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Welcome to the world of supervision and management in the Federal Civil Service System.

This pamphlet contains excerpts from the Personnel Management Information and Support System.  It contains some of the most frequently addressed issues by managers and supervisors.  

The website is located at www.afpc.af.mil/permiss and contains hundreds of items relevant to employment in federal civil service.  Neither the website nor this pamphlet is designed to be all inclusive.  Questions and specific issues should be directed to the Civilian Personnel Flight so the appropriate specialist can assist you. 
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GENERAL SUPERVISORY INFORMATION

Mandatory Elements & Standards for Supervisors

All civilian supervisors must have "Personnel Management Responsibilities" addressed in their performance work plan. The following are the key elements which must be considered when evaluating a supervisor's performance: 

· Equal Employment Opportunity 
· Security Program 
· Safety and Health 
· Performance Management 

· Position Management 
ELEMENT: Performs supervisor personnel management responsibilities. 

STANDARDS: 
· Regularly applies equal employment opportunity principles to ensure personnel are treated in a manner free of discrimination. 

· Customarily educates subordinates and complies with security and safety directives. 

· Routinely manages performance management issues dealing with performance plans, performance feedback, performance ratings, and where appropriate awards and corrective actions. 

· As a rule, practices sound position management by periodically reviewing organizational structures and functional assignments to ensure position descriptions are accurate and designed to achieve the most effective and economical utilization of personnel. 

	References: 
AFI 36-1001, Managing the Civilian Performance Program


Supervisory or Managerial Probation Period

An employee must serve a probation period before initial assignment as either a supervisor or manager becomes final. It applies when assigned to their first supervisory or managerial position. Length of the probation period is normally one year, but may not be less than six months. 

After selection, employee is notified of the requirement to successfully complete a probation period. Second level supervisors/managers are required to provide guidance and training on supervisory and managerial skills and techniques to subordinate supervisors who are on probation. Performance monitoring must be done using the normal performance plan (5-Level or 2-Level) and it is recommended that periodic performance discussions are accomplished and documented. 

The Civilian Personnel Flight (CPF) must be notified as soon as it becomes clear that the employee lacks the necessary aptitude or skill required in the position. If the employee does not satisfactorily complete the probation, he/she has a right to be returned to a non-supervisory or non-managerial position of no lower grade and pay than the previous non-supervisory position held. 

Prior to the end of the probation period you will be asked to certify the successful completion of the employee's probation period. This certification is retained in the employee's Official Personnel Folder maintained in the CPF. 

Supervisor's Employee Work Folder & Brief
(AF Form 971)

It is Air Force policy that you have access to certain types of information regarding the employees you supervise. The Civilian Personnel Flight (CPF) provides you with employee information contained in the automated Defense Civilian Personnel Data System (DCPDS) to aid you in carrying out your supervisory responsibilities. This information must be maintained in an official Employee Work Folder & Brief. You should have a work folder for each employee you supervise. 

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 
· Training records, including Formal Training Plans 
· Leave schedules (unless kept in central office files) 
· Current AF Form 1378, Position Description or AF Form 1003, Air Force Core Personnel Document 
· AF Form 860, Civilian Performance and Promotion Appraisal - Performance Plan (5-Level) or Civilian Performance Plan (2-Level) 

· Most recent AF Form 860A, Civilian Performance and Promotion Appraisal - Performance Rating (5-Level), or Civilian Rating of Record (2-Level) 

· 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. 

The automated Employee Brief, AF Form 971, is used to record personal emergency information and to document significant events and discussions you have with your employees regarding performance, recognition, training and conduct. Documenting is your responsibility and should not be assigned to clerical personnel. Employees have a right to see and initial notes concerning performance or conduct, and may review the contents of their work folder upon request. 

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

Disposition of 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 work folder is destroyed after 60 days. 
· When an employee enters military service, the work folder is sent to the CPF. 
· When an employee is separated by adverse action, the work folder is maintained with the supervisor until no longer needed. CPF advice should be obtained before destruction. 
	References: 
AFPAM 36-106, Supervisor's Records 
AFI 36-114, Guide to Personnel Record Keeping


Prohibited Personnel Practices

Prohibited personnel practices are those things a Federal employee with personnel authority may not do. A Federal employee has personnel authority if they can take, direct others to take, recommend, or approve any personnel action. This includes appointments, promotions, discipline, details, transfers, reassignments, reinstatements, or any decisions concerning pay, benefits, and training. Changes to the law were made to protect whistleblowers and people with veterans preference. A personnel action includes any significant change in duties, responsibilities, or working conditions which is inconsistent with the employees salary or grade. People with personnel authority -- managers and supervisors - - are charged with avoiding prohibited personnel practices. 

PROHIBITED PERSONNEL PRACTICES 

· Don’t DISCRIMINATE on the basis of race, color, religion, sex, national origin, age, handicapping condition, marital status, or political affiliation. 

· Don’t SOLICIT or CONSIDER any personnel recommendation or statement not based on personal knowledge or records of performance, ability, aptitude, general qualifications, character, loyalty, or suitability. 

· Don’t COERCE an employee’s political activity. 

· Don’t DECEIVE or OBSTRUCT any person with respect to such person’s right to compete for employment. 

· Don't INFLUENCE a person to withdraw from competition. 

· Don’t GRANT any preference or advantage not authorized by law, regulation, or rule. 

· Don’t EMPLOY or PROMOTE a relative. 

· Don’t RETALIATE against a whistleblower, whether an employee or an applicant. 

· Don’t RETALIATE against employees or applicants who exercise their appeal rights, testify, or cooperate with an inspector general or the Special Counsel, or refuse to break the law. 

· Don’t DISCRIMINATE based on actions not adversely affecting performance. 

· Don’t VIOLATE any law, rule, or regulation implementing or directly concerning the merit principles. 

· Don’t VIOLATE veterans' preference requirements. 
Avoiding prohibited personnel practices will not guarantee you will never have to defend a decision or action, but it will give you a firm basis from which to start. You should remain conscious of: 
· merit system principles and prohibited personnel practices; 

· problems you can cause yourself by not keeping the legal requirements in mind. 

	References: 
5 USC 2302, Prohibited Personnel Practices  


LEAVE

AIR FORCE POLICY

Leave is an important and significant benefit for all employees.  There is a mutual employee-management responsibility to plan, and schedule the use of annual leave throughout the year.  The scheduling of leave is so important that by law it is a prerequisite to the restoration of annual leave that may be forfeited because of exigencies of the service or because of sickness.

Managers must administer leave and excused absences on a uniform and equitable basis within the scope of applicable laws and regulations.  They must base their decisions to deny leave requests and cancel approved leave on the necessity of the employee's services.  Denial or cancellation of leave is not disciplinary in character and must not be used as a punitive measure.

In granting leave, managers must consider the needs of the Air Force and welfare of the employees.  Authority to approve leave requests is normally delegated to the lowest supervisory level having personal knowledge of the work requirements and the employee's leave record.

The Standard Form 71 (SF71), Request for Leave or Approved Absence is available for the purpose of requesting leave.

Annual Leave 

Every January you should establish an annual leave schedule of all your employees, especially those employees who have "use" or "lose" leave which would otherwise be forfeited if not taken by the end of the leave year. This schedule will change throughout the year, but it will provide you with tentative staff availability for planning purposes. 

Employees have a responsibility to properly schedule and request leave; however, failure on their part to do so does not relieve you of the responsibility to ensure that employees are provided the opportunity to take their leave as scheduled. Previously approved annual leave may be canceled when the employee's absence would adversely affect workload/production. 

Disciplinary action may be taken if an employee fails to follow locally established leave procedures or disobeys a disapproval of a request for leave, especially when it occurs repeatedly. 

Employee annual leave requests, approvals, and denials should be documented in the Supervisor's Employee Work Folder, as well as documentation regarding instances where proper leave requesting procedures were not followed. 

Annual leave is accrued as follows:

Employees with less than three years service receives 4 hours per pay period.  Employees with more than three years service but less than 15 accrue 6 hours per pay period for the first 25 pay periods and 10 for the last pay period in a cycle.  Employees with more than 15 years accrue 8 hours per pay period.  All annual leave an employee will earn during the leave year becomes available for use at the beginning of the leave year.

When annual leave is granted:  

Employees are granted annual leave to allow them time off for vacations and for personal and emergency purposes.  Except in cases of emergency, annual leave must be requested and approved in advance of the actual leave.  Supervisors should consider employee's desires and personal convenience as well as the work situation when granting leave.  Arbitrary decisions must not be made to deny leave.

Restoration of forfeited annual leave:

Annual leave which would otherwise be forfeited may be restored when it is lost because of exigencies of the service or sickness of the employee or when an administrative error causes the loss of leave otherwise accruable.  Before forfeited leave may be considered for restoration, use of the annual leave must have been requested, scheduled, and approved in writing before the start of the third biweekly pay period before the end of the leave year.  Leave restoration is approved/disapproved by 14th FTW/CC.

	References:
AFI 36-815, Absence and Leave 
5 CFR 630, Absence and Leave 
5 USC Ch 63, 


Sick Leave

Amount of sick leave earned: All employees on a basic 40 hour workweek or 80 hour biweekly work schedule earn four hours of sick leave per pay period regardless of length of service.

Use of sick leave: Sick leave is a qualified right of the employee and may be used for the following absences:

· When incapacitated for performance of duties by physical or mental illness.

· For medical, dental, or optical treatment.

· When a member of an employee's family (as defined in the AFI) is afflicted with a contagious disease and requires the care and attendance of the employee, or when through exposure, the presence at work of the employee would endanger others.

· To participate in drug and counseling programs

· To make arrangements for adoption related activities.

How sick leave is requested and approved: Sick leave for prearranged medical and dental appointments must be requested in advance of the appointment.  Other sick leave must be requested as soon as possible after the beginning of the absence (normally within the first hour or two).  For absences of 3 days or less, sick leave must be requested on the first day and each subsequent day.  Over 3 days must be supported by appropriate medical documentation.  As a general rule, sick leave is not approved for a period of absence which an employee is engaged in outside employment.

