nolice period.”
portunity to fhow he/she can perf'orm satisfaclorily; this will Reply procedures where appropriate or, at a minimum, the name
vary depending upon how much time the employee was pre- of a person to discuss the action with.

viously provided while you were coaching and counseling

aboul the problem belore beginning the disciplinary process. H 5.  Altached matedal referred to in the natice, e g., job description,
service report, investigative report, warning lelters, work rules,

E . ' TVA codes.

@
-9

g- Offer appropriate assistance—inlensive coaching, closer su-
pervision, technical training, referral for help, reassigning
work within the unit—depending upon what has already
been offered or provided during the counscling stage.

h.  Spell out the exact consequences of a failure lo improve per-
formance within the specified lime period.

5. Suspension may be appropriate in a performance case when you
know from past experience that the employee is capable of per-
forming. Suspension Is not used when the employec is having
difficully performing and needs an opportunily lo demonstrate
that he/she is capable, Suspensions are nol used in situations
involving management, specialist, and excluded schedule employ-
ees except in situations required by law or regulation. (Sce TVA
Code lll EMPLOYEE DISCIPLINE))

® o
@

A=

6. Termination is appropriate when a “Nolice of Unacceptable Per-
formance” and the accompanying opportunily period has failed to
stimulate the employee lo satisfaclory performance and other dis-
cipline has failed 1o work or was not available or appropriate un-
der the circumstances.

€0000 O
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/. Anadverse action taken against a preference eligible employee requires
two notices In order to carry out the disciplinary action, one proposing the
action (e.g., “Notice of Proposed Suspension”) and another indicating your
decision (e.g., “Notice of Decision™). Always get assistance from your hu-
man resource officer In handling an adverse action; he or she will assist you
in drafting the necessary notices. Delailed description of the procedures to
use in suspending an employee are contained in ERM Chapter 761, SUS.

/

All formal written notices of discipline are placed in the employee’s per-
sonal history record (PHR). Notices of discipline greater than a wamning
(i.e., suspensions, demotions, terminations) become a permanent part of l}:e
PHR. A warning lelter may be removed from the PHR only on the authori-
zation of the employee’s human resource officer. He/she may request that
this document be removed from the PHR if one of the following conditions

are met:

PENSION, Salary Policy, and ERM Chapter 762, SUSPENSION, Trades and

Labor: A.  The supervisor decides that it is appropriatc to remove the notice (for

example, althought the notice was given for poor performance, the em-
ployce has become a consistently good performer);

@

tion:

A. A nolice thal praposes the aclion should contain the following informa- "\\
4/

B.  The wamning notice stated a specific date for removal of the letter from

*  What action is proposed the file; or
*  Why the action is being taken
*  When the action is proposed lo be effective ) C. Three years have gone by without a need {or further disciplinary action.
*  If appropriate, reference lo lhe employee’s work and/or pay status .
during the notice period @ )
*

Who will be issuing a wrilten decision on the proposal

i l id discipline. Some-
Of the right lo reply orally or in writing to the decision maker or a VII. Voluntary actions by employees are one way lo avolc cisciptine

times an employee will request a voluntary personnel action (a resignation

designee A

i icial Ui or transfer to a position at a lower grade level) rather than have discipline

) aOietglcynghl to use a reasonable amount of efficial time to prepare imposed. Some‘;imes the organization may allow an employee lo considera

. i i jals i - volutary action instead of being disciplined. Supervisors need to work

L S n.ghl to submit mal-cnak in reply to the proposal . closclyrywilh their human resource officers in these situations to avoid prob-
*  Of the right to representation Y lems

B. The.not.icc of dcfislon implementing the action should contain the fol- A. I you or your organization ever offers the opportunity to an employce
lowing information: y 1o take voluntary action in licu of being disciplined, you should offer

@ . the same opportunity to all employces in similar situations 1f you de-

*  What action is gaing lo be taken, if any (the action taken can be cide nol o be consistent in offering this opportunily, have 4 good rea-

less severe than originally proposed but not more severe) e son for devialing from the usual practice, otherwise you may be ac-
*  When the action is cffective (never less than 30 days after the em- cused of diserimination.
plovee reccives the notice of pronoql unless there is a reasonable .

round to believe the employee has committed a erime for which a . . -
.i;cnlcnce of imprisonmcnrm'ay be imposed) Geen } B. A supervisor is under no obligation to accepl the emplayee’s offer to

! take voluntary action in licu of discipline.

*  Upon what bases the aclion is being taken (i.c.the parts of the ,
{\mposal and employec’s reply thal were relied upon in making , °
he decision)
*  Any mitigating or aggravating ciccumstances that were considered
in deciding the penalty
*  Avenues of appeal

C. Itisimportant that the employee’s action be truly voluntary, otherwise
he/she may succeed in having it reversed by claiming that it was invol-
untary or that he/she was cocreed into requesting the voluntary action.
The employec’s action usually will be found to be voluntary if the su-

- retmie wm e = aa

*  Specilic Information about appeals to the Meril Systems Profection pervisor can show:

] Board i
% ﬁ\ ° 1. The employce had a reasonable time to choose between TVA ac- B
o / tion and the voluntary action; and
8 2. The employce set the effective date for the action; and ?:
%.

g 3. Management didn’t make any misrepresentations to the employee :
B that caused him/her to take the voluntary action under *false pre- !
tenses.” ¥

Wi b

R1



DISCIPLINE ; \

S0000 O4

—/

Sometimes employees request a change to lower grade or pay level for
purely personal reasons (i.e., health) unrclated to any discipline prob-
lem. Usually the voluntary nature of these requests is not questioned.
However, it is a good practice to ask any employee who resigns or re-
quests @ change 10 a lower grade or pay level position 1o confirm in
wriling the reason {or his/her action and the effective date desired.

. It .Ihe employee is requesting the action as an allemnalive to disci-
pline, the writlen confirmation should also state that the aclion is
voluntary, that he/she has time to consider the consequences of
this action, and that the effective date has been set by or is accept-
able to the employee.

2. Regardless of circumslances for initiating voluntary resignation
you can allow the employee to withdraw an offer to resign at a;uy
lime prior lo the cffeclive date. If you do not allow the employee
lo withdraw his offer, you should have a good reason for your
decision (for example, having already hired a replacement).

N

®
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STAFFING DOWN

Staff culs are inevitable sometimes. But there are some things that supervi-
sors can do to minimize the need for staff culs or avoid them altogether.

A.  Know your budgel and manage your expendilures. Staff reductions are
often caused by a lack of funds, If you have an assigned budget, man-
age it lo get the most for the dollars spenl.

B.  Beinnovalive and solicit cost-savings ideas from all employees.

C. Manage altrilion effectively. When a posilion or positions are vacated
due lo allrition, consider whether the position(s) can be eliminated or
filled at a different classification, or perhaps the the funclion can be
merged with another and require fewer total staff.

D.  Consider volunlary personnel actions initiated by employces such as
leave without pay, changing from full-lime to parl-time, or volunleer-
ing for reduction in force. More about voluntary personnel actions is in
the Discipline chapter in section VII, part D.

E. A hiring frecze, total or parlial, can be initiated at the agency or organi-
zation level as a means of aiding staff reduclions.

When staffing reductions can’t be avoided there are still things that the
supervisor can do to manage the situation to TVA's and the employees’

benelit
A.  Plan for anticipated or imposed reductions

1. Keep the job descriptions of your employees current. Job descrip-
tions are the primary too! used 1o determine what retention regis-
ter an employee is placed on in a reduction in farce. Anytime a
supervisor or organizalion has to revise or prepare new job descip-
lians on the eve of a reduclion in force it raises the appearance that
the process is being manipulaled to some employees’ advanlage.
There's more about retenlion registers and competitive levels in
scction 11 of the Reduclion in Force chapter.

Involve your human resource officer lo get advise about planning
and implementing stalf reduclions.

!J

B.  Delermine whether culs within your work unit or organization should
be targeled or across the board, keeping in mind the work priorilies of
your organization.
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Communicale with your employecs. If you don't feel that you have
sulficient Information from your superiors or human resources staff,
make a poinl lo get the information you nced to share with employees.
Employces need and descrve lo have reliable information or else they
will rely on the informal employee grapevine, which inevitably distorts
the situation and hurls morale.

1. Involve your staff as much as possible and solicit suggestions for
solutlons or alternatives that will help the situation.

2. De sensilive lo the needs of your employees who are faced with
losing their jobs.

Dog-offs and furloughs are two procedures that may be used to manage a
short-term slaffing reduction.

A

Dog-off is a procedure that has been negotiated for hourly Irades and
labor employees when their services are Iemporarily not required. Em-
ployees can be dogged-of( for up to 30 days when there are temporary
interruplions of work because of adverse weather, lack of malerials,
equipment, or designs, or other lemporary conditions. Employces are
not terminated, but placed in 2 nonpay status. Sce Supplementary
Schedule H-VIL:F (for Construction employces), Supplementary Sched-
ule T-VK (for Temporary Hourly Qperating, Maintenance and Modifi-
calion employees) and Supplementary Schedules A-VIL or B-VIL (for
Annual Operating and Mainlenance employecs).

