Memorandum

To:

All Fish and Wildlife Service Employees

From:

Assistant Director – Budget, Planning and Human Capital

Subject:
Work/Life Programs

The Branch of Human Resources is pleased to remind employees about four exciting work/life programs.  Eligible employees have the opportunity to participate in three Service reimbursement programs and Financial and Legal Services offered by the Employee Assistance Program (EAP).  All of these programs are briefly described below, and all eligible employees are encouraged to participate.  

Financial Planning Services.  The objective of this reimbursement program is to help employees plan for their retirement.  This program allows reimbursement of 50 percent of the fees charged by a certified financial planner, up to a maximum of $200.  You can take advantage of this opportunity every three years or, if you are within 12 months of retiring or voluntarily separating from the Service, you may seek reimbursement regardless of whether or not three years have passed since the last reimbursement.   

For more information, including specific rules and eligibility, please refer to the Financial Planning Services manual chapter at http://www.fws.gov/policy/228fw4.pdf.  

Fitness Center Membership.  We are pleased to notify you that the reimbursement dollar amount for the Service’s Fitness Center Membership Fees Reimbursement Program has been increased to $300 beginning in calendar year 2008.  The reimbursement rate is now 50 percent of your individual membership fee, up to a maximum of $300 per year.  

The Service will reimburse you only for individual membership fees and only if you participate in fitness activities at the center an average of two times per week during the period for which you request reimbursement.  The membership must also be at a commercial fitness center that has a full complement of exercise equipment and programs for cardiovascular and body strengthening.  The center cannot restrict membership and access to facilities based on sex, race, national origin, color, religion, age, disability, or sexual orientation.

For more information, including specific rules and eligibility, please refer to the Fitness Center Membership Fees manual chapter at http://www.fws.gov/policy/228fw3.pdf.

Professional Liability Insurance.  This reimbursement program is available to employees whose positions are designated as a Law Enforcement Officer, a Supervisor, a Management Official, or a Temporary Fire Line Manager.  Employees in these categories may qualify for a reimbursement of 50 percent of the annual cost of professional liability insurance up to a maximum of $150 per year.  Professional liability insurance is defined as providing coverage for the following:


Legal Liability.  Legal liability covers damages associated with injuries to other people, damages to property, and other damages to people (including the cost of litigation and settlement) resulting from a wrongful act, error, or omission.


Legal Representation.  Liability insurance covers the cost of attorney(s) and other legal professionals for administrative or judicial proceedings, including any investigation or disciplinary proceedings, related to any act, error, or omission while employees are performing their official duties.

For more information, including specific rules and eligibility, please refer to the Professional Liability Insurance manual chapter at http://www.fws.gov/policy/228fw1.pdf and Departmental Personnel Bulletin No 08-07 (dated March 20, 2008) at http://www.doi.gov/hrm/guidance/PB%2008-07.pdf.  

Employee Assistance Program.   In addition to the traditional services offered by the EAP, they also offer free Financial and Legal Services Programs.  The Financial Services Program provides objective, targeted information on a wide range of issues, including retirement planning, education funding, estate planning, and savings and investment strategies.  Financial counselors will help you identify your needs and explore your options on a variety of topics, including the following:


Buying or leasing your next car;


Selecting which credit card to pay off first;


Family budgeting;


The basics of financial planning;


Savings and investment strategies;


Determining how much you will need to save to retire comfortably; and


Identifying a financial planner in your community.

The Legal Services Program provides access to attorneys to discuss your legal concerns and a comprehensive library of articles on legal issues.  This EAP service provides either a telephone consultation with a local network lawyer (Access Attorney) or an in-person consultation with a Referral Attorney.  The initial session, with either an Access Attorney or a Referral Attorney, can last up to 30 minutes and is provided at no cost to you.  Also available to you is help preparing a will.  A Will Preparation Kit (at a cost of $75) provides you with the opportunity to obtain a personal will without having to visit a legal office.  The kit is designed to be completed by you and contains general information on what to include in a will, tools and resources to guide you in preparing a will, and a questionnaire to help you identify the appropriate components of your will.  You can access the Financial and Legal Services Programs by calling their toll-free number at 800-222-0364.

For more information, please call the Employee Assistance Program toll-free number at 800-222-0364.

If you would like more information on the Service’s work/life programs, please contact your servicing human resources office or you may read more about them by visiting the Service’s Centralized Library of Service Manual Chapters at http://www.fws.gov/policy/manuals.  Please refer to the manual chapters for any paperwork requirements, eligibility criteria, or submission deadlines, and all rules and regulations associated with the specific programs.  
