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From the Commander:

A previous commander I worked for repeatedly said, “Communication is the toughest thing we do.”  I agree.  Every day we are saturated with new innovative communication tools at our fingertips; however, were all hearing more and more complaints of: “I had no idea that program or resource was available.”  When I view the Ramstein Facebook comments, I can’t help noticing the same repeat questions, i.e., housing, jobs, driving, local area, etc.  A simple Google of Ramstein, and it’s very easy to find the official Ramstein webpage:  http://www.ramstein.af.mil/, which answered about 98% of our family’s pre-PCS questions.  

I also noticed the page had a place to add suggestions and comments to improve communication.  My wife, Deb, found some very useful information, and when we sent it forward, it was added.  What’s cool is that it worked and communication for future PCS-ers is improved.  If you find a good tool, use it and improve it.  We hope you enjoy this publication as a useful source of civilian personnel information and contacts.  Let us know how to improve.    

Sincerely,

Lt Colonel Todd R. Alcott, 86 FSS/CC  
From the Flight Chief:

  In this issue, we have some timely information regarding civilian development, new shop agreements, and filing NAF claims for Sunday Premium pay.  

  Today, AFPC is conducting a Civilian Development webcast and they have released their Civilian Development Education (CDE) Program Call requesting nominations for upcoming developmental opportunities.  
  Annual appraisal cycles will be coming up in the near future and it provides a perfect opportunity for supervisors and employees to discuss training and development plans.  
  More tips are included on Hiring Reform, Saving Time, and we added a new section on Civilian Wellness.

Your comments and feedback are important to us; please submit your comments on our ICE site at: ICE Comments
Sincerely,
Christine Murray

Civilian HR Flight Chief
WHAT’S NEW?
Federal Long Term Care Insurance Program Open Season
The Office of Personnel Management (OPM) is announcing an Open Season for the Federal Long Term Care Insurance Program (FLTCIP). All eligible individuals who are not currently enrolled in FLTCIP may apply for coverage, including employees, annuitants, and other members of the Federal family. Active workforce members, their spouses, and same-sex domestic partners of civilian active workforce members will be subject to abbreviated underwriting. The addition of same-sex domestic partners of civilian active workforce members as a new type of qualified relative eligible to apply for FLTCIP coverage is pursuant to the President’s Memorandum of June 17, 2009 on Federal Benefits and Non-Discrimination which requested that OPM, in consultation with the Department of Justice, extend certain benefits that can be provided to same sex domestic partners of Federal employees consistent with Federal law.  All other qualified relatives will be subject to the Program’s standard requirements for full underwriting of applications.  DATES: The Open Season will run from April 4 through May 27, 2011.  FOR FURTHER INFORMATION CONTACT: For further information, please call 1–800–LTC–FEDS (1–800–582–3337) (TTY: 1–800–843–3557) or visit http://www.ltcfeds.com. 
AFPC Webcasts/Webinars

AFPC produces military and civilian webcasts and webinars.  The Webcasts provide information on new AFIs, a process and/or an application; an advertisement of a product coming up, so to speak, in a news cast format. It allows the field to get a peek under the tent before the center launches a new AFI, process and/or application.

The AFPC Webinars provide an in-depth, step-by-step instruction of a new AFI, a process and/or an application. It is direct training to the field from the source. It provides back and forth communication via chat between the field and the subject matter expert.

Unfortunately, AFPC experienced some technical difficulties on 27 Jan on Civilian Development Opportunities.  If you were unable to see the webcast, you can see the slides and script here.
Click on: Civilian Webcast and Webinars, then ‘2011 Webcasts/Webinars’ and select 27 Jan 2011 to view the information.

1 Mar 2011

AFPC CDE Webcast

The next CDE webcast will take place 1 Mar 2011 and will offer civilians and their supervisors another chance to learn about the many education and 

development opportunities available in AY12.   AFPC/DPI is hosting two webcasts, 0900 and 1600 CST, on 1 March 2011 and these are open to the entire workforce GS-7 and above.  AFPC subject matter experts will be online and available so please log in so that we may answer your questions.

