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DEPARTMENT OF THE AIR FORCE
39TH AIR BASE WING (USAFE)

[IDATE//

MEMORANDUM FOR SUPERVISORS/MANAGERS OF CIVILIAN EMPLOYEES

FROM: 39 FSS/FSMC

SUBJECT: Introduction to the Supervisor’s Guide to Personnel Issues

The Incirlik Civilian Personnel Section has developed this handy guide to assist supervisors in
understanding some basics on a variety of civilian HR programs that govern the processes to
accomplishing personnel actions. The topics covered in this guide will be informative as well as
interesting.

The guide discusses issues that you may encounter from leave administration to disciplinary actions.
While it may not cover every situation that will occur, we hope it will help explain the basics and
provide you with resources necessary to handle most situations.

If we can assist you in any way, please call us at 676-6416.

VINCE L. HALVERSON
Civilian Personnel Officer
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POSITION MANAGEMENT

As a supervisor, you play a vital role in planning and directing the work assignments in your
organization. If you’re new to your organization, take time to learn the organization before
making significant changes. Listen to employees who’ve been around for awhile. They will have
experience and lessons learned on what’s worked and what hasn’t. Make sure that employees are
keeping within their official position descriptions. If possible, contact a counterpart in another
section or another installation. You may find they have similar strengths and limitations, and can
offer lessons in managing the organization for success.

Employees should not be assigned work outside the primary purpose of their position. For
example, supervisors should not task admin support staff with higher graded senior-level work.
This is a foul and does not follow sound management principles for long term organizational
success or morale. Review the official position description for each of your employees. Contract
the Civilian Personnel Section for any questions concerning the purpose and duties of a position.

Organizations are authorized positions based on mission requirements and workload. Civilian
and military authorizations are listed on the Unit Manning Document (UMD) maintained by the
Manpower office. The UMD includes information such as the number of positions authorized,
grade/rank, occupational series, AFSC, and security access requirements. Any change to the
UMD requires an Authorization Change Request memorandum signed by the organization
Commander and submitted to the Manpower Office.

Individuals hired outside the UMD authorization are called “overhires”. Generally, units must
provide funding for overhire personnel. The 39 ABW Corporate Board must approve all overhire
requests. (APPENDIX E)

CLASSIFICATION

Position classification is a process through which Federal jobs (i.e., positions) are assigned to a
pay plan, series, title, and grade, based on consistent application of Office of Personnel (OPM)
standards. Position classification standards encourage uniformity and equity in the classification
of positions by providing a common reference across organizations, locations, and agencies.
Classification standards may cover one or many occupations. They usually include a description
of the work performed; official titles; and criteria for determining grades.

Classification flysheets describe the work, but refer the user to other standards or guides for
grading guidance. Some broad standards are issued as "functional guides” and provide criteria
for determining the grade level of work in multiple occupations.

Position classification standards and guidance covering most Federal positions are accessible on
the internet at: http://www.opm.gov/fedclass/index.asp for white collar positions, and
http://www.opm.gov/fedclass/html/fwsdocs.asp for trades, craft, and labor positions.
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A position, which has been identified as "supervisory”, is typically classified by applying the
General Schedule Supervisory Guide, online at http://www.opm.gov/fedclass/gssg.pdf . This
guide can be used to evaluate the grade level of General Schedule supervisory positions,
regardless of the occupation.

Accurate classification depends on position descriptions, called Core Personnel Document
(CPD). See APPENDIX B—SAMPLE: SCPD. You are responsible for preparing and
certifying accurate CPDs. CPDs should be reviewed every two or more years to ensure the duties
are current and reflect an accurate picture of the work assigned. These documents include duty
statements, performance standards, and recruitment information.

Duty statements are descriptions of duties assigned to the position. Assigned work should fall
within the scope of the position. CPDs typically have 3-5 major (or critical) duties. Each duty is
assigned a percentage of time dedicated to this task. Performance standards are assigned to each
duty that measure quality and quantity of work. Standards should be specific, measurable,
attainable, and time-bound. Additionally, CPDs include the knowledge, skills, and abilities
(KSA) required for successful completion of work. KSA’s are used to qualify individuals for the
position in the recruitment process. See APPENDIX B—SAMPLE: SCPD

Supervisor’s Role in Classification

Each manager and supervisor having the authority to establish, abolish, or assign duties to
positions will:

++ Exercise the concepts of sound classification and position management practices,
principles and procedures.

+ Establish and maintain within his or her area of responsibility an effective position
structure consistent with approved mission, manpower authorizations and
administrative authorities.

% Advise manpower, civilian personnel or other appropriate offices and provide
pertinent documents relative to proposed organizational and position structure changes.

%+ Assign duties, responsibilities, and authorities to positions to achieve optimum
balance of economy, effectiveness and productivity, skill utilization, employee
motivation and development in conformance with the objectives of sound position
management. If the position is to be used for purposes other than those indicated by the
manpower document, appropriate changes must be sought through manpower channels.

+¢ Consider the impact on all other positions in the function, and coordinate with the
civilian personnel flight before assigning duties to any position that may result in a
grade change.

¢ Prepare individual Position Descriptions (PD) for subordinate positions when an
adequate SPD does not exist.
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“* Review and certify at least once every four years to the accuracy of each PD for
which accountable.

+» Execute all administrative requirements of AFI 31-501, Personnel Security Program
Management for certification or recertification of individuals assigned to positions
designated sensitive (ie, designated as requiring a Secret or Top Secret clearance).

+* Initiate request for personnel action whenever position changes are required.

+ Be familiar with the classification and qualification standards for those occupations
that constitute the core of the supervisor's organization in order to:

o Participate with the position classification specialist in determining the classification
of all new or changed positions in terms of applicable standards and available SPDs.
Advise employees of their assigned duties and responsibilities and of the grade
controlling aspects of their position.

o Advise employees of their right to review classification standards and of their
grievance and appeal rights regarding position classification.

o Support the classification program by defending classification decisions to
subordinates.

“+ When working with developmental positions, supervisors will ensure that employees
are provided with the necessary training to progress to the next higher grade in the
career ladder in a timely manner or document specific performance deficiencies if the
employee will not be promoted in a timely manner. Supervisors must also ensure that
the employee has demonstrated the potential to perform at the full performance level at
the next higher grade in a career ladder before initiating action to promote the
employee.

+¢ Periodically review with each employee his or her official PD to determine if it
contains a statement of each major duty currently assigned and being performed, noting
any significant change since it was last reviewed.

