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Human Resources (HR) Pacific newsletter


[image: image1.emf]HR newsletter3.pdf


Database Webinars…teachers are invited to participate
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Grading and assessing student work…collection of articles
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Schedule for MS Open House, Thursday 15 September

Period 1: 1800-1812


Period 2: 1817-1829

Period 3: 1834-1846


Period 4: 1851-1903

Period 5: 1908-1920


Period 6: 1925-1937

Maps of the school and student schedules will be available in the lobby of the main building. Please remind students to encourage their parents to attend.
Guidance Counselor’s Case Load:
Mr. Darr: Grades 1, 3, 5, and students whose last names begin with 6th- A-KIN; 7th A-MIN; and 8th-A-JOH

Ms. Butler: K, 2, 4, and students whose last name begins with 6th KIO-Z; 7thMIO-Z; 8th-JOI-Z
Food Handler Course
If any of you are thinking about any fund raisers or even a cook out for your students the PTO is setting up a food handler course and you are welcome to attend.  If you are interested please send me your name by Close of Business (CO) today.

15-30 September is the “window” for our local assessments

All grades need to administer the problem solving paper and pencil test (Ms. Monigold and Mr. Cochran will provide copies)

K-3 Needs to administer the DRA; please send the students identified by numbers and their scores to the CSI chairs

4-8 Needs to administer the SRI; the database is almost ready.  Ms. Szeremet is working on entering new students.
12-23 September is the “window” for SRI testing for 6th grade!

MS teachers please decide which classes will take 6th graders to the computer lab to take the SRI.  This testing is mandatory and must be completed by 23 September. Please coordinate with Ms. Smith.
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The classrooms and school in general is looking great. Thanks for all your work cleaning, throwing away, fixing, etc. that needed to happen to have your classroom ready! As you do your final purging of old or unneeded furniture please be sure to label what needs to be moved and send an email to Mr. Choe








“The time is always right to do what is right.”


Martin Luther King











Grading and Assessing Student Work

Discover the ins and outs of developing tests, creating rubrics, and mapping students' progress with this collection of must-read articles.

ARTICLES



How to Praise Students the Right Way 
by Deborah Diffily and Charlotte Sassman 
New Teacher Survival Guide | Model ways to let younger children know what you think of their work. 



Tracking Students' Progress with Portfolios 
by Bonnie Murray 
New Teacher Survival Guide | Take a look at three great methods of showcasing students' accumulated work. 



Overwhelmed with Grading Papers? Try These Time-Saving Tricks 
by Linda Shalaway 
New Teacher Survival Guide | Staying on top of all the paperwork isn't as hard when you know a few shortcuts! 



Testing 1-2-3 . . . 
by Linda Shalaway 
New Teacher Survival Guide | Fine-tune your test-writing skills with these easy-to-implement ideas. 

Making the Most of Rubrics 
New Teacher Survival Guide | Find out how and why this handy evaluation tool works for teachers and students. 













An Introduction to Grading
[Teacher Tools] [Research] [Case Studies] [Online Collaboration] 

Grading is a complex topic that involves philosophical, pedagogical, and pragmatic issues for all students, and especially for those with disabilities. We all have our own ideas of how grades should be assigned, and what they should tell us about the student's performance. Our perceptions of grading practices are influenced largely by our own experiences with grades, and as might be expected our general level of satisfaction with the grading system in our local school is higher if our own children have received high grades and is likely to be lower if our child has received lower grades (Bursuck, Munk, & Olson, 1999). But regardless of our own potential satisfaction with grading systems, research on grades for students with disabilities provides compelling evidence that intervention is needed in that (a) included students are at increased risk for low or failing grades (Donahue & Zigmond, 1990); (b) teachers report feeling pressured or obligated to give students a higher grade than they had earned to allow the student to pass or because it seems fair (Calhoun, 1986, Munk & Bursuck, 2001; and (c) teachers may respond to the needs of individual students by making informal grading adaptations that are not implemented systematically (Polloway, Epstein, Bursuck, Rodrique, McConeghy, & Jayanthi,1994). 