You have the right and responsibility to question sick leave use, and in cases of suspected abuse require medical documentation for all sick leave absences. Employees using what appears to be excessive amounts of sick leave, with no medical documentation to prove incapacitation, should be counseled concerning the proper use of such leave and told of their responsibility to utilize it only for authorized purposes. Disciplinary/adverse action may be taken if an employee fails to follow locally established leave procedures or there is evidence that sick leave is being abused. 

Sick leave for prearranged medical, dental or optical treatment should be requested in advance. Sick leave for absences because of illness, injury or other circumstances which could not be anticipated will normally be requested by telephone within two hours after the beginning of the work period. You must advise employees of the call-in or emergency leave requesting procedures for your workcenter. Employees may be entitled to additional sick leave under the Family and Medical Leave Act (FMLA) of 1993. 

Limited amount of sick leave use for family care: Sick leave may be used to provide care for a family member as a result of physical or mental illness, injury, pregnancy, childbirth, or medical, dental, or optical appointment, or to make arrangements for the death of a family member.  A full time employee may use up to 40 hours sick leave annually to care for a family member.  An additional 64 hours is available as long as the employee maintains a balance of at least 80 hours.

	References:
AFI 36-815, Absence and Leave 
5 CFR 630, Absence and Leave 
5 USC Ch 63, Leave 


Excused Absences

Excused absence is an administratively authorized absence from duty without loss of pay or charge to leave. AFI 36-815 states that supervisors may excuse employees for period of less than one hour for brief periods of tardiness, unavoidable absences and periods of early dismissal or may give the employee the opportunity to take approved leave or comp time. 

Certain excused absences are annotated on the employee's Time and Attendance Sheet; other periods of absence not covered on the Time and Attendance Sheet should be documented on the Supervisor's Employee Brief. 

Absences which may be excused, if specific regulatory criteria are met, include: 

· Rescue or protective service work 
· Brief and occasional periods of tardiness 
· Voting or voting registration 
· Medical donor programs 
· Taking employment examinations 
· Consultation with operating officials, civilian personnel officials, and employment interviews 
· Medical examinations for Federal service 
· Attending job-related meetings and conferences 
· Off-the-job training during regularly scheduled duty hours 
· Military funerals 
	References: 
AFI 36-815, Absence and Leave 
DoD 1400.25-M, Subchapter 630 DoD Civilian Personnel Manual, Leave



Leave Without Pay (LWOP)

Leave-without-pay (LWOP) is a temporary non-pay status and an authorized absence from duty, or when the employee has insufficient annual or sick leave, or compensatory time available to cover an approved absence. An employee does not have to exhaust annual or sick leave before requesting LWOP. By law, you should grant LWOP to: 

· Disabled veterans for medical treatment for a service-connected disability 
· Members of the Reserve or National Guard for military training duties 
· All LWOP-US actions will be documented on the SF-50 including actions of 30 days or less. This enables personnel/payroll offices to have a record of military service deposits for retirement purposes and entitles employees to make up contributions to the Thrift Savings Plan (TSP). 

· An employee who requests LWOP under FMLA 
By law, you must grant LWOP to: 

· Protect an employee who is receiving Workers' Compensation or has a pending claim for an on-the-job injury/illness 
· Career and career-conditional employees who are dependents of: (a) a military member; (b) a federal employed head of household; or (c) a non-federally employed head of household who has been transferred by their employer 
· Career and career-conditional employees who are dependents of a military member or a federal civilian employee, or who are dependents of an individual who is employed by private company and who must relocate because of the transfer of the head of the household 
Employees whose travel and transportation are covered by their sponsor's eligibility are granted LWOP for a period of up to 150 calendar days. The position may be filled immediately once the employee's LWOP begins. Extensions may be granted by the immediate supervisor. 

LWOP in other cases should be granted only when it is apparent that it will result in increased job capability, protection or improvement of employee's health, or retention of a desirable employee. 

LWOP of more than 30 consecutive days must be made a matter of record in the employee's Official Personnel Folder. An employee requests LWOP through the immediate supervisor using an SF 52, Request for Personnel Action, which is then submitted to the Civilian Personnel Flight. 

	References: 
AFI 36-815, Absence and Leave 


Absence Without Official Leave (AWOL)

Absence Without Official Leave (AWOL) is an absence that has not been approved by the supervisor and results in no pay for the time absent. It constitutes a violation of the leave benefit provisions outlined in applicable regulations. 

Recording an absence as AWOL is not a disciplinary action. It does not mean that the employee had insufficient reason for requesting leave, but rather the employee's presence is required at work, and the reason for requesting leave is one for which approval is not mandatory. On the other hand, failure to request leave according to established procedures, or failure to honor a valid denial of a leave request, may be used as the basis for taking disciplinary/adverse action. 

Clear documentation on AWOL situations should be maintained in the Supervisor's Employee Work Folder. 

LABOR RELATIONS

Bargaining Unit

The bargaining unit is a group of employees with common interests who are represented by a labor union in their dealings with agency management. Bargaining unit status pertains solely on the positions employees hold within the agency - it does not pertain to who and who doesn't make membership dues payment to the union (referred to as dues withholding). Employees may elect to have union dues payment made to the union that represents them, however, the union that has been accorded representational rights over a bargaining unit must represent all employees covered by that bargaining unit, regardless of whether they pay union dues or not. 
The Federal Service Labor-Management Relations Statute specifically excludes certain positions from bargaining unit coverage, for example, individuals employed as supervisors, management officials, and most personnelists. 

Most Air Force installations have at least one bargaining unit with a union assigned exclusive representational rights. Some of the larger bases, however, may have more than one union - each representing a distinct bargaining unit (e.g., firefighters, professionals, etc.). If you do not know the structure of the bargaining unit (or units) at your installation, or have questions as to which of your employees are included or excluded from the bargaining unit, or do not know which union has representational rights at your installation, contact the Civilian Personnel Flight to resolve these questions. As a member of the management team, it is essential you have this information in order to effectively fulfill your labor management relations responsibilities. 

	References: 
AFI 36-701, Labor Management Relations 
5 USC Ch 71, Labor-Management Relations


Labor-Management Partnerships

In an effort to reinvent government, relationships between labor and management are changing. Many former adversaries have ‘turned the corner’ and now work together as a team with a common purpose and vision... "making government work better". 

In October 1993, President Clinton signed Executive Order 12871 which created the National Partnership Council to promote the formation of labor-management partnerships throughout the government. The preamble of the Executive Order begins: 
"The involvement of Federal Government employees and their union representatives is essential to achieving the National Performance Review’s government reform objectives. Only by changing the nature of Federal Labor-Management relations so that managers, employees, and employee’s elected union representatives serve as partners will it be possible to design and implement comprehensive changes necessary to reform government. Labor- management partnerships will champion change in Federal Government agencies to transform them into organizations capable of delivering the highest quality services to the American People." 

Partnerships vary by organization, but one characteristic exists in all - a changed labor- management relationship. As this relationship matures, collaborative problem solving becomes the preferred method of resolving workplace issues. It is through this changed behavior and attitude that partnerships thrive. 

A successful partnership is characterized by: 

· An environment that respects and values all employees. 

· A willingness to share power. 

· Respect and trust for all or the desire to work to this goal. 

· Open and candid sharing of information. 

· Joint decision making on issues of common concern and agreement reached through consensus. 

· Cooperation even though some may disagree on specific issues. 

· Patience for and commitment to partnership for the long haul. 

· Problems identified and solved jointly to better serve customers and achieve the mission. 

· Faith that partnership will lead to a more effective organization. 

What should you expect from a partnership? 

· Increased commitment to achieving the agency’s mission. 

· Better customer service, productivity, and work product quality. 

· Joint resolution of problems. 

· Shared responsibility and accountability for results. 

· More constructive relationship between labor and management. 

· Enhanced employee morale and job satisfaction. 

· Increased communication and information sharing that fosters support for organizational decisions. 

· Recognition of the Federal Government as a model employer. 

Your labor relations specialist is best prepared to assist you along the path of involvement in the partnership environment. You should contact you labor specialist to obtain additional information on partnership activities at your base. 

	References: DoD Civilian Personnel Manual, Subchapter 711, Labor-Management Relations AFI 36-701, Labor Management Relations 
E.O. 12871, Labor-Management Partnerships 


Representational Rights of the Union

A union that has been accorded exclusive recognition at an installation has a duty to fairly represent all employees in the bargaining unit at that installation. Several provisions of the Federal Service Labor-Management Relations Statute have provided unions with an opportunity to represent employees' interests. For example, the union is able to: 

· Negotiate with management in good faith concerning conditions of employment 
· Obtain data normally maintained by management that are reasonably available and necessary for the union to intelligently determine its bargaining position 
· Have employees representing the union on official time when negotiating agreements with management 
· Be represented at certain discussions management may have with with bargaining employees 
For many supervisors, the most important provision relates to the union's right to be represented at certain discussions with unit employees. The law identifies two types of discussions with employees where the union must be given an opportunity to be represented. These are generally referred to as: 

Formal Discussions 
Examinations of Employees (Weingarten Discussions) 
	References: 
5 USC Ch 71, Labor-Management Relations 


WORK AND DUTY SCHEDULES

Hours of Duty

You, the supervisor, set your employee's tour of duty. Generally, work is scheduled on the same hours each day. Changes in individual workdays and shifts may be made when dictated to meet operational requirements. Notice must be given when employees are to be assigned to a different tour of duty or to different hours of work. Advance notice requirements vary from installation to installation due to Union-Management negotiated agreements; nature of work; local requirements, practices and procedures, and other factors. 

Key terminology: 

Basic Workweek: an Air Force basic workweek starts at 0001 on Sunday and goes through 2400 Saturday. It consists of 40 hours for full-time employees. The regular tour of duty is five 8-hour days, Monday through Friday. Normally, employees are allowed a one-hour lunch break. 