Preparing a Core Personnel Document (CPD)

Once you’ve determined the work required to accomplish the mission, you’re ready to prepare a
CPD. First, identify the Pay Plan/Title/Series/Grade. Example:

Pay Plan: General Schedule (GS)
Title: Secretary

Series: 0318

Grade: 05

The General Schedule pay plan is most common for white-collar civilian positions (working in
an office setting). Wage Grade and Wage Labor pay plans exist among traditionally blue-collar
positions. Titles are generally prescribed by OPM classification standards. Series are determined
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by classification standards and may loosely be compared to the AFSC used to categorize
uniformed/military positions. Grade is determined by classification standards in the federal
evaluation system. Supervisors may not upgrade a position based on performance of an
individual or use the grading system as a recruitment or retention incentive. Supervisors should
use awards and other incentives for this purpose.

The Air Force Manpower Agency (AFMA) has developed a library of Standard Core Personnel
Documents (SCPD) applicable to many Air Force positions. The SCPD Library is a useful and
time-saving resource for supervisors and should be your first stop for help in developing CPDs.
In many cases, you will find the SCPD can be applied to your position without any changes.

It is Air Force policy to use these SCPDs to the maximum extent possible. If an SCPD exists for
your position, and you choose not to use it, you must obtain a waiver from HQ USAFE.

SCPD Library (AF Portal): https://www.my.af.mil/gcss-
af/lUSAF/ep/contentView.do?contentType=EDITORIAL&contentld=cF575FC8E211B4B56012
11C73188103FC&channelPageld=s6925EC1336E40FB5E044080020E329A9

FAIR LABOR STANDARDS ACT (FLSA)

The FLSA 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 you know whether your employees are
Exempt or Non Exempt. This information can be found on the upper right corner, first page, of
the CPD.

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

It is your job to be aware of the hours being worked by all your employees, particularly in the
case of Non Exempt employees. You need to take positive steps to ensure they are not
performing work outside their regular shift unless you, or higher-level management, have
ordered/authorized the work to be done at that particular time. This includes all necessary
follow- up to ensure that your instructions regarding overtime work are carried out.

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.
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AFFIRMATIVE EMPLOYMENT

What happens when | need to fill a vacancy?

As soon as you know an employee will be leaving his/her position, submit a Request for
Personnel Action (RPA) Checklist, requesting to fill the vacant position. See APPENDIX A—
SAMPLE: Request for Personnel Action (RPA) Checklist for details on how to fill out the
document. Generally, the Civilian Personnel Section will contact you and your employee up to
eight months in advance of DEROS to find out whether the employee intends to extend his/her
tour. If the employee does not intend to extend, we will assist the supervisor in beginning the
recruitment process. Always check with Civilian Personnel Section for the latest version of the
RPA Checklist.

Vacancy Planning

Vacancy planning is anticipating and using all available flexibilities and strategies to maintain
your workforce. Your Civilian Personnel Human Resources Specialist/Assistant can help you
through this process by further explanation of strategies and helping you find ways to fill your
vacancies.

Some of your vacancies planning responsibilities are:

» Determining a valid vacancy exists
> Initiating the fill request action
» Defining and capturing the work to be performed
o Understanding the job, its functions, duties, responsibilities, and skill requirements
» Ensuring there is an accurate core document or position description
» Considering issues that may impact hiring, such as:
o Local activity requirements
o Bargaining unit agreements (CONUS)
o Funding
o Hiring considerations
> Internal or external recruitment needs
» Developmental or journey level
» Duration of work (temporary or permanent)
» Affirmative action goals
» Work schedule (full-time, part-time, seasonal, intermittent)
» Mandatory placement programs:
o DoD Priority Placement Program (PPP), Reemployment Priority List (RPL) and,
> Interagency Career Transition Assistance Plan (ICTAP)
» Area of consideration for advertising (availability of applicants)

What is a Stopper List? PPP, RPL, ICTAP, MSP?

You might hear the term “stopper list” when discussing civilian recruitment. This list may
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appear as one of the following three programs. These programs are designed minimize the
adverse effects on federal civilian employees, who, through no fault of their own, are affected by
management-initiated actions. Mandatory selection program requirements must be followed
when a vacancy to be filled is subject to one or all of them.

Priority Placement Program (PPP) is a placement program for employees adversely affected
by management-initiated actions such as Reduction-In-Force (RIF), base closure, contracting
out, and transfer of function. When a vacancy occurs, well-qualified personnel, who have pre-
registered in a program, may match the requirements of your vacancy. Registrants must be
considered and sometimes selected before any recruitment sources can be pursued. PPP is the
appropriate program for placement of employees subject to RIF, overseas returnees, and spouses
of active duty military members and federal civilian employees.

The Reemployment Priority List (RPL) is a statutory program that requires agencies to give
reemployment consideration to former competitive service employees of an agency separated by
RIF or employees who have fully recovered from a compensable injury after more than 1 year.
RPL registrants must be considered before certain recruitment sources.

The Interagency Career Transition Assistance Plan (ICTAP) is a government-wide
placement program requiring activities to give placement consideration to well-qualified
displaced employees (e.g., impacted by RIF) from other Federal agencies that apply for
vacancies the agency is filling from outside its current workforce.

Military Spouse Preference (MSP) allows the spouse of an active duty member or Air Force
civilian employee to be given preferential treatment in the selection. MPS may only be used once
during a sponsored tour and all spouses must meet minimum qualifications.

What are my hiring options?

Positions may be filled from any source consistent with the priorities established in the AFMAN
36-203, Staffing Civilian positions, subject to the requirements of AFMAN 36-204 Overseas
Employment, and other pertinent Office of Personnel Management(OPM). Department of
Defense (DoD), and AF procedures or special employment programs.

The standard Area of Consideration (AoC) for all positions is DoD-wide. When PCS funded are
not authorized, recruitment will be limited to the local area to include, as a minimum, all DoD
employees in that area.

Spouse/family member employment will be maximized in keeping with DoD policy.
Spouses/family members will be given an appointment appropriate to their personal competitive
status. Current regulations/requirements for centrally managed positions will apply.

There are two main sources of applicants to choose from. The following list provides a brief
description of internal and external hiring options.

1. Internal Candidates (current federal employees within Air Force, military spouses in a
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permanent DoD appropriated fund appointment):

* Detail: Temporary assignment to a position, at the same grade. No change in pay.

* Reassignment: An assignment to a position at the same grade.

* Change to Lower Grade: An assignment to a position at a lower grade.

* Promotion: Temporary, term, or permanent. Some temporary promotions may be made
without competition among applicants.

* Career Ladder: Restructured positions that are filled in a manner to allow an employee to
develop, through training, to the journey level.

2. External Candidates (the general public, former federal employees or current federal
employees from a different agency):

e Schedule A 213.3106(b)(6) Military Spouse and Family Members

* Reinstatement eligible: Former federal employees who may be hired based on a previous
permanent appointment.