From the special educator's perspective grading students with disabilities can be particularly challenging because it may involve (a) attempting to apply the same grading system used for general education students to students with disabilities, (b) developing a grading system for a special class, or (c) individualizing an existing grading system to meet the needs of a particular student. As increasing numbers of students with disabilities are included in general education classes, the need for special educators to be aware of general education grading practices is magnified. Furthermore, most general educators have received minimal formal training on developing a grading system (Guskey & Bailey, 2001), and are often seeking guidance from their special education colleagues on how to grade students with disabilities accurately and fairly. Thus, special educators must have a broad perspective on grading that includes knowledge of the purposes for grades, the best practices for general education grading systems, and specialized grading systems for students with disabilities. 

Purposes for Grades 

The purpose for grades may also be thought of as what the grading system is designed to measure and report, or what the grade "means" to a student, parent, teacher, counselor, or employer. Establishing what purpose(s) a grade will serve and implementing a grading system that is perceived to meet that purpose can lead to increased student, parent and teacher satisfaction (Munk & Bursuck, 2004). 

Several purposes for grades have been described in the professional literature, with no research describing which purpose best suits the needs of students with disabilities (Munk, 2003). Grading systems may be designed to measure and/or communicate: 

· How much effort was put forth when completing assignments; 

· How much progress has been made on the general curriculum; 

· How independently the work was completed; 

· How much improvement was made since the last marking period; 

· How performance compares to that of other students; 

· How much progress was made on individual IEP goals; 

· How well the student worked with classmates; 

· What classes the student should take in the future. 

The author's experience suggests that surveying perceived purposes is helpful for teachers considering what to include in their grading systems, and is important when problem-solving for students receiving a low or failing grade. Researchers have argued that grading systems for general education classrooms should serve one primary purpose- to measure and report progress on the general education curriculum (Guskey & Bailey, 2001). However, research also suggests that teachers often include other factors (e.g., effort) in their grading systems in response to the needs of their students. Munk (2003) has suggested a compromise approach in which additional factors are included in a grading system only if those factors are likely to be associated with improved access to and performance on the general curriculum, and if such grading adaptations are used and monitored systematically. For example, including progress on IEP objectives in the grading system for a student should be considered only if the student's progress on the objectives can potentially improve performance on the general curriculum, and after discussion and planning by the team of student, parent, special educator, and general educator. 

General Recommendations for Grading Systems 

Several features of grading systems for all students have particular implications for students with disabilities who may be at risk for low or failing grades. Guskey and Bailey (2001) recommend (a) giving more weight to recent scores when averaging several scores over an extended period so that low scores early in the marking period don't discourage the student or allow performance on formative assessments to overshadow those on more summative assessments; (b) being flexible with due dates and avoiding assigning of 0s (zeroes) for incomplete work; (c) avoiding grade penalties because of problem classroom behavior. The above strategies improve the likelihood that a student will not be penalized for performance problems related to his or her disability, and may increase motivation and use of available supports. 

Students with and without disabilities benefit from a grading system that includes multiple types of assignments, preferably designed to allow the students to demonstrate learning in different ways. General strategies include (a) blending extended assignments such as projects with in-class, time-limited assessments such as tests, (b) providing formative (e.g., quizzes, laboratories) as well as summative (e.g., tests) assessments, and (c) providing an ample number of assessments throughout the marking period. Additional strategies involve controlling or modifying the amount of reading that is needed to complete the assessment, or the output mode (e.g., written, oral) the student will use to complete the assessment. Again, substantial research has been conducted regarding classroom assessments (e.g., Thompson, Quenemoen, Thurlow, & Ysseldyke, 2001), and both general and special educators may benefit from consulting current sources. Note that although use of multiple forms of assessment may be beneficial to students with disabilities, doing so does not negate the need to provide appropriate instructional and testing accommodations as described in the student's IEP. 

Strategies for Students with Disabilities 

As the inclusion of students with disabilities in general education classrooms became an increasingly common practice in the 1990's, debate continued on how to assess the success or appropriateness of inclusive settings. Interest in specialized grading strategies or systems for students with disabilities was initially fueled by research focusing on outcomes for included students (e.g., Donohoe & Zigmond, 1990), and on general educators' perceptions toward and preparation for implementing curricular and instructional adaptations and accommodations (e.g., Bursuck, Polloway, Plante, Epstein, Jayanthi, & McConeghy, 1996). Results for studies addressing grading practices indicated the need for additional research on how best to design grading systems for included students, and a variety of alternate systems (e.g., checklist) and "grading adaptations" were recommended (Friend & Bursuck, 2002). The remainder of this section will focus on grading adaptations, which have been implemented successfully by teams consisting of the student, parents, special educator, and general educator (Munk, 2003; Munk & Bursuck, 2004, 2001). 