Regularly Scheduled Administrative Workweek: covers the basic workweek plus those periods of overtime work that are regularly required. For employees on standby time, such as firefighters, the regularly scheduled administrative workweek is the total number of regularly scheduled hours of duty a week, including time in a standby status, except those allowed for meals and sleep. 

Standby Time: consists of periods in which an employee is officially ordered to remain at or within the confines of his/her work station, not performing actual work but holding himself/herself in readiness to perform actual work when the need arises or when the call comes in, for example, firefighters. 

Tour of Duty: The hours of a day (daily tour of duty) and the days of the administrative workweek (weekly tour of duty) that are scheduled in advance and during which an employee is required to perform work on a regular recurring basis. 

Uncommon Tour of Duty: any 40-hour basic workweek scheduled to include Saturday and/or Sunday, for four workdays or less but not more than six days of the administrative workweek. 

	References: 
AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances 
5 CFR 610 , Hours of Duty 


Work Schedules

There are a number of different work schedules. Employees on different work schedules have varying benefits and entitlements, for example, leave accrual, health and life insurance coverage, paid holidays, etc. 

You establish your employees' work schedules based on such factors as: 

· The work schedule specified on the Unit Manpower Document (UMD) for that particular manpower authorization 
· Your work requirements for the position and workcenter 
· The work requirements of other positions in the workcenter 
· Higher management level requirements 
· Availability/limitation of funds 
· Availability and retention of candidates. 
The SF 52, Request for Personnel Action is used to request a change in work schedule. There may be advance notice period requirements before you can effect the change. 
Work Schedule Options: 

· FULL-TIME - A full-time work schedule requires most employees to work 40 hours during the workweek. 
· PART-TIME - A schedule that requires an employee to work less than full- time, but for a specific number of hours (usually 16-32 hours per administrative workweek) on a prearranged scheduled tour of duty. 
· JOB SHARING - When two employees voluntarily share the duties and responsibilities of a full-time position. Job sharers are part-time employees and are subject to the same personnel policies on that basis. It is a way for management to offer part-time work schedules in positions where full-time coverage is needed. 
· INTERMITTENT - A work schedule that requires an employee to work on an irregular basis for which there is no prearranged scheduled tour of duty. 
· ON-CALL - An employee who works when needed during periods of heavy workload with expected cumulative service of at least 6 months in pay status each year. 
· SEASONAL - An employee who works on an annually recurring basis for periods of less than 12 months (2087 hours) each year (e.g., snow removal and grounds maintenance crews). 
	References: AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances - 5 CFR 340, Other than Full-Time Career Employment (Part-Time, Seasonal, On-Call, and Intermittent) 
5 CFR 610 , Hours of Duty 


Fair Labor Standards Act and Overtime

An employee/position is either exempt or nonexempt from the Fair Labor Standards Act (FLSA). It is important that you know which category your subordinate employees fall under because it impacts on whether they are entitled to receive overtime compensation and/or compensatory time off. 

It is your job to be aware of the hours being worked by all your employees, particularly in the case of FLSA-nonexempt 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. Supervisors may be disciplined if they direct, expect, or allow employees to work without compensation. 

Employees who are FLSA-exempt may work overtime without compensation if they so desire; however, they may not be directed or expected to work overtime without compensation. 

Overtime work is normally applicable when there are 'special' projects or peak workload periods. It is not normally applicable for doing normal day- to-day routine assignments. 

Overtime work is normally requested and approved in advance of the time the work is to be performed, using AF Form 428, Request for Overtime, Holiday Premium Pay and Compensatory Time. You should not take requests for approval of overtime lightly. Expenditures in the overtime account of the human resource budget are reported and scrutinized at monthly Civilian Resource Management Corporate Board or Civilian Employment and Cost Management Committee (CECMC) meetings. 

	References: 
5 CFR 550, Office of Personnel Management
5 CFR 551, Pay Administration Under the Fair Labor Standards Act
5 USC Ch 55, Pay Administration 


General Provision Concerning Overtime and Compensatory Time-Off

Overtime is defined as time an employee spends in his/her principal duties over the normally administrative scheduled workday/week.

Principal activities are the activities that an employee is employed to perform.  They are activities that the employee performs during his/her normally scheduled workday/week.

Compensatory time-off is time-off credited to an individual for working overtime hours.  Compensatory time off must be approved in advance in writing.

Compensatory time-off must be granted to an exempt employee within a reasonable amount of time after the overtime is worked.  The limit for use of compensatory time-off is the end of the 26th pay period after which the overtime was worked.

Supervisors should ensure all compensatory time off is utilized in this time period. 

COMP TIME AND OVERTIME WHILE TRAVELING

Exempt Employees

As a general rule, exempt employees are not authorized overtime or compensatory time off unless:

Time spent traveling will be considered hours of work if:

 An employee is required to travel during regular working hours (Note: Overtime will only be paid in this situation if the employee had regularly scheduled overtime and travel was performed during this overtime schedule.  If the employee has regularly scheduled overtime and travels during his/her normal administrative workday, overtime will not be paid.

 An employee is required to drive a vehicle or perform other work while traveling.  An employee is required to drive a government vehicle for use at the TDY site and travel is conducted outside the normal administrative workweek, overtime would be authorized.  The individual opts to drive his/her personal vehicle to the TDY site in lieu of other forms of transportation, overtime is not authorized.

 An employee is required to perform other work while traveling.  This must be actual work that is related to the normal day-to-day job duties of the individual.  An individual opts to review course work or catch up on back work using his/her personal computer, overtime is not authorized.

Nonexempt Employees

As a general rule, nonexempt employees are authorized overtime for TDY travel if performed outside their normal administrative workweek.

For example: A nonexempt employee is required to go TDY that requires travel on Sunday and return on Saturday.  The employee is authorized overtime for the periods of the travel only not the entire period of both days.

The employee completes the training and decides to return the same day so he/she can be home on the weekend.  Overtime is authorized only for the period exceeding the employee’s normal administrative workday and not to exceed the amount of time that was allowed by the agency.  (i.e. the employee leaves at 3:00 P.M. and arrives home at 10:00 P.M.  His/Her normal workday is 8:00-5:00.  The individual would receive credit for 5 hours overtime not 7.

An employee is authorized to go TDY that would require a four-hour flight.  The individual requests and receives permission to drive instead.  The employee would receive overtime based on the flying time not the driving time.  An employee who is offered one mode of transportation, and who is permitted to use an alternative mode of transportation, or an employee who travels at a time other than that selected by the agency, shall be credited with the lesser of:

The actual travel time, which is hours of work.

The actual travel time, which would have been considered hours of work had the employee, used the mode of transportation offered by the agency, or traveled at the time selected by the agency.

AFFIRMATIVE EMPLOYMENT

Competitive Service

The competitive service includes all civilian positions in the Federal Government that are not specifically excepted from the civil service laws by Statute, by the President, or by the Office of Personnel Management and are not in the Senior Executive Service (SES). It includes primarily positions in the executive branch of the Government. The majority of positions in the Air Force are competitive service positions. 

A competitive position is a position in the competitive service. Positions that would ordinarily be in the competitive service are in the excepted service while they are occupied by someone who was appointed under an excepted appointing authority that applies to positions "when filled by" particular individuals. For example, the Schedule "A" authority for appointment of the physically disabled, or the appointment of a veteran under the Veterans Readjustment Authority. 

Competitive status is an employee's basic eligibility for noncompetitive assignment (e.g., by transfer, promotion, reassignment, demotion, or reinstatement) to a position in the competitive service without having to compete with members of the general public in an open competitive examination. Competitive status belongs to an employee, not to a position. A person on a career or career-conditional appointment acquires competitive status upon satisfactory completion of a probationary period. It may also be granted by statute, Executive Order, or the civil service rules without competitive examination, for example, former overseas employees. 

	References: 
5 CFR 2, Appointment Through the Competitive System (Rule II)
5 CFR 212, Competitive Service and Competitive Status
5 CFR 315, Career and Career-Conditional Employment
5 CFR 316, Temporary and Term Employment
5 CFR 332, Recruitment and Selection Through Competitive Examination
5 USC Ch 21, Definitions
5 USC Ch 31, Authority for Employment
5 USC Ch 33, Examination, Selection and Placement 


Unit Manning Authorization Data

The Unit Manpower Document (UMD) outlines the manpower and organizational structure of each unit assigned to an installation based on results of management engineering studies. It specifies the number of military and civilian authorizations (or positions) assigned to each organization. It lists skill level (military rank equivalent) requirements based on the unit mission, functional responsibilities/tasks and qualification requirements for each position assigned to a particular unit or work center. 

The UMD serves as a basic framework from which managers and supervisors structure organizations and establish civilian positions for optimum efficiency and economy. It is particularly useful in that it provides key elements which normally are required on SF 52, Request for Personnel Action: 

· Organizational Structure Code (OSC) 
· Functional Account Code (FAC) 
· Air Force Specialty Code (AFSC) 
· Manpower Control Number & Number Assigned 
For more information, see Unit Manning Authorization Data Definitions. 

There are two parts to the UMD - 'funded' and 'unfunded' requirements. 

'Funded' Requirement: identifies an authorization that is necessary to accomplish the mission of a unit or work center and was included in the calculation of the installation's human resource management budget. It does not necessarily mean, however, that funds have been allocated to fill the position. 'Funded' requirements are never funded at 100%, and, not all 'funded' positions get filled. 
'Unfunded' Requirement: indicates that an authorization has been identified as necessary to accomplish the mission of a unit, however, the position was not factored into the human resource management operating budget. 
You should be familiar with the unit manning authorization data for your organization or unit. The UMD is generated quarterly and is maintained by organizational commanders and/or resource advisors. Since organizational structure and manpower authorizations undergo continuous change, Authorization Change Notices (ACNs) are issued as changes occur, so operating officials can make timely and well-informed decisions. 