* Transfer: Movement from one federal agency to another. May or may not involve a
grade change.

* Delegated Examining Authority: Authority delegated to AFPC to issue an announcement
open to the general public (not prior active duty or permanent federal employee).

* OPM Registers: Vacancy announcements issued by OPM that are open to the general
public (not prior active duty or permanent federal employee). OPM charges a fee for this
service with the hiring activity providing the funding required.

» Temporary Appointment Authority: Appointments made to fill short-term position not
expected to last more than one year. The appointment may be extended for a maximum of
one additional year.

» Term Appointment: An appointment made for special projects/workload lasting for more
than one year but not exceeding a total of four years.

* Former Overseas Employees: Appointments that may be made of eligible employees
returning to CONUS.

* Veteran’s Recruitment Appointment (VRA): An authority to hire Vietnam era and
certain post-Vietnam era veterans.

* Veteran's Employment Opportunity Act (VEOA): An authority to appoint an eligible
veteran who may not otherwise be eligible for other appointments.

* Disabled Veterans: Veterans who have a current notice of a service connected
compensable disability of 30% or more from the VA.

* Persons with Disabilities: Facilitates the hiring of individuals who are severely
handicapped.

* Student Educational Employment Program (SCEP): Student programs where the student
attends school and works when not in school.

* Interchange Agreements: Allows certain employees of one federal personnel system to
move to another federal personnel system (e.g., DOD Non-appropriated Fund to
Appropriated Fund).
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Position Designation of National Security and Public Trust Positions

With each request for personnel action (RPA) to recruit/fill, supervisors must submit a
certification of the position sensitivity. The position sensitivity identifies factors, such access to
information and government resources, that if misused could pose a risk to national security.
This designation prompts the kind of security clearance required for the position (eg,
Background Check, Secret, Top Secret).

All of our positions at Incirlik have such a code; however, supervisors are responsible for
reviewing requirements and certifying current designation accordingly. The position description
and any other supplemental information (e.g. management and security office input) must be
carefully evaluated to assess the nature of the position.

The Position Designation Automated Tool (PDAT) provides a standardized method for assigning
position sensitivity designations based on national security position criteria in accordance with
title 5 Code of Federal regulations, sections 731 and 732. Supervisors should work with their
security managers and manpower for assistance on position determination.

Based on the selections made in Steps 1 through 3, the tool will assign Tier 1/2/3 under
“Designation Level,” Non-Sensitive/Non-Critical Sensitive/Critical-Sensitive/Special-Sensitive.

Supervisors must print a copy of the summary to document the designation. The summary
should be signed, dated, and maintained in accordance with instructions from the CPS.

The tool and information on position sensitivity determinations can be found at OPM’s website:
http://www.opm.gov/investigate/resources/position/index.aspx

Tracking your Request for Personnel Action

Supervisors may track requests for personnel action through the AFPC RPA Tracker. This
application is located in AFPC Secure website, accessible with your CAC card.

Candidate Referral Certificate and Making the Selection

The referral certificate will be issued by the Human Resource (HR) Specialist at AFPC. The
certificate will contain the names of qualified candidates. Selecting Officials have 15 days to
make a selection. Please be aware that if no selection is made from the valid certificate(s)
originally requested and issued, and/or management desires additional recruitment, the RPA will
be closed and a new RPA must be submitted by the selecting official.

When selecting someone for a vacancy, the selecting official’s task is to select the individual
who is best suited for the position from among a list of qualified eligible candidates.
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Remember to:
* Compare all candidates with the same job related criteria
* Consider awards, training, and education related to the vacancy
* Make your decision based upon job related requirements
* When available, use information such as:
0 The candidate's application/resume
0 Previous supervisor's recommendations
0 Performance Evaluations
0 Interviews Refer to the HQ USAFE Staffing Framework (below)
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Attachment 3

USAFE Recruitment Priorities

Quick Reference

Step

Order of Preference/Referral

Remarks

Military Spouse Preference (MSP) on LWOP
any agency, AND MSP with reinstatement
eligibility

AND

Internal DoD employees eligible for
noncompetitive in-service placement, i.e.,

repromotion, reassignment and change to lower
grade candidates

MSPs block promotions if best
qualified (regardless of status),
AND block appointments

Management may select any of the
noncompetitive in-service placement
candidates without regard to a
military spouse preference

Civilian Spouse on LWOP, AND Civilian
Spouse with reinstatement eligibility

AND

Internal DoD employees eligible for
noncompetitive in-service placement, i.e.,
repromotion, reassignment and change to lower
grade candidates, if not referred in Step 1 above

Blocks appointments, including
reinstatements, transfers, and
conversions

Management may select any of the
noncompetitive in-service placement
candidates without regard to a
civilian spouse preference

Current DoD employees, including promotion
candidates

AND

External Military Spouse Preference eligible for
Sch A Excepted Service Appointments

Four or more MSPs at this level
block referral of candidates at Step 4
and below

External Family Member Preference eligible for
Sch A Excepted Service Appointments

FMPs at this level block referral of
candidates at Step 5 and below

Other external recruitment sources, including
family members who have used/lost their
preference, federal service—wide candidates,
VEOA, NAF, DEO, and VRA and 30% when
the CPO determines the position is hard to fill

Overseas Limited Appointment Authority
(new announcement required)

Based on severe shortage of
candidates as defined in (5 CFR
301.201 and 337.202)
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INTERVIEW QUESTIONS

Once a list of candidates has been compiled an interview process may be necessary. There are a
few good tips when interviewing employees. The following guidance has been provided to assist
you in establishing your interview questions.

What happens in an interview? Candidates are asked questions about their experience,
training, etc., that is pertinent to the job to be filled. Questions should deal with experience,
training, or some other concrete type of answer from the candidate. These answers should
provide evidence of whether the candidates possess the knowledge, skills and abilities (KSAs)
necessary for successful accomplishment of the position duty requirements. For example, the
KSA of —ability to give oral presentations to large groupsl may be one to be examined in the
interview.

A good interview question might be —What experience to do you have giving oral presentations
in front of large groups?l. In the questioning, the interviewer could ask what the size of group
addressed was, if the audience was hostile, and to what extent the candidate participated in
preparing the presentation. This question is objective, it doesn’t lead the candidate to an answer,
it seeks to find enough information for the interviewer to make a decision, and it is job related.
Incorrect questions for this KSA would be: —Do you have trouble speaking before large groups?
or —Can you speak well?

