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CPS NEWSBRIEF


Incirlik Air Base, Turkey





Possible Furlough


In 1995 government employees did not report to work due to the budget not being passed.  Although we haven’t seen a shutdown since then, we could possibly face one now.  So, what does that mean for you?





If Congress does not pass the budget or another continuing resolution, the government will again shutdown until the budget is passed.  Here at Incirlik, all non essential U.S. employees will not report to work and will not be paid.  The next logical question is; how long will it last?  In the past, these type furloughs only lasted 2-3 days, however, given our current economic and political situations a furlough could last longer.  





As of now, another three-week continuing resolution, set to expire 8 April 2011, was approved.  Please keep an eye on the news and we’ll keep you updated as we receive new input from command.





Impact on Our Turkish Employees


In a previous email, we indicated that our Turkish employees will not be affected if there is a furlough.  That is true.  Although we strive to ensure that all U.S. forces local national employees in Turkey fall under the same basic employment concept, rules and laws that apply to U.S. employees, we do not have the authority to force local national employees into a LWOP status under the U.S. principles of a furlough due to Turkish labor laws.  





                Total Force Personnel 


       Services from a Single Web Site 


The Air Force is in the first phase of centralizing all total force personnel services from a single website.  All civilians are highly encouraged to create an account for the Air Force Personnel Services website


at �HYPERLINK "https://gum.afpc.randolph.af.mil"�https://gum.afpc.randolph.af.mil� using their common access card.  Once they have an account created, they will be able to access personnel services, applications, and information from home using their user ID and password.





OPM iPhone & iPad Application for USAJobs.gov


The U.S. Office of Personnel Management (OPM) officially unveiled a USAJOBS® application for both the iPhone® and iPad®. The free app allows for greater mobile access to finding Federal job opportunities. OPM sees its application as a first step in making USAJOBS more accessible to the American public, and are currently working on rolling out apps for additional mobile platforms. For further reading about iPhone & iPad App, visit the �HYPERLINK "../../vince.halverson/AppData/Local/Microsoft/Windows/Temporary Internet Files/Content.Outlook/WBA932QO/OPM iPhone & iPad Application for USAJobs.gov"��OPM website�. 
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AY2012 Civilian Developmental Education (CDE) for US Employees


Announcing Academic Year (AY) 2012 AF Civilian Developmental Education (CDE) call for nominations. Applications must be submitted to AFPC/DPIFDA by 1 May 2011. The CDE Program Handbook provides the timeline for nomination and selection, eligibility criteria, and program-specific information.





The development and leadership programs offered through the CDE program are designed to prepare senior leaders with the skills to meet both corporate Air Force and functional leadership requirements. This is accomplished by selecting the right person at the right time for the right training and put that training to work in an appropriate follow-on assignment.





CDE is open to permanent US civilian employees, GS-07 and above, holding a bachelor's degree, and with 2 years Air Force civil service by 1 May 2011. Most require 12 months time in current position as of 1 May (requirement is noted in the description of each program).  Senior Developmental Education requires completion of intermediate or senior level PME.  Specific courses may have additional requirements. Individuals requesting a waiver to the eligibility criteria must include a waiver request (attached) in their nomination package to include supervisor and endorser signatures.





Civilian employees are encouraged to continue in self-development as the Air Force works to increase the leadership potential of our most important resource—our people.





STAFFING…..





Instructions for Updating


Education and Experience on 


Civilian Personnel Records 


Civilian employees have a tool in the �HYPERLINK "https://compo.dcpds.cpms.osd.mil/"�Defense Civilian Personnel Data System (DCPDS) My Biz Self-Service module� which allows updates on certain information in the personnel record. 





Employees can use My Biz to update licenses, occupational certification s, education, training, work information (phone number, email address, physical work address), home phone number, handicap code, ethnicity and race category, language, and emergency contact information. If there is experience, a license, an occupational certification, education, language, or certain training information that an employee cannot update through these self service applications and are serviced by AFPC, there are instructions on updating personnel record on the �HYPERLINK "https://www.my.af.mil/gcss-af/USAF/ep/contentView.do?contentType=EDITORIAL&contentId=c6925EC1993D50FB5E044080020E329A9&channelPageId=s6925EC133AE60FB5E044080020E329A9&programId=t6925EC2E00D80FB5E044080020E329A9"�AF Portal�.  





TRAINING…..





U.S. Positions


To access the Incirlik Civilian Personnel vacancy list online, please see our web site and follow the links:





�HYPERLINK "http://www.incirlik.af.mil"�http://www.incirlik.af.mil�  click on Civilian Vacancies (right side) or





�HYPERLINK "http://www.39fss.com/cpo.html"�http://www.39fss.com/cpo.html�   Click U.S. Civil Service





For further information on how to apply, please contact our office at 676-6416.





Applying for jobs





Unfunded Environmental and Morale Leave (EML) for US civilian employees and their dependents


This program is governed by USEUCOM Directive 35-2.  Self sponsors and dependents may be eligible to travel Europe and to USA during their tours under the EML program.





