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From the Flight Chief:

Welcome to the first 86 Force Support Squadron Civilian Human Resources Flight newsletter.  We are looking forward to an exciting year combining Local National, Non-Appropriated Fund, and Appropriated Fund civilians in one flight.

Let us know how we are doing; I welcome your thoughts and comments via email, phone, or on our ICE site below.

Christine Murray

Civilian HR Flight Chief
ICE Comments
WHAT’S NEW?
New Force Support Squadrons

On 19 November, 2010, the Mission Support Squadron and Services Squadron merged to form the 86 Force Support Squadron and the 786 Force Support Squadron.

  

Attention 
commanders, managers, and supervisors of Non-US employees!

In many organizations in the KMC parts or all of the Non-US workforce participate in shop agreements on US holiday observance. For example, full-time Non-US employees work an additional 1.5 hours per week in order to take the time off on a US holiday without charge to annual leave.

Unlike in past years and based on the total extra hours worked/accumulated in CY 2010, Non-US employees will not be entitled to an additional day off this year. More particularly, the day after Thanksgiving (26 November 2010) will be a regular duty day and local national employees are required to be at work unless it is their regular day off, they are scheduled for annual leave or excused from work for other reasons. 

Therefore, Non-US employees wishing to take off the day after Thanksgiving have to request annual leave and, operational requirements notwithstanding, supervisors are encouraged to grant leave liberally. 

Supervisors of local national personnel may contact their servicing Non-US EMR Specialist in the Ramstein Civilian Personnel Office for further guidance. The POC in this matter is Mr. Manfred Frey, DSN 480-5365 or 7153.

Inclement/Hazardous Weather Conditions

POC:  DPCS-B 480-2019

It is important to be prepared for unexpected weather conditions and to know what procedures to apply during these situations.  All supervisors need to brief their civilian employees on the procedures to follow during hazardous weather conditions.  This includes what to do if there is a base closure, late reporting, or early dismissal due to adverse weather conditions.  Also, mission essential designated personnel need to understand their responsibilities prior to weather emergencies.  For additional information, please see attached:
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NAF NEWS
Nonappropriated Fund (NAF) Classification Appeal
A classification appeal is a written request to the HRO made by an employee for a change in the pay system, grade or pay band, series, or title of his or her officially assigned position.  An appeal may be filed by an employee individually or on behalf of a group of employees occupying identical positions (having the same pay plan, title, series, grade or pay band, and position number).

An employee has the right to be assisted and advised in preparing the appeal by a representative of his or her own choosing, unless there is a conflict of interest, such as an employee of the servicing HRO.  An employee may appeal the classification of his or her position at any time but may not appeal proposed classification changes.

The appeal must contain the following:

• The name, mailing address and organization of all appellants.

• The employee’s official assigned position title, series, grade or pay band, and position number.

• A statement clearly indicating the part of the classification with which the appellant(s) disagree; why the classification is inconsistent with published standards or guidelines; and the title, series, or grade or pay band, the appellant(s) consider correct.

• The mailing address of the employee’s representative, if one is  designated.

For more info:

US NAF Human Resources Office
86 FSS/FSPH, Bldg 2118, Rm 149 
Phone: DSN 480-2672 or 480-2659

Apply online: www.nafjobs.org
NSPS...
NSPS Transition Schedule
Conversion Out Date:  12 Sep 10

NSPS employees and NSPS management officials, please review the transition schedule for important information and timelines.  Take note that the NSPS performance management cycle has been streamlined since there will be no shares, shares distribution, or share payout, for those transitioning to GS prior to 2 Jan 11.  It is very important for employees to receive their last rating of record. This rating can be used when considering employees for future positions. 
Dec 10:
10 Dec 10: NSPS ratings effective date.

Jan 11:
2 Jan 11: GS General Pay Increase 

AFMA...

Click here to visit the AFMA Portal site.
EMR...
Administrative Grievance System (AGS)

POC:  Employee Management Relations 480-7608/2019

A grievance is a request by an employee or a group of employees for personal relief in any matter of personal concern or dissatisfaction that relates to employment and which is subject to the control of management.  All US appropriated fund civilian employees serviced by Ramstein AB Civilian Personnel Flight (CPF) may file through the Administrative Grievance System (AGS).

Grievances must be filed within 15 calendar days of specific act or occurrence that is being grieved or within 15 calendar days of the employee becoming aware of an incident.  Grievances should detail specific issue being grieved and the personal relief sought.

Informal grievances may be presented orally or in writing to the first-level supervisor or the second-level supervisor if the grievance concerns the first-level supervisor.  Formal grievances must be filed in writing and should be forwarded to the CPF (86 FSS/FSPC-B) to forward to the appropriate deciding official. For more information, please see AFI 36-1203 and Ramstein Supplement below.  For further questions, please contact your servicing Employee Relations Specialist at 480-7608 or 480-2019.
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TRAINING..
The Force Development Specialist Resource Center
The Force Development Specialist Resource Center CoP is now online and available for your use.  This resource center is designed to be a "one stop shop" for the Force Development Specialist Community.  The resource provide the following info:

1.  From Policy/Guidance/Instructions to Skill Building Lessons.  2

2.  From MAJCOM Unique Information to Recommended Readings  

The resource center is meant to have what you need, and more.

This site is a "work in progress" and in the coming months we will continue to add and build upon the foundation we have established. Please provide us with your ideas by clicking on "Resources to Share" on the site.

FDS Resource Center CoP web link:

https://afkm.wpafb.af.mil/community/views/home.aspx?Filter=22411
Note: The Force Development Specialist Resource Center is a "Closed CoP" which means that you will have to request permission first to access the site.  

STAFFING...
Applying for a position at Ramstein AB?