Do not formulate hypothetical cases and ask the candidate to provide possible solutions.
This is a test! For example, a KSA that is typically found in a supervisory job is the —ability to
delegate your workl. A good interview question would be —What experience do you have in
delegating work, what was the workload, how many subordinates did you have, what were the
situations?l Do not ask; —What would you do in the following situation — You have 1,000
cartons to deliver in two days time; your supply clerk is on leave; how do you get the cartons
delivered?l. This type of test question is not objective and there is no right answer.

Do not ask questions that have an obvious answer and provide no means for distinguishing
between candidates. The question, —Do you like working with people?l has an obvious
response. A question such as —What experience have you had in dealing with the public?l
would be more useful.

Some questions have been included in so many interviews that candidates may expect
them. These questions are such as —Why do you want this job?l There is no right answer.
Candidates tend to have prepared answers to these kinds of questions aimed at what they think
interviewers want to hear. This type of question adds nothing to the interview.

The vocabulary used in interview questions should be geared to the level of candidates.
Specialized terminology or organizational abbreviations, which may intimidate or confuse the
candidate, should not be used.
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ILLEGAL QUESTIONS

In cases of position qualifications and conditions of employment, the Civilian Personnel Section
will verify suitability. Do not ask interview candidates’ basic personal information as this may be
misinterpreted as a qualifier for non-selection.

Age

National Origin

Race/Color

Religion

Sex

Military Discharge

Economic Status

Security Clearance

Personal Plans

Participation

Marital Status

Education Affiliation

Supervisor's Handbook

Any question, which tends to identify applicants over 40 years of
age.

What is your national origin? What language is spoken in your
home? What is your native language?

Any comments or questions which directly or indirectly relate to
race or color.

What church do you attend? What religious holidays do you
observe?

Any inquiry into gender. What are your plans regarding having
children in the future? Do you mind having a male/female
supervisor? Can you work with a group of men/women?

Were you honorably discharged from military service?

Do you have a good credit rating? Do you have any trouble with
bill/collection agencies?

Do you have a secret/top secret/other security clearance? Note: If
the position requires a certain type of security clearance, this
condition can be stated.

Do you have plans to live in this area long?

Do you plan to take saving bond, contribute to the Combined
Certain Activities Federal Campaign, join the coffee club, join the
Air Force Association?

Are you married/divorced/separated/widowed? With whom do
Family you live? Do your children live with you? Is your
husband/wife in the military?

Any questions asking specifically the nationality, racial, or
religious affiliation of a school. Any question asking for education
level in general, not relating specifically to the job being filled.
(Questions relating to the job to be filled and how the applicant’s
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Organizational

Affiliations

Work Schedule

academic, vocational or professional education may fulfill the
KSAs are acceptable.)

To what organization, societies and clubs do you belong? Do not

Include any whose name or character, indicate the race, religion,
creed, color, national origin, or ancestry of its member. (Questions
related to the job to be filled and how the candidate’s participation
in the organization may fulfill KSAs are acceptable.)

Any questions relating to child care, ages of children or other non-
Travel job related areas. (If the job to be filled has special
requirements — travel, overtime, unusual work schedule — these
conditions may be stated.)

It is hoped this information will make the preparation of interview questions easier for you as the
selecting supervisor. The CPS Staffing Specialists are always available for assistance in this

matter when needed.

Supervisor's Handbook
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MERIT SYSTEM PRINCIPLES

Merit system principles are a series of critically important rules that govern the operation and
management of the federal work force. Taken as a whole, they are designed to ensure that the
federal work force is recruited, managed, and rewarded based on merit, rather than political
affiliation or other non-merit factors.

The merit system principles are specifically reflected in law at 5 U.S.C. 2301. In plain language,
they require managers and supervisors to adhere to the following principles:

e Recruit qualified persons from all segments of society then select and advance them
on the basis of merit after fair and open competition.

e Treat employees and applicants fairly and equitably, without regard to political
affiliation, race, color, religion, national origin, sex, marital status, age, or
handicapping condition, and with proper regard for their privacy and constitutional
rights.

e Provide equal pay for equal work, and recognize and reward excellent performance.
e Maintain high standards of integrity, conduct, and concern for the public interest.

e Manage employees efficiently and effectively.

e Retain, reward, and separate employees on the basis of their performance.

e Educate and train employees when it will result in better organizational or individual
performance.

e Protect employees against arbitrary action, personal favoritism, or coercion for
partisan political purposes.

e Protect employees against reprisal for "whistleblower" activity; that is, the lawful
disclosure of information concerning violations of law, mismanagement, a gross waste
of funds, an abuse of authority, or a substantial and specific danger to public health or
safety.

The underlying principle of the Air Force Merit Promotion Program is the identification,
qualification evaluation, and selection of candidates made without regard to political, religious,
labor organization affiliation, marital status, race, color, sex, national origin, non-disqualifying
physical or mental handicap, or age and shall be based solely on job- related criteria in
accordance with legitimate position requirements.
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The Merit Promotion Program is directed toward:

» contributing to the accomplishment of mission goals by staffing positions with high-
quality employees;

» providing career opportunities for employees and ensuring that all employees are fully
informed of those opportunities;

» bringing to the attention of management high-quality employees who have the capacity to
perform in more responsible assignments;

» fostering and facilitating the mobility of employees in the interest of broadening their
experiences and increasing their qualifications;

» ensuring the maximum utilization of employees in positions for which they are best
qualified;

» ensuring that the skills, qualifications, achievements, and promotion potential of

» employees are recognized and fairly considered in the staffing process;

» encouraging employees to improve their performance to develop their knowledge, skills,
and abilities.

A sound merit promotion program properly administered and fully supported by management
officials and employees at all levels is essential to the staffing of an effective and highly
motivated civilian work force.

PROHIBITED PERSONNEL PRACTICES

The list of prohibited practices is contained in the law at 5 U.S.C. 2302(b).

In plain language, the law prohibits supervisors/managers from taking the following action:

>

Discriminating on the basis of race, color, religion, sex, national origin, age, handicapping
condition, marital status, or political affiliation.

Soliciting or considering any personnel recommendation that is not based on a personal
knowledge or records of job-related factors such as performance, ability, aptitude, general
qualifications, character, loyalty, or suitability.

Coercing an employee to perform or support political activity.

Deceiving or deliberately obstructing any person who is attempting to compete for
employment.

Influencing or attempting to influence any person to withdraw from competition for the
purpose of improving or injuring the prospects of another person for employment.

Granting any preference or advantage not authorized by law, regulation, or rule to any
employee or applicant to improve or injure the prospects of another applicant.
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» Hiring, promoting, or influencing the hiring or promotion of a relative.
> Retaliating against an employee for whistle blowing activity.

> Retaliating against employees or applicants for exercising their appeal rights; for testifying or
cooperating with an Inspector General or the Special Counsel; or for refusing to comply with
an instruction that would require him/her to break the law.