Types of Grading Adaptations 

The most commonly cited types of grading adaptations are those that involve: (a) prioritizing of content and related assignments for grading; (b) considering student effort when calculating a grade; (c) considering how well the student uses "processes" to complete his or her work; (d) basing part of the grade on the student's progress on IEP objectives; (e) considering improvement over past performances, and (f) changing the weights that certain types of assignments count toward the grade or altering the grading scale used to assign letter grades (Munk, 2003). Each type of grading adaptation, with advantages and cautions will be described. 

Developed by: Dennis Munk, Ph.D., Northern Illinois University 

Click here to access easy to use instructional tools related to Grading. 
Click here to access research materials related to Grading. 
Click here to access case studies that illustrate real life applications of Grading. 
Click here to access additional research related to Grading. 






GALE: 

September 13 @9:00 AM Elementary- Kids Infobits& Jr Reference Collection

September 15 @9:15 AM High School - Opposing Viewpoints in Context

September 20 @9:15 AM Middle School-High School - Student Resources in Context

September 27 @9:15 AM High School- Science in Context



NEWSBANK:



September 22 @9:15 AM Middle School-High School - America's Historical Newspapers and Access World News



PROQUEST:



September 30@ 9:15 am - Prof. Ed for ALL audiences (SS-12)

October 5 @ 9:15 am - SIRS Discoverer for ES/MS

October 6 @9:15 am - ELibrary for MS/HS

October10 @ 9:15 am - SIRS Knowledge Source (SKS) for MS/HS

October 18 @ 9:15 am - History Study Center for HS

October 19 @ 9:15 am - Proquest Learning Literature (PQLL) for HS

October 20 @ 9:15 am - SIRS Decades for MS/HS
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THE LareEesT IN H_.R.

Edittion 3 - Welcome!

The Korea District Human Resources Division would like to welcome
our new and returning Educator’s to a new school year!

Welcome

Back






Travel Vouchers 1351-2

Used to provide an automated means for computing reimbursements for individuals for expenses incurred incident to travel
for official Government business purposes and to account for such payments.

Whether you’re a new or returning DoDEA customer, Travel

<

Voucher’s can be a real headache. But these few steps should
help you reduce your worries and help with the process.

Here’s What You Need to File a Claim

Every claim package submitted to DFAS Columbus Travel Pay Operations
should include the following:

I:l DD Form 1351-2, Principals and Assistant principals are authorized to sign in these blocks for teachers assigned to their schools.

I:l DD Form 1614, Travel Orders, including all amendments as received from your order issuing office. Be sure to include the

remarks page

[ 1 you purchased you own ticket, Itinerary and transportation costs and receipt, AND the following statement:

“I certify that the airfare in the claimed amount of $§_______ was personally
procured and paid by a personal credit card and not frequent flyer miles”.

Note: If you paid for your airfare, then please be sure to claim the airfare in Block 18 (reimbursable expenses) on the DD
Form 1351-2. DFAS has advised that copies of tickets showing the price are not sufficient unless accompanied by proof of
payment

I:l Receipts Please provide any receipt “(regardless of the amount) for:
e Any expenses of $75 or more.
* Any lodging expense
* Any expense for rental car used as transport to/ from airport /terminal.
* Airfare or other transportation to / from official duty station.

I:l Direct Deposit Authorization, a completed DD2762 for Direct Deposit Authorization (designating your checking or savings
account) is required for payment. It is better to complete a new DD2762 if you are not sure you have an up-to-date form on file.

[ Mailing/Postal Expenses Statement from the Transportation Management Office (TMO): If you are claiming

reimbursement for mailing/postal expenses in lieu of shipment of your authorized baggage allowance for renewal agreement travel
(RAT), the claim must be supported by a statement from the Transportation Management Office (TMO) indicating that it is more cost
effective for the employee to mail the items than for the Government to ship them as unaccompanied baggage. The TMO memo
would include at a minimum the total weight of items mailed and the government rate allowed per hundred pounds (CW'T).

Attention Seoul customers: gather your postage receipts and visit the TMO office. Ask for do it yourself move papers
(DITY move papers). Complete the DITY move papers and TMO will input the information in the Defense Personal
Property System, certify the DITY papers and return them to you. Customer can then proceed with their RAT travel
claim

[ Miscellaneous Expense Allowance (MEA) Statement, for OCONUS customers who have PCS’d in to Korea, and

are claiming miscellaneous expenses, you must provide the following statement:
“I certify I have vacated residence at my OId Duty Station and have taken up residence at my New Duty Station”.
If a family MEA 1s being claimed, then replace “I” and “my” with “we” and “our”.

