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WHAT’S NEW....








HR Advisory 2011-36


The purpose of HR Advisory 2011-36 is to highlight the importance of employing veterans in the Federal Government, and to remind human resource practitioners of the initiative to assist veterans transitioning from active duty service in accordance with Executive Order 13518.   Click �HYPERLINK "https://gum-crm.csd.disa.mil/app/answers/detail/a_id/13136/"�here� 








Employee Emergency Contact Information 


HR Advisory 2011-34 is a reminder to review, add and or update emergency contact information. Emergency contact information is necessary in the event the Air Force must contact an employee’s designated representatives following an employee's on-duty injury or death, or for any other emergency situation.





INSTRUCTIONS:


Log into the link �HYPERLINK "https://compo.dcpds.cpms.osd.mil/"�DCPDS Portal�, click on AF Region, Click on My Biz then on Update My Information, and accept the Privacy Act Statement.  To update, remove, or add emergency contact information follow these steps:


(1) Click on the Emergency Contact tab


(2) Click on Update, Remove, or Add.


(3) After you have made updates click the Submit button and you will receive a confirmation that your changes have been applied


(5) Click on Return to Overview


(6) At the bottom of the page click on Print Receipt to review your updates and print a copy for your supervisor to retain in the Supervisor-Employee Workfolder


(7) Close the Print Receipt page and logout





Although it is suggested that at least two contacts be identified, you need only designate a primary contact. If an alternate contact is designated, it is suggested that at least one be local and easily accessible.





Executive Order—Streamlining Service Delivery and Improving Customer Service


On 27 April 2011, President Obama signed Executive Order 12862 in order to improve the quality of service to the public by the Federal Government. To view the entire Executive Order; click �HYPERLINK "http://www.whitehouse.gov/the-press-office/2011/04/27/executive-order-streamlining-service-delivery-and-improving-customer-ser"�here�.





Telework Enhancement Act


The Telework Enactment Act of 2010 was signed by the President 9 Dec 10, authorizing and encouraging the use of telework in the federal government.  Attached you will find a fact sheet that we hope will answer all your questions. Any employee may apply through your supervisor, but the key points to remember are:  though anyone may apply, supervisors have the right to deny telework.   


� EMBED Word.Document.12 \s ���
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Procedures for Local National Job Application 


The following rules and procedures are applied for Local National candidates applying for jobs at 39th Air Base Wing (39 ABW) in Turkey. 





Applicants must complete the Local National Job Application Form for each vacancy announcement.  Current employees are given priority considerations without any guarantee for assignment through in-service placement before an outside applicant fills a vacant position. Applicants must indicate the title of the position for which you are applying on the form. Job applications must be received by the Civilian Personnel Section by the closing date of the announcement. Incomplete applications, and those which do not meet minimum qualifications, will not be considered. The Civilian Personnel Section cannot grant extensions for late applications.




















Vacant positions are filled solely on the basis of merit. It is US Air Force regulation to prevent nepotism; close relatives will not be employed in any situation where a supervisory relationship would exist, or as determined by management, a potential conflict of interest would exist. Qualifications and fitness for the job of candidates are determined through the review of qualifications, education, language proficiency and other job related tests, interviews as appropriate, and results of a background security investigation. 





Candidates whose application forms are accepted upon a preliminary review by the selecting supervisor will be called, by phone or mail, for English and/or other job related exams. It is the applicant's responsibility that the front page of application form bears an address and a telephone number to enable Civilian Personnel Section to reach the applicant. Application forms of non-selected personnel will not be retained nor returned. 





Link to Local National Job Application Form


�HYPERLINK "http://39fss.com/39FSS/Documents/cpo/TR-Jobs/Application-Form.doc"�http://39fss.com/39FSS/Documents/cpo/TR-Jobs/Application-Form.doc� 





For more information, contact Mr. Ali Yoksuloglu at 676-6578


























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/cps.html"�http://www.39fss.com/cps.html� 


Click U.S. Civil Service


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











EMR.





45-day Annual Leave Accumulation


The 45-day Annual Leave Accumulation allows certain overseas employees (those hired from CONUS) to carry over from one leave year to another, up to 45 days, or 360 hours, of annual leave before getting into a use or lose situation.  In the CONUS, the maximum leave carryover is 30 days or 240 hours.  Once you return to the CONUS, you retain the higher amount of annual leave carryover, UNLESS you ever drop below the 360 hours.  If you drop below, that lower figure or the usual 30 days, whichever is higher, becomes your carryover limit.  But try not to hoard your leave just because you can - there is too much to see and do over here.