1. Dog-off is not an adverse aclion cven when it is applicd to veler-
ans.

2. Wrillen notice to the employce of dog-off or recall is not required,
just informal notice to the employce,

Turlough is the temporary removal of an employce from work and pay
stalus for nondisciplinary reasons. Siluations where furlough is used
include lack of work or funds, unforsecable circumstances such as sud-
den equipment breakdowns, or natural disasters that stop work. Fur-
loughs do not apply to trades and labor employces, only salary policy
employees. See Arlicles of Agreemenl, Supplementary Agreement,
S-8:B. Furlough Is a complicated procedure and you should consult
closely with your human resource officer when considering this action.

1. A furlough of 30 days or less of a preference eligible employee (a
veteran) who has at lecast one ycar in his/her Job or a similar TVA
position, is an adverse action. (See Discipline chapter, section I11.)
Adverse aclions can be appealed the Merit Systems Protection
Board. Nonvelerans and employces with less than one year are
not covered by these adverse action procedures.

2. A furlough may be “continuous” (30 calendar days or less) or in-
termitlent {22 workdays or less over a period of time) but cannot
cxceed one year.

&

e
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3. TVA management has the authority to decide when to furlough

and how long to conduct a furlough.

4. Employees covered by a collective bargaining agreement may file a

gricvance concerning a furlough. All employees may file a com-
plaint with the Equal Opportunity office if they feel that the fur-
lough was conducted in a discriminatory manner.

Layolff is the terminalion of temporary trades and labor employees who
have worked for Jess than one year. Unlike a dog-off, these employees are
terminated. Employees with more than one year of service are not laid off,
but reduced in force. Layolfs should be coordinated with your human re-

source officer.

A.

Trades and labor construction employees are compared for layoff
within competitive arcas {(gencrally construction projects) by job classifi-
cation with some exceplions, as provided in the negoliated agreement.
See General Agreement (Construction employees), Supplementary
Schedule H-VII:C and TVA Instruction PM 7 REDUCTION Part A, for
more details. Generally, employees arc given as much natice of layoff
as possible

1. Employees are terminated by issuing a form TVA 77 that states the
reasons for layolf and includes a performance appraisal. (Dis-
cussed in Managing Individual Performance chapter of this hand-
book.) At the employee’s request, the foreman or general foreman
may discuss the content of the form TVA 77 with the employee.

Trades and labor temporary hourly operating, maintenance and modifi-
cations employees are laid off as descibed in Article Iil of their General
Agreement. TVA will layoff as appropriate to meel work requirements
and /or skills required. Delails are conlained in General Agreement
(temporary hourly employees), Supplementary Schedule T-VICand -
TVA Instruction PM 7 REDUCTION Part A.

RS
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REDUCTION IN FORCE

L Reduction in force (RIF) procedures are used to terminate or furlough for
more than 30 days due to a lack of work, shortage of funds, insufficient
personnel ceiling, reorganization, the need to make a place fora person
exercising reemployment rights or restoration rights, or the reclassification
of an employee’s position due to th erosion of duties when such action will
take effect after an agency has formally announced a RIF in the employee’s
competitive area when the RIF will take effect within 180 days.

®
6,

A.  The Office of Personnel Management (OPM) issues regulations govern-
ing the basic elements of any TVA RIT action; however, nat all OPM
regulations apply to TVA. TVA Instruction PM 7 REDUCTION should
be consulted for complete details concerning TVA's RIF procedures.
TVA is not subject to OPM regulations dealing with reassignment
rights, severance pay, reemployment priority lists, the “Displaced Cm-
ployce Program,” or the “Voluntary Inleragency Placement Program.”

. ‘ In some cases TVA has negoliated similar provisions with employce

&
-

unions. TVA is bound to follow applicable federal law and regulations
in carrying out RIFs.

B.  Any permanent, prepermanent or indefinite employee is cavered by the
RIF procedures, A temporary employee who has completed a year or
. more of current, conlinuous service is also covered and is treated as if
0 he/she were an indcfinite employee for RIF purposes.

C. Ina RIF, employees compele against each other for remaining work
. based on three relention faclors: 1) lenure or type of appoiniment (per-
o manent, prepermanent, indefinile, temporary); 2) their eligibility for

—

veterans' preference; and 3) total federal government service.

® & @

11, Delinitions

A.  Compelitive arca. An organizational or geographic unil within which a
‘ RIT is conducted. These arcas are negoliated for represented employ-
ccs. The same compelitive arcas that apply to salary policy represented
employces also apply to managers, specialists, and excluded schedule
employecs compelitive arca is discussed in detail in TVA Instruction
PM 7 REDUCTION, Parl B. The colleclive bargaining agreements list
the competitive arcas for employces:

&

e *  Arlicles of Agreement, Supplementary Agreement $-10.C
*  Genceral Agreements (Annual Operatin and Maintenance), Sup-
v plementary Schedules A-VIEC or B—Vl?:C
) 4 Gencral Aﬁrccmcnl (Temporary Hourly Operalin Mainlenance
' and Madification), Supplementary Schedule T-VI:
. Gencral Achmcnl {Construction), Supplementary Schedule 11-
VILE and F

10000 4
&
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Competitive level. Determines exactly which employees are i
against each other in a RIF. A competitive level i‘r:ch’xldes all ]::gr:llll:\f
same gra d.e and classification series similar enough in dutles, qualifica-
tions requirements and working conditions lo allow interchange of
emploxees without a loss of produclivity competilive level is discussed
in delan! in TVA Instruction PM 7 REDUCTION, Part B. The collective
bargaining agreements brieflly mention competitive levels:

¢ Agticles of Agrecment, Supplementary Agreement S-10D

General Agreement (Annual Operati d Mai
mentary Schedules A-VII:C-6 g: g-{?ﬁéis Meintenance), Supple-

¢ 8;:1?531 Agreement (Construction), Supplementary Schedule H-

1. “Interchangeability” is a two-way streel. The incumbent of one
job musl be able to satisfaclorily perform the duties of the inter-
c'ha.ngeable fob and vice verse. There should be no loss of produc-
tivity beyond that normally expected in the orienlation of a new
but fully qualified employec.

t2

This determinalion of competitive level and interchangeability is
made by comparing the job descriptions, not the individuals cur-
rently oceupying the positions. You are nol allowed by law to
consider an individual’s qualifications.

3. Employees in one compelilive level usually have the same job title,
but not always. Different job litles can be pul together in one com:
pe!.ilive level if the positions are similar enough in dulies, qualifi-
cation requirements and working conditions so that there can be
an interchange. Job litle is not delerminant of competitive level
land ]jobs with the same title could end up in different compeltitive
evels.

4. Separate competitive levels are required for positions that are
f:llcd on a part-time basis, on an intermitient basis, and on a full-
time basis.

5. Under each trades and labor collective bargaining agreement, a job
sl.cward is in a scparate competitive level from other employees in
his/her eraft or classification.

~e
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Credit for performance. The federal reduction in force regulations were
amended in 1986 1o give grealer recognition to performance as a reten-
lion factor. Under these “credil for performance” provisions an em-
ployce may receive additional years of service credit based on his/her
annual performance ratings of record covering the three ycars preced-
ing the RIF. Under TVA's implementation of credit for performance,
cach performance raling category corresponds to a specific number of
ears of extra service, The credil for performance provisions are only
used lo delermine the relative position on a relention register of em-
ployees within a given lenure group and subgroup. Delailed informa-
tion aboul credit for performance is in TVA Instruction PM 7 REDUC-

TION, Part B.

1. Credit for performance affects only the service dale retention fac-
tor for employces.

2. The relative standing in a RIF between veterans and non-velerans
and between permanent, prepermanenl, and indelinite employees
is not affccted by credit for performance.

3. Credit for performance applics to all TVA employees who reccive
annual performance appraisals using the form TVA 3031.

a. Hourly trades and labor employees are not covered by these
provisions because they receive form TVA 77 which is not
issued on an annual basis and does not constitule "an annual
performance rating of record” under the federal regulations.

b. Management and specialist schedule employces whose per-
formance is documented using form TVA 13050, arc not cov-
ered by these provisions because the appraisal does not pro-
vide an overall rating for the performance. These employees
receive credit for performance only for periods preceding the
RIF for which there is a performance rating of record.

4. A performance appraisal must be “of record” in order to be used
in the calculatiop at the time of the RIF nolice. A raling is “of re-
cord” when the information on that performance appraisal has
been entered into the Employee Information System (EIS) by the
human resource officer. Annual performance appraisals that were
due before the date of the RIF notice, but were not part of the EIS
record until on or afler the date of the RIF nolice are not used to
delermine additional service credit.