	References: 
[AFM 26-1 


Starting the Fill Process

Action to fill a position can begin any time you reasonably expect that a position in your organization will become vacant. This can be as late as the day you receive official word that your employee is leaving, or can start prior to that, at the time you hear that they might leave (have put in for another job, have discussed probable retirement date, etc.). As soon as you hear that they might leave, you should contact the Civilian Personnel Flight (CPF) to let them know of the possible vacancy. In that way a personnelist can walk you through the steps necessary to fill the job, and can begin early recruitment, which is necessary if it is a "hard- to-fill" position such as a nurse, engineer, or unique equipment specialist. 

When it is officially known that an employee will be leaving, the first step is for you to have a Standard Form 52, Request for Personnel Action, prepared requesting to fill the vacant position. Information on how to complete the form can be found under the Guide to Preparing a SF 52. Once you have approval to fill the position, the SF 52 is submitted to the CPF and married up with recruitment actions that may have already been initiated. 

	References:
OPM's Guide to Processing Personnel Actions 


Stopper List

The DoD Civilian Assistance and Re-Employment (CARE) Division, Civilian Personnel Management Service (CPMS) operates an automated placement system called the Automated Stopper and Referral System (ASARS). Prior to filling positions, the Civilian Personnel Flight (CPF) sends a requisition to ASARS listing the pay plan, occupational series, and grade of the vacancy. If there is a match, the CARE Office sends an automated resume, with priority specified, to the Civilian Personnel Flight (CPF). The priority of the affected employee is established by the severity of the action against them, i.e., separation as opposed to a change to lower grade action. If there is a Priority 1 or 2 registrant referred through ASARS, a mandatory placement is required. If a Priority 3 registrant is referred, external recruitment (i.e., outside the Air Force) is blocked. 

When there is a match of a registrant against a local position fill action, the CPF contacts the registering CPF for assistance in making a job offer, if the individual is determined to be "well qualified." Relocation expenses of a candidate selected from the PPP are paid by the losing/registering installation. 

Individuals registered in ASARS, must not only meet basic qualifications requirements for a series but must be "sufficiently well qualified." This means the registrant must be able to satisfactorily perform the duties of the position with minimum orientation and without significant training. Therefore, it is important that you relay any specific requirements of your position to your CPF to assist in determining qualifications. 

	References: 
DoD Manual 1400.20-1-M, DoD Program for Stability of Civilian Employment Policies, Procedures, and Programs Manual 


Selection Procedures

The procedures to be followed in making a selection from a Merit Promotion Certificate will vary from base to base, depending on the provisions of the installation's Merit Promotion Plan and union contract. However, there are common elements based on Air Force personnel policy and sound personnel practices and procedures. 

Once candidates have been identified and referred, contact is made to solicit their interest, unless this has already been accomplished by the Civilian Personnel Flight (CPF). Next, if you need additional information provided to you, make an appointment with the CPF to review records of the candidates referred. It should be noted that it is required that awards data given for performance relevant to the position being filled be considered in the selection process. You may also decide to conduct interviews; this is optional at most installations. 

After you have thoroughly and properly evaluated candidates and made a selection, it is normal practice to contact the selected candidate to offer the position and discuss a release date with his/her supervisor. Usually there are local procedures established, clearly outlining responsibilities of the selecting official and the CPF staff. The release date period may vary from case to case. If the selected candidate is not a current installation employee, then the CPF normally makes the contact and arranges for an enter-on-duty date. 

As a general rule, it is the responsibility of the selecting official to notify those in-service candidates who were not selected for the position-- this may be done verbally or in writing. 

You document the selection and submit all documentation, including that generated from the interview (if any) and any ranking/scoring plan (with scores) you utilized, to the CPF where it is retained as part of the Merit Promotion folder. 

	References: 
AFMAN 36-203, Staffing Civilian Positions
5 CFR 335, Promotion and Internal Placement
5 CFR 300, Employment
29 CFR 1607, Uniform Guidelines on Employee Selection Procedures (1978) 


Selection Interview

The purpose of the selection interview is to provide you with job-related information upon which a selection can be made. The selection interview is not for you to: 

· "Look over" the candidates 

· "Test" the candidates 

· See how the candidates react "under pressure" 

The selection interview is usually less "formal" than the ranking interview. Usually, the selection interview is a one-on-one meeting: you, as the selecting official, and the candidate. If a panel interview is used for the actual selection process, the procedures described for panels in the ranking interview should be followed. 

The questions used in the selection interview generally meet the same requirements as the questions for the ranking interview. You should be well prepared. You should review the position description, the job analysis, and available information about the employee (OPF, PPRS brief, etc.). 

From the job analysis, the questions and the rating scale should be developed. In the selection interview, questions about experience/training that were covered in the Performance Evaluation Plan (PEP) may be asked if the question is about quality of experience. For example, the PEP matches certain skills pertaining to the position and to the skills the candidate currently possesses; the selecting official should then interview those candidates in order to further evaluate the candidate’s quality of experience related to that skill he/she matched up with on the PEP. It is useful to have a scale by which candidates’ responses are evaluated. This scale would show "best" response, "good" response, "minimum" response. This would be used as documenting how you evaluated each candidate. It may be easier to assign points to these response as shown below: 
BEST = 5 POINTS 

GOOD = 3 POINTS 

MINIMUM = 1 POINT 

The selection interview should be conducted using the same guidelines as pointed out in the ranking interview: 

· Make the candidate comfortable 

· Introduce the interviewer, yourself (tell a little about yourself) 

· Clarify questions, if needed 

· Spend about equal amounts of time with each candidate 

· Do not “test” the candidate 

· Allow the candidate to ask questions 

· Indicate when the candidate will know the results of the interview 

DOCUMENTATION 
If a job analysis indicates that some KSAs will be evaluated by interview and there is no evidence of this interview maintained, the documentation for the job analysis is incomplete. The selection interview is part of the selection process. It must be job related. There must be some "audit trail" of why one candidate was selected over another. The method the Civilian Personnel Flight uses to assure selection interview questions are job related and that documentation is completed and maintained is a local decision. If you have any questions in this regard, contact your servicing CPF for information. It is your responsibility to make sure you understand the important role that the selection interview has in the entire process. It is also important to understand the necessity for accurate documentation of every part of the selection process -- including the interview. 

	References: 
AFMAN 36-203, Staffing Civilian Positions
29 CFR 1607, Uniform Guidelines on Employee Selection Procedures (1978) 
Merit Promotion Program


Central Skills Bank

Central Skills Bank (CSB) is an automated Air Force referral program that allows employees to be considered for positions worldwide. It is a recruitment source available to you for searching Air Force-wide for unique/highly specialized skills. 

CSB computer tapes, containing names of current registrants, are periodically sent to each Air Force installation. If you indicate that you wish to review Air Force-wide candidates to fill your vacancy, the personnel management specialist activates the CSB tape for your installation when using the Promotion and Placement Referral Subsystem (PPRS). CSB candidates must fully meet the best qualified criteria that was identified in the job analysis and promotion evaluation pattern developed for your vacancy in order to be among those referred for promotion. CSB may also be used to locate candidates interested in noncompetitive reassignments or change to lower grade. 

	References: 
AFMAN 36-203, Staffing Civilian Positions 


Office of Personnel Management Certificates

The Office of Personnel Management (OPM) maintains standing registers of candidates for commonly required occupations and grade levels. Standing registers allow a regional OPM to accept applications for particular skills on a continuous basis to effectively meet the recurring recruitment needs of Federal agencies in that region. OPM maintains standing registers for occupations that require a written test, such as the General Clerical examination. Testing is done on a regular and recurring basis at select OPM test sites throughout the region. As an alternative recruitment source, the Civilian Personnel Flight (CPF) may submit a request to OPM for a certificate of eligibles from one of their standing registers. 

There may be times when you have a hard-to-fill position which requires the widest dissemination of the vacancy announcement as possible in order to attract a large number of quality applicants. In these instances, the CPF requests assistance from OPM to "case examine." OPM announces the vacancy within the region or nationwide, accepts and evaluates applications, and rates and refers candidates. 

Requesting an OPM certificate from a standing register is a relatively quick fill method, whereas, the case examining process may require an extensive amount of time. Most candidates on an OPM certificate do not have prior Federal service/experience. 

Candidates referred on OPM certificates are ranked by score and veterans preference. Normally, at least three candidates are referred, with additional candidates if more than one vacancy is being filled. For selection, the rule of three applies. This means that selection must be made from the top three candidates on the certificate, keeping in mind that you cannot bypass a candidate with veterans preference to select a candidate with no preference, unless you can adequately justify doing so on security or suitability grounds. 

Recent statutory changes contained in the Treasury, Postal Service, and General Government Appropriations Act for FY 1996 authorized OPM to collect fees from the agencies for work previously performed by OPM at no cost. 

	References: 
5 CFR 315, Career and Career-Conditional Employment
5 CFR 332, Recruitment and Selection Through Competitive Examination 


CLASSIFICATION

Position Management and Classification

The Position Classification System is based on two fundamental principles: 

· There should be substantially equal pay for substantially equal work; and 

· Variations in pay should be proportion to substantial differences in the difficulty, responsibility and qualifications required. 

Under the General Schedule (GS) classification system, individual positions are classified to an occupational group, a series representing a specific occupation within that group, and an appropriate grade which has a salary range provided by law. The same applies to the Federal Wage System (FWS) classification system except that salary ranges are based on prevailing rates - the rates paid by private employers for similar work in the wage area. The rates are established through geographic wage surveys. 

The Handbook of Occupational Groups and Series (for GS) and the Job Grading System for Trade and Labor Occupations (for FWS) defines each occupational group and series established by the Office of Personnel Management (OPM). Position classification standards, issued by OPM, provide guidance and criteria for determining the proper classification for positions in specific occupations. These guides and standards are available for review in the Civilian Personnel Flight. 