To join the web conference, direct your web browser to the following URL:

https://connect.dco.dod.mil/dpi
AY12 CDE Call

Below is the advanced preparatory guidance for AY11 CDE Call for nominations.  For planning purposes, please note that projected key dates are shown in Para 5, in particular, CDE nominations directly due to AFPC/DPIFDA is 1 May 11.

The Civilian Developmental Education Program includes developmental education opportunities for employees in grades GS-7 through 15 or equivalent grade. 

Civilians are nominated by their local leadership through their chain of command. After members of the Air Force Personnel Center's Force Development Support Division receive applications, they forward them to the appropriate functional developmental teams so they can rank the nominees, validate the programs they should attend and identify follow-on assignments. 

For more information on officer IDE and SDE programs, and civilians CDE opportunities, visit the Air Force personnel services site at http://gum.afpc.randolph.af.mil
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NAF NEWS
Sunday Premium Claims for US AF NAF
Current and former eligible US Nonappropriated Fund employees who did not receive Sunday Premium Pay in accordance with the decision in Fathauer v. United States may file a claim for Sunday Premium earned from 26 May 2003 to 25 May 2009.  NAF employee who worked less than 40 hours a week were not paid Sunday Premium, for which they are now eligible. Current US NAF employees should contact their supervisor/manager or local AF NAF Human Resources Office for more information.  Former US AFNAF employees can obtain claim information email: HQAFNAFHRO@us.af.mil or address: 

HQ AFSVA/SVXH

       Attn:  Sunday Premium Claims

       2261 Hughes Ave, Suite #156

       Lackland AFB TX  78235-9852

Civilian wellness...

Civilian Wellness Helpful Websites

TRICARE officials have launched an updated "Get Fit" web page with a new section focusing on monthly healthy living tips through slide show presentations.

http://www.tricare.mil/getfit/default.aspx
Other sites include:

DoD Civilian Personnel Management Service (CPMS) Worklife Personal Wellness http://www.cpms.osd.mil/worklife/
Office of Personnel Management (OPM) Healthier Feds http://www.healthierfeds.opm.gov/
sAVING TIME...

Recruitment Incentive

The Office of Personnel Management provides the authority for a newly appointed or re-appointed employee (after 90 days) to receive service credit for prior experience that otherwise would not be creditable for determining annual leave accrual.  (Section 202(a) of the Federal Workforce Flexibility 

Act of 2004 - Public Law 108-411, Oct 30, 2004).

This is a discretionary flexibility - the employee has no entitlement.  The amount of service credit is also discretionary but it may not exceed the actual amount of service during which the employee performed the duties. Also, the determination must be made before the employee's entrance on duty date - it can't be made retroactively.  In order to receive the service credit, the skills and experience must directly relate to the position to which appointed and acquired through non-Federal or active duty military service.
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Hiring reform...

DoD Hiring Reform is the collective effort to remove the complexities and inefficiencies of existing hiring processes within the Department, as mandated by the President of the United States. The ability of DoD to perform its mission effectively depends on a talented and engaged workforce, and a reformed hiring process is necessary to further strengthen that workforce.

http://www.opm.gov/hiringreform/
The Four Phases Of The Hiring Process

480-5850
Recruiting the best employees for your organization is one of the most important and pressing activities you perform as a manager. While you are responsible for specific hiring decisions within your project area, you are not alone in this process. Department of Defense (DoD) Human Resources (HR) professionals are available to help. By working together to attract the best available candidates, we expedite the hiring process and ensure that the Department will continue to attract quality workers.  Give us a call; we have information, reports and tools to help you with the Four Phases of Hiring.
 1. Plan To Hire

Planning for hiring requires sound strategy and careful implementation. This is the first step in taking your agency's strategic human capital plan and mapping your specific work force requirements to your mission. 

2. Attract The Candidate

Attracting quality candidates is aided by accurate and understandable descriptions of job duties, responsibilities, and required qualifications. This step will help you in selecting up-to-date position descriptions, identifying hiring options, and creating clear and simple job announcements. You'll also begin planning your interview schedule with your HR Professional. 

