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From the Commander:
Greetings & Happy Holidays! It is a thrill to recently PCS into the Ramstein Community, and my family and I are overjoyed to be part of such a dynamic Force Support Squadron.   
It has been a milestone year and my hat is tipped to our Ramstein Civilian Personnel Team as they have successfully completed the last NSPS appraisal cycle, converted all NSPS positions back to the Presidential mandated GS pay scale, and diligently worked to streamline efficiencies with Air Force Personnel Center’s centrally located one-stop-shop personnel processing office.  That is a mouthful! 
Please enjoy the useful and important information provided in this newsletter and help us share with your employees.  Thanks and enjoy the snow! 
Lt Col Todd R. Alcott

Commander, 86 FSS

From the Flight Chief:

Happy Holidays from the Civilian Human Resources Flight!
There are two Presidential Executive Orders highlighted this month; one regarding rates of pay and second; changes to the intern program.  As this year draws to a close, we included instructions on leave restoration/transfer for those employees who were not able to use their leave due to mission requirements.  For a peek into next month a list of 2011 Federal holidays has been provided and a note that GS Interim Appraisals are due 14 Jan 2011.  
Let us know how we are doing; I welcome your thoughts and comments via email, phone, or on our ICE site below. We look forward to our continuing partnerships with you in 2011.
Happy New Year!
Christine Murray

Civilian HR Flight Chief
ICE Comments
WHAT’S NEW?
Executive Order:

  Adjustments of Certain Rates of Pay

Freezing Federal Employee Pay Schedules and Rates That Are Set By Administrative Discretion

President Obama signed three documents on December 22, 2010, that relate to pay rates for Federal civilian employees.  
First, the President signed legislation to prohibit statutory pay adjustments for most Federal civilian employees for a 2-year period.  (See section 147 of the Continuing Appropriations Act, 2011 (Pub. L. 111-242), as amended by section 1(a) of the Continuing Appropriations and Surface Transportation Extensions Act, 2011 (Pub. L. 111-322).)  
Second, the President issued a memorandum asking that agencies suspend similar increases to pay schedules and rates that are set by administrative discretion.  The law and the President’s memorandum cover pay adjustments that would otherwise take effect during the period beginning on January 1, 2011, and ending on December 31, 2012.  
Third, the President signed an Executive order documenting the 2011 frozen pay rates for certain civilian employee pay systems and establishing the 2011 increased pay rates for the uniformed services.  (Members of the uniformed services are not covered by the pay freeze.) View the White House Memorandum here and the Executive Order here.
Executive Order - Recruiting and Hiring Students and Recent Graduates
President Obama issued an Executive Order on 27 Dec 10 changing the federal internship program and establishing three programs for students and recent graduates to enter the federal workplace. The Executive Order can be viewed here and we'll provide more details as they become available.

Inclement/Hazardous Weather Conditions

POC:  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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TSP Bulletin 10-13
Implementation of Roth Thrift Savings Plan Contributions

The Thrift Savings Plan Enhancement Act of 2009, Public Law 111-31, signed into law on Jun 22, 2009, authorized the Thrift Savings Plan to add a Roth 401(k0 feature to the plan. View the bulletin here.

HR Advisory 2010-99

Benefits and Services Entitlements Team (BEST) December Newsletter
This newsletter provides information the Thrift Savings Plan and the IRS elective deferral limits for regular and catch-up contributions for 2011. Also, this Newsletter includes information regarding the retiring of Life Cycle Fund 2010 effective 31 December 2010, and the launching of Lifecycle Fund 2050. Benefits and Entitlements website
Virtual In-processing Simplifies 
Civilian PCS
Revisions in the civilian permanent-change-of-station orders process at Air Force Personnel Center save time and money, and reduce errors for hiring officials, relocating employees and personnelists. The new civilian PCS process is conducted virtually through the Civilian Virtual In-processing system that is available on the Air Force personnel services website. 

Selecting officials who need access to cVIP should have their supervisor send a digitally signed, encrypted e-mail request to the AFPC Personnel Systems Operational and Control Center service desk at psocc.sd@randolph.af.mil. The request must include the last name, first name, Social Security number, base e-mail address or e-mail for life address, and DSN phone number. E-mail sent to the address must also be digitally signed and encrypted to protect personally identifiable information, such as the Social Security number. 

For more information on this and other Air Force civilian personnel programs, visit the AFPC personnel services website at http://gum.afpc.randolph.af.mil
 or call the Total Force Service Center at (800) 525-0102 or DSN 665-5000. Civilian Change of Station website 
NAF NEWS
Looking for Employment?