5.  If an employce has received no performance appraisals, or none
for a specific time period, additional service credil is based on
assumed ralings for those months not covered by an appraisal “of
record.”

on
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6. The additional years of credit assigned 1
v fol)I'ows: gned to each annual performance

Beller than fully adequate 16 years
Fully adequate 12 years
Marginal, improvement needed 0 years
‘Not adequate 0 years
Assumed rating (no apprai<al) 12 years

7. The exira years of service credil thal an employee may accrue un-
der credit for performance calculations do not impact in any way
on the determination of whether an employee has sulficient years
of TVA service to invoke reassignment rights provided by the
negotiated agreement.

8. Supcrvisors' are not responsible for calculating credit for perform-
ance. ll.ls figured by computer for each individual on the reten-
IIO:‘; register based on the information In EIS at the time of the RIF
notice,

Relenlion group. Identifies the tenure of an employce. Retention group
depends upon the type of appointment the employee has at the time of
the RIF and how long he/she has been in that appointment. There are
lhrc-.'e relention groups indicated by roman numerals on the retention
register:

*  Group I - permanent employees
*  Group Il - prepermanent employees

Transfer of function. The transfer of a continuing function {rom one
compelitive arca and its addtion to one or mare other compelilive ar-
eas. A funclion means all or a clearly Identifiable segment of an organi-
zation’s mission, regardless of how it is performed.

I. The operation of the funclion must stop in one compelitive arca
and start up in another competitive arca where it had not previ-

ously been performed.

2. The movement of activities within a single compelitive area is not
a transfer of function, bul a reorganization.

3. When a transfer of function occurs, employees who become sur-
plus in the losing compclitive arcd have a right lo transfer if, but
only if, the alternative in the losing compelitive arca is termination
or demotion. Transfers of functions are a complex part of RIFs
and supervisors should work closcly with their human resource

officers in these cases.

a.  If the transfer of function causes a RIF in the gaining competi-
tive arca, all emplayees compete logether under the RIF regu-
Jations for retention in positions in the gaining compelilive
area,

b. If a RIF is not nccessary in the gaining compelitive areq, the
employees just transfer to the new compelilive arca.

c. Employees who refuse lo transfer with the function may be
lerminated for cause in the losing competitive arca.

Group Il - Indcfinite employees or temporary empl ith
oL ; y yorary employecs with a
year or more of current, conlinucus service A reduclion in force may be appealed by any employee to the Meril Sys- .

tems Protection Board or through the Equal Opportunily complaint process.
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Relention subgroup. Identifies the employee’s eligibilily for velerans’
?re!’crcncc. 'n\cr.c are three subgroups within cach retention group
indicated by capital lctters on the relention register as follows:

Any represented employee can file a grievance if such is permitted under

the appropriate negotiated agreement. There is more detailed information
about this in the Appeals and Grievances chapler.

e Sub - 2 . v @‘ e A.  Merit Systems Proteclion Board (MSPB) appeals must be filed within 20
"; 08{"(3’8[;,32“!‘:;':;22: with a military service-connected disabil- ’ days of the effective date of the reduction in force. Information about
s Sub A- . . the appeal process is Included wilh the employee’s reduction in force
sub;:,'f,’p alt other veterans who are not included in the AD notice. In order lo successfully defend its position, TVA must show
*  Subgroup B-all oth . s that the employee’s RIF was done for a proper reason and all proce-
. ans'gpm crenc; other employees who are not eligible for veter- dures were properly applied.

s y B.  If an employee wanls to initiate an Equa! Opportunily complaint con-
Re‘;enlilon r}f.g::ler. The document prepared before a RIF indicating the ﬁ‘ e cerning his/her reduction in force, he/she mus! contact an EO coun-
order in V}V, ich employees will be retained based upon their relention selor within 30 day of the effective date of the RIF. More aboul the EO
group, subgroup and cn.:dltablc service, There is a separale retenlion ~ complaint process is included in the Appeals and Grievances chapler.
regllsler fc:lr{each compelitive level where there will be a RIF. If no RIF
is planned for 8 particular ¢ 1t ' . .

v P r compelitive level, no retention register is C. A grievance concerning reduction in force must be filed timely and in

prepared.

accordance with the appropriate negotiated agreement

o1
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Voluntary esignation process Is an excellent way for managers lo avold
disruptive Involuntary RIFs and malch the need to cut staff with staflf that
are willing to leave. The same policies and procedures that apply to silary
policy represented employees are also applied In cases involving manager
and speciallst schedule employees. Detailed description of involuntary RIF
procedures are contained in TVA Instruction PM 7 REDUCTION, Part B
and Articles of Agreement, Supplementary Agreement S-10:N,

A.  Generally, employecs who volunteer for RIF are treated the same as
involuntarily RIF’d employees with regard to retirement and other
TVA-provided benefils. Unemployment compensation is not controlled
by TVA and an employec’s eligibilily 1o receive this compensation from
his/her slale of residence may be impacied by a voluntary RIF resigna-
tion.

B.  Anemployee who volunteers for RIF may nol be rehired directly by
TVA for three years following the effective dale of his/her resignation.
Nor will TVA enter inlo a personal services contract directly with any
employee who volunteered for reduction in force.

C. Salary policy employees may volunicer for reduction in force in one of
two ways specified in the Arlicles of Agreement, S-10:N.

1. Volunleering in response to a general nolice soliciling volunteers
in the employee’s competitive area. The general nolice specifies
which organization is soliciting RIF volunleers, the general type
and number of volunteers, and generally how to go about volun-
tecring.

a.  Volunteers are accepled or refected solely at the discretion of
management in the compelilive arca that issucd the general
nolice.

b.  The Vice President, Human Resources, muslt give final ap-
proval for TVA to accepl each offer of voluntary RIF under a
general notice.

2.  Volunteering for RIF in place of another employee who has re-
cclved a nolice of reduction in force. The volunteer and the person
who he/she is “saving * must be in the same competilive arca, bul
not the same competitive level. The volunteer “saves® the person
highest on the relention register who received a RIF notice.

a. Voluntecrs are accepled solely at the discretion of manage-
ment in the competitive arca conducling the reduction in
force,

b.  The vice president of the organization conducling the RIF
must give final approval o accept any individual’s offer to
volunlecr for RIF in place of another employce.

D. Trades and labor annual employces may volunteer for RIF under an
agreemenl between TVA and the Council. (See Supplementary Sched-
ules A-VII D and B-VILLD)

0
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APPEALS AND GRIEVANCES

Appeal procedures establish an organized way of dealing with inev'ihb.le
conflict. The supervisor's role in dealing with any complaint situation in-

cludes:

° Accepling the employee’s basic right to complain or disagree, without
reprisal.

*  Trying, whenever possible, to resolve complaints informally al an early
slage.

¢ Assuring that employees are aware of available means of pursuing
complaints,

*  Secking appropriale advice and assistance from your human resource
officer when you are involved in a complaint, grievance, or appeal.

A.  The principle formal methods of appeal (gricvances, discrimination
complaints, and MSPB appeals) all have very specific and diffcfen! pro-
cedural requirements and time limits. Although many of the dnl!crcnl
options overlap in lerms of what type of complaints they cover, in most
cases the employee’s choice of onc roule of appeal means that other
roules cannot also be pursued on the same complaint.

B.  Employees have a wide variely of options available to them .if they be-
lieve they have been treated unfairly or conlrary lo TVA policy. The
various avenues for raising concerns or complaints are delailed in sec-
tions 111 through XIII of this chapler.

There are five different negotiated grievance procedures for represented
employees. Each negotiated agreement has a unique procedure which ap-
plies 1o those employees covered by the agreement. Generally, all the nego-
tiated grievance procedures have certain things in common.

A.  Grievances may be filed cither by the employce personally or through
the union.

B.  Specific lime limits are set for when the employee must file the griev-
ance and when management must respond. Time limits may be ex-
tended only by agreement of both parties.

C. A gricvance will be rejected if the employee has filed a complain! on the
same action under another procedure provided by law or regulation.

D. Each of the grievance procedures contains several sieps, starting with a
decision by the supervisor, proceeding to an appeal to higher level
management and/or the Labor Relations staff, and finally some type of
arbitration. The supervisor “loses control” of the grievance process
after the first step, so it is important to Iry to scitle the problem at the
carliest possible stage while you still have control and before other par-

lies intervene in the process.
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E.  Grievances which attemp! lo change a policy, standard, or procedure
may nol be filed. Not all issues are “grievable.”

1. “Gricvability” can be complicaled. Usually the issuc is addressed
by someone besides the supervisor at a laler stage in the complaint
process.

2. Certain issucs may not be grievable by agreement between TVA
and its unions, and these matters are reflected in the negotiated
agreements.

F. Employees can participate in the grievance procedures, either an their
own behall or as witnesses for other employees without charge to leave.

G.  Only paid union employees or official job stewards or union representa-
tives may have access to personnel records that are relevant to the case
or have paid time off to serve as the representative.