POC:  480-5850

Interested in obtaining a new career path?  All internal self nominations for Ramstein AB are done by applying at www.USAjobs.gov by completing the assessment questionnaire and submitting your resume.  Many of you are already familiar with the process since USAFE bases became a test pilot on 22 Feb 2010 for this process.  By applying for a position using your resume you can highlight your skills, abilities and be a more equitable candidate.  The application manager allows you to have 5 resumes and track yourself nomination status on positions you have applied for.  Air Force has released phase II bases to participate in this test in hopes the single staffing tool will soon be used for all of Air Force civilian positions.  If you’d like more information on the process the AFPC home page has more information under the “civilian” tab. 
Merit Systems Principles
POC:  480-5850

The Merit Systems Principles (5 USC 2301 (b)) outline requirements for managing the workforce in a fair and equitable manner and protect employees from arbitrary and capricious personnel actions and decisions.  For more information click here.
Air Force Merit Promotion Program
POC:  480-5850

The Air Force promotion policy is based on strict conformance with merit principles as specified in Title 5 Code of Federal Regulations, (CFR) Part 335, Promotion and Internal Placement.  It provides a uniform and equitable means of referral and selection for all placement actions according to merit principles.  For more information relating to the Air Force Merit Promotion Program click here.
Definition of Diversity and What it Means to the Air Force
“The concept of diversity encompasses acceptance and respect. It means understanding that each individual is unique, and recognizing our individual differences.  These can be along the dimensions of race, ethnicity, gender, sexual orientation, socio-economic status, age, physical abilities, religious beliefs, political beliefs, or other ideologies.  It is the exploration of these differences in a safe, positive, and nurturing environment. It is about understanding each other and moving beyond simple tolerance to embracing and celebrating the rich dimensions of diversity contained within each individual.”  

Diversity in the Air Force is broadly defined as a composite of individual characteristics, experiences, and abilities consistent with the Air Force Core Values and the Air Force Mission. Air Force diversity includes, but is not limited to:

· personal life experiences

· geographic background

· socioeconomic background

· cultural knowledge

· educational background

· work background

· language abilities

· physical abilities

· philosophical/spiritual perspectives

· age

· race

· ethnicity

· and gender
Single Staffing Tool Rollout

The Air Force Personnel Center announced the AF-wide rollout of the Single Staffing Tool beginning Nov. 15, 2010. The SST deployment will include all AFPC, Air Force District of Washington, and Air Force Reserve Command serviced positions. The vacancy announcements for all AFPC, AFDW, and AFRC serviced positions will be posted at http://www.usajobs.gov/. For more information, call 800-525-0102.

Benefits and Entitlements Service Team (BEST) Newsletter, November 2010

The purpose of this HR Advisory is to forward the Benefits and Entitlements Service Team (BEST) Newsletter for November 2010. 


HR Advisory 2010-37
HR Advisory 2010-37 revises HR Advisory 2008-145 and provides new Rules of Engagement for Closure of the Request for Personnel Action (RPA) and 50-day deletion policy.  Click below to read the full Advisory.
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HR Advisory 2010-88

The purpose of this advisory is to notify Civilian Personnel Sections and selecting officials that, effective 15 November 2010 for AFPC/DPI-serviced organizations only, we will deploy the use of the USA Staffing (USAS) recruitment tool AF-wide for internal and external applicants, with the exception of AFMC bases, Hurlburt and Luke AFBs at this time.  The advisory also outlines key details associated with the use of this tool and efforts to meet the hiring reform challenges directed by Presidential Memorandum released May 11, 2010.
HR Advisory 2010-88
NON-U.S. PROGRAMS

Non-US Internal Grievance and Appeal Procedure
The USAFE grievance and appeal procedure gives each employee the opportunity for fair and impartial review of grievances/appeals with equitable treatment in every respect.

The following is a short summary of prerequisites, responsibilities, and procedural steps.  First it has to be mentioned that the grievance procedure does not apply for certain issues (e.g. classification, termination during probationary period, or resignation.)

The employee first must seek informal adjustment of the matter through supervisory channels.  The grievance will be presented (orally or in writing) to the supervisor or, if the grievance concerns the supervisor, to the next higher supervisor.  Within 10 calendar days the employee will get a decision.  On receipt of an unfavorable decision the employee may request in writing a further review from the Civilian Personnel Officer.  The decision about this grievance has to be provided to the employee again within 10 calendar days.  In case this decision is also unfavorable for the employee, he/she may request a last review by the responsible HQ USAFE office under consideration of the 10 calendar days.  The decision of HQ USAFE is the final step of the internal grievance procedure.

The employee has the right to be advised, accompanied or represented by a representative of his/her choice in the presentation of a grievance.  The grievance has to state the case in detail as well as the remedy sought.

The details of the procedure are prescribed in USAFE Instruction 36-1201 (Grievances and Appeals Non-US Citizen Employees).

Questions about the issue may be addressed to the Non-US section, tel.:  480-5365/7153 or 06371-47-5365/7153.
Internes Beschwerde – Und Einspruchsverfahren Fuer Non-US Arbeitnehmer
Das USAFE Beschwerde-und Einspruchsverfahren gibt jedem Arbeitnehmer den Anspruch auf faire und unparteiische Ueberpruefung von Beschwerden/Einspruechen unter Beachtung des Prinzips der Gleichbehandlung.

Nachfolgend werden die Voraussetzungen, Verantwortlichkeiten und Verfahrensschritte kurz zusammengefasst.  Vorab ist festzustellen, dass das Beschwerdeverfahren bei bestimmten Sachverhalten keine Anwendung findet (z.B. Eingruppierung, Probezeitkuendigung oder Eigenkuendigung).

Zunaechst muss der Arbeitnehmer Versuchen, eine formlose Regelung oder Abhilfe auf dem Dienstweg herbeizufuehren.  Hierzu bringt er die Beschwerde (muendlich oder schriftlich) bei seinem Vorgesetzten oder, wenn die Beschwerde diesen betrifft, beim naechsthoeheren Vorgesetzten vor.  Innerhalb von 10 Kalendertagen steht dann dem Arbeitnehmer eine Entscheidung zu.  Ist die Entscheidung fuer den Arbeitnehmer unguenstig, kann er schriftlich innerhalb von 10 Kalendertagen eine nochmalige Ueberpruefung beim Personalleiter beantragen.  Die Entscheidung ueber diese Beschwerde ist dann dem Arbeitnehmer wiederum innerhalb von 10 Kalendertagen mitzuteilen.  Ist auch diese Entscheidung fuer den Arbeitnehmer unguenstig, kann er eine letzte Ueberpruefung durch die zustaendige Abteilung bei HQ USAFE herbeifuehren, wobei wiederum die 10 Tagesfrist zu beachten ist.  Die Entscheidung von HQ USAFE beendet das interne Beschwerdeverfahren.

Der Arbeitnehmer kann sich beim Vortrag einer Beschwerde durch einen Vertreter seiner Wahl beraten, begleiten oder vertreten lassen.  Die Beschwerde ist zu begruenden und hat die gesuchte Abhilfe anzugeben.