�HYPERLINK "https://gum-crm.csd.disa.mil/ci/fattach/get/1270823/1301058189/redirect/1"�https://gum-crm.csd.disa.mil/ci/fattach/get/1270823/1301058189/redirect/1�





 








Service Credit Payment


The service credit program allows employees to make a deposit for periods of service during which they did not have retirement contributions taken from their base pay. Service credit payments also include periods of service where the contributions from base pay were refunded when the employee separated from Federal service. These types of service are often referred to as deposits or redeposits.





In July 08, the Office of Personnel Management (OPM) discovered the service credit system was not correctly calculating the amount of interest employees had to pay as part of the service credit deposit or redeposit payments. In order to rectify this error, OPM discontinued using the service credit program and began to manually calculate the deposit or redeposit amounts. OPM did not anticipate the deposit/redeposit system would be unavailable for so long and are currently reconciling all accounts by reapplying payments received during this timeframe and re-calculating interest to bring the accounts up to date.





As accounts are reconciled, OPM will forward a current statement to affected participants reflecting payments made, interest owed, and account balance information. If you have a deposit or a redeposit account with OPM and are not provided this information, contact OPM at screceipts@opm.gov. OPM will provide a response by email. (Ensure the email includes your name, date of birth, and CSD Claim Number.)





BENEFITS…..
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Online Personnel Services


The automated personnel system located at �HYPERLINK "http://ask.afpc.randolph.af.mil/"�http://ask.afpc.randolph.af.mil/�  is your window to your civilian employment. All new employees need to establish a USERID and Password for the automated system. This can be done online. It will ask you to verify certain information such as SSN, date of birth, service computation date, etc. Your service computation date is located on your Leave and Earnings Statement, or contact CPO to obtain this information. Once you have established a USERID and Password, you will be able to log in with just your CAC. 





STAFFING…..





Initial Probation or Trial Period for Civilian Employees


An employee must serve a probation period during the first year of his/her first permanent Federal appointment to determine fitness for continued employment. Some appointments require a two year trial period which is handled the same way as the one year probation.  This probation is an extension and continuation of the merit system competitive examination process required for initial entry into Federal civilian service.





During this probationary period, you will be evaluated by your supervisor for job performance and work behavior, as well as character, conduct, and attitude that directly affect job performance. Throughout the period your performance and conduct should be documented in your Supervisor's Employee Work Folder that is maintained by your supervisor





Supervisors are electronically notified when the trial period is nearing an end.  The supervisor will be required to provide certification in regards to your performance.  If no response is received from the supervisor, by default, you have met the requirements of the probationary period. 








REMINDER…..





Timecards due


Lately, timecards have not been turned in on time.  This will cause an employee not to be paid or correctly paid.  Please ensure timecards turned in on time.  They are due by COB on Tuesday the second week of the pay period.  It is the responsibility of the supervisor and employee to ensure payroll receives the timecard in time.  See attached Pay Period Calendar.  


� EMBED Word.Document.12 \s ���
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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.  To sign-up or for more information, call 676-3531.





U.S. Supervisory Brownbag Sessions (Date and time TBD)


Aug—RPA Request/Process





LN Supervisory Brownbag Sessions 


(Date and time TBD)


      


      Aug --"Do's and Dont’s:  


      What to allow and not


             to allow in the work area"





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.





Probationary Periods for Local National Employees


New Local National employees are automatically placed in a probationary status. Upon completion of the probationary period, supervisors are responsible for certifying as to whether the employee has performed satisfactorily or unsatisfactorily. Employees who perform unsatisfactorily may be separated. Employees who are found to perform satisfactorily will be given a "seniority" step increase upon completion of probationary period. 





Probationary Period for Local National employees in the M and FM (ie, manual labor and trade) category is 60 days; for employees in the CT (ie, administrative, professional) category is 90 days. 





For more information, please contact Mr. Ali Yoksuloglu at 676-6578.  

















Supervisor’s Employee Work Folder


Start in June, CPS reviewedthe Supervisor’s Employee Work Folder (971). This six-part folder is a set of records used in managing the performance of employees at the unit level IAW with AFPAM 36-106.  The following is a list of records normally maintained by the supervisor in the six-part Employee Work Folder. 





 Part 1 Core Document:  AF Form 1378, Civilian Personnel Position Description, or AF Form 1003, Air Force Core Personnel Document.