H. Remecdies available through the grievance procedure vary and may
reflcet 2 balancing or compromise of issues. ’

The Salary policy grievance procedure is contained in Articles of Agree-
ment, Supplementary Agreement 11. Most requests for position reclassifi-
cation are handled under a separate procedures contained in Articles of
Agreement, Supplementary Agreement 2. More details about this proce.
dures are described in the Classification chapter. The grievance procedure
Is a four step process. The supervisor can be involved at all levels, but is
only involved in the decision-making process at the first two levels. The
supervisor may be directly involved at all levels. It is true that the supervi-
sor would not be Involved in the decision at the higher levels.

A.  Step 1 - Belore a formal grievance is filed, the employee meets with the
responsible supervisor and discusses the situation. The supervisar
should make cvery effort lo understand what the issue is and investi-
gale any praclical way to resolve the prablem. This is the time to admit
an error or lo convince the emplayee that the policies and procedures
were properly applied.

B.  Step 2 -1f the employee is nol satisfied with the results of this meeling,
he/she may file a formal gricvance by submiliting form TVA 13008 to
the supervisor. 1t must be (iled within 20 days after the employce
lcarns of the action {or proposcd action) thal is heing grieved.

1. The supervisor receives the form, ensures that it is complete, and
forwards it to the human resource officer or distribules copies as
necessary. The supervisor does nol respond. Mere acceptance by
the supervisor is not an admission of any kind related to the griev-
ance,

v,
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2. The organization’s vice president or his/her designee has cither 30
days (if a conference is requested) or 15 days (if no conference is
requested) lo respond 1o the complaint by compleling the gricv-
ance form.

C.  Step3 - If the employce or union representative does not agree with the

vice president’s decision, the matler may be appealed to the Manager of
Labor Relations within 10 days. The emphasis al this stage is resolu-
tion. The Manager of Labor Relations will hold a conference lo discuss
the issue with all parties. He/she has 15 days afer the conference to
render a writlen decision if resolution to all parties’ satisfaction is not
possible.

D.  Step 4 - If the employce disagrees with the Manager of Labor Relations,

arbitration of some type may be requested.

1. The Salary Policy Panel (not the employce or a single union) may
appeal certain gricvances to outside binding arbilration in accor-
dance with the Articles of Agrecment.

Some issues are not arbitrable, but may be appealed lo a triparlite

board consisting of representatives of TVA, the Panel, and an out-

side party. If the board’s decision is unanimous, it is binding 1M it
is nol unanimous, it is merely advisory.

to

The grievance procedures for trades and labor employees are detailed in
Supplementary Schedules A-1X or B-1X (for Annual employees), T-VIII
{for Temporary Operating, Maintenance and Modification employees), and
H-IX {for Construction employees). Requests for reclassification are han-
dled through the regular grievance procedure.

A.  Step 1 - The employee discusses the issue/complaint wilh the supervi-
sor informally and the supervisor must respond to the employee within
10 days. Nonc of this is required to be in wriling, but it is good for the
supervisor lo keep a log of events including dates and content of dis-
cussions. It is reccommended that the supervisor respond in wriling to
explain his/her decision. This will provide a clearer record if the gricv-

ance becomes formal later on.

B.  Step 2 - Formal grievances are filed in wiiling to the local plant man-
ager or facility manager within 20 calendar days of lhe date the em-
ployee learns of the aclion being grieved. The manager may attempt to
resolve the situation either formally or informally. The manager gives
the employce his response in wriling within 15 calendar days.
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C.  Step 3 - This step does not apply to hourly construction employecs;

their complainls go directly from the site manager la the Manager of
Labor Relations (Step 4). The employee may appeal the facility manag-
er’s decision o the organization’s vice president within 15 calendar
days of the decision.

1. If the grievance is relaled lo a suspension, lermination, nonselec-
tion for promotion, demption, or RIF, the employee may request a
hearing. In other cases, excep! gricvances protesting waming let-
ters of reprimand effective for 6 months or less, the vice president
may hold a hearing to gather facts. The hearing is held within 30
days of the appeal.

2. The hearing is a formal proceeding and a verbalim transeript is
made of it. The employce may be represented by the union and
the supervisor Is represented by the organization’s human re-
source manager.

3. The vice president’s decision Is issued within 3 wecks of the ap-
peal or three wecks after the hearing. p)

D. Step4 - The employee may appeal the vice president’s decision within
15 calendar days to the Manager of Labor Relations. A decision is is-
sued within three weeks of the appeal or within three wecks of a con-
ference if one is held.

E.  Step5- This step involves submission of a gricvance that was appealed
by the union to the Manager of Labor Relations to an impartial referee
for a binding decision. A union may request an impartial referee only
with the agreement of the Council. Costs are shared equally belween
TVA and the Council.

The Merit Systems Protection Board (MSFB) is an independent federal
agency established in part to hear appeals from federal employees. Appeals
1o MSPB must be filed within 20 days of the effective date of the appealed
action and TVA must file its response within the time period set by the
MSPB hearing officer.

A.  MSPB jurisdiction Is very limiled regarding TVA employees.

1. Any TVA employee who is reduced in force may appeal to MSPB,
See the Reduction in Farce chapter, section 11, for more informa-
tion about appealing RIF actions to MSPB.

2. Employees (excep! those at the senior manager pay group) who
are eligible for velerans’ preference and who have worked con-
tinuously sl least the past one year in their job or a similar TVA
job may appeal a terminalion, a suspension for more than 14 calen-
dar days, a reduction in pay or grade, or a furlough for 30 days or
less These aclions are called “adverse aclions” and are discussed
in the Discipline chapter, seclion 111

A
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3. Anemployce who believes he/she has been improperly dc\ntra/
restoration rights may appeal to M5SPB. This is very rare. See the
Restoration chapter for more delailed informalion.

B.  Your human resource officer is responsible for preparing TVA's initial
response to an employce’s MSPD appeal. This response must be coordi-
nated with the General Counsel’s office and usually there is litlle time
to gather documentation and prepare the response. It is very important
that the supervisor cooperate fully and limely with the human resource
officer in preparing this information.

C. There may be a formal hearing before a complaints examiner and the
supervisor may be called as a witness for TVA.

D. MSDPB's first decision Is rendercd by a presiding officlal in one of the
regional offices. Either parly may appeal this decision to the full Board
in Washington, D.C. 1f the employee is not satisfied with the Board’s
decision, he/she can have the decision reviewed by a federal court of
appeals. TVA can appeal Board decisions 1o the federal court only with
the Office of Personnel Management’s approval.

The Equal Opportunity complaint process is available by law to any person
who believes that he/she has experienced discrimination because of race
(any race), sex {either sex), color (any color), religlon (or sincerely held relig-
jous-type beliel), national origin (any), handicap, age {40 or over), or repri-
sal. The EO complaint process is also available to outside applicants.
When you are identified by 2 complainant as a person who was involved in
a discriminatory action, you are referred to as an “alleged discriminating
official.”

A.  The Board of Direclors has designaled the Manager, Equa! Opporlunily,
as the official in TVA to administer the discrimination complaint proce-
dures and make final agency decisions on these complaints (except in
certain limited circumstances). The Cqual Opportunity staff is neutral
in the administration of the complaint process. They represent neither
complainants nor supervisors during the process.

B.  Several definitions are important 1o keep in mind when discussing the
complaint process:

1. A handicapped person is defined as someone who 1) has a physi-
cal or mental impairment which substantially limits one or more
major life aclivities, 2) has a record of such an impairment, or 3) is
regarded as having such an impalmment.

2. Reprisal is defined as an action that was taken because of a per-
son's prior involvement with the EO complaint process, as a com-
plainant, a represenlative or a wilness, or because of opposition to
discriminalory practices.
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3. Someone Is in a “prolected class” if they fall within one of the
eight groups mentioned above at the beginning of section VI be-
cause these are lhe groups lhal are protected by the law againsl
discriminatory treatment.

Many complaints of discrimination involve allegations lhat an employee
was treated differently from others who are not in the same protected
group. In these cases, the focus is on how the complainant was treated
in comparison with others, not on whether the activity really did occur.
Other cases involve allegations of “harassmenl,” whether based on sex
(such as conduct of & sexual nature, sexual favors, or an intimidating,
hostile or offensive environment) or based on membership in any of the
other prolected groups (such as racial or ethnic jokes).

Al any stage of a complaint, complainanls, managers, supervisors, and
other witness may be represented by a person of his/her choice, either
inside or outside TVA, with some limited exceplions. The representa-
tive may assist and advise lhe witness or may simply accompany the
person during proceedings. Persons who are directly Involved in the
case and are expecled lo be called as wilnesses cannol act as representa-
tives.

Federal regulations provide that a complainant and his/her representa-
tive must be given “rcasonable” lime lo prepare and present the com-
plaint. This time must be coordinated with his/her supervisor. The
supervisor makes the decision as to whal is reasonable under the par-
ticular circumstances of the case.

1. Time spenl in mectings or interviews held by EO staff officials is
automatically deemed reasonable.

2. Supervisors of employees who act as representatives of more than
one complainant may limit the overall hours of official time spent,
for preparation and atlendance al meelings or hearings.