‘We’re here to help!

Please contact your Human Resources
representative for assistance with your separation.






New to DoDEA?

Remember, you have 60 days from the date of travel to elect or change employee

benefits (FEGLI, FEHB, FEDVIP). Ask your school’s secretary for a copy of the
EBIS instructions and click on the picture below to get started.

Benefits

“ % 1 Available

What are my benefits?

Click each link for information on your benefits

Federal Employee Group Life Insurance (FEGLI)

* Automatically enrolled in Basic. Additional options available

Federal Employee Health Benefits (FEHB)

*Click here to compare rates

Federal Employee Dental/Vision Plan (FEDVIP)

*Must enroll in FEDVIP online at www.benefeds.com

Thrift Savings Plan (T'SP)

* Automatically enrolled at 3%. May make changes at any time

Federal Flexible Spending Account Program (FSAFEDS)

Federal Long Term Care Program (FLTCIP)




http://www.opm.gov/insure/life/�

http://www.opm.gov/insure/health/�

http://www.opm.gov/insure/health/rates/nonpostalffs2011.pdf�

https://benefeds.com/Portal/FwdLogin.do�

http://www.benefeds.com/�

https://www.tsp.gov/index.shtml�

http://www.opm.gov/insure/flexible/�

http://www.opm.gov/insure/ltc/�

https://hq-w3.dodea.edu/�



Thlllklng About netll’lllgﬂ

FERS employees click here to see slideshow presentation/ CSRS employees click here to see slideshow presentation

e Getyour retirement estimates by visiting https:

/sec.hr.dla.mil/estimate.

It’s fast, easy and secure.

e  Contact your Human Resources Office for a Retirement Packet
e Complete the packet and return it to your Human Resources Office.
e Submit your request for Separation Travel Orders via TOPS

e If moving out of permanent quarters in to temporary quarters, terminate your LQA and request TQSA in DAPS

. Be prepared to return unused Advance LQA to DFAS. HR will send you instructions on how to return unused advance LQA

Continuation of FEHB into Retirement
Eligible if you retire on Immediate Annuity and:

e Insured on date of Retirement
. Covered for the 5 years of service immediately preceding
Annuity commencing date

e  Since the first opportunity to enroll ICoverage as a family
member under FEHB to include Tricare

FEHB changes permitted at and after retirement

e  Cancellation
e  Change from self & family to self only
e Open Season
e  Change from self only to self & family
e  Change in Plan
e  Change in Option

Continuation of FEGLI into Retirement

Employee is eligible to continue Basic into Retirement if you are:

e Entitled to retire on Immediate Annuity

e Insured on date of retirement

e  Covered for the 5 years of service immediately preceding
annuity commencing date or since the first opportunity to
enroll

Employee may be eligible to continue Option A, B and C into
retirement if you are:

e Eligible to continue Basic

e  Covered for the 5 years of service immediately preceding
annuity commencing date or;

e  Since the first opportunity to enroll
Employees choose continuation of FEGLI coverage at the time
of retirement

(SF-2818)

FEGLI - Changes Permitted After Retirement

e  Waiver of Basic and/or options
e  Reduction of multiples
e  Change from no reduction or 50% reduction in Basic Life

Insurance to 75% reduction

FEGLI questions to think about before retiring

e  What FEGLI coverage do I currently have?

e Am I eligible to continue my FEGLI as an annutant?
e Do I have or need other life insurance?

e  Should I reduce my FEGLI options as I get older?

e Are my beneficiary forms up to date?

@ = R O

FEGLI - Monthly Cost per $1,000 *BIA

There are three options for Basic coverage upon retirement:

e 75% option, you will pay the same premiums you paid as an
employee until you reach age 65. At age 65, you pay no more
premiums and your insurance value reduces 2% per month
until the amount reaches 25% of the Basic Amount.

e 50% reduction, you will pay a higher premium until you reach
age 65. At age 65 your premiums will drop to $.60 per $1,000
per month and your insurance value reduces by 1% per month
until the amount reaches 50% of Basic Amount.

e No reduction option is the most expensive. To retain the same
insurance value you had when you retired, you will pay $2.155
per $1,000 per month until age 65. At age 65 your premium
will drop to $1.83 per $1,000 per month and your insurance
remains at full value (does not reduce).