There are numerous NAF positions available on Ramstein and the surrounding communities.  If interested please visit www.nafjobs.org and view the listing of opportunities.  

NSPS...
NSPS Transition Schedule
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: NSPS ratings effective date
AFMA...

Click here to visit the AFMA Portal site.
HR Advisory 2010-94 

Position Hierarchy

Civilian Personnel Sections (CPSs) have a requirement to continuously update and maintain position hierarchy in the Defense Civilian Personnel Data System (DCPDS).  The hierarchy is used to ensure AF complies with the legal requirement to provide initial supervisory training to those individuals, both military and civilians personnel, who supervise civilians employees with 180 days after assignment to a supervisory position. View the HR Advisory here.
EMR...
HR Advisory 2010-98R

Federal Holidays for 2011

Federal law found in 5 USC 6103 establishes the following public holidays for Federal employees. Most Federal employees work a Monday-Friday schedule. For these employees, the holiday is usually observed on Monday if the holiday falls on Sunday, or on Friday if the holiday falls on Saturday. View advisory here. 

Employment Verification

Buying a car or a house? Need to provide employment information to the car dealership or the mortgage company? As of 14 Nov 2010, employees are able access employment information and send it via secure internet. All you have to do is log in to the Defense Civilian Personnel Data System or DCPDS portal at https://compo.dcpds.cpms.osd.mil/ and access My Biz. Once you have accessed My Biz, you will see a link for Employment Verification under My Information. Click on this link, and you will be taken to a screen which will allow you to identify what details you wish to share:  employment information only or employment and salary information. Enter the e-mail address at our bank where your employment information is to be sent. You can also enter your work e-mail under recipient information to receive a copy of the employment verification sent. Don’t have access to My Biz? You can also have your bank or mortgage company call “The Work Number” at 1-800-367-2884 or log in to www.theworknumber.com. 

Restoration of Annual Leave
POC:  Employee Management Relations 480-7608

All supervisors and employees are reminded that the leave year ends 1 Jan 2011.  Lost annual leave can only be restored if lost was due to mission requirements, administrative error, or because of illness.  However, to prevent forfeiture of “use or lose” leave, it must have been:  

1. Requested;

2. Approved;

3. Scheduled in writing prior Sunday, 21 Nov 10; and 

4. Cancelled by the organizational Commander due to exigency of the service.
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REFERENCE:  AFI 36-815, Absence and Leave

Employees who find themselves unable to use their excess leave may wish to consider donating it to the Voluntary Leave Transfer Program (VLTP) for the benefit of fellow federal employees who have medical emergencies.  Please contact the Civilian HR Flight’s Employee Relations Section at DSN 480-7608 for a list of approved VLTP recipients.

‘Tis the Season to Know Gift-Giving Policies
POC:  Employee Management Relations 480-7608

Civilian employees shall become familiar with the provisions of DoD 5500.7-R, Joint Ethics Regulation (JER).  This regulation delineates standards of ethical conduct and ethics guidance including direction in the areas of financial and employment disclosure systems, post-employment rules, enforcement, training, gifts and gratuities, and outside activities.  

Additional information about gift-giving between employees can be found at 5 CFR §2635, Subpart C – Gifts Between Employees: 


[image: image4.emf]5 CFR 2635, Subpart  C - Gifts Between Employees.pdf


Employees with questions concerning the JER should seek guidance from an appropriate ethics counselor.  REFERENCE:  AFI 36-703, Civilian Conduct and Responsibility.
GS Midterm Feedbacks Due – 14 Jan 2011
POC:  Employee Management Relations 480-7608

Due to Ramstein’s conversion out of NSPS back into the GS performance management system on 12 Sept 2010, the current U.S. civilian performance cycle is only 6 months long, and therefore, all performance management timelines are accelerated this cycle.

· Supervisors should have communicated employee GS performance plans NLT 12 Oct 2010 or within 30 days of an employee’s move into the GS position, whichever comes first.

· Supervisors should now be working on employee midterm feedbacks, which are due NLT 14 Jan 2011.  The midterm feedback should be documented on the AF Form 860B.  

· To view a sample midterm feedback, click here:  AF Form 860B – Sample
· To obtain a form:  http://www.e-publishing.af.mil/shared/media/epubs/af860b.xfd 

For questions or assistance with GS performance plans, midterm feedbacks, and appraisals, please contact the Employee Relations Section at DSN 480-7608.

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. 
OPM Merit System Principles
Federal personnel management should be implemented consistent with the merit system principles IAW 5 USC 2301. 