VII. The Equal Opportunity Complaint Process
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Counseling is the first step in the EO process. Counselors are provided
by cach organization. Names of EO counselors are posted on bulletin
boards or are available from your human resource officer. A complain-
ant must seek counseling within a cerfain timeframe, usually within 30
days of the alleged discriminalory act, in order to be timely under the
federal regulations. The counselor talks to the complainant and the
supervisor to sorl out the matter informally and prevent a complaint
from belng filed. A complainant can only file a [ormal complaint after
he/she has met with the counselor to try lo resolve the situation.
Counscling may take anywhere from a week 1o several months lo con-
clude.
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1f the problem cannot be resolved through counseling, the complainant
may choose to file a formal complaint with the Equal Opportunity stall
a1 the conclusion of the counseling process. The complainant must file
the formal complaint within 15 calendar days of the conclusion of coun-
seling. The Equal Opportunity staff will determine whether to accepl
or reject the complaint.

After an EO complaint has been accepted for investigation by the LO
staff, managers in the affected organizatin are given an opportunity lo
respond lo a preliminary inquiry about the complaint. The organizalion
then prepares a position statement.

1. Supervisors or managers who have been identified as *alleged
discriminating officials” have the righl to know what the allega-
tions against them are and the right to respond to those charges.

2. Supervisors are responsible for cooperaling fully with the investi- -
gation.

The EO stalf conducts formal investigations of complainls  As parl of
the investigation the investigalor may lake an affadavit from the super-
visor and request that you provide documentary evidence. All supervi-
sors and employees are required lo cooperale during an investigalion.

At the completion of the investigation, the investigative record is dis-
tributed 1o the complainant and the organization’s vice president. The
vice president may at his discretion distribute the report to others
within the organization who have a “need to know.”

After the investigation is compleled, the complainant may request a
hearing before the Equal Employment Opportunity Commission
(EEOC). All witnesses employed by the agency, whether requesled by
the agency or complainant, must attend the hearing  If the complainant
has an allorney, TVA managers should notify the General Counsel’s
office who will represent the agency in the hearing If the complainant
is representing himself/herself, then the organization’s managers pre-
senl TVA's case at the hearing. Aflter hearing all the evidence and re-
viewing all the documents submitted, ELOC issues a recommended
decision to the Manager, Equal Opporlunity, who accepls, rejects, or
modifies the recommended decision and issues a final agency decision.

TVA's Manager, Equal Opportunily, issues final agency decisions on
complaints of discrimination with certain limiled exceplions. The deci-
sion is made in accordance with analytical standards in employment
discrimination case law and is based solcly on a review of the evidence
inclided in the investigative report and hearing transcripl. The Man-
ager, Equal Opportunily, may order that aclions be taken to correct
disciminatory treatment and recommend changes in procedures and
practices thal are discriminatory.

I.  Vice presidents are responsible for implementing corrective aclions
recommended by the Manager, Cqual Opportunity.
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2. In addition to but separate from the final agency decision, the
Manager, Equal Opporiunity, may lssue a memorandum recom.
mending disciplinary aclion against a supervisor or a conduct
investigation of his/her actions relating 1o a case.

H. Complainants who disagree with the decision on their complaints may
appeal the declslon to EEOC or federal courl. Supervisors have no
similar right to appeal Lhe decision.

VIil. Complaints About or Reports of Unsafe or Hazardous Conditions

A. Employees and (heir representatives have the righl and are encouraged
to report unsafe or unhcalthful working conditions. These concerns can
be brought to the supervisor or the safely coordinator. TVA Code 11
EXPRESSION OF DIFFERING STAFF VIEWS describes TVA's policy as
to how these concerns are lo be addressed. The forms used to docu-
ment a complalnt of this nature and procedurcs are posted on all TVA
safety bulletin boards.

1. Employees also have the right to make a confidential report lo the
Manager of Occupational Health and Safely or lo the Designated
Agency Salely and Health Official.

2. Employees who disagree with the final TVA handiing of a report
or complaint may appeal to lhe Occupational Safety and Health
Administration, U.S. Department of Labor.

3. Employees are prolecled by law and TVA policy from any reprisal,
interference, coercion, or discrimination against them as a result of
their exercising any of these rights. Any interference by a supervi-
sor is a serious violation of this policy.

IX. Concems About Nuclear Quality and Safety

Employees are obligated to reporl concerns aboul nuclear quality and safcty
and the Nuclear Power Cmployee Concerns Program oversees these com-
plaints. Information about the Employee Concerns Program is posted on
TVA bulletin boards and questions aboul lhe program can be addressed to
any program sile represenlative.

A.  Under this program, the following avenucs are available lo report con-
cerns about nuclear aclivities:

Contact with [irst line supervision.
Referral via first-line supervision to higher management levels.
Submiltal to the Employee Concerns Program sile representalive at
each nuclear plant site.

*  Complaint to the Inspector General.

*  Direct contact with the Nuclear Regulatory Commission using
NRC Form 3, or direct contact with other governmental agencies
with authorily to reccive complaints.
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B.  TVA policy and federal law strictly prohibit atlempts to intimidate,
coerce, or reprise against any employee as 2 result of his/her exercising
any of these rights.

Appeals to the Department of Labor (DOL)

A.  Under the Energy Reorganiration Act of 1974, no employee may be
terminated or discriminated against because he/she iniliated a procecd-
ing under that Act or under the Atomic Encrgy Act, or lestified, partici.
paled, or assisted in such a proceeding

B. Complaints involving this protection are filed wilh the Secretary of
Lebor within 30 days of an alleged violation. Complaints can also be
filed with the Secretary of Labor in conneclion with employee prolec-
tions included in the Federal Water Pollution Act and the Clean Air
Act,

C. DOL will invesligate all complaints within 30 days and either pariy can
request a hearing after the investigation. DOL will issue a decision
within 20 days of the hearing. The Secretary of Labor issues a final
order based on the record and the recommendation from the hearing:
the final order can be appealed to federal court within 60 days.

Complaints to the TVA Inspector General

A.  The Inspector General reports directly to the TVA Board of Directors
and to Congress. This office accepls allegations of wasle, fraud, abuse,
mismanagement, misconduct, harassment, and reprisal. Afler a com-
plaint is accepled, it is assigned lo an investigalor. Any employee who
wanls to report an allegation can call the following loll free numbers:

*  1-800-423-3071 (in Tennessce)
*  1-800-323-3835(in AL, AR, GA, KY, MS, MO, NC, VA)
*  615-632-3550 (in Knoxville)

Issues Raised Under TVA Code 11 EXPRESSION OF STAFF VIEWS

This code delails a forma! process to have professional or technical views on
policy issues (or execution of palicy) heard'al a high management level. Basi-
cally, the procedure calls for raising those concerns up through the supervi-
sory chain of command lo the Board of Directors.

Complaints Pursued Through Other Channels

Complalints raised by writing directly lo the Board of Directors, congressional
representatives, or the President, are investigated and responded to by the
appropriate TVA official. Supervisor’s may be asked to explain their actions
or provide additional information to staff members who are responsible for
preparing these responses.

e o o W et STeas GRS Sl W WMen 1S 4 MU Ms WSS MM BPALmeETEA® ¥

101




APPS & GRVS ‘

o/

(IV. Successfully Handling Appeals and Grievances
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C.

Avoid unnecessary complaints. Try to resolve problems at the lowest,
informal level, while you are still in control of the situation. Good com-

munication with your employees will go a long way toward minimizing
complainls.

1. If you've made a mistake, correct it early.

2. Be alert to resolutions that may set a precedent that will be diffi-
cult to live with.

3. Avold actions that could be interpreted as discouraging or intimi-
dating an employee from filing 2 grievance or other complainl.

Be prepared for complaints. Many can and should be settled belore
they become formal, but thorough preparation can increase the likeli-
hood that the supervisor’s position will be upheld on review.

1., Build your case. Follow progressive disciplinary procedures

where appropriate and be consistent in how you treat all your
employees.

2. Make sure you have good documentation. Keep logs and diarics
of evenls leading up to disciplinary actions and all other related
documents or correspondence. Documentation is very imporlan!
in any hearing.

3. Bea good witness if you are asked (o provide an affadavil or les-
tify at a hearing.

a. Refresh your memory concerning the events or incident.
b.  Be familiar with the records related to the case.

c.  Tell the agency representatives everything you know about
the case, both good and bad.

d.  Always tell the truth when testifying or giving a slatement
e. If you don't know the answer, say so.

f. Plan ahcad as to what additional information you want to
include In an affadavit when given the opportunity.

g Assume that the person reading or hearing your slalement

knows nothing about lt—explain technical terms, explain
work praclices, cle.

Get help from your supervisor and human resouree officer carly in the
process. Your human resource officer will also be able to gel guidance
from corporate staffs.
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XVI.

N
Supervising After an Employee Files a Complaint.

Remember that the employce has a right to filc a complaint and what you do

after he/she files the complaint can either help or hurt the situation. The

supervisor must strive to keep things as normal as possible. You musl keep

supervising the employee, while at the same time avoiding any appearance of

reprisal.