» Discriminating based on personal conduct or actions that do not adversely affect an employee
or applicant's job performance.

» Violating any law, rule, or regulation implementing or directly concerning the merit
principles.

» Violating veteran's preference by taking or failure to take a personnel action.

No FEAR Act

On May 15, 2002, President Bush signed the Notification and Federal Employee
Antidiscrimination and Retaliation Act (No FEAR Act), which increases Federal agency
accountability for acts of discrimination or reprisal against employees. One purpose of this act,
which took effect on October 1, 2003, is to require that "Federal agencies be accountable for
violations of antidiscrimination and whistleblower protection laws". Pub. L. 107-174, Summary.
The Department of the Air Force provides this notice to employees and applicants for
employment to inform them of the rights and protections available to you under Federal
antidiscrimination, whistleblower protection and retaliation laws.

Whistleblower Protection Act of 1989

A "whistleblower" discloses information he or she reasonably believes evidences:
» A violation of any law, rule or regulation
» An abuse of authority
» A substantial and specific danger to public health
» Gross mismanagement
» A gross waste of funds
» A substantial and specific danger to public safety

For more information, go to the U.S. Office of Special Counsel http://www.osc.gov/
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SUPERVISOR’S EMPLOYEE WORK FOLDER AND BRIEF (AF FORM
971)

The Supervisor’s Employee Work Folder is the repository for the supervisor to maintain
essential information on the employees he or she manages. It is a management document that
should be maintained by the supervisor. The Supervisor’s Employee Work Folder will contain
sensitive information such as social security numbers, counseling comments, for official use only
documents, copies of personnel actions, etc., which should be safeguarded and protected.
Therefore, supervisors should manage and protect the Work Folder in accordance with the
Privacy Act of 1974 guidance.

Supervisor Employee Brief Air Force Form 971. While any type of folder can be used as an
employee work folder; the six-sectioned folders are recommended and work very well. Upon
opening the work folder, you should see the AF Form 971, Automated Supervisor’s Employee
Brief on the left panel. If you do not have one or if the one in the folder needs replacing, request
one by contacting the Civilian Personnel Section (CPS).

Any human resources specialist receiving the request will be able to provide you with a current
AF Form 971 on your employee(s). These forms are generated from the civilian automated
system. The AF Form 971 is used to record personal emergency information and to document
significant events and discussions supervisors have with employees regarding performance,
recognition, training, conduct, etc. Employees have a right to see notes documented on the AF
Form 971 concerning performance or conduct.

The following is a list of additional records normally maintained in this folder.
Supervisor’s Employee Work Folder contents:

* The most current AF Form 971, Automated Supervisor’s Employee Brief

* Current Position Description

* Training records, including Formal Training Plans

* Leave schedules

* AF Form 860B, Civilian Progress Review Worksheet

* Most recent AF Form 860A, Civilian Performance and Promotion Appraisal
* Pending personnel actions, awards recommendations, etc.

* Disciplinary/adverse action backup materials

» Complaints of indebtedness

NOTE: Medical documentation, including injury compensation forms, suitability and/or
security information must not be maintained in this folder. Other official folders are established
for this purpose.

Employee Work Folders must be maintained in a secure area that guards against unauthorized
access Yyet is readily accessible for you to enter notes and other documentation.

22
Supervisor's Handbook August 2011



Disposition of Supervisors Employee Work Folder:

* When an employee is selected for reassignment, change-to-lower grade, or promotion, the
losing supervisor forwards the complete work folder to the gaining supervisor within 10 days.

* When an employee is transferred to another Air Force installation or other Federal agency, or
separates for reasons other than military service or adverse action, the folder is destroyed after 60
days. However, appraisals and training records should be forwarded to the CPS to forward to the
gaining base.

* When an employee enters military service, the work folder is sent to the CPS.

* When an employee is separated by adverse action, the work folder is maintained with the
supervisor until no longer needed. CPS advice should be obtained before destruction.

LEAVE ADMINISTRATION

AFI 36-815, Absence and Leave, explains the various types of leave available and when each
should be used. It is important to note that if an employee is not at work, he/she must be covered
by some type of leave (annual, sick or leave without pay) which must be requested by the
employee and approved by the supervisor. Employees may use the OPM 71, Request for Leave
or Approved Absence. Otherwise the employee is absent without leave (AWOL) until the
employee makes the appropriate request.

Annual Leave

Since annual leave is a significant benefit for all permanent employees, it is very important that
there is a mutual employee-management responsibility to plan and schedule the use of annual
leave throughout the year. Supervisors must administer leave on a fair and equal basis within the
scope of applicable laws, regulations and directives.

In approving leave, supervisors must consider the needs of the organization and also the needs
of the employee. Authority to approve leave requests is normally delegated to the lowest
supervisory level (immediate supervisor) having personal knowledge of the work requirements
and the employees leave record. Supervisors are responsible for ensuring that all employees are
informed of the procedures they must follow in requesting and using leave. Leave policies may
be given to employees in writing or verbally. An annotation can be made in the 971 folder to
document the procedures were discussed.

The employee is responsible for: being dependable and reporting to work at a regular time each
day, requesting annual leave in advance and reporting unexpected or emergency leave needs to
the supervisor as soon as possible following the established office procedures.

Amounts of annual leave earned are based on years of service. If the employee has three years
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or less of service they earn four (4) hours each pay period, for a total of 104 hours each calendar
year (two weeks and three days). If the employee has three to fourteen years of service they will
earn six (6) hours each pay period, except the last pay period in which they will earn ten, for a
total of 160 hours (or four weeks). Employees with over fifteen years of service will earn eight
(8) hours each pay period for at total of 208 hours (or five weeks and one day). Maximum
annual leave carry over each year is 240 hours or thirty days.

Annual leave can be advanced up to the amount that would be accrued during the rest of the
leave year. For example: if an employee requests advance annual leave in July, he/she can be
advanced the amount they earn per pay period times the number of pay periods left in the year.

Sick Leave

Sick leave is allowed for medical, dental, or optical examination or treatment. It may be used
when the employee is unable to report to work due to illness, injury, pregnancy, or confinement.
Also, a limited amount of sick leave may be used when a member of the employee’s immediate
family requires care as a result of illness, pregnancy, or medical, dental, or optical examination
or treatment; or to make arrangements necessitated by the death of a family member or attend the
funeral of a family member. It may also be used to make arrangements for adoption-related
activities or to participate in drug or alcohol counseling programs.

» Sick leave becomes available for use at the beginning of the pay period during which it is
earned.

» There is no limitation on the amount of sick leave that may be carried forward from one
year to another.