 Part 2 Supervisors Employee Brief (971): AF Form 971, Supervisor’s Employee Brief (Computer Generated).


 Part 3 Request for personnel Actions: SF Form 52, Request for Personnel Action.


 Part 4 Appraisals, Awards, Recognition & Self Evaluations:  Copy of employee Performance Appraisal and Backup Information, Letters of recognition, etc.


 Part 5 Employee Training:  Training Records, training certificates like Information Assurance, EMS, and other related training, etc. 


 Part 6 Miscellaneous:  Complaints of Indebtedness, Leave Schedules, DD Form 2365, DOD Civilian Employee Overseas Emergency - Essential Position Agreement, etc





Please contact Civilian Personnel Section for further guidance. 





Supervisor’s Work Folder 971 Folder





Military, Civilian and Non-US Citizen Employee Grade Equivalencies


Every once in a while, Civilian Personnel Section is asked questions about GS equivalent of a military rank, or the GS equivalent of a Local National classification.  The fact is there are no automatic equivalencies.  





Frequently, particularly with higher level officer positions, there seems to be an equivalency, such as most O-6 positions being equal to GS-15.  There are charts that give equivalencies between GS civilian positions and military ranks that are used for allowances, protocol, and Geneva Convention purposes, but not for job grading.  As it becomes necessary to determine the GS grade level of a military position, such as determining the base level of work supervised by a civilian supervisor, the duties and responsibilities of the military position must be audited and classified just like any civilian position.  The conversion is not automatic.





The grades of Local National (LN) positions and US civilian GS positions do not automatically convert either.  Similar to military positions, the duties and responsibilities of an LN position should be carefully reviewed to determine the LN grade level specific to Turkey.











Supervisor Resource Center (SRC)


The Supervisor Resource Center (SRC) is available for use by the entire workforce.  The SRC is the Air Force's resource for practical knowledge and tools to support supervision and leadership development.  This open Community of Practice (CoP) is a virtual clearinghouse of leadership development resources for emerging leaders, new supervisors and experienced supervisors seeking continuous learning.  We encourage use of the SRC by all personnel. 


The SRC can be accessed at:  �HYPERLINK "https://afkn.wpafb.afmil/src"�https://afkn.wpafb.afmil/src�





To obtain an SRC Fact Sheet go to the Civilian Training Resource Center at:





�HYPERLINK "https://www.my.af.mil/afknprod/community/views/home.aspx?Filter=22411"�https://www.my.af.mil/afknprod/community/views/home.aspx?Filter=22411�





Go to Systems Applications and scroll down to the SRC folder.  Also available for use in staff meetings and commander's calls is a printable SRC Tri-Fold.
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Turkish Employees and Their Supervisors:  Feast of Ramadan falls on Monday 29 August 2011, starts at 1300 hours and lasts thru Thursday 1 Sep 2011 as an official Turkish holiday. It is a 3 and a half days 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 need to be informed 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:  Ramazan Bayrami 29 Agustos 2011 Pazartesi günü saat 1300’te başlıyacak ve 1 Eylül 2011 Perşembe günü sonuna kadar devam edecektir.  Bayram 3,5 gün olup bütün Türk İşçileri için  resmi tatildir.  Önceden hazırlık yapmak ve/veya bayram günü kimlerin çalışması gerektiğini tesbit 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.  


























TURKISH NATIONAL NEWS…..





Other Helpful Websites





Air Force Personnel Center (AFPC)


�HYPERLINK "https://gum-crm.csd.disa.mil/app/login/redirect/"�https://gum-crm.csd.disa.mil/app/login/redirect/�





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





                                     U.S. 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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TELEWORK FACT SHEET

This fact sheet provides general information for civilian employees, supervisors, and managers concerning the Air Force Telework Program.  The fact sheet serves as interim guidance until the Department of Defense (DoD) publishes Instruction Number 1035.01 (currently being revised) and AF/A1PC supplements the DoD Instruction.  

References:

· Public Law 111-292, Telework Enhancement Act of 2011

· Public Law 106-346, 23 October 2000

· United States Office of Personnel Management’s Guide to Telework in the Federal Government, April 2011

· Department of Defense Instruction (DoDI) Number 1035.01, 3 April 2007, Telework Policy (under revision)

· Air Force Policy Directive 36-8, Employee Benefits and Entitlements and Work/Life Programs, 10 February 2009

GENERAL

· Air Force leadership actively promotes telework and is committed to workforce efficiency, emergency preparedness, and employee quality of life.