A. Do not treat the employee differently afler he or she files 2 complaint—
either differently from other emplayees or differently from your past
treatment of the same individual.

B. Do nol begin documenting or monitoring a complainant after he/she
conlacls a counselor or files a complaint. This is often regarded as re-
taliatory. It appears as if you are "out 1o get® the person. If the super-
visor has been moniloring the employee prior to the filing of a com-
plaint, the filing should not be a reason to stop moniloring, if justified.

C. Do not keep any record thal refers lo an employee’s gricvance or com-
plaint in the emplayece’s personnel record.

D. Do not treat an employce who has exercised a protected right as 2
“Iroublemaker.” Do not let this fact influence your future decisions
about selection, transfer, or discipline.

E. Do notdiscuss an employee’s grievance or complaint with anyone who
does not have an official need to know abou! it. If you do, you will
have misused official information and can be disciplined.

F. Do not discourage or inhibit an employee in any way from pursuing a
complaint.

Supervisor’s Rights

As a supervisor you have a lot of resources lo draw upon to help you through
any situation involving a complaint or grievance. Generally, the only thing
an employee can do thal you cannot do in a complaint is appeal a decision on
the complaint to a higher leve! (although in some procedures, TVA can appeal
a dccision as well as the employee) Other rights you have relating lo the
process include:

. You have a righl to hear exactly what the charges are against you, if
you are accused of discrimination, reprisal, ete.

* You have many opportunities lo resolve the complaint yourself and
thereby stay in control.

. You have lhe same opportunily as the employee 1o present your side of
the story.
. You have the right to have a representalive in complaint procedures at

all levels.

®*  You have the right to keep supervising and remain in conlrol of the
situalion,
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VETERANS’ PREFERENCE

L The Veterans’ Preference Act requires that preference be given to eligible

4 velerans (also called “preference eligibles”) in appointments to government

10 positions and in retention during a reduction in force. In addition, prefer-
ence eligibles are given appellate rights o the Merit Systems Protection
Board for adverse personnel actions. Some information about how this is
done is included in the Appeals and Grievances, Discipline, and Reduction
in Force chapters. A detailed description of TVA's application of the Veter-
ans’ Preference Act Is conlained in ERM Chapter 141, VETERANS and the
Handbook for Veterans of Tennessee Valley Authority.

(’ A.  Although the preference requirements give eligible veterans a head start
in compeling for govemment jobs, final seleclions for job vacancies
must meet the “merit and efficiency” standard for TVA employment.

B.  The law does not provide preference during employment for purposes
of promotion, transfer, or reassignment. However, a disabled veteran
may receive employment-relaled assistilice through TVA's Disabled

(‘ Vcelerans Affirmative Action Plan (DVAAP).

Il Determination of Preference

A.  Inorder to be considercd a “preference eligible® employee, 2 veleran
must have been honorably separated and served on active duty in the
(0 armed forces:

1. Dudngany war; or

2. Ina campaign or expedilion for which a campaign badge was
: authorized (like Lebanon or Granada Operations). If the person
(o enlisted after September 7, 1980, the veleran must have been dis-
charged for a disability or served conlinuously for 24 months or
the full period called or ordercd for active duty; or

3. During the period beginning April 28, 1952, and ending July 1,
.1955; or

4. For more than 180 consccutive days, other than for Iraining, any
i part of which occurred after January 31, 1955 and before Octo-
ber 15, 1976.

5, Mos!t military relirces are not given preference eligible status dur-
ing RIMs. A military reliree who relired at the grade of major or
above (or its equivalent) generally is not considered a preference
eligible for appointment or refention unless the person is a dis-

abled veleran.

(@ B.  Preference is given without regard to the above conditions to a veleran
honorably separated from active duty if the veteran:

1. Is receiving compensation, disabilily retirement benelits, or a pen-
sion under laws administered by the Velerans Administration,
Armmy, Navy, Air Force, Coast Guard, or Marine Corps: or
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2.\"His a service—connecled di<ability. (A veleran who was awarded
a Purple Heart for wounds recelved in action is considered to have 11, Credit for Military Service

a service-connected disability.)
Military service lime usually counts as federal service for the purpose of ac-

2. For employment purposes, velerans with a 10 percent or g o roe
grea|er}::or’r'1p¢nsa%!emserviée-connecled d!sabil{;y are given i) [ cruing annual leave and for retention in reduction in force.
preference over other veterans. A.  Annual leave accrual rate. All aclive military service lime is counled

for (1) a nan-retired veleran and (2) a military reliree whose retirement
was based on a disability received in the line of duly as a result of
armed conflicl or caused by an instrumentality of war in the Iin.c' of
duty during a period of war. If the veleran is a nondisabled military
retiree, he/she gets credit only for the service during a2 war or actual

paﬂ E') * . (3 g
) ( time in an authorized campaign or expedilion.
c.  Preference is also given to qualifying spouses of disabled L
7
) )
i

b.  For purposes of reduction In force, velerans with 30 percent
or grealer compensable service—connected disability are given
retention preference over other lesser disabled veterans and
nonvelerans. (See Reduction in Force chapter, section 11,

velerans, lo widows/widowers of veterans, and to mothers of B.  Preference in reduclion in force. Generally, veterans who are cli'gibl.c

deceased or disabled velerans. for preference in appointments also receive preference for retention in

. RIF.

*  Spouses of disabled veterans. If the veteran has been
unable lo qualify for any appointment in the federal

sector because of a mililary service-connected disabil- 1. However, a military retiree docs NOT get preference during a RIF

1 unless his/her relirement was based on disabilily OR on less than

(’ 20 ycars of full-lime active scrvice. 1l a reliree’s relirement was
based on either of these 1wo reasons, the retiree reccives federal
service credit for all military time. If the veleran received credit for
20 years for retirement purposes but actually served less than 20
years the veleran does nol receive preference eligible status.

ity, the spouse is enlitled (o derivative preference. The

spouse loses the n'Eht to preference if the disabled vet-

eran recovers. If the disabled veleran dies, the spouse

may be able lo qualify for widow/widower preference.
¢ Widows or Widowers of velerans. If the veleran served

on aclive dul{ dun'ni

April 28, 195

an{ war or during the period
July 1, 1955, or in any campaign

Rel eI,

throu
ti exped'ilion for Whgld‘ » campaign badge or expedi- 1£ the retiree does not meet one of these conditions {for example,
retired following “twenty and out® service commitment), he/she
gels to count only the mililary service time during a war and

authorized campaign/expedition periods.

o
[

liona?' medal was authorized, the unremarried widow
or wi

e

ower of an honorably scparated veleran is enti-
Ued to derivative preference. 'ﬁ\e widow or widower
may qualify for the preference whether the veleran

spouse died alter or during mililary service, unless the

clmu,r;si:ances surroundi{ng d(;‘alh \):/hil; in !heb;nililary w ,e
would have been cause for other than honorable sepa- : i d (MSPB) A Is
ration from the service. P ¢ IV.  Merit Systems Protection Board ( ) Appea
. Mothers of veterans. If the veteran (1) died under hon- s 1 Protec-
i i i i s most veterans the right to appeal to the Mert Systems Prol
orable conditions while on active duly in 2 warorin a ;I;:: I{;:;:f!“mng;zing adve actiongs. MnnI;":nformalinn about these appeal

campaign or expedilion for which a campaign badge or .
exper:iihsona nl:edal was authorized or (i,ungng lhegpc- rights are conlained in the Appcals and Grievances chapter. Veterans must

el et Al

Fon

riod April 26, 1952 Ihmugh July 1, 1955, or who became have one year or more of continuous federal service to have appeal rights, bt
permanently and tolally disabled because of a service- 4
connected isabilit{: AND (2) the mother is widowed, 4
divorced or separaled from the veteran’s father, or the ( v Restorati 4
father is permanently and totally disabled, then the . estoration ¢
veleran’s mother is entitled to preference. A remarried . e . ioibl :
mother may be entitled o retain her preference in only Employces who leave TVA to participale in military service may bc.cl.ngn eto

limited circumstances. be restored to their former position. This is addressed in more delail in the

Restoration chapter.

(N Vd 107 -
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TVA’s Veterans’ Affalrs Office

This office Is part of the Equal Opportunity staff in Human Resources. Veler-
ans Alfairs mediates the relationship between the veteran and TVA manage-
menl [or the purposes of ensuring agency compliance with federal laws and
educating the workforce aboul the area of velerans’ affairs. Violation of fed-
eral laws involving velerans rights will result in disciplinary action. The Vet-
erans” Affairs office is in Knoxville {(ET 5B 30H-K) and the Manager, Veterans’
Affairs, can be conlacted at 632-6848.
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RESTORATION RIGHTS

Generally, restoration rights provide that an employee is entitled to return
(or be “restored”) to his/her former position and be treated as if he/she had
not been absent from work. TVA observes federal law and regulations on
restoration following military service, certain nonmilitary service, and re-
covery froma compensable TVA job-related injury or disability. A de-
tailed description of TVA policy on restoration is contained in ERM Chap-
ter 261, RESTORATION, Employee Compensation, and TVA Instruction
PM 7 RESTORATION, Military Duty, The employee’s human resource
officer is primarily responsible for restoring individuals to TVA employ-
ment, however, supervisors are responsible for cooperating fully with these
efforts (even if the individual’s prior position was not under your supervi-
sion.) The Rehabilitation Service department in Medical Services answers
questions about the dates of compensation or extent of an employee’s recov-

ery.