> Sick leave is requested by the employee prior to any medical appointment or examination.
Even though submitted with proper evidence, requests for sick leave for non-emergency
medical appointments may be denied if it is determined that the employee’s services are
needed.

> If an employee is absent because of illness, injury, exposure to a contagious disease, or
other circumstances of incapacity, which are not known in advance, leave must be
requested as soon as possible after the beginning of the absence (normally within the first
two hours of the work day and according to established leave requesting procedures).

» For absences of three days or less, sick leave must be requested on the first day and every
additional day unless the supervisor expressly relieves the employee of this requirement.

» Sick leave of more than three consecutive days must be supported by medical
documentation unless the supervisor specifically waives this requirement or a physician
did not attend the employee. If the employee did not see a physician, the employee must
show satisfactory evidence of incapacity.

» When there is reason to believe that an employee is abusing sick leave, medical
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documentation may be required for absences of three days or less. This requirement must
be limited to cases of suspected abuse and can be imposed only after the employee has
been specifically informed in writing of the requirement.

> If there is any doubt as to the validity or adequacy of the medical documentation presented
to support a request for sick leave, the medical officer at the installation may be requested
to review the documentation submitted and to consult the employee’s physician for
additional information.

» Where evidence does not justify the approval of sick leave, the absence may be charged to
annual leave or leave without pay (LWOP) with the employees consent or charged to
AWOL.

» Employees may be advanced up to 30 workdays of sick leave for serious disability, illness,
incapacitation, or confinement due to pregnancy. The request must be supported by
medical documentation.

» Employees may be advanced up to 13 workdays of sick leave each year for the care of a
family member or for bereavement purposes.

> If abuse of sick leave is suspected, contact the Civilian Personnel Section/Employee
Management Relations section for assistance in preparing an abuse letter. This can be the
first step in improving the attendance of an employee, or may begin the disciplinary
process.

Leave Without Pay

Leave Without Pay (LWOP) is requested by the employee. LWOP is a temporary non- pay
status and is an authorized absence from duty approved by the supervisor.

» An employee does not have to exhaust annual leave before requesting LWOP.

» DO NOT confuse LWOP with Absence Without Leave (AWOL). AWOL is charged for
unauthorized absence or absence for which the employee’s leave request was denied.
LWORP is an approved absence from work.

» By law, LWOP must be granted for:

o Disabled veterans to cover an absence for medical treatment related to a service
connected disability.

o A member of the Reserves or National Guard to perform military training duties.
(LWOP-US)

» Other reasons for granting LWOP:

o Protecting an employee’s status and benefits pending action by the Office of
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Workers’ Compensation.

o To avoid a break in service for career or career-conditional employees who are
dependents of a military or federal civilian employee who must relocate because
of the transfer of the head of the household.

» There is no maximum prescribed by law or regulation on the amount of LWOP, which
may be granted. However, supervisors should consult with CPS before approving
extended periods of LWOP. LWOP of more than 30 consecutive days must be made a
matter of record in the employee’s Official Personnel Folder. A Request for Personnel
Action (RPA) must be submitted for all LWOP-US regardless of length of time.

Military Leave

> If an employee is a member of the National Guard or an Armed Forces Reserve, up to 15
days of military leave may be granted for training or active duty. A copy of the orders
and evidence that the duty was performed will be submitted by the employee.

» For entitlement to military leave, employees must:

o Be amember of the Reserve or National Guard

o Be afull-time, part-time or indefinite employee who does not have an intermittent
schedule

o Be serving in an appointment that is not limited to one year or less.

Court Leave

Court leave is an approved leave of absence from work without loss of pay or charge to annual
leave to perform jury duty in a federal, state or municipal court. Court leave is also permitted
when serving as a witness, if the United States, the District of Columbia, or state or local
government is a party.

Except in extreme cases of necessity, it is Air Force policy not to request that an employee be
excused from jury duty on the basis of Air Force employment.

An employee is expected to return to work if there are four or more hours remaining in the

workday. If the employee fails to report to work as directed, annual leave, LWOP or AWOL is
charged for the excess time involved.

Excused Absences

Excused absence is time off without charge to any type of leave or loss of pay. The following
lists some of the situations that may be excused:

» For unavoidable absence, brief periods of early dismissal, and brief periods of tardiness

26
Supervisor's Handbook August 2011



less than one hour.
» Voting and voter registration in a government election. (See AFI 36-815, paragraph 8.4).

> Job related conferences and conventions where attendance is in the best interest of the
Government.

Consultation with Operating Officials, EEO Counselor, or CPS Staff.

Blood donations are excusable for up to four hours, if needed.

Treatment of an on-the-job injury when treatment is received on the date of injury.
Required physical examinations for fitness for duty, occupational health programs, etc.
Air Force job interviews within the local commuting area.

Official participation in military funerals.

Participation in civil defense activities and exercises at the activity where employed.

vV V VY Vv VvV V V VY

Participation in physical fitness activities. See MAFB Supplement 36-815.

Family Medical Leave Act (FMLA)
Full-time or part-time employees completing 12 months of service (not required to be recent or
consecutive) are covered under the FMLA. They are entitled to a total of 12 administrative
workweeks of unpaid leave (leave without pay) during any 12-month period for:

» The birth of a son or daughter and care of the newborn.

» The placement of a son or daughter with the employee for adoption or foster care.

» The care of a spouse, son, daughter, or parent of the employee with a serious health
condition.

> A serious health condition, as defined in 5 CFR 630.1202, of the employee that makes the
employee unable to perform duties of their position.

Employees are entitled to up to 26 weeks of unpaid leave during a single 12-month period to
care for a parent, spouse, son, daughter or next of kin who is a service member with a serious
injury or illness:

Serious injury or illness must have been incurred in the line of duty while on active duty in the
Armed Forces.
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Any “regular” FMLA leave taken is subtracted from the 26 weeks.

Employees must give proper notification (30-days advance notice of intent) and medical
certification. The request may not be retroactive and may be taken intermittently.

Upon return from FMLA leave, the employee must be returned to the same position held when
the leave began or an equivalent position with equivalent benefits, pay, status, and other terms
and conditions of employment.

While on FMLA leave, the employee is entitled to maintain health benefits coverage under the
FEHB Program. If the employee is on leave without pay under the FMLA, the employee is
responsible for paying the employee share of the health benefits premium.

Family and Medical Leave Act Procedures

The Family and Medical Leave Act of 1993 (FMLA), provides certain employees with up to 12
workweeks of unpaid, job-protected leave a year.