· Air Force telework program applies to all civilian employees, including those subject to applicable collective bargaining agreements.

· Telework is not an employee entitlement and not all employees are eligible to telework.

· Telework may be terminated at the discretion of the supervisor and/or commander.

· Telework may not be used as a substitute for dependent care.

· Telework must not diminish employee performance or organization’s mission. 

· Telework eligibility criteria should be applied impartially and consistently. 

· Telework training and written telework agreements are required.

· Teleworkers and non-teleworkers are treated the same for purposes of appraisal ratings, training, rewarding, reassigning, promoting, reducing in grade, retaining; removing employees; and work requirements or other acts involving managerial discretion.







TYPES OF TELEWORK

· Emergency situation telework.  Telework performed in an employee’s home or alternative worksite during a crisis situation or emergency event by those employees who perform duties in support of mission requirements during crisis situations or contingencies.

· Situational telework.  Telework that occurs on an occasional non-routine or ad hoc basis. Telework that occurs to complete short-term special assignments or to accommodate special circumstances is also considered situational even though the telework may occur continuously for a specific period.

· Unscheduled telework.  A specific form of situational telework where an employee on an approved telework agreement performs assigned official duties at home or other approved worksite when Government offices are closed because of an emergency event or open, but severe weather conditions or other circumstances disrupt commuting and compromise employee safety.

· Routine telework.  Telework in which telework occurs as part of an ongoing, regular schedule.



POSITIONS ELIGIBLE FOR TELEWORK

· Generally, all civilian positions are eligible for telework. 

· Supervisors should consider nature of work to be performed, and assess whether permitting telework would diminish employee performance or the mission.  

· Most, if not all, jobs include some duties that are considered to be “portable” in that they generally can be performed at any location.

· Examples of portable work are reading reports; analyzing documents and studies; preparing written letters, memorandums, reports and other correspondence; setting up conference calls, and similar tasks that do not necessarily require that an employee be physically present at the regular worksite.

POSITIONS NOT ELIGIBLE FOR TELEWORK 

· Positions that require, on a daily basis, direct handling of secure materials.

· Positions that require, on a daily basis, an on-site activity that cannot be handled remotely or at an alternative workplace (e.g. hands-on contact with machinery, equipment, or vehicles).

· Positions that require, on a daily basis, face-to-face personal contacts (e.g. direct patient care, counseling, teaching).

EMPLOYEES NOT TYPICALLY ELIGIBLE TO PARTICIPATE IN TELEWORK

· Employees whose performance or conduct warrants closer supervision than telework may provide.

· Employees whose last performance rating of record is below fully successful (or its equivalent); once performance is at fully successful, employee may participate in telework with supervisor approval. 

· Employees whose conduct resulted in disciplinary action within the past 12 months.  

· Employees recently assigned or newly appointed to trainee or entry level positions.

TRAINING

· Office of Personnel Management (OPM) has basic telework training modules (Telework 101) for employees and supervisors at www.telework.gov.

· Employees participating in telework must successfully complete the OPM interactive telework training program before entering into a written agreement to telework. Upon completion of training, employee fills in name on certificate and provides to supervisor.

· Supervisors with employees participating in telework must successfully complete the OPM interactive telework training program for managers.

· Telework training certificate is maintained by employee’s supervisor.



TELEWORK AGREEMENT – DD Form 2946

· All employees who are authorized to telework shall complete DD Form 2946, DoD Telework Agreement.  Form can be located at http://www.cpms.osd.mil/telework.

·  DD Form 2946 shall be signed and dated by employee and supervisor and maintained by employee’s supervisor.

· Telework agreements shall be reviewed at least every 2 years and revised when appropriate.

· A new DD Form 2946 should be completed when a new supervisor is responsible for the employee.

OFFICIAL WORKSITE

· Official worksite for an employee covered by a telework agreement is the location of traditional worksite for employee’s position (i.e., place where employee would normally work absent a telework agreement), as long as employee is scheduled to report physically at least twice each biweekly pay period on a regular and recurring basis to the traditional worksite.

· When worksite is changed from official worksite to telework location in a permanent arrangement, a Standard Form 50, “Notification of Personnel Action,” must be completed by the servicing human resources office.

· Employees are compensated based on location of their official worksite (i.e., when telework location is employee’s official worksite, locality pay would be based on location of telework site, not the traditional worksite).