Die Einzelheiten des Verfahrens sind festgelegt in der USAFE Vorschrift 36-1201 (Grievances and Appeals Non-US Citizen Employees).  Bei Fragen zu diesem Thema wenden Sie sich bitte an die Non-US Abteilung, Tel.: 480-5365/7153 oder 06371-47-5365/7153.

Important Information For All Supervisors of LN Employees
New USAFE INSTRUCTION published 
usafei 36-728, Non-US Citizen Personnel and Position Actions, 

Germany
The revised document explains, updates, and implements provisions on the initiation of personnel actions and the process of requesting a personnel action.

Please familiarize yourself with the updated provisions.

The revised USAFEI 36-728 can be downloaded here
Questions about the matter may be addressed to the Civilian Personnel Flight, Non-US Section, phone 06371-47-5365/7153/4205 or DSN 480-5365/7153/4205.

Wichtige INFORMATIONEN FUER alle VORGESETZTEN VON NON-US ARBEITNEHMERN

Neue dienstvorschrift HERAUSGEGEBEN: 

USAFEI 36-728:,Non-US Personal- und Positionsmassnahmen, 
Deutschland 

Die überarbeitete Version erklärt, aktualisiert und implementiert Bestimmungen über die Veranlassung von Personalmaßnahmen und den Prozess des Antrags auf eine Personalmaßnahme.

Bitte machen Sie sich mit den überarbeiteten Vorschriften vertraut. 
Die überarbeitete Dienstvorschrift USAFEI 36-728 finden Sie hier 
Bei Fragen zu diesem Thema wenden Sie sich bitte an die Non-US Abteilung des Personalbüros, Tel.: DSN 480-5365/7153/4205 oder 06371-47-5365/7153/4205.

USAFE FORM 594 – Documentation of One-Day Duty Travel and Duty Trips 

Please be advised that there is a preclusive time limit of three months to put in a claim for reimbursement (Section 49 A. 2. b Collective Tariff Agreement – CTA II)! After expiration of this deadline the employer is no longer obligated to compensate for the expenses. 
With USAFE regulation 36-709 (Time and Attendance Reporting for Non-US Citizen Employees) the USAFE form 594 was implemented. On this form reimbursable expenses resulting from one-day duty travel or duty travel within 15 km are documented. To prevent later changes the form needs to be filled out either with ball-pen/ink or computer. 
Please always mention under point 3 the foreign forces payroll office (FFPO) personnel number and under point 4 the payroll number. Please note the following annotations: 
 In column (a) the date 

 In column (b) the departure time 

 In column (c) the place of departure respectively your organization and the destination 

 In column (d) the return time 

 In column (f) the total kilometers 

Based on the departure time (b) and the return time (d) the timekeeper identifies if the duty travel took more than 8 respectively 12 hours and can determine the day allowance entitlement and enter it in LNTAP. 
 In column (f) please fill out if the duty travel was conducted with your privately owned vehicle (POV), government owned vehicle (GOV) or train. 

 In column (g) the number of passengers needs to be mentioned. 

If you drive alone the entry is 0. If you took another person with you, the entry is 1; if you took 2 persons with you the entry is 2 and so on… 
Please attach supporting documents for any further costs to Form 594 in the original. 
If the duty travel with a government owned vehicle was conducted within less than 8 hours and there were no further expenses (parking fees, telephone fees) then the form must not be filled in. 
USAFEI 36-709 can be found here; USAFE Form 594 can be found here.

For further questions please contact Ms. Silvia Thum (DSN 480-2470).
USAFE FORM 594 – Dokumentation von eintägigen Dienstreisen und Dienstfahrten 
Bitte beachten Sie unbedingt, dass für die Geltendmachung der Ansprüche gemäß 
§ 49 B. TVAL II eine dreimonatige Ausschlussfrist gilt! Nach Ablauf dieser Frist ist der Arbeitgeber nicht mehr verpflichtet, die geltend gemachten Kosten zu ersetzen. 
Mit der USAFE Dienstvorschrift 36-709G (Programm zur Erfassung, Kontrolle und Meldung von Zeitlistendaten für Ortskräfte) wurde u.a. die USAFE Form 594 – eingeführt. Auf diesem Formblatt werden erstattungsfähige Kosten, die im Zusammenhang mit eintägigen Dienstreisen oder Dienstfahrten entstanden sind, dokumentiert. Um spätere Änderungen auszuschließen, ist das Formblatt entweder mit Kugelschreiber/Tinte oder per Computer auszufüllen. 
Bitte, geben Sie unbedingt unter 

3. die LAS-Personalnummer sowie unter 
4. die Lohnlistennummer an und beachten Sie nachstehende Erläuterungen: 
 In Spalte (a) ist das Datum einzutragen 

 In Spalte (b) die Abfahrtszeit 

 In Spalte (c) der Ausgangsort bzw. Ihre Dienststelle sowie der Zielort 

 In Spalte (d) der Zeitpunkt der Rückkehr 

 In Spalte (e) die insgesamt gefahrenen Kilometer 

Anhand der Abfahrtszeit (b) und Rückkehrzeit (d) erkennt der Zeitlistenführer, ob die Dienstfahrt über 8 bzw. 12 Stunden gedauert hat kann demzufolge den Tagegeldanspruch feststellen und in die Zeitliste übernehmen. 
 In Spalte (f) tragen Sie ein, ob die Dienstfahrt mit Privatfahrzeug, Dienstfahrzeug oder Zug ausgeführt wurde. 