NON-U.S. PROGRAMS

ANRECHNUNG VON JAHRESURLAUB AM 24. DEZEMBER FUER ORTSANSAESSIGE ARBEITNEHMER

Das Hauptquartier USAFE hat in Abweichung zur bisherigen Richtlinie und Praxis in einem Schreiben vom 3.12.10 klargestellt, dass LN Arbeitnehmern, die am 24. Dezember Urlaub haben, grundsaetzlich nur noch ein halber Tag Urlaub fuer die Zeit vor 12 Uhr an diesem Tag berechnet wird.

Fuer weitere Details bitte hier klicken. 

CHARGE OF ANNUAL LEAVE ON 24 DECEMBER FOR LN EMPLOYEES

In a 3 December 2010 memo HQ USAFE in revision of past policy and practice has provided clarification that LN employees on approved leave on 24 December generally will only be charged half a day of annual leave for the work hours prior to 1200 hrs on that day.

For further details please click here.

UEBERTRAGUNG VON JAHRESURLAUB 

Zum Ende des Kalenderjahres bzw. Beginn des neuen Jahres kommen immer wieder Fragen zum Resturlaub und zur Moeglichkeit auf, den Resturlaub ins neue Jahr zu uebertragen. Nachfolgend werden die allgemeinen Regeln hierzu erlaeutert.

Die Vorschriften zu Jahresurlaub sind im Tarifvertrag im Paragraphen 33 enthalten. Grundsaetzlich gilt: Urlaubsjahr ist das Kalenderjahr und Jahresurlaub ist im jeweiligen Kalenderjahr aufzubrauchen. Nur wenn dringende betriebliche oder persoenliche Gruende vorliegen, ist eine Uebertragung von Urlaub ins naechste Kalenderjahr moeglich. In einem solchen Fall muss der Resturlaub aber bis spaetestens 31. Maerz angetreten sein. 

Fuer die Uebertragung von Urlaub gibt es noch einen weiteren Grund, bei dessen Vorliegen sogar eine Uebertragung bis zum Ende des neachsten Kalenderjahres moeglich ist. Wenn ein Arbeitnehmer wegen langer Krankheit den Urlaub im laufenden Kalenderjahr und bis zum 31. Maerz des Folgejahres nicht antreten konnte, kann er ihn nach Rueckkehr zur Arbeit bis zum Ende dieses Folgejahres antreten. Der Tarifvertrag schreibt in diesem Fall aber vor, dass der Resturlaub spaetestens 2 Monate nach der Rueckkehr zur Arbeit angetreten werden muss.

Im uebrigen ist es sinnvoll, die Urlaubswuensche der Mitarbeiter zu Beginn des Kalenderjahres zu erfragen und in einem Urlaubsplan miteinander abzustimmen. Dies gibt fuer den Vorgesetzten und den Mitarbeiter Planungssicherheit. Eine Abweichung vom genehmigten Urlaubsplan ist nur aus dringenden Gruenden moeglich.

Es wird darauf hingewiesen, dass der Vorgesetzte fuer die korrekte Urlaubsplanung –und erfassung verantwortlich ist. Bei Fragen zu diesem Thema wenden Sie sich bitte an die Non-US Abteilung, Tel.: 480-5365/7153 oder 06371-47-5365/7153.

TRANSFER OF ANNUAL LEAVE 

At the end of the calendar year/beginning of the new year repeatedly questions are raised regarding remaining leave and the possibility to transfer remaining leave into the new year. The general rules are as follows.

The provisions for annual leave can be found in the tariff agreement, article 33. In principle the following applies: Leave year is the calendar year and annual leave has to be taken in the respective calendar year. Only in cases of urgent operational or personal reasons transfer of leave into the next calendar year is possible. In such a case, however, remaining leave has to be started NLT 31 March. 

For transfer of leave one other reason exists, which provides for transfer even until the end of the next calendar year. If an employee is unable to start leave due to long-term sick absence in the current calendar year and until 31 March of the following year, this leave may be started after return to work until the end of this following year. The tariff agreement, however, prescribes that the remaining leave has to be started NLT 2 months after return to work.

It is appropriate to request the leave desired of the employees at the beginning of the calendar year and consolidate these in a leave plan. This gives supervisors and employees planning reliability. A deviation from the approved leave plan is only possible for urgent reasons.

It is pointed out that supervisors are responsible for the correct leave planning and administration. Please address questions about this issue to the Non-US section, tel.: 480-5365/7153 or 06371-47-5365/7153.