WORK SCHEDULES AND COMPENSATION

· Employees who telework must be at their alternative worksite (or other locations with supervisor’s approval) during their scheduled tours of duty.

· Employees may not telework as a substitute for dependent care, e.g., child or elder care.

· Employees who telework may also have alternative work schedules at discretion of supervisor.

· Employees may work part of the day at their approved alternative worksite and part of the day at the traditional worksite to accommodate work schedules and personal commitments (e.g., to attend a training course or a medical appointment located near employee’s alternative worksite prior to reporting to traditional worksite).

· Premium pay provisions that apply to work at traditional worksite also apply to employees who telework. Employees may work overtime only when specifically ordered and approved in advance by the supervisor.  

TIME AND ATTENDANCE

· Time spent in a telework status must be accounted for and reported in the same manner as if employee reported for work at traditional worksite.

· Supervisors should establish appropriate procedures for documenting hours of work and approved leave for teleworkers to ensure telework hours are appropriately coded as regular and recurring, situational, or medical.

· Employees must record dates of telework accomplished so telework usage can be tracked.

PERFORMANCE MANAGEMENT

· Teleworkers and non-teleworkers shall be treated the same for the purpose of work requirements, periodic appraisals of job performance, training, rewarding, reassigning, promoting, reducing in grade, retaining and removal, and other acts requiring management discretion.

· Performance standards for employees that telework should be the same as performance standards for on-site employees.

· As with any supervisory relationship, work assignments to be performed or training to be accomplished while on telework should be agreed to, and understood, in advance of telework event.

· Supervisor’s expectations of an employee’s performance should be clearly addressed in the DD Form 2946. As with on-site personnel, employees shall be held accountable for the results that they produce while teleworking.

· Supervisors shall communicate expectations of telework arrangements, including work assignments, office coverage, and staff communication to teleworking and non-teleworking employees in the workgroup.

· Supervisors shall put procedures in place to maintain communication across all members of a workgroup.

· Supervisors are responsible for the effective functioning of the workgroup. However, employees are responsible for their availability and information sharing with the workgroup.

· Supervisors and employees are responsible for ensuring the success of the telework arrangement.









TELEWORK DENIAL AND TERMINATION

· A telework request may be denied by the supervisor.  A telework agreement may be terminated at discretion of supervisor or at employee’s request.

· When an employee’s request to telework is denied or an agreement is terminated by supervisor, reasons for denial or termination should be documented in writing and given to employee.  

· Denial of telework agreements should be based on business reasons (e.g., telework agreement fails to meet organization’s needs or employee’s performance does not meet prescribed standards).

· Supervisors are encouraged to discuss action with servicing Employee Relations Specialist prior to denying or terminating a telework agreement.

· Employees may dispute denial of telework, reasons given for denial, and termination of an existing telework agreement through Air Force Instruction 36-1203, Administrative Grievance System, 1 May 1996; bargaining unit employee may file a grievance through appropriate negotiated grievance procedures.



QUESTIONS AND ANSWERS

Q.  How do employees find out if their positions are eligible for telework and if they are eligible to participate?
A.  Supervisors are responsible for informing employees of their position telework eligibility as well as employee participation status.  

Q.  What are the types of telework arrangements?
A.  Generally, there are two common types of telework; 1) routine telework in which telework occurs as part of an ongoing, regular schedule, and 2) situational telework that is approved on a case-by-case basis, where hours worked were not part of a previously approved, ongoing and regular work schedule.  There is also emergency situation telework and unscheduled telework.  Definitions are provided under “Types of Telework.”

Q.  What is considered the official worksite for an employee who is not scheduled to report at least twice each bi-weekly pay period on a regular and recurring basis to a regular worksite?
A.  The location of the telework site (i.e., home or other alternative worksite) except in certain temporary situations.

Q. Can employees who participate in telework arrangements be required to return to the traditional worksite on scheduled telework days?  
A.  Yes. A recall to the office for operational reasons is not a termination of the telework agreement.

Q.  Can employees who participate in telework arrangements use their personal home computers if the organization cannot provide laptops with VPN connection?
A.  Yes.  Employees are responsible for the installation, repair, and maintenance of all personal equipment and other incremental costs associated with the residential workplace.  Operating costs associated with employee using his/her personal residence as the alternative worksite including home internet service provider, home maintenance, insurance, or utilities (e.g., heat, electricity) will not be assumed by Air Force. 