 In Spalte (g) – ist die Anzahl der Mitfahrer aufzuführen: 

Fahren Sie allein, so ist die Eintragung 0. Haben Sie eine Person mitgenommen, so ist die Eintragung 1, bei 2 Personen 2 usw. 
Belege für etwaige weitere Kosten legen sie bitte dem Formblatt 594 im Original bei. 
Falls eine Dienstfahrt von weniger als 8 Stunden Dauer mit einem Dienstfahrzeug durchgeführt wurde und keine weiteren Kosten (z.B. Parkgebühren, Telefonkosten) entstanden sind, muss kein Formblatt ausgefüllt werden. 
Die USAFE Dienstvorschrift 36-709G finden sie hier; das USAFE Formblatt 594 finden sie hier.
Bei weiteren Fragen wenden Sie sich bitte an Frau Silvia Thum, Tel. 480-2470
HELPFUL WEBSITES

Ramstein CPO Website  

http://www.ramstein.af.mil/ramsteincivilianpersonnelflight.asp
My Biz/My Workplace

http://ask.afpc.randolph.af.mil/MyBiz/default.asp?prods3=2469&prods2=264&prods1=44 

Air Force Personnel Center (AFPC) Employment Sites:

http://www.afpc.randolph.af.mil/afcivilianjobs/ - 


http://www.afpc.randolph.af.mil/library/airforcecivilianemployment.asp
http://www.afpc.randolph.af.mil/afcivilianjobs/howtoapply.asp
Benefits and Entitlements Service Team (BEST):

http://ask.afpc.randolph.af.mil/BEST/?prods3=272
DCIPS Information

Air Force Personnel Center (AFPC) http://ask.afpc.randolph.af.mil/
National Security Personnel System (NSPS) http://www.cpms.osd.mil/nsps/
AF National Security Personnel System (NSPS) http://ask.afpc.randolph.af.mil/nsps/
Office of Personnel Management (OPM) http://www.opm.gov
USA Jobs

http://www.usajobs.gov/
DFAS - MyPay

http://www.dfas.mil 

Office of Special Counsel (OSC)

http://www.osc.gov
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BY ORDER OF THE 
SECRETARY OF THE AIR FORCE


AIR FORCE INSTRUCTION 36-1203


1 MAY 1996


Personnel


ADMINISTRATIVE GRIEVANCE SYSTEM


COMPLIANCE WITH THIS PUBLICATION IS MANDATORY


ACCESSIBILITY:  Publications and forms are available on the e-Publishing website at 
 www.e-publishing.af.mil for downloading or ordering. 


RELEASABILITY: There are no releasability restrictions on this publication.  


OPR: AFPOA/DPW Certified by: AFPOA/DP
(Mr Steve N. Smith)


Supersedes AFR 40-771, 17 June 1985. Pages: 7


This instruction implements AFPD 36-12, Dispute Resolution, and Department of Defense Civilian Per-
sonnel Manual Subchapter 771, The Administrative Grievance System.  This instruction contains the Air
Force system for considering employee grievances.  It reflects the policies of the Secretary of the Air
Force concerning matters that are discretionary with the Air Force.  It applies to US citizen employees of
the Air Force who are paid from appropriated funds and who are either nonbargaining unit employees or
bargaining unit employees in a unit where no collective bargaining agreement has been negotiated or
where the negotiated procedure excludes the matters at issue.  It also applies to supervisors, civilian per-
sonnel officers, career Senior Executive Service (SES) and Senior Intelligence Executive Service (SIES)
members, Civilian Intelligence Personnel Management System (CIPMS) employees, and other manage-
ment officials of the Air Force.  It applies to civilian employees of the Air National Guard and Air Force
Reserve, except it does not apply to Air National Guard Technicians administered by the National Guard
Bureau under Title 32, U.S.C. Section 709.  It does not apply to employees of the Army and Air Force
Exchange Service.  It does not apply to applicants for employment.  It also does not apply to matters
which employees may appeal to the Merit Systems Protection Board or matters that are covered by AFI
36-1201, Discrimination Complaints.


SUMMARY OF CHANGES


This instruction has been revised throughout.


Section A—Authorities and Responsibilities


1.  HQ USAF. The Air Force Personnel Operations Agency, Work Force Appeals and Relations Division
(AFPOA/DPW) provides overall Air Force guidance on the administrative grievance system.


2.  Major Command (MAJCOM). The MAJCOM director of civilian personnel will designate a princi-
pal point of contact for administrative grievances for subordinate installations and with AFPOA/DPW.
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3.  Commanders. Installation commanders or their designee(s), except as provided below, will make
final written decisions on grievances.  This includes decisions on the rejection and cancellation of griev-
ances.


• The deciding official must be at a higher organizational level than any person involved in the
grievance or having a direct interest in the matter being grieved.  If to meet this requirement, it is
necessary to elevate the grievance above base level, the deciding official will be an individual in
the next higher management level in the grieving employee's chain of command.


• Grievances filed by employees of a tenant organization will be decided by an official in the griev-
ant's chain of command, except where the grievance concerns matters outside the authority of that
chain of command.


• Grievances filed concerning career program issues will be processed in accordance with Air
Force Manual (AFMAN) 36-606, Volume 1, Air Force Civilian Career Program Management,
Section H, Grievances and Complaints, paragraph 1.45.  Settlement agreements involving career
program policies or positions must be in compliance with AFMAN 36-606, Volume 1, Section H,
paragraph 1.46.


4.  Civilian Personnel Flights. Civilian Personnel Flights (CPFs), in conjunction with management,
shall develop their own procedures in accordance with the system outlined in this AFI.  CPFs provide pol-
icy direction and technical advice to management; serve as principal advisors to deciding officials and
supervisors; assist them in processing and resolving grievances; publicize the grievance process to
employees; and advise employees regarding grievance procedures.


Section B—Administrative Grievance System (AGS) General Provisions


5.  Matters Covered and Those Excluded. The Air Force AGS establishes a process under which an
employee or a group of employees acting as individuals, may request personal relief in any matter of con-
cern or dissatisfaction relating to the employment of the employee(s) which is subject to the control of Air
Force management. Grievances do not include any matters that are subject to review outside the Air Force
or for which other authorized complaint or appeal systems, such as the Merit Systems Protection Board or
the Inspector General (IG), are prescribed.  See Section E for subject matter coverage which lists other
excluded matters.


6.  Representation Rights.  Air Force employees are entitled to present grievances, communicate with
management officials and their servicing CPF; and represent themselves, or be represented by someone of
their choosing.  The representative may accompany the employee or may act for the employee without the
employee's presence.  If the employee elects representation, he or she must designate the representation in
writing and must notify management in writing of any change in that designation of representation.  The
choice of representative may be denied if it would result in a conflict of interest, conflict with mission pri-
orities, or result in unreasonable costs.  Employees must be notified in writing, as soon as possible, after
the decision of any disallowance of representation and provided rationale for the disallowance.