There are certain rules, i.e., you should not be within six months of beginning or end of your tour.  Sponsors traveling accompanied or unaccompanied must be in leave status at the time of registration for EML travel. Leave status must be maintained while awaiting travel and for the entire period of travel. However, civilian sponsors do not have to be in a leave status to qualify their dependents for unaccompanied dependent travel under the EML program. 





Dependents who travel to EML destinations without the sponsor using EML orders (CAT IV) and are subsequently joined by the sponsor on a separate set of EML orders (CAT II) may be allowed to travel accompanied (CAT II) on their return trip.





An adult EML-eligible family member who accompanies an EML dependent under 17 must be the PARENT of that underage dependent.





There are certain other requirements that must be met to qualify for an EML.  For more details, please contact Mr. Fatih Akay and/or Ms. Tugba Borklu.





TURKISH NATIONAL NEWS….





BENEFITS….
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Turkish Holiday 23 April 2011


Turkish Employees and 


Their Supervisors: 





National Sovereignty and 


Children's Day, 23 April


2011 is an official Turkish 


holiday.  It falls on Saturday this year.  It is a one day holiday for all Turkish employees.  However, for preliminary scheduling/preparations supervisors need to keep in mind that in the event employees are required to work on national and general holidays, they will be so informed thereof 24 hours in advance when operationally possible. In such a situation, excuse of an employee will be evaluated. However, final decision will be rendered by the Employer.  Also, wages of an employee - who is directed to work on national and general holidays - for each hour of work within regular daily tour of duty will be the normal holiday rate plus an additional amount of the normal rate increased by 60%.  





Türk İşçi ve Amirlerine:  23 Nisan 2011 Cumartesi günü Ulusal Egemenlik ve Çocuk Bayramı olup bütün Türk İşçileri için bir günlük resmi tatildir.  Önceden hazırlık yapmak ve/veya bayram günü kimlerin çalışması gerektiğini tebit etmek için kısım amirlerinin bilmesi gerekir ki; Ulusal Bayram ve genel tatil günlerinde işçi çalıştırılması icabettiği takdirde çalışma şartlarının müsaadesi nisbetinde işçiler 24 saat öncesinden haberdar edilecektir.  Bu durumda işçinin mazereti değerlendirilecektir. Ancak, son karar İşveren tarafından verilecektir.  Ayrıca Ulusal Bayram ve genel tatil günleri çalıştırılan işçinin normal günlük çalışma süresi içerisinde çalıştığı her saat için ücreti, normal tatil ücreti, normal ücretinin %60 arttırılması suretiyle ödenir. 

















Supervisor’s Brown Bag Series


Come join us for our one-hour Supervisory Brown Bag Sessions and learn about civilian personnel program management. Supervisors will gain tips and advice on how to manage employee programs to better accomplish the unit’s mission. We offer a wide range of topics for Supervisors of both US and LN employees.





Supervisory Brown Bag Sessions are offered each month in Bldg 833, FSM Conference Room at 1200.  To sign-up or for more information, call 676-3531.





U.S. Supervisory Brownbag Sessions


 15 April - Position Management:  Preparing a Civilian Position Description


 11 May - Civilian Leave and Time & Attendance


 15 June - Civilian Misconduct and Disciplinary Actions/Procedures





Local National (LN) Supervisory Brownbag Sessions


 27 Apr - LN Leave and Time & Attendance: How to complete required forms


 18 May - Management Rights: IAW SOFA, Collective Labor Agreement and Labor Law


 22 Jun - Collective Labor Agreement setting precedent: What it means for you/your employer/successor





Have an idea for a Brown Bag Session? We’d love to hear it! Email us at �HYPERLINK "mailto:39fss.fsmccivilianpersonnel@incirlik.af.mil"�39fss.fsmccivilianpersonnel@incirlik.af.mil� or call 676-3531
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Summer Hire Program


The Civilian Personnel Section is canvassing organizations for participation in the 2011 Summerhire Employment Program.  We request that you carefully access your organization's need for summer help. Tenant organizations are responsible for funding their own Summerhire positions.  If your organization is interested in keeping students gainfully employed and fully utilized in the 2011 Summer Hire Program, please provide the following information NLT 15 April 11 to �HYPERLINK "mailto:39fss.fsmccivilianpersonnel@incirlik.af.mil"�39fss.fsmccivilianpersonnel@incirlik.af.mil�   





Number of summerhire employees requested______ 





Part time or full time______ 





Position Type: Laborer or Clerk______





The number of requested summer hires and the number of applicants will determine the duration of employment, and the need for part time vs. full time employment.





Once again, please ensure that you are able to keep these students actively employed during work time, so we can have a successful 2011 program.


For more information, please contact Civilian Personnel Section, 676-6416
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GS Appraisals Timeline 


It is time to start preparing for this year’s appraisal closeout ending on 31 Mar 11. Guidance on appraisals and completing the AF Form 860A, Civilian Rating of Record, can be found in AFI 36-1001, Managing the Civilian Performance Program. 


The appraisal period for this year began 18 Jul 10 and ends on 31 Mar 11. An overall written performance evaluation is required on all employees who worked at least 90 days during this period. 