Q.  Are employees covered by Workers’ Compensation when injured or suffering from work-related illnesses while conducting official Air Force business at the telework location?
A.  Yes. Employees are required to report injury to supervisor as soon as possible.  

Q.  Who provides office supplies for employees who telework?
A.  Employee’s supervisor will provide office supplies, such as paper, toner, printer ink, etc., the same way as the traditional worksite.

Q.  What time card codes are used for Telework?
A.  Typically, the codes are as follows: 

TW – Telework Regular.  An approved telework schedule where an employee regularly works at least twice per biweekly pay period at an alternate worksite; 

TS – Ad hoc/Situational.  An approved telework arrangement performed on an occasional, one-time, or irregular basis; telework of less than one day per pay period is considered as ad hoc; 

TM – Telework Medical.  An approved telework arrangement for a particular employee as a reasonable accommodation under the American Disabilities Act.  Before using TM code, supervisor should consult with servicing Employee Relations Specialist for additional information.
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2011 Pay Period Calendar





Beginning of Pay Period = White on Blue	1st Friday Pay Day = Black on Pale Blue

End of Pay Period = Red on White (Pay Period Number for Tax Year)	2nd Tuesday Pay Day = Black on Tan

Holiday = Green on Yellow	2nd Thursday Pay Day = Black on Light Green

January	February	March	April

S	M	T	W	T	F	S	S	M	T	W	T	F	S	S	M	T	W	T	F	S	S	M	T	W	T	F	S



1 (1)


1	2	3	4	5	1	2	3	4	5	1	2



2	3	4	5	6	7	8	6	7	8	9	10	11	12 (4)


6	7	8	9	10	11	12 (6)


3	4	5	6	7	8		9 (8)



9	10	11	12	13	14	15 (2)


13	14	15	16	17	18	19	13	14	15	16	17	18	19	10	11	12	13	14	15	16



16	17	18	19	20	21	22	20	21	22	23	24	25	26 (5)


20	21	22	23	24	25	26 (7)


17	18	19	20	21	22		23 (9)



23	24	25	26	27	28	29 (3)


27	28	27	28	29	30	31	24	25	26	27	28	29	30



30	31





May	June


July	August



S	M	T	W	T	F	S	S	M	T	W	T	F	S	S	M	T	W	T	F	S	S	M	T	W	T	F	S



1	2	3	4	5	6		7 (10)


1	2	3		4 (12)


1		2 (14)


1	2	3	4	5	6



8	9	10	11	12	13	14	5	6	7	8	9	10	11	3	4	5	6	7	8	9	7	8	9	10	11	12		13 (17)



15	16	17	18	19	20		21 (11)


12	13	14	15	16	17		18 (13)


10	11	12	13	14	15		16 (15)


14	15	16	17	18	19	20



22	23	24	25	26	27	28	19	20	21	22	23	24	25	17	18	19	20	21	22	23	21	22	23	24	25	26		27 (18)



29	30	31	26	27	28	29	30	24	25	26	27	28	29		30 (16)


28	29	30	31



31



September	October	November	December

S	M	T	W	T	F	S	S	M	T	W	T	F	S	S	M	T	W	T	F	S	S	M	T	W	T	F	S



1	2	3	1	1	2	3	4		5 (23)


1	2		3 (25)



4	5	6	7	8	9		10 (19)


2	3	4	5	6	7		8 (21)


6	7	8	9	10	11	12	4	5	6	7	8	9	10



11	12	13	14	15	16	17	9	10	11	12	13	14	15	13	14	15	16	17	18		19 (24)


11	12	13	14	15	16		17 (26)



18	19	20	21	22	23		24 (20)


16	17	18	19	20	21		22 (22)


20	21	22	23	24	25	26	18	19	20	21	22	23	24



25	26	27	28	29	30	23	24	25	26	27	28	29	27	28	29	30	25	26	27	28	29	30	31 (1)

30	31



		Federal:

		New Years Day - 31 Dec 2010

		President's Day - 3rd Mon in Feb

		

Independence Day - 4 Jul

		

Columbus Day - 2nd Mon in Oct

		Thanksgiving - 4th Thurs in Nov



		Holidays:

		ML King day - 3rd Mon in Jan

		Memorial Day - Last Mon in May

		Labor Day - 1st Mon in Sept

		Veterans' Day Observed - 11 Nov

		Christmas Observed- 26 Dec





PPE 17 Dec 2011 - End of Tax Year for All Pay Days