Happy New Year!
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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CIVILIAN HR FLIGHT FACT SHEET
RESTORATION OF FORFEITED ANNUAL LEAVE

GENERAL PURPOSE: Annual leave that was forfeited may be considered for restoration due to an exigency of
the service, sickness of the employee, or administrative error only if the annual leave was requested, approved, and
scheduled in writing before the start of the third biweekly pay period prior to the end of the leave year.
(November 21, 2010)

RESTORATION OF ANNUAL LEAVE PROCEDURES: Exigency of the Service - An “exigency” is an urgent
event or situation which requires employees who were previously approved and scheduled for annual leave to report
to duty. The organizational commander is the approving authority of the exigency.

EXIGENCY APPROVAL PROCESS: Approval of an exigency is required in advance of cancellation of leave. In
the event of an emergency, this determination must be made as soon after the occurrence of the emergency as
possible.

As soon as it is known that leave will be canceled and forfeiture will be unavoidable, the supervisor initiates a letter
to the organizational Commander explaining the exigency and requesting approval to cancel the scheduled leave.
The supervisor coordinates the letter with the Civilian Human Resources Flight’s Employee Relations Section,

86 FSS/FSPC-B, to ensure that the conditions for restoration in governing directives are met, and that documentation
to support the request has been provided. At a minimum the documentation to support the request must contain:

e The beginning and ending dates of the exigency period,;

e The dates and number of hours scheduled which must be canceled, and when this leave was scheduled and
approved;

e A description of the exigency which shows that it is of such importance that the employee cannot be excused
from duty;

e A statement as to why there is no alternative to cancellation of the scheduled leave and why use of the leave
cannot be rescheduled during the remainder of the year and;

e Once the organizational Commander renders a decision on the request, it must be coordinated through
86 FSS/FSPC-B to the originating supervisor and transmitted to the employee.

86 FSS/FSPC-B (Employee Relations) ® Unit 3220 Box 365 ¢ APO AE 09094 e Ramstein AB Germany
Building 2120 e DSN: 480-7608 / 480-2019 Fax: 480-7054
E-mail address: 435mss.dpc.cs@ramstein.af.mil





REQUESTING PROCEDURES:

Exigency of the Service — When an exigency has been approved an employee must immediately provide the
documentation listed below after the leave year ends (January 1, 2011). The documentation is forwarded to their
supervisor who forwards it to 86 FSS/FSPC-B for endorsement.

e A written request for restoration of leave with the approval stating the actual number of hours lost on specific
dates that could not be rescheduled, and

e A copy of the approved exigency.

Sickness of the Employee — When annual leave was forfeited because of a period of absence due to an employee’s
sickness or injury that occurred late in the leave year or was of such duration that the excess annual leave could not
be rescheduled for use before the end of the leave year:

e The employee initiates the request for restoration of annual leave forfeited as a result of sickness as soon as the
leave year ends and has the supervisor endorse it to 86 FSS/FSPC-B.

e Employee’s request must include medical certification specifying:

o The beginning and ending dates of the period of illness or incapacity which interfered with the use of the
scheduled annual leave;

o Dates and number of hours of annual leave scheduled which had to be canceled and when this leave was
scheduled and approved; and

o Information as to why canceled annual leave could not be rescheduled before the end of the leave year.
Administrative Error - Determinations regarding what constitutes an administrative error are made by

86 FSS/FSPC-B. Advice and assistance may be obtained by contacting your Employee Relations Specialist at DSN
480-7608 or 480-20109.

RESTORATION APPROVAL PROCESS: 86 FSS/FSPC-B will review all annual leave restoration requests and,
upon determination that the documentation is adequate, will endorse it to the civilian payroll office.

USING RESTORED LEAVE: Restored annual leave must be used by the end of the leave year ending two years
after:

e The termination date of the exigency that resulted in forfeiture of the annual leave; or

e The date the employee is determined to be recovered and able to return to duty if the leave was forfeited because
of sickness; or

e The date of restoration of the annual leave forfeited because of administrative error.

REFERENCE: AFI 36-815, Absence and Leave

86 FSS/FSPC-B (Employee Relations) ® Unit 3220 Box 365 ¢ APO AE 09094 e Ramstein AB Germany
Building 2120 e DSN: 480-7608 / 480-2019 Fax: 480-7054
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CIVILIAN HR FLIGHT FACT SHEET
Excerpt — 5 CFR 82635, Subpart C — Gifts Between Employees

8§ 2635.301 Overview.

This subpart contains standards that prohibit an employee from giving, donating to, or soliciting contributions for, a gift to
an official superior and from accepting a gift from an employee receiving less pay than himself, unless the item is
excluded from the definition of a gift or falls within one of the exceptions set forth in this subpart.