Military Duty

The kind of post-military restoration rights for which an employec is eligible
is delermined by the type of military service that interrupts his/her TVA
service. Other factors that effect restoralion include requirements for the
employee to satisfactorily complete military duly and make timely application
to TVA for restoration.

A.  TVA has 30 days after an eligible employee makes proper application in
which to restore that employee.

The eligible employee is restored regardless of whether he/she can be
retained. If the restoralion resulls in a reduclion in force (RIF), the re-
stored employee might be eligible for a special relention preference in
his/her RIF subgroup.

=

C.  The emplayee’s human resource officer, Policy and Evaluation stafl,
and Employment Services staff are responsible for assessing the circum-
stances of each case in applying restoralion provisions to any individ-
ual.

Nonmilitary Service

Restoration rights may be provided by law, regulation, or Execulive Order lo
encourage individuals to serve temporarily in certain nonmilitary organiza-
tions such as the Peace Corps. These resloralion requirements are unique to
each organization. If one of your employees considers service in an organiza-
tion to which he/she thinks restoration rights might be altached, you and the
employce should check with your human resource officer for more informa-
tion.

109
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Compensable TVA Job-Related Injury

Restoration of a compensably injured worker must comply with statutory,
regulalory, and negotiated entitlements. These entitlements do not apply if
the employee was separated because of reduction in force, for cause, or for
other reasons unrelated to the injury. An employee may be entitled to resto-
ration regardless of whether he/she has remained on the TVA payroll. If 2
suitable vacan! salary policy position s found, it may be filled through a le-
gally required restoration without the position having been announced. (See
Arlicles of Agreement, Supplementary Agreemeni $-7:B-5.)

A. i the employee is fully recovered from the injury or disability within
one year after the dale compensation began, he/she is entitled to re-
sume his/her former position (or an equivalent one) immediately when
compensatior stops.

B. I the employee is fully recovered from he injury or disabilily aflter one
year of the dale compensation began, he/she is entilled 1o priorily con-
sideration for reemployment lo the position he/she left (or an equiva-
lent one) provided he/she applies for reappointment within 30 days
after compensation stops. This is the reemployment consideration ac-

. corded to someone who has been involuntarily reduced in force under
Adlicles of Agreemenl, Supplementary Agreemenl S-7:E.

C. I during the year following the date compensalion begins the employee
is physically disqualified from the position to which he/she has restora-
tion rights (or an equivalent position), then he/she is entitled to another
position for which he/she is qualified and can perform consistent with
any medically required work restrictions. However, the other position
must provide seniorily, stalus, and pay as nearly equal to the former
position as possible,

D. If the employee is parlially recovered and is able to retum to limiled
duty, then TVA must make every rcasonable effort to place him/her in
a position, including one with medical work restrictions. A “pariially
recovered” employee Is expected to recover fully eventually. In this
situation, placement is lo a vacan! position.
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EMPLOYEE RECORDS AND THE PRIVACY ACT

How you collect or access, maintain, handle, use, and dispose of informa-
tion you normally have access to may be controlled by law, regulation or
other legil authority. Most of these requirements apply regardless of the
form of the information, i.e.,, whether it is in paper copy, microform, auto-
mated/magnetic storage, or other forms. Of particular day-to~day impor-
tance to you as a supervisor are the requirements of the Privacy Act, the
Equal Opportunity Act, the Freedom of Information Act, and related TVA
procedures about maintaining and using employees® PHRs. You can refer
1o the following documents for 2 detailed description of TVA policies and

procedures related to employee records and privacy:

d TVA Code Il PRIVACY

d TVA Instruction II PRIVACY PROCEDURES (ERM Chapter 131)

. TVA Instruction RECORDS, Automated Human Resource Data System
(ERM Chapter 133)

. TVA Instruction RECORDS, Employee and Contractor (ERM Chapter

135)

The Privacy Act

A.  Thislaw is intended to protect an individual’s privacy. As a supervisor
you should be aware of these key provisions of the act:

1. Any information you collect about individuals must be limited to
information which is necessary for proper performance of TVA's
functions.

2. Any information you mainlain must be rclevant, timely (not out-
dated), accurate, and complete lo assure faimess lo the individual
in making delerminations about thal individual.

3. You generally must permit an individual to access (review) and
copy information about him/herself in a system of records and
"provide an opportunity lo correct errors in thal information. A
*system of records” is a set of records from which personal infor-
malion about an individual can be retrieved by use of the indi-
vidual’s name or ather personal identifier, like a social security
number.

4. You may nol disclose personal informalion about an individual
excepl 1) to TVA employees who necd that information in the
performance of their dulies, 2) as authorized in writing by the
individual 1o whom the record pertains, or 3) as established in a
routine use statement for the system of records in which the infor-
mation is maintained.
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B.  Supervisor/Administrative (S/A) files containing personnel informa-

tion that is required for quick reference in carrying out your supervi-
sory responsibilitles are permiited under the Privacy Acl. However,
this practice Is not encouraged. 1t is better 1o rely on Ihe official Per-
sonal History Record (PHR).

1. An5/A file normally contalns the most recent copy of your subor-
dinate’s job description, form TVA 9880, and service report. You
should destroy individual documents in the file when they are
superseded or earlier if they are no longer needed. Destroy the
enlire file when the employee leaves your immediate organlzation.

2. Personal notes may be made and retained 1o serve as memory
refreshers. However, If you use these notes to make a delermina-
tion abotit the individual’s work siluation (e.g., promotion, formal
performance appraisal, warning letter), the notes become subject 1o
the Privacy Act requirements, including the right of the individual
to access the notes.

C.  The Privacy Act does not cover inférmation which, if released, would

nol constitute an invasion of persanal privacy. Such *public® informa-
tion includes: name, job litle, type of appointment, grade, pay rale or
pay range, dates of employment, and duty station. This kind of public
information can be disclosed without the individual’s consent.

D.  OQutside inquiries about former or present employees should be referre
lo your human resource officer if they require an official TVA response!
As & supervisor you may respond to other inquirles if you make clear
that your response Is based on personal knowledge and is not based on
the TVA record. You may nof use TVA letlerhead for your personal
response.

E.  The penalty for failure lo comply with the Privacy Act is $5000 if you
are found guilty of willfully maintaining a secret system of records. A
syslem of records is considered “secret” if it is no! publicized and ap-
proved as required by the Privacy Act. You may also be exposed 1o a
civil sult for refusal lo granl an employee access to his/her record; fail-
urc {o maintain records with sufficient accuracy, relevance, timeliness,
or compleleness; failure to amend an individual's record in accordance
with a request; and failure to comply with other provisions of the Pri-
vacy Act.

Equal Employment Opportunity Act

This Act places addilional security protection on EEO-related information
such as race/ethnic, disability, and sex data about individuals. Your only
access to this information Is through your human resource officer. Such infor-
mation is transmitled to you in a sealed envelope to which the following is
attached: *“NOTICE OF RESTRICTION: Conditions and Restriclions on the
Use of Individually 1denlifiable EEO/AA Related Data.” Supervisors are
responsible for complying with all instruclions in that notice,
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Freedom of Information Act (FOIA)

This act protects the public’s right of access lo certain government (including
TVA) records. It also identifies the types of information thal may be ex-
emptled from disclosure to the public. All FOIA requests for information are

handled by the Communications staff.

TVA Personal History Record (PHR)

The TVA Personal History Record on employees is maintained as part of the
Personnel Files system of records under the Privacy Act. It contains informa.
lion officially recognized and pertinent {o personnel actions and record re-
quirementls.

A.  Allinformation proposed for filing in the PHR is submilted to the hu-
man resource officer who will forward it lo Human Resources’ Person-
nel Microfilm Department in Knoxville if it mects all guidelines for
inclusion in the PIHR. These requirements are discussed in delail in
ERM Chapter 135, RLCORDS, Employee and Contractor.

B.  The original (microfilm) PIR is meintdined in the Personncl
Micrarecords Depariment, Human Resources, in Knoxville. A micro-
fiche copy scrves as the field file for reference purposes and as a backup
copy of the original.

C.  Supervisor’s may access an employee’s PHR only through the human
resource officer. No employee may have access to the PIIR of a person
who is administratively over him/her.

D.  Each supervisor is responsible for following securily and cantrol mcas-
ures for any PHR accessed.

1. Ensure that the PHR is used for TVA-authorized purposes only
This includes taking all precautionary medsures necessary to pre-
-vent unauthorized disclosure of ils contents. If rouling is neces-
sary, place the P1IR in a scaled envelope and label it “Administra-

lively Conlidential.”