3. Make A Decision 

This step includes everything from reviewing resumes, interviewing candidates, reviewing references, making hiring decisions, and making your tentative job offer. Involving your HR Professional throughout this step can eliminate problems and ease the process.  AFPC and USAFE recommend making a hiring decision within 15 days.

4. Shape Early Experiences

A smooth transition into the new job increases employee productivity and retention. Research shows most employees decide if they're going to stay or go within the first six months, so be sure to make a positive first impression. This final step will walk you through the actions to take to prepare for your new arrival through their first year. 

http://www.cpms.osd.mil/HiringReform/
NSPS...

During FY 2010:

171,985 employees have transitioned out of NSPS and the remaining conversions will take place in FY 2011.

http://www.cpms.osd.mil/nsps/
AFMA...

For information on classification reviews, appeals or how to update your education and experience, please click here to visit the AFMA Portal site. The site also included the Standardized Core Position Description library.
EMR...
GS and FWS (WG) Appraisals

POC:  480-7608
The annual appraisal cycle for GS and FWS employees ends on 31 Mar 2011.  Please contact our Employee-Management Relations section if you have questions or need information on the upcoming appraisal cycle.

Whistleblower Disclosures

POC:  480-7608
A “Whistleblower” discloses information he/she reasonably believes is a violation of any law, rule or regulation, gross management, a gross waste of funds, an abuse of authority or a substantial and specific danger to public health or safety.  The Whistleblower Protection Act was established to protect whistleblowers from reprisal and retaliation for their reporting of fraud, waste, or abuse (FWA).  For more information, contact US Office of Special Counsel, 1730 M Street, NW, Suite 218, Washington, DC 20036-4505 or call 1-800-872-9855.  To file a complaint, please contact 1-800-872-2249; hearing and speech disabled federal relay service 1-800-877-8339.  Updated and detailed information on the Office of Special Counsel and procedures are available at http://www.osc.gov. 

Prohibited Personnel Practices

POC: 480-7608

Prohibited personnel practices (5 USC 2302) specify the personnel practices that must be avoided by anyone who is in a position to take or influence personnel actions and ensures that merit system principles and the integrity of the merit system are not undermined.  For more information click here:

https://www.opm.gov/ovrsight/proidx.asp 
TRAINING..
Civilian Development Education (CDE) – Academic Year 12 Nominations
ATTENTION all CIVILIANS GS-07 and above.  If you are planning on moving up the corporate ladder and making an AF career – training and development is a must.  The attached letter shows you the options the Air Force has to offer within the CDE program and gives detailed guidance on program content, nomination procedures, suspenses etc.  If you are about a career with the military, you should seek to participate in one of these programs.  Please study the attached material carefully, discuss your options with your supervisors and endorsers (as required) and be prepared to launch your nomination package with all required signatures when the actual call letter comes out. 

FY12 Training Needs Assessment

Every year the HR flight asks units to provide an outlook to training needs for the following fiscal year. This outlook is entered into an AF system called CATNIP, which serves as the basis to distributing civilian training funds to the bases.   Within the next month or so, the official AF call will be coming out to task wings with preparing their needs assessment for FY12.  This in turn means, supervisors and their civilian employees should be preparing to provide their needs to us with a fairly short suspense. We recommend supervisors and employees discuss training needs individually now, establish a training plan for each interested employee and share that with us when we field the call for the needs assessment or earlier if you can.  This will help you obtain funding, locate, purchase and execute your training needs.  One thing – the training needs have to meet DoD Priority I requirements in order to be considered for funding from the civilian training budget.  Detailed definitions of DoD Priorities can be found by clicking here.
Dcpds...

DCPDS Training

POC:  Position Control 480-2744
Defense Civilian Personnel Data Systems (DCPDS) Training is available for managers, liaisons, and anyone else creating Request for Personnel Actions (RPA).   Prior to training, the RPA creator will need a DCPDS account to initiate RPAs.  Contact DCPDS Data section at DSN 480-2138 or send an email to their group email 86fss.fspc-d@ramstein.af.mil to establish an account.  For DCPDS training or a refresher appointment, call position control at DSN 480-2744, or send an email to the group email at:  86fss.dpccustomerservice@ramstein.af.mil.