The classification of a civilian position consists of the position title, pay plan, series, and grade. Classification decisions, made by personnel management specialists in the Civilian Personnel Flight, are based on: 

· Nature and variety of the work 
· Difficulty of the work 
· Authority and responsibility exercised 
· Extent of supervisory controls over the work 
· Qualifications required to do the work 
	References: 
General Schedule Documents (OPM)
Federal Wage System Documents (OPM)
5 CFR 511, Classification Under the General Schedule
5 CFR 532, Prevailing Rate Systems
5 USC Ch 51, Classification
5 USC Ch 53, Pay Rates


Classification Standards

A classification standard is a description of an occupation, and serves to distinguish one class or type of position from other types of positions. The Office of Personnel Management (OPM) prepares and publishes standards for the purpose of classifying positions. 

The first paragraph of a classification standard consists of the following: 

· series definition, which briefly describes the coverage of the series 
· background information such as descriptions of typical kinds of assignments found in the occupation(s) 
· types of positions included in and excluded from the series 
· definitions of terms, if necessary 
· official titles 
· an explanatory statement describing the nature of the work and discussing pertinent classification factors. 
Classification standards and guides have different formats and include a variety of evaluation elements. The most common formats in which classification standards are written include: Narrative, Narrative factor, and Point factor. As a supervisor, you should write the core personnel document (position description) in the appropriate format based upon the classification standard being used to evaluate the duties and responsibilities of the job. Regardless of the format, classification standards deal with essential characteristics that are common to all kinds of work: 

· kinds of knowledge and skills required 
· degree of difficulty involved 
· kind of supervision received 
· nature of personal judgment required 
· level and purpose of contacts 
· impact of work environment or inherent risks and hazards involved in the work 
Position classification standards have a function. They serve as a guide in classifying positions to their appropriate series and grade; explain why certain kinds of positions are classified to a particular series; secure uniformity by providing an established standard for common reference and use; facilitate and clarify the recruitment and placement process by helping employees understand their current classification and in finding out characteristics of other positions open for possible promotion or transfer; and lastly, serve as aids for performance rating purposes in the development of performance standards. 

Classification standards are descriptive and explain work as it exists in the Federal service. They indicate the kinds of positions which are classified to the various occupations on the basis of duties and responsibilities. It is important to remember that each standard must be read and construed as a whole. No undue emphasis should be given to the presence or absence of any phrase, clause, or adjective. The typical work examples found in the standards do not constitute the whole standard. In relation to the entire standard, they are only illustrative of the distinctions drawn in the statement of characteristics of the position and the body of applicable knowledge at the time the standards were prepared. They are not intended to be complete or exclusive. Thus, the reason why the classification of a position can become quite difficult. 

Personnel management is an integral part of your supervisory responsibilities. The OPM depends heavily on you and other management officials in the development of classification standards. They believe maximum effectiveness in the use of standards to further management objectives can be achieved best by a close working relationship between you and personnel management specialists. You are highly encouraged to become familiar with the classification and qualification standards for those occupations which constitute the core of your organization. Classification and qualification standards are maintained in the Civilian Personnel Flight and are available for viewing. 

Classification Standard - Definitions

Occupation: A group of all individual positions that are sufficiently alike, as to kind or subject matter of work, level of difficulty and responsibility, and qualification requirements of the work to warrant like treatment in carrying out the usual personnel processes. An “occupation” is the smallest subdivision into which many positions subject to the provisions of the Classification Act of 1949, as amended, are grouped. 

Narrative: Standards describing the nature of the work and level of responsibility for each grade covered by the standard. This requires the user to look at work as a whole and select the most appropriate overall grade. 

Narrative factor: Standards describing covered work in terms of individual factors essential to determining the difficulty of assigned work. This requires the user to select the proper level for each factor in order to determine the overall grade. 

Point Factor: Standards describing work in terms of individual evaluation factors, which are assigned points for different levels. This requires the user to select the proper level for each factor, add up the total points assigned, and refer to a point-grade conversion table to determine the overall grade. Many point factor standards are in Factor Evaluation System (FES) format. 
APPRAISALS

 Performance Ratings (Two-Level System)

The Civil Service Reform Act of 1978 requires that the performance appraisal rating is used as a basis for decisions to reward, assign, train, promote, retain, or remove employees. Ratings are given using an AF Form 860A. 

There are two types of ratings that may be given: 

· Annual 
· Out of cycle 
On the form, you will find an area in which you must assess the overall performance of your employee. The overall rating is derived from an evaluation of the Elements and Standards established on your employee's Performance Plan, AF Form 860 or AF Form 1003. 

An Acceptable rating indicates your employee met the requirements all performance elements listed in the Performance Plan.

An Unacceptable rating indicates your employee did not meet the requirements of one or more critical elements of the Performance Plan. 

IMPACT OF PERFORMANCE RATINGS: 

ACCEPTABLE - Eligible for within-grade increase
UNACCEPTABLE - Given opportunity period to demonstrate acceptable level; placed on Performance Improvement Plan (PIP); no within-grade increase 

The annual appraisal period runs from 1 Apr to 31 Mar. 
The annual rating is rendered at the end of an appraisal period of at least 90 days. There are special circumstances when an employee may not have been in a position for the 90-day period. In those cases, you should contact the CPF for guidance. 
The following pages provide guidance on how to prepare the annual rating when the employee or the rating official departs before the end of the rating cycle, and how to handle employees being assigned to temporary details or promotions. 

Change in Rating Official: If the rating official changes or departs during the rating period and has supervised the employee for 90 days or more, a closeout appraisal discussion with the employee is accomplished before the supervisor leaves. This is not a rating of record for official purposes, but serves only as information for the new supervisor to use when he/she does the annual rating. If the supervisor has supervised the employee for over 90 days and leaves during the period 2 Jan - 31 Mar, then he or she must officially close out the employee's annual rating. The AF Form 860A, Civilian Rating of Record, is accomplished with the rating and reviewing official signatures and left with the reviewing official to discuss the rating with the employee at the end of the cycle. If the rating official changes or departs during the rating period and has supervised the employee for less than 90 days, the performance plan and discussions are transferred to the new supervisor. 

Employee Transfers: The same will be true for an employee who is moving within the Air Force between 2 Jan - 31 Mar. The annual rating will be rendered and signed by the current supervisor. It is imperative that supervisors fulfill this obligation, particularly when either the supervisor or employee is involved in a PCS move. 

Details or Temporary Promotions: When an employee is on a detail or temporary promotion, appropriate consideration of the employee's performance is required. The employee's rating official will coordinate with the detail or temporary promotion supervisor so the duties and responsibilities of the temporary assignment are properly reflected in the performance plan. If an annual appraisal is due and the employee is on detail or temporary promotion, the appraisal is documented on AF Form 860A, by the detail or temporary promotion supervisor, if the assignment has lasted for 90 days or more. If the annual appraisal is due and the detail or temporary promotion has been for less than 90 days, the rating official completes the appraisal when due, but consults with and considers the views of the detail or temporary promotion supervisor. If, at the time of the annual appraisal, the employee is not then, but had been, on detail or temporary promotion during the appraisal period, the rating official completes the appraisal but consults with and considers the views of the temporary supervisor. 

	References: 
AFI 36-1001, Managing the Civilian Performance Program 
5 CFR 430, Performance Management
5 USC Ch 43, Performance Appraisal 


Guidelines for Preparing AF Form 860A - Civilian Rating of Record - Two-Level System

Rating Evaluation: In Part A of AF Form 860A, annotate with an "X" whether the element requirements as described in the performance plan were met or not met. (NOTE: There is no need to summarize or include the performance element on the form.) There may be times when an element is not observed during the rating cycle. In these instances, you would annotate that the element was "Not Observed", and as such, is not rated. If it is continuously not observed, then you should consider modifying the performance plan. 

Overall Performance Rating: When all critical elements are met, the employee will receive an Acceptable rating. If one or more critical elements are not met, the employee will receive an Unacceptable rating. An Unacceptable rating is the basis for initiating a performance improvement plan and requires proper documentation. You must contact the Civilian Personnel Flight for guidance on how to proceed.

Impact on Mission Accomplishment Statements: In Part B of AF Form 860A, these statements must be completed for GS-14s and 15s. They are optional for other grades. Limited to 9 lines, list in bullet format the employee's specific contributions to the unit's mission - what did the employee do, how well it was done, and what impact it had on mission accomplishment. (See AFPAM 36-1003, Civilian Appraisal Impact on Mission Accomplishment Statements.)

Award Justification: In Part C of AF Form 860A, employees with Acceptable ratings are eligible for consideration for awards. An award recognizing high levels of performance may be recommended at the end of the appraisal period in conjunction with the annual performance rating in accordance with each commander's award program. The justification, limited to 9 lines in bullet format, will address accomplishments in the employee's position.

Appraisal Factors or Manner of Performance: Mark the appropriate block for each appraisal factor. 
Signatures: You sign the AF Form 860A when you complete the rating. The reviewing official has the authority to change the rating and award. The reviewing official ensures the form is properly completed, that the overall rating and appraisal factors selected are supported by adequate justification/narratives. The reviewing official signs the AF Form 860A. After the rating has been approved, you discuss it with the employee and secure the employee's signature. Disagreements with the overall rating, impact statements, or appraisal factors should be resolved during this discussion, if possible. Failure to resolve differences obligates you to advise the employee of his or her grievance routes. If employee refuses to sign, annotate refusal in the Employee's Signature block. All employees must be provided a copy of their appraisals. 

NOTE: Informational Ratings are 'informal' ratings and normally do not require reviewing official coordination. 

Award Data: Recommendation for the performance award (percentage of salary) or Quality Step Increase (QSI) should be submitted through your reviewing official to the award approving official (may be the same person) for approval. If approved, the award data block on AF Form 860A is completed. 
NOTE: Recommended ratings and/or awards should not be discussed with employees. As management officials, you are required to support the final approved ratings and award determinations made by higher level reviewing officials. 