7.  Use of Official Time.  Employees and their representatives will be allowed, upon request, a reason-
able amount of duty time, if otherwise in a duty status, to prepare and present a grievance.  Determinations
of what constitutes a reasonable amount of duty time will be based on the facts and circumstances of each
case.  Additional time may be granted to the employee, upon request, when it is practical and reasonable.
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8.  Local Procedures. Installation commanders and management officials with delegated appointing
authority, with the assistance of the CPF, may tailor the AGS to meet local needs, such as specification of
deciding officials, time frames for holding grievances in abeyance, and organization or individual desig-
nated for review of grievance decisions.  Matters excluded from grievance coverage by DoD and this AFI
may not be changed unless approved by DoD.  Neither may the types of employees covered by the AGS
be changed.  Processing time limits, as stated in this AFI, must also be observed.


9.  Grievance Files. Activities must establish a grievance file whenever a formal grievance is filed.  Upon
request, the grievance file shall be made available to the grievant and/or the grievant's representative for
review.  The file shall contain all official documents or copies of documents related to the grievance.
Grievance files will be retained for four years in accordance with applicable laws, regulations, and records
retention schedules.


Section C—Administrative Grievance Procedure


10.  Informal Dispute Resolution Process. Alternative Dispute Resolution (ADR) techniques, such as
mediation, peer review panels, facilitation, and settlement conferences, should be utilized to the maxi-
mum extent possible with the consent of the parties to the dispute.  ADR reduces the time and costs of set-
tling disputes and empowers deciding officials to resolve issues in controversy more creatively and
expeditiously.  ADR may be invoked at any stage of the grievance process; however, it is most successful
when initiated early or when the dispute is raised. Information about ADR should be made available to the
parties.


10.1.  An employee may seek informal resolution of a matter before filing a formal grievance, unless
the matter involves an action that was effected through a notice of proposed action, a right to answer,
and a notice of final decision.


10.2.  The employee initially shall present the matter either orally or in writing, to the immediate
supervisor.  If the matter involves an action taken by, or a relationship with, that supervisor, the matter
may be presented to the next level supervisor.  The employee must clearly advise the supervisor of the
basis of the matter and the personal relief or remedy sought.


10.3.  The supervisor must consider the employee's problem and should not reject the grievance for
any reason.  However, if the supervisor believes the matter is not covered by the AGS or is untimely,
the supervisor should inform the employee.  The employee must be allowed to subsequently submit a
formal grievance on the matter if so desired.


10.4.  The supervisor to whom the grievance has been submitted must attempt to resolve it and pro-
vide a written decision within 15 calendar days (but no later than 30 calendar days) from the date the
matter is raised.  If the initial 15 day time limit cannot be met, the supervisor shall inform the
employee (and the employee's representative) in writing of the date by which a decision will be
received.


10.5.  If the matter is not resolved in the informal stage, the supervisor should inform the employee of
the procedures for filing a formal grievance when conveying the decision to the employee.  The
employee should also be given the name of the CPF representative or union official, as appropriate,
who can advise the employee regarding procedures for requesting further grievance consideration.
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11.  Formal Grievance Resolution Process.


11.1.  An employee may file a formal written grievance if the matter is not resolved in the informal
process (e.g., the requested relief is not granted or management's time limit expired with no decision)
or where the employee chooses to bypass the informal process and initially file a grievance.


11.2.  The employee shall file the grievance in writing with the locally designated deciding official.
The grievance must be signed, dated, and contain a sufficiently detailed statement of the specific
issue(s) and the personal relief sought; a statement that the employee has not filed an appeal or com-
plaint (such as an IG or an Equal Employment Opportunity (EEO) complaint) on the same issue; cop-
ies of any documents in the employee's possession related to the grievance; and the name, address, and
telephone number of the employee's representative, when applicable.  Identical issues raised by the
employee in any other grievance, appeal, or complaint are not grievable under this procedure.


11.3.  Identical or similar grievances may be joined and processed together provided this does not
adversely affect the rights of any employee and joint processing is more effective and efficient. Griev-
ances are identical and similar when the concerns expressed and the relief requested are identical or
similar.


11.4.  The deciding official shall issue a final written decision which shall respond to all issues and
shall provide the reasons for the decision.  If the grievance is canceled or rejected, the deciding official
should also give the reasons in writing for the decision.  Deciding officials must be assigned to an
organizational level higher than any employee involved in the grievance or having a direct interest in
the matter being grieved unless the deciding official is the Secretary of the Air Force.  The decision is
final and not subject to review.  However, an employee may request review of the following: a deci-
sion to reject, cancel, or otherwise terminate a grievance without a decision on its merits; a decision
that did not grant the relief sought when the grievance involved a suspension without pay; or any other
decisions as established by local procedures.


11.5.  Deciding officials shall determine:


11.5.1.  The disposition of issue(s) which may arise in the processing of a grievance, such as
whether to cancel or suspend processing of all or a portion of a grievance.


11.5.2.  Whether the parties are willing to attempt an ADR procedure.


11.5.3.  Whether to require an impartial investigation.  Note: This is recommended when the
grievance concerns the separation or removal of a CIPMS employee or a suspension without
pay. 


11.5.4.  Whether to allow the grievant's choice of representative.


11.5.5.  Which issue(s) shall be investigated if the grievance is accepted.


11.5.6.  How much duty time shall be granted to the employee and the employee's representative.


11.6.  The deciding official may investigate the grievance.  The official may also designate a
fact-finder or select an investigator from the DoD Office of Complaint Investigations (OCI).  The
fact-finder or investigator must not have been involved in the grievance or have a direct interest in the
matter being grieved.  The official shall also decide the scope of the investigation, i.e., whether to
require a report of fact, a report of facts with analysis, or report of fact with analysis and recommen-
dations.
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11.7.  Requests for review by the grievant (as allowed in paragraph 11.4.) are sent directly to the
reviewer for a decision.  Local procedures may specify that this review may be done by the Air Force
Civilian Appellate Review Office (AFCARO) or by a deciding official at a higher organization level
than the official who made the initial decision.   Note:  Review by AFCARO is recommended in cases
involving suspensions without pay or for removal, reduction in grade or pay, or furlough for 30
days or less of a CIPMS employee.  Employees should be notified of their review options, if any, by
the deciding official. 


11.8.  A grievance or a portion of the grievance may be canceled or temporarily suspended:


11.8.1.  At the grievant's request (cancel or suspend processing the grievance as requested).


11.8.2.  If the subject matter of the grievance is excluded (cancel the grievance or that portion of
the grievance containing excluded matters and advise the employee of any other appropriate
forum for resolving the excluded issues).