If an employee requests FMLA leave (and the employee must invoke it) the supervisor must
first determine eligibility. An employee must have worked 1,250 hours during the previous 12-
month period to be eligible. The supervisor will complete form WH-381,

Employer Response to Employee Request for Family or Medical Leave, and can be found at the
following Website: http://www.dol.gov/esa/whd/forms/index.htm. This form will identify all
eight requirements that the employee should have in writing.

The first question from this form is informing the employee if they are eligible:
> If the employee is not eligible, notify them and do not proceed with the form.
> If the employee is eligible, complete the entire form (Civilian Personnel Section (CPS)
will assist). Medical documentation will be necessary to prove “serious medical
condition”.

The requested leave will count against the FMLA entitlement if they are eligible.

Medical certification is necessary and should always be provided; a specific date (that the
medical information must be submitted) can be identified on the form. Form WH-380,
Certification of Health Care Provider, may be used for this purpose and found at the following
Website: http://www.dol.gov/esa/whd/forms/index.htm.

The employee is allowed to substitute paid leave if they have it available.

Health Benefit premiums will continue to be paid by the Employee (arrangements can be made
to pay them directly if in a LWOP status for an extended period of time). Employees should be
directed to the CPS for more information on the health premium payments. Basic life insurance
premiums will be made by the Agency for up to one year.

The employee should be required to supply medical documentation that they are well enough to
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report back to duty.

The supervisor may request that periodic reports (or interim reports) be supplied on specified
dates. If the original medical documentation is clear, the supervisor may wish to waive this
requirement.

If the leave needed is not consecutive dates, the supervisor may require the employee to provide
recertification on the serious medical condition.

All supporting documentation should be forwarded to the CPS. Standard letters can be obtained
through CPS for approved and denied leave.

Leave Transfer Program

This program allows an employee who has a medical hardship to become a leave recipient. The
leave recipient must have exhausted all sick and annual leave to be eligible. Only annual leave
can be transferred or donated directly from other employees. OPM Form 630, Leave Recipient
Application, OPM Form 630A, Request to Donate Annual Leave, is available for recipients and
donors at www.opm.gov.

TIME AND ATTENDANCE HELPFUL HINTS
Approving Official’s Responsibilities:

When approving time and attendance reports, supervisors, other equivalent officials, or higher
level managers are representing that, to the best of their knowledge, the actual work schedules
recorded are true, correct, and accurate. Review and approval shall be made by the official,
normally the immediate supervisor, most knowledgeable of the time worked and absence of the
employees involved. The approving official may assign responsibility for observing daily
attendance or accurately recording time and attendance data to a timekeeper or in limited
circumstances as addressed in DoD Financial Management Regulation, Volume 8, Civilian Pay
Policy and Procedure. Assignment of these duties does not relieve the approving official of the
responsibility for timely and accurate reporting of the time and attendance to which he or she
approves, and to ensure that leave is administered in accordance with applicable policies,
regulations, instructions, and the bargaining agreement. The supervisor shall inform the
timekeeper when an employee is on any type of leave, or has worked any type of premium work.
An alternate timekeeper shall be appointed to maintain time and attendance daily during the
absence of the primary timekeeper.

Timekeeper’s Responsibilities:

Timekeeping is a critical function, which may be performed by the individual employee,
timekeeper, supervisor, or a combination of these individuals. The timekeeping function

29
Supervisor's Handbook August 2011



requires the accurate and timely recording of time and attendance data and the maintenance of
related documentation.

Timekeepers may be civilian or military personnel. Individuals performing the timekeeping
function are responsible for timely and accurate recording of all exceptions to the employee’s
normal tour of duty. Ensuring that employees have attested to the accuracy of their current pay
period’s time and attendance (including any exceptions such as use of leave) and any
adjustments or corrections that are required after time and attendance is approved. These
attestations shall be documented (in writing or electronically) including: a manually completed
hard copy (e.g., a sign-in, sign-out sheet), a printout of an automated record (e.g., a time and
attendance report) with the employee’s signature (written or electronic), or initials affirming the
correctness of the data, or an automated or electronic record retained on magnetic medium. If
the employee is not available prior to the approval of the time and attendance, then attestation
shall be documented as soon thereafter as possible. Ensuring that all entries for overtime and
compensatory time earned have been approved, and totals are correct before certification.
employee.

An AF form 428, Request for Overtime, must be completed prior to overtime being worked and
must be kept on file for 6 years for auditing purposes.
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QUICK REFERENCE

LEAVE CODES

LA - Leave Annual

LH - Leave Holiday

LS - Leave Sick

LM - Leave Military

LN - Leave Administrative

LC - Leave Court

LU - Traumatic Injury (Establishes injury)
LT - Traumatic Injury (COP — 45 days leave)
LY - Time-off Award

HOLIDAY CODES

HG - Holiday Worked (graded)
HF - Holiday Worked 1st Shift

HS - Holiday Worked 2nd Shift
HT - Holiday Worked 3rd Shift
HC - Holiday Callback

FAMILY MEDICAL LEAVE ACT and FAMILY FRIENDLY L EAVE ACT
DA - Care of Newborn (son/daughter)(FMLA)

DB - Adoption or Foster Care (FMLA)

DC - Care of Spouse, son, daughter or parent with serious health condition (FMLA)
DD - Serious health condition of employee (FMLA)

DE - Care for a family member or bereavement (FFLA)

DF - Absence due to adoption (FFLA)

COMPENSATORY and OVERTIME

CB - Travel Comp Time Earned OS - Overtime Scheduled

CC - Compensatory Callback OU - Overtime Unscheduled
CE - Compensatory Time Earned OC - Overtime Callback

CF - Travel Comp Time Taken CT - Compensatory Time Taken

LEAVE NON-PAY OVERTIME
KA - LWOP

KB - Suspension

KC - AWOL

KD - OWCP

KE - Furlough

KG - Military Furlough (LWOP-US)

NOTE FOR FAMILY LEAVE: In order to ensure family leave is entered correctly on the
appropriate date, please annotate the code (DA, DB, DC, DD, DE, or DF) in the "Job Order
Number™ block (to the left of the "Type Hour" block) on the timecard. The code LS is annotated
in the Type Hour block. If regular sick leave is also taken during the same pay period than a

separate block for that LS time is utilized on the next available line.
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PERFORMANCE MANAGEMENT

The Civil Service Reform Act of 1978 requires that the performance appraisal rating be used as
the basis for decisions to reward, assign, train, promote, retain, or remove employees.

AFI 36-1001, managing the Civilian Performance Program, covers performance management
related issues. The rating cycle runs from 1 April — 31 March. During the first 30 days of the
rating cycle (or the employee’s starting date) the supervisor should review the Performance Plan,
AF Form 860 or Core Personnel Document, AF Form 1003, with the employee and discuss
performance expectations. This review is annotated on the core document with the supervisor
and employee’s signature. Performance feedback should be done quarterly using the AF Form
860B, Civilian Progress Review Worksheet.