19

Comply with all conditions of disclasure established in ERM
Chapter 135, RECORDS, Employcee and Contractor.

3. Protect the PHR from damage.
4. Keep the PHR on TVA properly or in your custody.

5.  Return the PIHR prompily o the personnel specialist wha charged
the record o you,

6.  Noalify the personncl office before a PHIR is turned over 1o another
person. TFhis procedure is essential lo maintaining control and
accountability for PHRs charged out.

7. Make cerlain that anyone to whom you muake a PHR available is
authorized 1o have it and is aware of these responsibilities

1
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An employee may have access to information in his/her PHR. A re-
quest for access is submilled in person or by mail to the employee’s
human resource officer. The employee can also oblain a copy of the
materials in the record. An employee may request an amendment or
correction to his/her PHR lo the extent permitled by the Privacy Act.
The request should be submitied to the human resource officer. Formal
requesls must comply with the requirements identified in TVA Instruc-
tion Il PRIVACY PROCEDURES (ERM Chapter 131) and ERM Chapter
135, RECORDS, Employce and Conlracior.

114

Y

Index

401(k) plan, 59
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Absent without leave (AWOL), 54, 57
Accident insurance, 43
Accommaodalion, 12, 76
Administrative leave, 53

Advance annual leave, 56

Advance sick leave, 56
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Classification standards, 34
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Conflict of inlerest, 13, 14
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Counscling, 73,77, 98
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Credil for performance, 74, 89, 50
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Dcath benefit, 60
Denlal plan, 44

Department of Labor (DOL), 6, 41, 100,
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Disability, 11, 90, 106, 109, 110
Disability retirement, 60
Discrimination, 11, 26, 76, 97, 98, 99
Dog-off, 84, 85
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Carly retirement, 60, 61
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Employee Assistance Pragram, 8, 76

Employce Concerns Program, 100
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Zqual Cmployment Opporlunity Com-
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Equal Opportunity Ac, 111
Equal Opporlunity complain, 91,97,
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Equal Pay Act, 37
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Fxternal selection, 22

F
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Food and refreshment, 17
Forleiled annual leave, 54, 60
Form TV A 13008, 94

Torm TV A 13050, 74

Form TV A 3031, 74

Torm TVA 77,74

Freedom of Information Act (FOIA),
111,113

Furlough, 84

G

Gambling, 19
Gifts, 17

Gricvance procedures, 93, 94, 95

H

Handicap, 12, 26, 97
I1arassment, 98, 101
Hatch Act, 14, 15, 16
Hiring, 22,29
Holiday closing, 54, 71
Holidays, 68

Individual Incrcase P'rogram, 38
Inflexible schedule, 40, 67
Inspector General, 14, 79, 100, 101
Interchangeability, 88

Internal selections, 21

Interview form, 27

Intervicwing, 25, 27

Investigation, 11, 99, 100, 101

Job description, 21, 24, 31, 34, 35, 83, 88
Job evaluation, 32

Job faclors, 34

L

Layoff, 85

Leave Transfer Program, 53, 54, 57
Leave without pay (LWOP), 54, 56
LINA, 43

Life insurance, 48

Light duty, 7

Live Well, 8

M

Medical constraints, 4, 7

Medical examinations, 4

Medical plan, 46

Merit and efficiency, 11, 21, 24, 105

Merit Systems Proleclion Board
(MSPB), 15, 77, 91, 96, 105, 107

Military duty, 105, 109
Misconduct, 75, 76, 77, 79

N

Nonexempl, 65

Nuclear Regulatory Commission
(NRC), 100

o)

Occupational Health & Safcly, 1,2,3,9
Occupational radiation, 1, 3

Occupational Safcly ahd Health Ad-
ministration (OSI1A), 100
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Office of Personnel Management

(OPM), 87

Office of Workens’ Compensation Pro-
grams (OWCD), 6

Operator lraining, 64
Organizational development, 61

Overlime, 39, 40, 66, 69

P

*ay group, 38

Pension, 48, 49, 59

Perfarmance appraisal, 73, 74, 89
Performance Increase Program, 38

Personal History Record (PIR), 77, 81,
12,113

Palitical aclivity, 13, 14, 15
Post-employment restrictions, 18
Preference eligible, 77, 80, 105, 107
Premium pay, 40, 68, 69

Privacy Adl, 111, 112

Progressive discipline, 76, 77
I’rotected class, 98

Psycholagical Services, 8

R

Reassignment rights, 87, 90
Reduction in force, 87, 105, 106
Reemployment, 87

Relatives, 13, 19

Relocation Incentive, 50
Relocation Services Program, 50
Reprimand, 78

Reprisal, 97, 100, 101, 103
Restoration, 107, 109

Reslared leave, 54

Retention group, 90

-
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Retention register, 89, 90, 927

Relention subgroup, 90

S

Safety commiittee, 2, 3, 10

Savings plan, 59

Severance pay, 49, 87

Social Security, 49
Supcr\'imr/admini‘lralivc files, 112
Supervisory dilferential, 40
Suspension, 75, 78, 80, 81

System of records, 111

T

Training, 2, 8,63
Trans(ler of funclion, 91
Travel, 50

TVA properly, 14, 16

U

Unapproved absence, 57
Underrepresented, 11

Unemployment compensation, 51,92

v

Veterans’ Affairs Office, 108
Velerans® Preference Act, 105

Vcelerans' preference, 90, 96, 105
See also Preference eligible

Voluntary reduction in force, 92

w

Weather, 70

Workers' compensation, 6, 51
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Food and refreshment, 17
Forfeiled annual leave, 54, 60
Form TV A 13008, 94

Form TV A 13050, 74

Form TV A 3031, 74

Torm TVA 77,74

Freedom of Information Act (TOIA),
111, 113

Turlough, 84

G

Gambling, 19
Gifts, 17

Gricvance procedures, 93, 94, 95

H

Handicap, 12, 26, 97
Harassment, 98, 101
Halch Acl, 14,15, 16
Hiring, 22,29

Holiday closing, 54, 71
Holidays, 68

Individual Increase Program, 38
Inflexible schedule, 40, 67
Inspeclor General, 14, 79, 100, 101
Inteechangeability, 88

Internal sclections, 21

Interview form, 27

Interviewing, 25, 27

Tnvestigation, 11, 99, 100, 101

Job description, 21, 24, 31, 3¢, 35, 83, 88
Job evaluation, 32

Job factors, 34

L

Layofl, 85

Leave Transfer Program, 53, 54, 57
Leave withoul pay (LWOP), 54, 56
LINA, 43

Life insurance, 48

Light duty, 7

Live Well, 8

M

Medical canstraints, 4, 7

Medical examinalions, 4

Medical plan, 46

Merit and efficicney, 11, 21, 24, 105

Moerit Systems Protection Board
(MSPB), 15, 77, 91, 96, 105, 107

Military duty, 105, 109
Misconducl, 75, 76, 77, 79

N

Nonexempt, 65

Nuclear Regulatory Commission
(NRC), 100

O

Occupational 11ealth & Safcty, 1,2,3,9
Occupational radiation, 1, 3

Occupalional Safely ahd Health Ad-
ministration (OSHA), 100

1A

.
'
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—greea— o

Office of Personnel Management
(OPM), 87

Olfice of Workers’ Compensalion Pro-
grams (OWCP), 6

Operalor training, 64
Organizational development, 64

Overlime, 39, 40, 66, 69

P

Pay group, 38

Pension, 48, 49,59

Performance appraisal, 73, 74, 89
Performance Increase Program, 38

Personal History Record (PHR), 77, 81,
112, 113

Political activity, 13, 14, 15
Post-cmployment restrictions, 18
Preference eligible, 77, 80, 105, 107
Premium pay, 40, 68, 69

Privacy Act, 111, 112

Progressive discipline, 76, 77
P'rotected class, 98

Psychological Services, B

R

Reassignment rights, 87, 90
Reduction in force, 87, 105, 106
Reemployment, 87

Relatives, 13, 19

Relocation Incentive, 50
Relocation Services Program, 50
Reprimand, 78

Repri<al, 97, 100, 101, 103
Restoration, 107, 109

Restored leave, §4

Retenlion group, 90

Retention register, 89, 90, 9=

Relention subgroup, 90

S

Safely commitlee, 2, 3, 10

Savings plan, 59

Severance pay, 49, 87

Sacial Sccurity, 49
Supervisor/administrative files, 112
Supervisory differential, 40
Suspension, 75, 78, R0, B1

System of records, 111

T

Training, 2, 8, 63
Transfer of funclion, 91
Travel, 50

TVA properly, 4, 16

U

Unappraved absence, 57
Underrepresented, 11

Unenmployment compensation, 51, 92

\

Veterans' Alfairs Office, 108
Velerans' Preference Acl, 105

Velerans' preference, 90, 96, 105
See also Preference oligible

Vaoluntary reduction in foree, 92

w

Woeather, 70

Worken' compensalion, 6, 51
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