Medicare
Emplovyees continuing to work after 65
e FEHB is the primary coverage and Medicare provides

secondary coverage
Retired annuitants who are 65 or older eligible for Medicare

e  Medicare is the primary coverage and FEHB provides
secondary coverage

e FEHB plans adjust benefits to supplement Medicare benefits

e  Submit claims to Medicare first

e  Medicare & FEHB payable amount will not exceed 100% of
Allowable Expenses

e  Change from high to low or another FEHB plan allowed 31
days before Medicare eligible

Generally, you are not covered in medical facilities outside the

United States. Prior to reaching 65, it would be a good 1dea to

apply at a Social Security Office in the U.S. or at a

outside the U.S.

Consulate 1if

Hospitalization Insurance - Part A

. Inpatient Hospitalization

. Post hospital skilled nursing facility
. Home Health Care

. Hospice Care

. Blood




https://dpi.pac.dodea.edu/hr/training/Secretary%20Training/FERS%20Retirement%20Briefing.pdf�

https://dpi.pac.dodea.edu/hr/training/Secretary%20Training/CSRS%20Retirement%20Briefing.pdf�

https://sec.hr.dla.mil/estimate.�



Medical Insurance - Part B

e  Physician Services

e Home Health Care

e  Outpatient Hospital Treatment
e Durable medical equipment
Medicare Benefits start at age 65

e All employees pay a 1.45% Medicare premium. The premium
is taken from your paycheck and the amount of deduction is
indicated on your bi-weekly Leave and Earning statements.
You become eligible for this hospitalization insurance when
you reach 65.

e It helps pay for doctor’s services, medical services not covered
by hospital insurance, and outpatient services. You should
enroll in Medicare Part B, Medical Insurance when you retire
from Federal service if over 65 or at age 65 if already retired.

e Notice You must pay a premium for Part B coverage. The
2010 rate is $96.40 per person/per month. If you fail to enroll
for the coverage when you first become eligible, there 1s a 10%
penalty applied for each year that you neglected to enroll.

Thrift Savings Plan Withdrawal Options
e  Purchase Annuity

0 Single Life Annuity

0 Jomt Annuity with spouse

0 Joint life Annuity with someone other than spouse
Transfer to an eligible IRA

e Receive TSP account balance in a lump sum payment
e Receive TSP account balance in equal monthly instalments
e Leave your money in your account until you reach 70 %

e Any combination of the above
Flow of Your Retirement Packet

Employee submits a completed retirement application packet to the
DoDDS Pacific HR Division.

The DoDDS Pacific HR Center

Reviews the application packet, making sure the paperwork is
complete and filled out correctly.

The application packet is then forwarded to DLA.

The DLA Customer Operations Center will do the following:

o  Certifies Summary of Federal Service

e  Obtains verification of any undocumented service, if time
permits

e  Reviews your application packet for completeness

e  Certifies Life Insurance coverage

e  Transfers Health Benefits Enrollment to OPM

e  Prepares Notification of Personnel Action (SF-50)

e  Sends your retirement SF-50 to your address on your
application packet

e Sends you the TSP withdrawal packet with all the forms and
information you need regarding your options

e Sends your retirement packet to DFAS

= 2 O

DFAS will do the following:
. Issues final paycheck as a Federal employee
. Issues lump sum payment for any unused Annual Leave

(GS employees only)

. Prepares Individual Retirement Records (SF-2806/SF-
3100) for transfer to OPM
. These records reflect your yearly retirement contribution

and other information

DFAS includes pay and leave records and forwards the packet to
OPM including pay and leave records

When OPM receives your retirement packet they will:

. Send you written notice which includes your Civil Service
Account number (CSA #)

. Authorize interim payments

. Obtain missing documentation

. Determine your eligibility for annuity and continued
FEHB and FEGLI coverage

. Compute the amount of your annuity and send election
letters

Authorize regular annuity payments

. It should be 6-8 weeks before you receive your annuity,
but be prepared to wait 12 weeks or longer

. Your first annuity payments may only be partial payments
until OPM finishes processing your retirement

. When processing 1s complete, OPM will send you a lump
sum to make up for the difference between the partial and
full annuity

° Send a personalized booklet, “Your Federal Retirement
Benefits,” and other information

‘When Does My Annuity Begin?