Performance Ratings

Performance evaluations are done on a two-tier system, either Acceptable or Unacceptable. The
ratings are given using the AF Form 860A, Civilian Rating of Record at Appendix . On this
form the supervisor assesses the employee’s performance using the elements and standards
established in the Performance Plan or Core Personnel Document. An Acceptable rating
indicates the employee met the requirements of all performance elements (or duties). An
Unacceptable rating indicates that the employee did not meet the requirements in one or more of
the elements (or duties). Performance ratings have a direct impact on employees in that
acceptable performance ensures they are eligible for within grade increases (WGIS).
Unacceptable performance makes them ineligible for within grade increases. Until they have
had the opportunity to improve and demonstrate an acceptable level of performance after being
placed on a Performance

Improvement Plan (PIP), the WGI is withheld.

On the AF Form 860A each element (or duty) is rated as met or not met. If for some reason one
element has not been observed during the rating cycle it should be marked as “Not Observed” or
“Not Rated” and thus not rated. However, if a particular element is continually not rated it may
warrant review to see if it should be removed from the Performance Plan or Core Personnel
Document. Based on the element ratings, the overall rating can be given. Remember, all
elements are now critical so not meeting one element means the overall rating is Unacceptable.

Part B of AF Form 860A is mandatory for GS-14 and GS-15 employees and purely optional for
all other grades. It should include what the employee has done; how well they did it and the
impact it has had on mission accomplishment.

Part C of AF Form 860A is used only when issuing a Performance Award. Comments should be
written in bullet format to justify why an award is warranted for each employee based on duty
related performance during that cycle. Each base determines how they will distribute
Performance Awards and develops their own methods for achieving this. Each year HQ AU
provides to organizations the total amount of their awards pool.
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Part E of the AF Form 860A certifies the rating by having the rater (supervisor) and reviewer
(2nd level supervisor) and Quality Control Review (QCR) Official signatures. Recommended
ratings and/or awards should not be discussed with employees. As management officials, you
are required to support the final approved rating and award determinations made by higher level
reviewing officials.

Part F is for assigning ratings for the nine appraisal factors that are inherent in all positions.
These are used as merit promotion factors. Employees applying for promotion positions, once
determined qualified for the position will be ranked using these factors. The appraisal factors are
an assessment of work behavior to be considered predictive of performance at the next higher
level and therefore should not be used in granting a performance award.

After the appraisal has been signed off by the Rater, Reviewer, QCR, and performance awards
are annotated on the form if applicable, the appraisal may then be issued to the employee.

It is your responsibility as the supervisor to go over the appraisal with employees and explain
their ratings.

This is also a good time to review the core document with the employee to ensure they clearly
understand the duties of the position as well as identify any changes that may need to be made to
the core document. After the review, the supervisor and employee should sign and date the
form.

Unacceptable Performance

If you are concerned about a performance problem, do not wait until the appraisal rating to
inform the employee. The employee should be given ample time to improve performance before
an Unacceptable rating is issued. The supervisor should inform the employee, in writing, exactly
which element(s) they are not meeting and why. They should explain to the employee what is
needed for improvement and how they will assist them in bringing performance up to an
acceptable level. This is called a Performance Improvement Plan or PIP. Please consult with a
Human Resources Specialist prior to issuing a PIP.

Awards

Rewarding employees for performance above and beyond what is expected or for a onetime
event can be done in several ways. The most widely used is the Time off Award. This is
initiated with a SF-52, Request for Personnel Action. The supervisor can approve up to eight
hours and must include both a certification that the cost of time lost is well justified by the
benefit realized by the Air Force from the employee’s contributions and a justification for why
the Time Off Award is warranted. Anything over eight hours should be approved through the
Group Commander or equivalent. Forty hours is the maximum given for any one award and no
more than eighty hours can be given to one employee in a year. This includes any time off that
is given in conjunction with the performance award program.
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A Time-Off Award or other incentive award may be considered during the performance cycle to
recognize an employee for a specific accomplishment or act, but care must be taken to ensure the
employee is not rewarded twice for the same performance.

Other incentive awards that are available are Notable Achievement Awards, which includes a
certificate and $25 to $500 cash award and Special Act or Service Award, which includes a
certificate and $300 to $50,000 cash award. These are initiated by submitting an AF Form 1768,
Staff Summary Sheet, with justification that describes the achievement with the proposed
citation attached and is contingent on approval from finance. Civilian Achievement Awards,
[Exemplary Service Awards, Letters of Commendation and Letters of Appreciation can also be
done.

AFI 36-1004, Managing the Civilian Recognition Program
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Air Force Honorary Awards

Letter/Certificate of Appreciation AFI1 36-1004 Act or service that is above average.

(Individual or Group)

Letter/Certificate of Commendation AFI1 36-1004 Any unusual achievement or contribution

(Individual or Group) beneficial to the Air Force, but not meeting the
criteria for a cash award.

Command Civilian Award for Valor AFI1 36-1004 Demonstrating unusual courage or competence in

(Individual) an emergency, either on or off duty (but beyond

the call of duty). Example: Supervising orderly
exit from building during fire, executing proper
course of action during an emergency.

AF Civilian Award for Valor (Individual) | AFI 36-1004 Act of heroism with voluntary risk of personal
safety in the face of danger, on or off duty.
Example: Approaching or entering burning
aircraft to rescue trapped victims.

Exemplary Civilian Service Award AFI 36-1004 Clearly outstanding service supporting a
(Individual) command mission for at least 1 year or a single
act that significantly contributed to command
mission. Action must clearly demonstrate how
Employee exceeded service expected of
Individuals With similar responsibilities

Meritorious Civilian Service Award AFI 36-1004 Outstanding performance worthy of recognition
(Individual) for significant accomplishments with command-
wide impact. Individuals must have performed
assigned duties for at least 1 year. This award is
not appropriate for individuals about to retire.

Civilian Achievement Award AFI1 36-1004 Designed to be the civilian equivalent to the AF
(added Jan 03) Achievement Medal. Superior accomplishment
on a particular project or assignment overcoming
unusual difficulties, performance of assigned
duties with special effort or innovation resulting
in significant economies or creative efforts that
made important contributions to science or

research.
Outstanding Civilian Career Service | AFI 36-1004 Outstanding career service meriting recognition
Award at the time of retirement demonstrating
(Individual) significant accomplishments, leadership,

unusual competence, & significant impact upon
the AF mission through out the employee’s

Career.
Decoration for Exceptional Civilian | AFI 36-1004 Exceptionally distinguished service &
Servi