11.8.3.  Because the grievant failed to provide sufficient detail to clearly identify the matter being
grieved or specify the personal relief requested (cancel the grievance or suspend processing the
grievance until the deficiency is corrected).


11.8.4.  Where the grievance requests disciplinary or other detrimental action be taken against
another employee (cancel that portion of the grievance).


11.8.5.  If the grievant fails to comply with established time frames (cited in paragraphs 12.1. and
12.2.) or procedures (cancel the grievance if time frames are not met or - if otherwise procedurally
deficient, cancel the grievance or suspend processing the grievance until the deficiency is cor-
rected).


11.8.6.  Where the grievant files a formal appeal, complaint or other challenge on the same matter
under the AGS or under another formal dispute resolution process identified above (cancel that
portion of the grievance pending or resolved in another process).


11.9.  When an employee alleges discrimination based upon race, color, religion, sex, national origin,
physical or mental disability, or age, in connection with a grievance, the deciding official will hold the
grievance in abeyance and refer the allegation of discrimination to the activity's Chief Equal Employ-
ment Opportunity (EEO) Counselor.  The official will notify the employee, the employee's represen-
tative, and the CPF in writing of the referral.  If the grievant withdraws the allegations of
discrimination and requests further processing under the AGS, the deciding official will resume pro-
cessing the grievance and notify all parties in writing.  If the grievant files a formal discrimination
complaint, or does not withdraw the allegations of discrimination in the grievance and requests further
processing under the AGS, the grievance will be canceled by the deciding official.


12.  Time Frames.


12.1.  If the employee uses the informal dispute resolution process, he/she must raise the matter no
later than 15 calendar days following the date of the act or event creating the problem or the date the
employee became aware of (or reasonably should have become aware of) the act or event.  An
employee may present a matter of concern regarding a continuing practice or condition at anytime.  If
the informal dispute resolution process is not successful in resolving the employee's concerns, the
employee must file a formal grievance no later that 15 calendar days after the mediation or other ADR
process concluded or a decision was rendered on the informal grievance.
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12.2.  If the employee does not use the informal dispute resolution process, the employee must raise a
matter within 15 calendar days following the date of the act or event creating the problem, or the date
the employee became aware of (or reasonably should have become aware of) the act or event.  An
employee may present a matter of concern regarding a continuing practice or condition at anytime.


12.3.  The deciding official shall thoroughly and fairly consider the formal grievance and issue a writ-
ten decision as soon as possible but no later than 60 calendar days from the filing of the grievance.
The deciding official may extend time frames when warranted by special circumstances (i.e. when
those involved are geographically dispersed or when a third party fact-finder is used in the process).
If extensions are used, a grievance decision must be issued no later than 90 calendar days from the fil-
ing or 120 calendar days from the filing if a third party fact-finder is utilized, i.e. an examiner from
OCI.  The 120 calendar days time limit may be extended only when OCI is unable to schedule and
complete the grievance examination during this period.  In that case, a decision will be rendered no
later than 30 calendar days after receipt of the OCI report.


12.4.  When calculating time limits under the AGS, the day of an action or receipt of a document is not
counted.  The latest day of the time limit is counted unless it is a Saturday, a Sunday, a legal holiday,
or day on which the employee is not regularly scheduled to work.  In those cases, the last day of the
time limit shall be moved to the next regularly scheduled workday.


Section D—Civilian Intelligence Personnel Management System (CIPMS) Employees


13.  CIPMS (Title 10, U.S. Code, Section 1590) Employees. Non-preference eligible CIPMS employ-
ees who have completed one year of continuous service in the same or similar positions within DoD under
other than a temporary appointment limited to two years or less, may grieve their removal, suspension,
reduction in grade or pay, or furlough for 30 days or less.  This provision does not apply to terminations
for national security reasons under Section 1590(e)(1) of Title 10, United States Code.  Activities should
normally conduct an impartial hearing in removal cases.  Such hearings may be conducted by OCI or
another independent fact-finding party.


Section E—Subject Matter Coverage


14.  Matters Excluded. Any employment matter may be grieved under this procedure except for the fol-
lowing:


14.1.  The content of established agency regulations (Air Force Instructions) and policy.


14.2.  Any matter covered by a negotiated grievance procedure or subject to formal review and adju-
dication by the Merit Systems Protection Board, the Office of Personnel Management, the Federal
Labor Relations Authority, or the Equal Employment Opportunity Commission or any matter that the
employee files under another review process or reconsideration procedure, or dispute resolution pro-
cess (e.g. classification appeals) within the DoD.


14.3.  Non-selection for promotion from a group of properly ranked and certified candidates or failure
to receive a non-competitive promotion.


14.4.  Preliminary notice of an action that, if effected, would be covered under the Air Force appeal or
grievance systems or adjudication by the agencies cited in paragraph 14.2.


14.5.  The substance of performance standards, elements and or work objectives.
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14.6.  The granting of, or failure to grant a performance award or the adoption of, or failure to adopt a
suggestion or invention under 5 CFR Part 451.  The receipt of or failure to receive a performance
award under 5 U.S.C. 5384, performance awards in the SES/SIES.  The receipt of or failure to receive
a quality step increase under 5 U.S.C. 5336.


14.7.  The payment of, failure to pay, or the amount of a recruitment bonus, a relocation bonus, a
retention allowance, or a supervisory differential under 5 CFR Part 575 or 10 U.S.C. 1590.  The pay-
ment of, or failure to pay, or the amount of critical position pay under 5 U.S.C. 5377; or the failure to
request or grant an exception to the dual compensation restrictions under 5 CFR 575 or 10 U.S.C.
1590.


14.8.  Any action taken under a voluntary formal agreement entered into by an employee involving
geographic relocation or return from an overseas assignment.


14.9.  The termination of a probationer.


14.10.  The return of an employee serving a probationary period as a supervisor or manager to a non-
supervisory or nonmanagerial position for failure to satisfactorily complete the probationary period.


14.11.  The separation or termination of an employee during a trial period.


14.12.  Reassignment of a SES/SIES member following receipt of an unsatisfactory rating.  Also
return of a SES/SIES member to another pay system during the one-year period of probation or for
less than fully successful executive performance, and failure to be recertified, conditional recertifica-
tion, or termination during probation for unacceptable performance.