18 Jul 10 – 31 Mar 11  Rating period (normal rating period will run from 1 Apr - 31 Mar of the next year) 


1 Apr – 15 Apr 11  Supervisor writes appraisals , signs and gets reviewer to sign, passes to the squadron 


15 – 29 Apr 11  Group or squadron QC’s the appraisals, signs, approves award,  passes to FSMC  


2 – 6 May 11  FSMC enters ratings and awards (if applicable) into system passes back to supervisors 


16 – 30 May 11  Supervisors presents appraisal to employee - original to employee, keeping a copy in 971 


1 Jun 11  Rating effective date 


8 Jun 11  Awards (monetary or TOA), if applicable will be posted in paycheck/LES 





LN Evaluations


LN evaluations are required to be completed by 15 May.  These evaluations are done verbally with a summary annotation made to the employee's 971.  Supervisors should ensure the evaluations are completed and annotated, as CPS personnel will be doing employee 971 spot checks being the following month.





For additional guidance, please contact Civilian Personnel at 676-6416 





Interview Questions


The interview can be a very important part of the selection process and it 


can provide an evaluation of the quality of a candidate's experience and 


training. The responses to interview questions provide evidence of whether 


the candidate possesses the knowledge, skills, and abilities you are looking 


for.





The substance of interviews must be job-related. All substantive documentation on the interview should be kept and submitted to the Civilian Personnel Section (CPS) for inclusion in the recruitment folder. Interviews can be conducted in a face-to-face meeting or over the phone. If repeated efforts to contact candidates are unsuccessful, you should document this fact. Be sure the same questions are asked of each candidate being interviewed.





If interviewing, you must prepare your questions in advance so that the CPS may review them for consistency and regulatory compliance. A Civilian Personnel representative is available to sit in on interview panels as an observer at management's discretion. Please don't hesitate to contact for questions or concerns.
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Fair Labor Standards Act (FLSA)





The FLSA of 1938 is intended to provide overtime entitlements to lower graded employees.  All Wage Grade (WG) and Wage Labor (WL) employees and most nonsupervisory employees below the grade of GS-9 are covered by the FLSA.  These are “Non Exempt” employees. Supervisory employees and employees in grades of GS-11 and above are not covered by the Act.  These are “Exempt” employees.  It is important that supervisors know whether their employees are Exempt or Non Exempt.  This information can be found on the upper right corner, first page, of the position description.





The FLSA provides for minimum standards for wages and overtime entitlements as well as travel time and pay during non-work status; and specifies administrative procedures by which covered work-time must be compensated.





It is the supervisor’s job to be aware of the hours being worked by employees, particularly in the case of Non Exempt employees. Supervisors need to take positive steps to ensure such employees are not performing work outside their regular shift, unless overtime is approved in advance. This includes all necessary follow- up to ensure that your instructions regarding overtime work are carried out. Remember, overtime must be approved in advance. Exempt employees may work overtime without compensation if they so desire, including during lunch breaks, but should be discouraged from doing so.  However, they may not be directed or expected to work overtime without compensation.





For questions or concerns about FLSA, contact the Civilian Personnel Section at 676-3531





Other Helpful Websites


Air Force Personnel Center (AFPC)


�HYPERLINK "https://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/home.php"�https://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/home.php� 





Office of Personnel Management (OPM)


�HYPERLINK "http://www.opm.gov/"�http://www.opm.gov�





DFAS—MyPay


�HYPERLINK "http://www.dfas.mil/"�http://www.dfas.mil�





Civilian Vacancies 





39 FSS Website 


�HYPERLINK "http://www.39fss.com/"�http://www.39fss.com/�





USAJOBS


�HYPERLINK "http://www.usajobs.gov/"�http://www.usajobs.gov/�


 


Benefits and Entitlements Service Team (BEST):


�HYPERLINK "http://ask.afpc.randolph.af.mil/BEST/?prods3=272"�http://ask.afpc.randolph.af.mil/BEST/?prods3=272�





 


 


 


 





Your HR Team at 


Incirlik Civilian Personnel 


Section (39FSS/FSMC)





Mr. Vince Halverson, 


Civilian Personnel Officer





Welcome to our newest team member, Ms Trisha Duncan, coming to us from the AF Personnel Center in TX.





        		                   US Personnel  				                    LN Personnel 


Recruitment/Staffing/


EMR   �
Ms. Charlotte Kinser�
�
Staffing�
Mr. Ali Yoksuloglu�
�
Recruitment/Staffing�
Ms. Trisha Duncan�
�
Staffing/Benefits�
Ms. Tugba Borklu�
�
Priority Placement/Security Clearances/Staffing


�
Ms. Colleen Williams


�
�
Training/Products�
Mr. Nedim Cira�
�
Classification/Training�
Ms. Heidi Liebel�
�
Labor�
Mr. Fatih Akay�
�
							


		


39 FSS/FSMC


Unit  7075 Box 165


APO AE  09824


Email:  �HYPERLINK "mailto:39fss.fsmccivilianpersonnel@incirlik.af.mil"�39fss.fsmccivilianpersonnel@incirlik.af.mil� 
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