. If you retire on the last day of the month, your annuity (full
paycheck) will commence on the first day of the following
month.

. If you retire on the 17, 2" or 3" day of the month annuity

starts the next day.
L If you retire any day after the 3" your annuity will

commence on the first day of the following month.
Average Time Frames for Processing Annuities at OPM is 8 weeks

Payroll (DFAS) has up to 2 pay periods to forward the retirement
records to OPM.






Continuation of FEHB into Retirement

e Eligible if you retire on Immediate Annuity and:

e Insured on date of Retirement

e Covered for the 5 years of service immediately preceding
Annuity commencing date or

e  Since the first opportunity to enroll

e  Coverage as a family member under FEHB to include Tricare

FEHB changes permitted at and after retirement

. Cancellation

. Change from self & family to self only
. Open Season

. Change from self only to self & family
. Change in Plan

. Change in Option

Continuation of FEGLI into Retirement

Employee is eligible to continue Basic into Retirement if you are:

o FEnttled to retire on Immediate Annuity

e Insured on date of retirement

e Covered for the 5 years of service immediately preceding
annuity commencing date or since the first opportunity to

enroll

Employee may be eligible to continue Option A, B and C into
retirement if you are:

. Eligible to continue Basic

. Covered for the 5 years of service immediately preceding
annuity commencing date or;

. Since the first opportunity to enroll

. Employees choose continuation of FEGLI coverage at the
time of retirement(SF-2818)

FEGLI - Changes Permitted After Retirement

. Waiver of Basic and/or options
. Reduction of multiples
. Change from no reduction or 50% reduction in Basic Life

Insurance to 75% reduction

FEGLI questions to think about before retiring

. What FEGLI coverage do I currently have?

. Am I eligible to continue my FEGLI as an annuitant?
. Do I have or need other life insurance?

. Should I reduce my FEGLI options as I get older?

. Are my beneficiary forms up to date?

A = E =

FEGLI - Monthly Cost per $1,000 *BIA

Emplovees can choose their Basic coverage to reduce if they elect:

e 75% option, you will pay the same premiums you paid as an
employee until you reach age 65. At age 65, you pay no more
premiums and your insurance value reduces 29 per month until
the amount reaches 25% of the Basic Amount.

o  509% reduction, you will pay a higher premium until you reach
age 65. At age 65 your premiums will drop to $.60 per $1,000
per month and your insurance value reduces by 1% per month
until the amount reaches 50% of Basic Amount.

e No reduction option 1s the most expensive. To retain the same
insurance value you had when you retired, you will pay $2.155
per $1,000 per month until age 65. At age 65 your premium
will drop to $1.83 per $1,000 per month and your insurance
remains at full value (does not reduce).

Medicare
Employees continuing to work after 65

. FEHB is the primary coverage and Medicare provides

secondary coverage
Retired annuitants who are 65 or older eligible for Medicare

. Medicare is the primary coverage and FEHB provides
secondary coverage

. FEHB plans adjust benefits to supplement Medicare
benefits

. Submit claims to Medicare first

. Medicare & FEHB payable amount will not exceed 100%
of Allowable Expenses

. Change from high to low or another FEHB plan allowed
31 days before Medicare eligible

. Generally, you are not covered in medical facilities outside

the United States. Prior to reaching 65, it would be a good
idea to apply at a Social Security Office in the U.S. or at a
Consulate if outside the U.S.

Hospitalization Insurance - Part A

. Hospitalization

. Post hospital skilled nursing facility
. Home Health Care

. Hospice Care

. Blood

Medical Insurance - Part B

. Medical Expenses

. Home Health Care

. Outpatient Hospital Treatment

. Blood






SocialSecurity
Requesting Estimate from Social Security

Social Security (OASDI - Old Age, Survivors and Disability
Insurance):

Must apply to Social Security Administration for benefits.

Social Security provides Retirement, Disability, and Survivor
benefits. Retirement Benefits as early as age 62.

Website: The Frequently Asked Questions
(FAQs) section is very informative and easy to read.