14.13.  The termination or expiration of a term or temporary appointment or promotion, whether in the
competitive or excepted service, in accordance with conditions of the appointment or promotion pro-
vided the employee was informed in advance of the temporary nature of the appointment or promotion
and is returned to his or her former or equivalent position if temporarily promoted.


14.14.  SES/SIES performance evaluations and awards (including meritorious or distinguished execu-
tive rank awards) and SES/SIES or Senior Level pay rate changes.


14.15.  A separation or termination action from a permanent position, except as provided for in para-
graph 13.


MICHAEL D. McGINTY,  Lt General, USAF
DCS/Personnel
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A i r  F o r c e  P e r s o n n e l  C e n t e r  -  P r o g r a m  M a n a g e m e n t  a n d  E v a l u a t i o n  B r a n c h  


 
 
 
 
       
 
 
 
 
NOTE:  This revises HR Advisory 2008-145 and provides new Rules of Engagement for Closure of the 
Request for Personnel Action (RPA) 
 
SUBJECT:   Rescission of 90-day Referral Certificate Letter and Establishing 45-day Certificate; 
Issuance of Internal and External Certificates Simultaneously; and Rules of Engagement for Closure of 
the Request for Personnel Action (RPA) 
  
         ***THIS HR ADVISORY IS APPLICABLE TO AFPC-SERVICED ORGANIZATIONS ONLY*** 
 
The purpose of this advisory is to provide several revisions to previous information released in HR Advisory 
2008-145 to assist the Air Force in meeting the mandated 80 day fill goal in this fiscal year.  The following 
information is provided:  
 
The Directorate of Civilian Force Integration (AFPC/DPI) briefed at the Force SPT Worldwide in March 2010 
that we were initiating (effective immediately) the 50 day aged Request for Personnel Action (RPA) closure rule 
for RPAs that have accumulated over 50 days at base level exclusive of classification time.  If an RPA has been 
at the local base or Civilian Personnel Section (CPS) for 50 days or more total, prior to receipt at AFPC, the 
RPA will be closed and a new RPA must be submitted for further action.  The total days counted excludes time 
in the classification function (whether performed by the base or Air Force Manpower Agency).  The attached 
document  provides instructions for retrieval of the closed RPA to assist in obtaining information and 
attachments to be included in the newly created RPA.  
        
This policy is also being communicated to Civilian Personnel Sections by AFPC/DPI Base Team chiefs to their 
partners at base level in advance of this official HR Advisory.  The rationale communicated at the Worldwide to 
support this initiative was:  
 
- The AF has mandated that all HR Service Centers reach the 80 day fill goal this fiscal year.  In our efforts to 
achieve this mandated target, all partners in the recruit fill process, to include the manager, CPS, classification 
authority and AFPC must change how they approach the fill process and reduce the time they are taking for the 
steps within their control.  To effect that change we are strategically driving down the time allotted for each task. 
We fully expect the time allotted to the selecting official in creating the RPA to be reduced further (from 50 
days) as the timeliness gates for filling a vacancy under the 80 day window require even greater efficiency from 
all partners in how they accomplish their responsibility in the recruit/fill process.  The 80 day gates allow the 
following time for each action in the fill process: 
 
-- Manager 1 day 
-- CPS/Classification Authority 4 days 
-- AFPC: 
   --- 1 day Routing 
   --- 2 days Career field team  
   --- 2 days Priority Placement Program 
   --- 3 days Management Advisory  
   --- 5 days to Announce the Vacancy 
   --- 10 days Announcement open 
   --- 7 days to Issue Referral Certificate(s) 
   --- 15 days Manager Selection 
   --- 30 days Selection Process (Job Offer, Process action, EOD) 


 


HHRR  AAddvviissoorryy  NNuummbbeerr::    22001100--3377  
AAFFPPCC//DDPPIITTBB    


DDaattee::    2277  MMaayy  22001100 


Send questions or comments to:  dpi.stan.eval@randolph.af.mil 
Civilian Human Resources Website            HR Advisory Website            Subscribe/Unsubscribe 



https://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/ps_site_map.php?pid=3354&cid1=3387&cid2=3419&cname=HR+Advisories&p_sid=uOjKOW*j&p_accessibility=0&p_redirect=&p_lva=13268&p_li=

https://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/std_adp.php?p_faqid=13268&p





 


Other revisions to assist in meeting the 80 day goal (in bold):    If the combined total of candidates on the 
certificate(s) originally issued is less than five candidates and management requests additional recruitment, the 
RPA will not be closed. 
 


a. For individual announcements, the vacancy will have to be reannounced. If after one additional 
announcement a sufficient number of applicants is still not available, the RPA will be closed and a 
new RPA must be submitted by the selecting official if further recruitment is desired. 


 
b. For Open Continuous Announcements, the staffer will continue to attempt recruitment through one 


additional re-pull, after a two-week period elapses. If after the additional re-pull a sufficient 
number of applicants is still not available, the RPA will be closed and a new RPA must be 
submitted by the selecting official if further recruitment is desired. 


 
 
CAUTION:  The fact that an HR Advisory is created does not mean the subject of the Advisory requires 
bargaining.  If in doubt, contact your local Civilian Personnel Office, Labor Relations Officer. 







How To Retrieve A Closed RPA  
 
The RPA must have gone through your inbox 
 
Step 1: Open your inbox; select the query (flashlight) and the screen below will open.  
Remove the check from the “Query Only Open Notifications” box; this will allow you to 
query closed actions.  If you have access to multiple inboxes, put your specific inbox in 
the “To” block. If not, skip this step.  Next place the RPA number in the “Subject” block, 
begin with a % then the last 6 digits of the RPA# and then hit find. 
 


 







Step 2:  The RPA is retrieved. 
 
 


 







Step 3:  If an attachment is available it will be noted with paperclip and yellow document 
included in the paper clip. Click on paper clip to open attachments page. 
 
 


 







Step 4:   Click on desired documents as needed. 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







Step 5:  Document opens. You can now save the attachment on your computer, make 
necessary edits (e.g., new RPA Number, selecting official, etc.) and attach it to your new 
RPA.  
 