§ 2635.302 General standards.
(a) Gifts to superiors. Except as provided in this subpart, an employee may not:

(1) Directly or indirectly, give a gift to or make a donation toward a gift for an official superior; or
(2) Solicit a contribution from another employee for a gift to either his own or the other employee’s official superior.

(b) Gifts from employees receiving less pay. Except as provided in this subpart, an employee may not, directly or
indirectly, accept a gift from an employee receiving less pay than himself unless:
(1) The two employees are not in a subordinate-official superior relationship; and
(2) There is a personal relationship between the two employees that would justify the gift.

(c) Limitation on use of exceptions. Notwithstanding any exception provided in this subpart, an official superior shall not
coerce the offering of a gift from a subordinate.

§ 2635.303 Definitions.
For purposes of this subpart, the following definitions shall apply:

() Gift has the meaning set forth in § 2635.203(b). For purposes of that definition an employee will be deemed to have
paid market value for any benefit received as a result of his participation in any carpool or other such mutual
arrangement involving another employee or other employees if he bears his fair proportion of the expense or effort
involved.

(b) Indirectly, for purposes of § 2635.302(b), has the meaning set forth in §2635.203(f). For purposes of § 2635.302(a), it
includes a gift:

(1) Given with the employee’s knowledge and acquiescence by his parent, sibling, spouse, child, or dependent
relative; or

(2) Given by a person other than the employee under circumstances where the employee has promised or agreed to
reimburse that person or to give that person something of value in exchange for giving the gift.

(c) Subject to paragraph (a) of this section, market value has the meaning set forth in § 2635.203(c).

(d) Official superior means any other employee, other than the President and the Vice President, including but not limited
to an immediate supervisor, whose official responsibilities include directing or evaluating the performance of the
employee’s official duties or those of any other official superior of the employee. For purposes of this subpart, an
employee is considered to be the subordinate of any of his official superiors.

86 FSS/FSPC-B (Employee Relations) ® Unit 3220 Box 365 ¢ APO AE 09094 e Ramstein AB Germany
Building 2120 e DSN: 480-7608 / 480-2019 Fax: 480-7054
E-mail address: 435mss.dpc.cs@ramstein.af.mil





(e) Solicit means to request contributions by personal communication or by general announcement.

(f) Voluntary contribution means a contribution given freely, without pressure or coercion. A contribution is not
voluntary unless it is made in an amount determined by the contributing employee, except that where an amount for a
gift is included in the cost for a luncheon, reception or similar event, an employee who freely chooses to pay a
proportionate share of the total cost in order to attend will be deemed to have made a voluntary contribution. Except
in the case of contributions for a gift included in the cost of a luncheon, reception or similar event, a statement that an
employee may choose to contribute less or not at all shall accompany any recommendation of an amount to be
contributed for a gift to an official superior.

§ 2635.304 Exceptions.

The prohibitions set forth in § 2635.302(a) and (b) do not apply to a gift given or accepted under the circumstances

described in paragraph (a) or (b) of this section. A contribution or the solicitation of a contribution that would otherwise

violate the prohibitions set forth in § 2635.302(a) and (b) may only be made in accordance with paragraph (c) of this
section.

(a) General exceptions. On an occasional basis, including any occasion on which gifts are traditionally given or
exchanged, the following may be given to an official superior or accepted from a subordinate or other employee
receiving less pay:

(1) Items, other than cash, with an aggregate market value of $10 or less per occasion;

(2) Items such as food and refreshments to be shared in the office among several employees;

(3) Personal hospitality provided at a residence which is of a type and value customarily provided by the employee to
personal friends;

(4) Items given in connection with the receipt of personal hospitality if of a type and value customarily given on such
occasions; and

(5) Leave transferred under subpart | of part 630 of this title to an employee who is not an immediate supervisor,
unless obtained in violation of § 630.912 of this title.

(b) Special, infrequent occasions. A gift appropriate to the occasion may be given to an official superior or accepted
from a subordinate or other employee receiving less pay:
(1) In recognition of infrequently occurring occasions of personal significance such as marriage, illness, or the birth or
adoption of a child; or
(2) Upon occasions that terminate a subordinate-official superior relationship, such as retirement, resignation, or
transfer.

(c) Voluntary contributions. An employee may solicit voluntary contributions of nominal amounts from fellow
employees for an appropriate gift to an official superior and an employee may make a voluntary contribution of a
nominal amount to an appropriate gift to an official superior:

(1) On a special, infrequent occasion as described in paragraph (b) of this section; or
(2) On an occasional basis, for items such as food and refreshments to be shared in the office among several
employees.

An employee may accept such gifts to which a subordinate or other employee receiving less pay than himself has
contributed.
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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. 