WWW.S$Sa.80V/

SSA can inform you concerning:
- Future eligibility
- Earnings
- Estimated Benefits
Obtain Form SSA 7004 to request information

Mail to address shown on the form

Thrift Savings Plan Withdrawal Options
e  Purchase Annuity

0 Single Life Annuity

0 Joint Annuity with spouse

0 Joint life Annuity with someone other than spouse
Transfer to an eligible IRA

e Receive TSP account balance in a lump sum payment

e Receive TSP account balance in equal monthly instalments
e Leave your money in your account until you reach 70 %

e Any combination of the above
Flow of Your Retirement Packet

Employee submits a completed retirement application packet to the
DoDDS Pacific HR Division.

The DoDDS Pacific HR Center

Reviews the application packet, making sure the paperwork is

complete and filled out correctly.

The application packet is then forwarded to DLA.

The DLA Customer Operations Center will do the following:

e Certifies Summary of Federal Service

e  Obtains verification of any undocumented service, if time
permits

e  Reviews your application packet for completeness

e  Certifies Life Insurance coverage

e  Transfers Health Benefits Enrollment to OPM

e  Prepares Notification of Personnel Action (SF-50)

e Sends your retirement SF-50 to your address on your
application packet

e Sends you the TSP withdrawal packet with all the forms and
information you need regarding your options

e Sends your retirement packet to DFAS

= T

DFAS will do the following:
. Issues final paycheck as a Federal employee
. Issues lump sum payment for any unused Annual Leave

(GS employees only)

. Prepares Individual Retirement Records (SF-2806/SF-
3100) for transfer to OPM
. These records reflect your yearly retirement contribution

and other information

DFAS includes pay and leave records and forwards the packet to
OPM including pay and leave records

‘When OPM receives your retirement packet they will:

. Send you written notice which includes your Civil Service
Account number (CSA #)

. Authorize interim payments

. Obtain missing documentation

. Determine your eligibility for annuity and continued
FEHB and FEGLI coverage

. Compute the amount of your annuity and send election
letters

Authorize regular annuity payments

. It should be 6-8 weeks before you receive your annuity,
but be prepared to wait 12 weeks or longer

. Your first annuity payments may only be partial payments
until OPM finishes processing your retirement

. ‘When processing is complete, OPM will send you a lump
sum to make up for the difference between the partial and
full annuity

° Send a personalized booklet, “Your Federal Retirement
Benefits,” and other information

‘When Does My Annuity Begin?

. If you retire on the last day of the month, your annuity
(full paycheck) will commence on the first day of the
following month (separation date).

ud

. If you retire on the 17, 2" or 3" day of the month annuity

starts the next day.
° If you retire any day after the 3" your annuity will

commence on the first day of the following month.
Average Time Frames for Processing Annuities at OPM is 8 weeks

Payroll (DFAS) has up to 2 pay periods to forward the retirement
records to OPM.
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Points of contaCl

EMAIL ADDRESSES:
Allowances - koreadaps@pac.dodea.edu Benetits - koreabenehts@pac.dodea.edu
Travel orders - koreatops@pac.dodea.edu Pay inquiries - koreapay@pac.dodea.edu
AMINA RIDGE JENNIFER BIRKHEAD FRANK WHITE
LEAD HR SPECIALIST HR SPECIALIST FINANCIAL SPECIALIST

DSN: 644-5719
Areas:

= DSO
=  Seoul ES/MS/HS

Services:

School Support Recruitment

All GS 7 and below & Substitute’s

School Support Services

All Personnel Actions/
NTE Extensions/Separations/

Tour Extension/PPP

Benefits

Retirement (for all of
Korea)/EBIS/TSP/FEHB/FEGLI

Step & SCD ADJ/Tenure/Vet Pref/OWCP

Allowances

TQSA/LQA/PA/PD/FTA

Travel Orders

Education Travel/RAT/PCS/Separation

DSN: 644-5854
Areas:

*=  Osan ES/MS/HS

* Daegu ES

= CTJoy

= Camp Humphrey’s;
= Camp Casey

Services:

School Support Recruitment

All GS 7 and below & Substitute’s

School Support Services

All Personnel Actions/
NTE Extensions/Separations/
Tour Extension/PPP
Benefits
EBIS/TSP/FEHB/FEGLI
Allowances

TQSA/LQA/PA/PD/FTA

Travel Orders

Education Travel/RAT/PCS/Separation

DSN: 644-5862
Areas:

* Osan ES/MS/HS

* Daegu ES
» CTJoy
= DSO

= SEOUL ES/MS/HS
= Camp Humphrey’s
=  Camp Casey

Services:

All pay related inquiries

Advance Pay/Time & Attendance
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