NOTE: Award recommendation may be annotated on an Informational Rating for the new supervisor to consider when closing out the final rating. 

	References: 
AFI 36-1001, Managing the Civilian Performance Program 
AFPAM 36-1003, Civilian Appraisal Impact on Mission Accomplishment Statements 


Feedback

Monitoring the Performance Plan and Progress Review. Performance plans cover the Air Force appraisal period which runs from 1 April to 31 March. The rating official and employee meet at the beginning of each appraisal period to discuss the employee’s approved performance elements and standards in the plan. A copy is provided to the employee. Further progress reviews and discussions during the appraisal period keep the performance elements current and allow rating officials to make changes to

the performance plan, as appropriate.

When a rating official or employee is newly assigned, and at the beginning of each appraisal period, the performance plan will be reviewed and discussed (normally within 30 calendar days). It may be revised and signed as appropriate.

At least one progress review of the employee’s performance against all the elements of the performance plan will take place during the appraisal period, normally at the midpoint. AF Form 860B will be used to document this review and may be filled out prior to and/or during the review with the employee. Use of this form is mandatory. It facilitates the communication on performance. The progress review is a private communication between rating official and employee. The process is intended for employee development and to help the individual. The employee should be made aware the progress review is meant to provide feedback on performance that may impact the rating of record at the end of the appraisal period. A copy of the form is provided to the employee. The original is retained by the rating official in the EPF.

If ongoing performance problems are anticipated, the rater should contact a personnel specialist, who is available to assist the rater in helping the employee improve performance. The specialist may assist in determining whether more extensive documentation is necessary and may suggest a course of action.

Dealing With Poor Performers 

The employee has done something or failed to do something which adversely affects his/her work, the ability of others to do their work, or the agency's mission. You are faced with decisions on how to handle the incident or series of incidents. First, you must decide whether the incident involves the employee's poor job performance or an act of misconduct or delinquency. Normally it is one or the other, but in some cases it may be both. Next, you must decide what type of management action will best deal with the incident(s). 

There are many possible causes for an employee's performance and/or conduct problem, for example, illness, disability, substance abuse, personality conflict, family problems, lack of training, and low job morale. The nature of the problem will determine the course of action to be taken. Maybe the employee should be referred to the Employee Assistance Program for drug or alcohol abuse counseling, or a fitness-for-duty medical examination may be needed to determine physical or mental capability to do the job. 

If it is misconduct or delinquency, such as tardiness, failure to properly request leave, insubordination, theft, etc., then your option could be to take disciplinary action. For guidance on administering discipline refer to Discipline and Adverse Actions. 
If the problem is failure to meet one or more critical elements and standards you have established on the AF Form 860, Civilian Performance Plan, and the employee has been advised of those elements and standards, then appropriate actions would be taken under the Performance Management Program. Initial steps could include performance counseling, training, and/or closer supervision. If performance continues to be unacceptable, then more severe actions could be reassignment, demotion, or removal. 

There may be instances where the problems are both performance and conduct. In these cases you could take action under either program, or both simultaneously. 

	References: 
AFI 36-1001, Managing the Civilian Performance Program 
5 CFR 430, Performance Management
5 USC Ch 43, Performance Appraisal 


DISCIPLINE

Employee Assistance Program (EAP)

The scope of Employee Assistance Programs (EAP) varies from installation to installation. The ideal EAP brings together a variety of personal services under one roof. It may include program activities and counseling in the areas of personal finance, health and wellness, legal assistance, and substance abuse awareness and treatment. 

At most installations, the primary focus of the EAP is to assist employees who want help dealing with a substance abuse problem. Air Force civilian employees who suffer from drug and/or alcohol abuse are entitled to the same medical care and administrative consideration they would receive for any other illness. Sick leave or other appropriate leave is granted for drug or alcohol related medical examination and treatment. The first referral for counseling is on duty time. 

You have a responsibility to counsel and encourage subordinate employees to seek assistance and treatment if indications are they have a substance abuse problem, especially if it is affecting their productivity, effectiveness and safety on the job. An employee may even face disciplinary action if the abuse is contributing to conduct/behavior problems on the job, especially if the employee is not taking action to treat the condition. The Civilian Personnel Flight Substance Abuse Program Coordinator or the Social Actions Office should be contacted for further guidance. 

	References: 
AFI 36-810, Substance Abuse Prevention and Control 


Discipline and Adverse Actions

The employee has done something or failed to do something which adversely affects his/her work, the ability of others to do their work, or the agency's mission. You are faced with decisions on how to handle the incident or series of incidents. First, you must decide whether the incident involves the employee's poor job performance or an act of misconduct or delinquency. Normally, it is one or the other, but in some cases it could be both. Next, you must decide what type of management action will best deal with the incident(s). 
There are many possible causes for an employee's performance and/or conduct problem, for example, illness, disability, drug or alcohol abuse, personality conflict, family problems, lack of training, low job morale, etc. The nature of the problem will determine the course of action to be taken. Maybe the employee should be referred to the Employee Assistance Program for substance abuse counseling, or a fitness-for-duty medical examination may be needed to determine physical or mental capability to do the job. 

If the problem is failure to meet the elements (5-Level or 2-Level) and standards (5-Level or 2-Level) you have established on the AF Form 860, Civilian Performance and Promotion Appraisal - Performance Plan (5-Level) or AF Form 860, Civilian Performance Plan (2-Level), then appropriate action could be taken under the Performance Management Program (5-Level or 2-Level). For guidance on dealing with poor job performance refer to menu item Employee Management Relations Program - Dealing With Poor Performers (5-Level or 2-Level). 

If it is misconduct or delinquency, such as tardiness, failure to properly request leave, insubordination, theft, etc., then your option could be to take disciplinary action. You have a variety of ways to deal with these, depending on the severity of the misconduct: lesser disciplinary actions, such as admonishments and reprimands, to more severe penalties, such as suspensions and removals. 

There may be instances where the problems are both performance and conduct. In these cases you could take action under either program, or both simultaneously. 

	References: 
AFI 36-1001, Managing the Civilian Performance Program 
AFI 36-704, Discipline and Adverse Actions 
5 CFR 752, Adverse 


Disciplinary Actions

Maintaining discipline usually is not a problem within a work environment where reasonable rules and standards of conduct and performance are clearly communicated and consistently and equitably enforced. There are situations of misconduct or delinquency, however, where there is no alternative but to penalize. In these instances, management's options, in order of least severe to most severe, include: 

· Oral admonishments 
· Reprimands 
· Suspensions 
· Reductions in grade and/or pay (in some cases) 
· Removals 
Some disciplinary actions are also adverse actions - suspensions, reductions in grade and/or pay, and removals. 

Constructive discipline is preventive in nature, taken only when necessary, and then, promptly and equitably. Its objectives are to develop, correct, and rehabilitate employees and encourage their acceptance of appropriate responsibility and standards of conduct. Penalties must not be disproportionate to offenses and are applied as consistently as possible, considering the particular circumstances of the cause(s) for disciplinary action. 

Burden of Proof. Management must be prepared to support the following by a preponderance of the evidence: 

· The reason(s) for the action taken and that the alleged misconduct actually occurred. 
· That disciplinary or adverse action logically can be expected to promote the efficiency of the service. 
	References: 
AFI 36-704, Discipline and Adverse Actions
5 CFR 752, Adverse Actions 


Selecting Appropriate Action

Penalty Selection & Governing Criteria: The determination of which penalty to impose in a particular situation requires the application of responsible judgment. Disciplinary action taken is based on the conclusions that there is sufficient evidence available to support the reason(s) for action and that the disciplinary action is warranted and reasonable in terms of the circumstances which prompted it. 

In determining the appropriate penalty, you must observe the principle of "like penalties for like offenses in like circumstances." This means that penalties will be applied as consistently as possible. 

The following pages provide the critical factors, often referred to as the 12 Douglas Factors, which should be considered in selecting the appropriate penalty. You should answer each factor that applies and explain why some factors do not apply. Once you have completed the analysis, the documentation is forwarded to the Civilian Personnel Flight (CPF) for maintenance with the disciplinary action case file. 

FACTORS IN PENALTY SELECTION - THE 12 DOUGLAS FACTORS 

· The nature and seriousness of the offense, and its relation to the employee's duties, position, and responsibilities, including whether the offense was intentional or technical or inadvertent, or was committed maliciously or for gain, or was frequently repeated. 
· The employee's job level and type of employment, including supervisory or fiduciary role, contacts with the public, and prominence of the position. 
· The employee's past disciplinary record. 
· The employee's past work record, including length of service, performance on the 
· The mitigating circumstances surrounding the offense such as unusual job tensions, personality problems, mental impairment, harassment, or bad faith, malice or provocation on the part of others involved in the matter. 
· The adequacy and effectiveness of alternative sanctions to deter such conduct in the future by the employee or others. 
· job, ability to get along with fellow workers, and dependability. 
· The effect of the offense upon the employee's ability to perform at a satisfactory level and its effect upon supervisors' confidence in the employee's ability to perform assigned duties. 
· The consistency of the penalty with those imposed upon other employees for the same or similar offenses in like or similar circumstances. 
· The consistency of the penalty with the Guide to Disciplinary Actions (attachment 3 to AFI 36-704). 
· The notoriety of the offense or its impact upon the reputation of the Air Force. 

· The clarity with which the employee was on notice of any rules that were violated in committing the offense, or had been warned about the conduct in question.
· The potential for the employee's rehabilitation.
WORKER'S COMPENSATION

Workers' Compensation provides compensation benefits to civilian employees of the United States for disability due to personal injury or disease sustained while in the performance of duty. It also provides for the payment of benefits to dependents if a work-related injury or disease causes an employee's death. 
All injuries, including disease proximately caused by employment, sustained while in the performance of duty by civilian employees of the Government including volunteers and emergency hires are covered as well as other types of employees such as job corps. It is the responsibility of the employee to provide medical and factual evidence to establish the essential elements of the claim, i.e., that the claim was filed within the statutory time requirements of the Federal Employees Compensation Act (FECA), the injured or deceased person was an employee within the meaning of the FECA, the employee sustained an injury or disease, the employee was in the performance of duty when the injury occurred, and the condition found resulted from the injury. Benefits cannot be paid if injury or death is caused by willful misconduct of the injured employee, by intent to bring about the injury or death of oneself or another, or by intoxication of the injured employee. Benefits provided under the FECA constitute the sole remedy against the U.S. Air Force for work-related injury or death. An employee or surviving dependent is not entitled to sue the U.S. Air Force or recover damages for such injury or death under any other statute. 