Step 4 and Step 5 can be repeated as necessary to retrieve all required documents. 
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REPORTING DURING HAZARDOUS WEATHER CONDITIONS 


The season for snowy and icy weather conditions has arrived. Supervisors should brief their employees on the procedures to follow during hazardous weather conditions.  Please take the time to talk to your civilian employees about the following topics: 


· The decision to authorize base closure, late reporting, or early dismissal due to adverse weather conditions rests with the installation commander or his designee. The official notification of such events will be on the AFN TV and Radio (AM 1107 or FM 100.2) starting by 0530 or when the conditions change. It is the employee’s responsibility to know the status of the base during adverse weather conditions. 


· The announcement of road conditions, designated as Green, Amber, Red, and Black should not be confused with the authorization of base closure, late reporting, or early dismissal. Even if the road conditions are red, employees are expected to report on time, unless base closure or late reporting is officially authorized as described above. Employees are expected to make a diligent effort to report for duty, even if there is snow and ice on the roads. If employees live in an area where the road conditions prevent them from traveling safely, they are expected to contact their supervisor immediately to either request the approval of annual leave for US employees or make the necessary arrangements to clarify their absence/status for Non-US employees. 


· Employees who are designated “Mission Essential” are expected to report for duty on time or to stay on duty despite late reporting, early dismissal or base closure due to weather conditions. Supervisors and management officials should designate, in writing, the personnel necessary for mission essential activities and ensure personnel understand their responsibilities prior to weather emergencies. 


· Please refer to the attached chart to determine US employees’ status during hazardous weather conditions. 


POC: US Appropriated Fund Employees - 480-7608/2019

POC: Non-US Employees - 480-5365/7153

		

		DELAYED REPORTING

		EARLY RELEASE

		BASE CLOSURE



		MEP in Duty Status (Not on Leave)

		Report at regularly scheduled time or time designated by supervisor.

		Depart at regularly scheduled time or time designated by supervisor.

		Report/Depart at regular time or time designated by supervisor.






		NEP in Duty Status (Not on Leave)

		Report at time designated by 86 ABW/CC without charge to leave or loss in pay.

		Depending on work requirements, depart at time designated by 86 ABW/CC without charge to leave or loss of pay.



		Administrative dismissal without charge to leave or loss of pay. No need to call supervisor.



		MEP on scheduled annual or sick leave

		Charged to leave as scheduled

		Charged to leave as scheduled

		Charged to leave as scheduled





		NEP on scheduled annual or sick leave

		Charged to leave as scheduled

		Charged to leave as scheduled

		Administrative dismissal without charge to leave or loss of pay





		MEP/NEP in Nonpay Status (LWOP or AWOL) on the days prior to and after the weather emergency



		Charged to leave as scheduled

		Charged to leave as scheduled

		Charged to leave as scheduled



		MEP in Duty Status Calls supervisor to request leave for the day

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved, charged AWOL

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved, charged AWOL

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved and the employee is absent, charged AWOL





		NEP in Duty Status Calls supervisor to request leave for the day

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved, charged AWOL

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved, charged AWOL



		Administrative dismissal without charge to leave or loss of pay. No need to call supervisor.



		MEP in Duty Status Does not report to work and does not call supervisor



		Charged AWOL for the entire duty day

		Charged AWOL for the entire duty day

		Charged AWOL for the entire duty day



		NEP in Duty Satus Does not report to work and does not call supervisor

		Charged AWOL for the entire duty day

		Charged AWOL for the entire duty day

		Administrative dismissal without charge to leave or loss of pay. No need to call supervisor. 








MEP – Mission Essential Personnel – Employees required to perform critical duties regardless of weather conditions. 


NEP – Non-Mission Essential Personnel – Employees not designated as mission essential. 


MISSION ESSENTIAL EMPLOYEE AND EMERGENCY ESSENTIAL POSITION DESIGNATIONS


This information is provided to minimize the confusion managers, supervisors, and civilian employees may have concerning two very important, but different programs - designation of civilian employees who are mission essential for continued base-level operations and positions designated in the Emergency-Essential (E-E) program. 


Mission essential designated employees are defined for peacetime operations and may be applicable to both US appropriated fund and Non-US employees. Mission essential duties are those that are defined by management as critical and essential regardless of weather conditions, emergency situations, or general dismissal authorizations (e.g., security, fire protection, medical, communications, etc.). Mission essential designation applies to US appropriated fund civilian employees as well as Non-US civilian employees. 


Management determines what missions are “essential” under mission essential conditions and what type(s) and number of personnel are needed to continue operations. The responsibility to identify employees who are expected to report for, or remain at work in these situations, is addressed in DoD 1400.25-M, Subchapter 610. Factors for management to consider when designating employees as mission essential include safety and employee accessibility to the base. Employees should not be needlessly exposed to hazardous conditions and the distance each employee must travel from home to their duty location should be considered. Each designated civilian employee (US and Non-US) should be informed in writing by management of the mission essential designation. Management should also ensure that the employee understands their responsibilities prior to a mission essential situation. A copy of the management’s letter should be filed in the Supervisor’s Employee Work Folder (commonly referred to as the “971 Folder”). 


Emergency Essential (E-E) program applies only to employees occupying US civilian appropriated fund positions and are designated to meet worldwide requirements during periods of national emergency, mobilization, war, military crisis, or other contingency. An emergency is defined as a declaration of war or declared national emergency, an attack on the United States, or mobilization order issued by the Secretary of the Air Force or other appropriate authority. A contingency is defined as an emergency involving military forces caused by natural disasters, terrorists, subversives, or military operations. A contingency does not necessarily involve a declaration of war. 


Management is required to identify E-E positions and the Civilian Personnel Flight (CPF) provides advice to managers and administers the program in accordance with AFI 36-507, Mobilization of the Civilian Work Force. At the time the position is initially identified as E-E, an addendum to the core personnel document or position description must be signed by the supervisor and submitted to the CPF, 86 MSS/DPCS. Employees are required to sign several documents which are provided by 


86 MSS/DPCS to include Statement of Understanding- Emergency-Essential, the Employee Notice of Anthrax Immunization Requirements, and DoD Civilian Employee Overseas Emergency-Essential Position Agreement, DD Form 2365. Commanders, managers, and supervisors are required annually to review contingency plans for the civilian work force to re-certify or update the E-E designation status of their civilian positions. 


POC: US Emergency-Essential program and US mission essential - DSN 480-7608/2019 


POC: Non-US mission essential issues - DSN 480-7153. 