Form CA-1 - Traumatic Injury

A traumatic injury is defined as a wound or other condition of the body caused by external force, including stress or strain. The injury must be identifiable by time and place of occurrence and member of the body affected; it must be caused by a specific event or incident or series of events or incidents within a single day or work shift.

Traumatic injuries also include damage to or destruction of prosthetic devices or appliances, including eyeglasses, contact lenses, and hearing aids, if they were damaged incidental to a personal injury requiring medical services.

(2) Complete and sign the reverse of Form CA-1, including a telephone number in case OWCP staff has questions about the injury.  
(1) Review the front of the form for completeness and accuracy, and assist the employee in correcting any deficiencies found;

 Notice of Injury--Form CA-1. When an employee sustains a traumatic injury in the performance of duty, he or she should file a written report on Form CA-1. The form should be given to the supervisor as soon as possible, but not later than 30 days from the date of injury. If the employee is incapacitated, this action may be taken by someone acting on his or her behalf, including a family member, union official, or representative. (The supervisor may provide such notice as well.) The form must contain the original signature of the person giving notice. The supervisor should:



(3) Sign and return to the employee the receipt attached to Form CA-1 and give a copy of the entire form to the employee;


(4) Authorize medical care if needed 


(6) Advise the employee of his or her responsibility to submit medical evidence of disability within 10 working days or risk termination of COP .
(5) Inform the employee of the right to elect continuation of regular pay (COP), or annual or sick leave if time loss will occur;


Medical Treatment--Form CA-16.

If an employee requires medical treatment for the traumatic injury, the supervisor should complete the front of Form CA-16 within four hours of the request whenever possible. If the supervisor doubts whether the employee's condition is related to the employment, he or she should so indicate on the form. Where there is no time to complete a Form CA-16, the supervisor may authorize medical treatment by telephone and send the completed form to the medical facility within 48 hours. Retroactive issuance of Form CA-16 is usually not permitted under other circumstances.

Medical Reports--Forms CA-20 and CA-17. In cases sent to OWCP, a medical report from the attending physician is required. This report may be made on Form CA-16 or on Form CA-20, which is attached to Form CA-7. It may also be made in narrative form on the physician's letterhead stationery, or in the form of a hospital or health plan summary. The report should bear the physician's signature or signature stamp. The supervisor should supply Forms CA-20 to the employee as often as needed. The original reports should be sent to OWCP.
(3) Obtaining Treatment. Along with Form CA-16, the supervisor should give the employee Form OWCP-1500, which is used for billing. The physician should complete the reverse of Form CA-16 and the OWCP-1500 and forward them to OWCP; the supervisor may ask the physician for a copy of the report as well. The employee may be furnished transportation and/or reimbursed for travel and incidental expenses. OWCP generally considers 25 miles from the agency or the employee's home a reasonable distance to travel for medical care unless appropriate care is not available within that radius.
(2) Choice of Physician. The employee is entitled to select the physician who is to provide treatment. The provider must meet the definition of "physician" under the FECA and must not have been excluded from payment under the program . 

(1) Delayed Report of Injury. If an employee reported an injury several days after the fact, or did not request medical treatment within 24 hours of the injury, the supervisor may still authorize medical care using Form CA-16. Agency personnel are encouraged to use discretion in issuing authorizations for medical care under such circumstances, but employees should not be penalized for short delays in reporting injuries. The supervisor may, however, refuse to issue a CA-16 if more than a week has passed since the injury on the basis that the need for immediate treatment would become apparent in that period of time. An employee may not use Form CA-16 to authorize his or her own treatment.


CA -2 - Occupational Disease

An occupational disease is defined as a condition produced in the work environment over a period longer than one workday or shift. It may result from systemic infection, repeated stress or strain, exposure to toxins, poisons, or fumes, or other continuing conditions of the work environment.

(1) Review the front of the form for completeness and accuracy, and help the employee to correct any errors or omissions;
 Notice of Occupational Disease--Form CA-2. The injured employee, or someone acting on his or her behalf, should give notice of occupational disease on Form CA-2. (Such notice may be provided by the supervisor as well.) The supervisor should issue to the employee two copies of the appropriate checklist, Form CA-35a-h, for the disease claimed. The supervisor should also explain the need for detailed information to the employee and advise him or her to furnish supporting medical and factual information requested on the checklist. If possible, this information should be submitted with the form. Upon receiving Form CA-2, the supervisor should:


(3) Sign and return to the employee the receipt attached to Form CA-2 and give a copy of the entire form to the employee;
(2) Complete and sign the reverse of Form CA-2, and include a telephone number in case OWCP staff has questions about the claim.  


(6) Advise the employee of the right to elect sick or annual leave or leave without pay, pending adjudication of the claim. The supervisor should submit completed Form CA-2  within 10 working days of receipt from the employee. It should not be held for receipt of supporting documentation.
(5) Prepare a supporting statement to include exposure data, test results, copies of reports of previous medical examinations, and/or witness statements, depending on the nature of the case. 

(4) Review the employee's portion of the form and provide comments on the employee's statement;


SPECIAL PAY ENTITLEMENTS

As a general rule, overtime work means each hour of work in excess of eight (8) hours in a day or in excess of forty (40) hours in an administrative work week that is officially ordered and approved by management and is performed by an employee. It is work that is not part of an employee's regularly scheduled administrative work week and for which an employee may be compensated. Employees who are nonexempt under the Fair Labor Standards Act (FLSA) who are suffered and permitted to work overtime are entitled to overtime compensation. 

Those employees who are nonexempt under the FLSA must receive overtime pay unless they request compensatory time off in lieu of payment. Employees under the Federal Wage System (WG, WL & WS) are eligible for compensatory time off at their request.

Exempt employees paid at the rate of GS-10 step 10, and below, receive overtime compensation or compensatory time off by choice. Those paid at the rate that exceeds the maximum rate of GS-10 step 10 may receive overtime compensation or compensatory time off; however, management makes the determination to pay overtime or compensatory time off. 

Administratively Uncontrollable Overtime (AUO) is an increment of up to 25% of basic pay paid on an annual basis for substantial amounts of overtime work that cannot be controlled administratively and that are required on an irregular basis. Most overtime situations are within management's control; therefore, AUO situations will be very rare. 

	References: 


HYPERLINK "http://www4.law.cornell.edu/cfr/5p532.htm"
5 CFR 532, Prevailing Rate Systems 
5 CFR 550, Office of Personnel Management
5 CFR 551, Pay Administration Under the Fair Labor Standards Act
5 USC Ch 55, Pay Administration 


Night Work

Night work includes any night work performed by an employee during hours which night shift differential is authorized as part of his or her regularly scheduled administrative work week. The following provides information on night differential pay entitlements and computation. 

Federal Wage System (WG): Night shift differential pay for WG employees is authorized at a rate of 7 1/2% over the basic pay rate when a majority of the hours of the shift worked fall between the hours of 3:00 p.m. and midnight (second shift), and a rate of 10% when a majority of the hours of the shift worked fall between 11:00 p.m. and 8:00 a.m. (third shift). The majority of hours must be in whole numbers. In an eight-hour shift, it takes five hours to constitute a majority of hours. Night shift differential is payable for holidays and during periods of leave with pay if the employee would have worked a night shift had the employee been present for duty. 

General Schedule (GS): Night shift differential pay for GS employees is authorized at a rate of 10% over the scheduled rate when the actual hours of the regularly scheduled work fall between the hours of 6:00 p.m. and 6:00 a.m. This includes periods of absences with pay due to holidays and leave with pay provided such leave does not exceed eight (8) hours. 

	References: 
5 CFR 532, Prevailing Rate Systems 
5 CFR 550, Office of Personnel Management


Holiday Work

Holiday work means non-overtime work performed by an employee during a regularly scheduled daily tour of duty on a designated holiday. Generally, an employee who performs holiday work is entitled to pay at his or her rate of basic pay, plus premium pay at a rate equal to his or her rate of basic pay for work that does not exceed eight (8) hours. An employee who works more than eight (8) hours on a holiday is entitled to pay for overtime work at the same rate as for overtime work on other days. An employee who is assigned to duty on a holiday is entitled to pay for at least two (2) hours of holiday work. 

Duty on holidays will not be required unless justified by unusual circumstances or the requirement to maintain usual 'essential' services. Requests for advance approval of holiday work is done using AF Form 428, Request for Overtime, Holiday Premium Pay, and Compensatory Time. 

	References: 
AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances 
5 CFR 532, Prevailing Rate Systems 
5 CFR 550, Office of Personnel Management 


Sunday Work

Sunday work means non-overtime work performed by an employee during a regularly scheduled daily tour of duty when any part of that daily tour of duty is on a Sunday. 
An employee is entitled to pay at his or her rate of basic pay, plus premium pay at a rate equal to 25% of his or her rate of basic pay for each hour of Sunday work which is not overtime work and which is not in excess of eight (8) hours or, for an employee on a compressed work schedule, not in excess of the number of hours the employee is scheduled to work on Sunday, for each regularly scheduled tour of duty which begins or ends on Sunday. 

Locality Pay

The Federal Employees Pay Comparability Act of 1990 (FEPCA) established a locality pay system for General Schedule (GS) employees which was implemented in January 1994. It provides for pay adjustments based on survey comparisons with non-Federal rates on a locality basis. It is payable within each locality determined to have a pay disparity greater than 5 percent. 

Locality pay applies to GS employees in the continental United States (CONUS). It does not cover overseas GS employees. Employees entitled to a higher rate of pay than the locality pay rate for their area receive the higher rate. 

· Most employees on special salary rates. Special salary rates apply to occupations or locations in which Personnel Flights have a difficult time recruiting candidates and retaining employees. The government pays these employees a higher salary rate than is paid to other GS employees at their grade and step. 
· Law enforcement officers who are receiving a geographic special pay adjustment. 
Adjusting GS salaries on the basis of a comparison with non-Federal rates of pay is not a new idea. However, adjusting them based on a comparison with non-Federal rates on a locality basis, as opposed to a national basis, is new. The intent of the legislation was to make Federal pay more responsive to local labor market conditions. 

Since the amount of locality pay will depend on the geographic area where civilian employees work, the amount of locality pay may change if employees change duty locations. Every CONUS GS employee is in a pay area, either one of the metropolitan areas or the "Rest of United States (RUS)" pay area. 
Pay areas include: 

· Atlanta, GA 
· Boston-Worcester-Lawrence, MA-NH-ME-CT 
· Chicago-Gary-Kenosha, IL-IN-WI 
· Cincinnati-Hamilton, OH-KY-IN 
· Cleveland-Akron, OH 
· Columbus, OH 
· Dallas-Fort Worth, TX 
· Dayton-Springfield, OH 
· Denver-Boulder-Greeley, CO 
· Detroit-Ann Arbor-Flint, MI 

· Hartford, CT 

· Houston-Galveston-Brazoria, TX 
· Huntsville, AL 
· Indianapolis, IN 
· Kansas City, MO-KS 
· Los Angeles-Riverside-Orange County (Includes Santa Barbara County and Edwards AFB), CA 
· Miami-Fort Lauderdale, FL 
· Milwaukee-Racine, WI 
· Minneapolis-St. Paul, MN-WI 
· New York-Northern New Jersey-Long Island, NY-NJ-CT-PA 
· Orlando, FL 

· Philadelphia-Wilmington-Atlantic City, PA-NJ-DE-MD 
· Pittsburgh, PA 
· Portland-Salem, OR-WA 
· Richmond-Petersburg, VA 
· Sacramento-Yolo, CA 
· St. Louis, MO-IL 
· San Diego, CA 
· San Francisco-Oakland-San Jose, CA 
· Seattle-Tacoma-Bremerton, WA 
· Washington-Baltimore (Includes St. Mary’s County, Maryland), DC-MD-VA-WV 
· Rest of United States (RUS) 
	References: 
The Federal Employees Pay Comparability Act of 1990 


AWARDS

Awards Program

The Air Force awards program is designed to improve Government operations by motivating and rewarding excellence by members of the workforce. Recognizing outstanding performance and achievement is an essential management responsibility critical to stimulating and sustaining high levels of proficiency and productivity. There are three award types: 

· Monetary Incentive Awards 
· Time Off Award 
· Honorary Awards 
Commanders and supervisors are encouraged to use these awards to recognize valued contributions of civilian employees to the Air Force mission. 

Top of Form 1

Bottom of Form 1

Performance Awards 

An employee whose performance rating is Acceptable may be paid a cash award. An award recognizing high levels of performance may be recommended at the end of the appraisal period in conjunction with the annual performance rating in accordance with each commander's award program. Awards are not given automatically. Justification for an award is submitted on AF Form 860A, Part C in bullet format, limited to 9 lines. The justification will address accomplishments in the employee's position. Performance cash awards may be granted as a percentage of the employee's basic salary (not more than 10% without Secretary of the Air Force approval and not more than $10,000 without Office of Personnel Management approval), or as a specific dollar amount.

A certificate, AF Form 2858, is available for optional preparation and presentation by the presenting organization.

	PRIVATE
References: 
AFPD 36-10, Civilian Performance Management 
AFI 36-1001, Managing the Civilian Performance Program Incentive Awards Program 


Top of Form 1

Bottom of Form 1

Quality Step Increase 

A Quality Step Increase (QSI) must be based on the highest quality of performance a supervisor may certify and is expected to continue in the future. The performance must be significantly above that ordinarily found in the type of position to which the employee is assigned. Only General Schedule (GS) employees are eligible to receive QSIs. 
A QSI has the same effect on the employee's salary as a within-grade-increase (WGI) in that it moves the employee from one step of his/her grade to the next higher step ahead of the normal required waiting period. QSIs increase employee's salary costs for the subsequent fiscal years, therefore, judgment should be exercised to ensure only the "top" performers are recommended for this award. 

QSI Eligibility Criteria: 

· Rating must be "Acceptable" 
· Written justification clearly supports granting the QSI 
· Employee is at a step between 4 & 9 
· Only one QSI can be granted within any 52-week period 

· Employee has not received a QSI in the past three years in the same grade 

QSI award recommendations meeting the specific recognition criteria is granted in conjunction with the appraisal cycle, using the prepared AF Form 860A, Civilian Rating of Record. 

For guidance on recommending an employee for a QSI see guidelines for preparing performance ratings. 

AF Form 2857, Quality Step Increase, is available for optional preparation and presentation by the presenting organization. You may view a sample of the certificate here.

	PRIVATE
References:  AFI 36-1001, Managing the Civilian Performance Program 


Monetary Incentive Awards

There are two types of monetary incentive awards: 

1. Special Act or Service Award (SASA) 
2. Notable Achievement Award (NAA) 
The Air Force encourages using monetary incentive awards to increase productivity and recognize outstanding achievements. These awards must be supported by a written justification separate from the employee’s rating of record (annual rating), will not be used to recognize performance in conjunction with the annual rating, and must not be used as a substitute for other personnel actions or as a substitute for pay. 

	PRIVATE
References: 
AFPD 36-10, Civilian Performance Management; 
AFI 36-1004, Managing the Civilian Recognition Program AFP 36-2861 


Special Act or Service Award (SASA)

A Special Act or Service Award (SASA) recognizes a special achievement--a one-time occurrence--within or outside of an employee’s job responsibility that exceeds normal job performance requirements and results in verifiable, significant tangible or intangible benefits, saving the Government time, manpower, or money. 

Eligibility: The SASA may be given at any time to a GS, ST, or FWS employee or a group of employees who played a direct role in the special act or service. It cab be granted for special acts or services while on detail or temporary assignment. SES members may receive this award for achievements outside of his/her job responsibility. Examples of achievements for non-SES employees: 

· A particular project or assignment which involved overcoming unusual difficulties. 
· Performance of assigned duties with special effort or innovation that resulted in significant economies or other highly desirable benefits. 
· Creative efforts that made important contributions to science or research. 
· Exemplary or courageous handling of an emergency situation related to official employment. 
· A superior accomplishment or scientific achievement which results in significant savings of time, manpower, or money to the Government. 
Process: Supervisor prepares an AF Form 1768 (Staff Summary Sheet) with a justification which describes the achievement and recommends an award amount, submitted within 60 days after completion of the special act or service. The monetary award is in the amount proportionate to the benefits realized by the Government. Nomination package is presented through the chain of command to the incentive awards committee. AF Form 2860, Special Act or Service Award Certificate, may accompany the award. 

When the award is for a group, all members of the group may receive equal shares, or the total may be divided in proportion to the individual contribution to the group effort. The total amount of the award may not exceed the amount authorized for the achievement. 

Final approving authorities are: 

· Up to $10,000 - Installation Commander or designee 
· Over $10,000, not to exceed $25,000 - Air Force Incentives Awards Board to Office of Personnel Management 
	PRIVATE
References: 
AFPD 36-10, Civilian Performance Management 
AFI 36-1004, Managing the Civilian Recognition Program 


Notable Achievement Award

The Notable Achievement Award (NAA) is a category of Special Act or Achievement Award (SASA) based on noteworthy contributions that do not warrant a SASA. It is intended to recognize personal effort that eliminates a wasteful or inefficient practice, or enhances mission effectiveness. 

The award can be initiated by a supervisor at any level and may be approved by the employee’s second level supervisor. The minimum amount is $25 and the maximum is $500. 

Nominations for the NAA must describe the contributions in writing, recommend an award amount, and be submitted within 30 days after completion of the achievement. As with the SASA, an AF Form 1768 (Staff Summary Sheet) is used to document this award; however, local procedures may be established for nominating and processing NAAs. AF Form 3032, Notable Achievement Award Certificate, should accompany the award. 

	PRIVATE
References: 
AFPD 36-10, Civilian Performance Management 
AFI 36-1004, Managing the Civilian Recognition Program 


Time Off Award

The Time-Off Award (TOA) may be granted without loss of pay or charge to leave in recognition of a superior accomplishment or personal effort that contributes to the quality, efficiency, or economy of Government operations. The intent of a time-off award is to provide an alternate means of recognition in lieu of granting a monetary award. Therefore, the decision to grant a time-off award shall be based upon the same criteria or circumstances as for other incentive awards, such as the Special Act or Service Award (SASA). 

Eligibility: The award may be granted to any Federal employee to recognize a one-time, nonrecurring event. Full-time employees may be awarded a total of 80 hours during any one leave year. The maximum amount of time-off that can be approved for any single contribution is 40 hours. They shall not be used in lieu of administrative or other categories of leave. Also, they shall not be granted in conjunction with a military "down" or "training" day or the like which would grant the entire civilian employee population, or a majority of the civilian population, a time-off award to be used on a specified day. 

Air Force policy is that TOAs are granted to recognize outstanding achievement and service on an individual basis. They cannot be given for the sole purpose of enabling civilian personnel to participate in a down day (or any similar situation); however, if a civilian employee has earned a TOA for legitimate reasons, the employee may use it on a day for which the military has been given a down day (of course, with the supervisor's concurrence … in accordance with mission needs).  Squadron Commander's may approved up to an 8 hour time-off award.  All others must be approved by the appropriate Group Commander or Vice Wing Commander.
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