DCIPS..
Keep up-to-date with the latest information and upcoming changes to the Defense Civilian Intelligence Personnel System at:

http://dcips.dtic.mil/
STAFFING...
[image: image6.emf]
Air Force Civilian Service (AFCS)

You can earn far more than just a paycheck.  Over 180,000 men and women working in virtually every profession you can imagine and serving a common purpose. A commitment to something greater than the bottom line. Something greater than self.

Welcome to AFCS, the Air Force Civilian Service. We provide administrative, operations, and technical support to the United States Air Force in the defense of our nation. No matter what your background, education, or experience, chances are that a career unlike any other awaits you at AFCS.
See more at: http://www.afciviliancareers.com/ or view http://www.afciviliancareers.com/community/locations/ and click on Germany and click on Current Job Listing. 
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.  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 your self-nomination status.  If you’d like more information on the process the AFPC home page has more information under the “civilian” tab. 
NON-U.S. PROGRAMS

BETRIEBSVEREINBARUNG ZU ALKOHOL UND ANDEREN SUCHTMITTELN AM ARBEITSPLATZ

Die Dienststellenleiter und Betriebsvertretungen der beiden gröβten Dienststellen Ramstein I und Ramstein II haben Betriebsvereinbarungen zu Alkohol und anderen Suchtmitteln am Arbeitsplatz unterschrieben. Damit gelten die darin vereinbarten Regelungen für alle Non-US Arbeitnehmer dieser Dienststellen.

Es gilt ein Alkoholverbot während der Arbeitszeit und auch – dies erstmals- während der Pausen auf dem Gelände des Arbeitgebers. Weiterhin gilt das Verbot auch während Dienstreisen und für die Lagerung von Alkohol am Arbeitsplatz.

Ziel der Vereinbarungen ist es, in einem Schritt für Schritt geschilderten Verfahren suchtabhängigen Arbeitnehmern Hilfe bei der Űberwindung der Sucht zukommen zu lassen. Hierfür werden verschiedene interne und externe Stellen benannt.

Verantwortlich für die Einhaltung des Alkoholverbots, die Identifizierung von Problemfällen und die Einleitung geeigneter Schritte ist der Vorgesetzte.

Der Wortlaut der Betriebsvereinbarung kann eingesehen werden unter    http://www.ramstein.af.mil/shared/media/document/AFD-110216-004.pdf   für RAB I  und     http://www.ramstein.af.mil/shared/media/document/AFD-110216-005.pdf   für RAB II.

Bei Fragen zu diesem Thema wenden Sie sich bitte an die Non-US Abteilung, Telefon: 

480-5365/7153 oder 06371-47-5365/7153.
SHOP AGREEMENT ON ALCOHOL AND OTHER NARCOTICS AT THE WORK PLACE

The Agency Chiefs and Works Councils of the two largest agencies Ramstein I and Ramstein II have signed shop agreements on alcohol and other narcotics at the work place. With that the agreed upon provisions apply for all Non-US employees in these agencies.

The prohibition to consume alcohol during work hours and -for the first time- during breaks is in force on the premises of the employer. Furthermore, the prohibition also applies for duty travels and the storage of alcohol at the work place. 

It is the goal of the agreements to offer help for addicted employees in a procedure described step-by-step to overcome the addiction. For this several internal and external supporters are named.

The supervisor is responsible for the compliance with the alcohol prohibition, the identification of problem cases, and the initiation of appropriate steps.

To see the wording of the shop agreement click here http://www.ramstein.af.mil/shared/media/document/AFD-110216-002.pdf    for RAB I and

http://www.ramstein.af.mil/shared/media/document/AFD-110216-003.pdf    for RAB II.

Questions about the issue may be addressed to the Non-US section, tel.: 480-5365/7153 or 06371-47-5365/7153.

Coming Soon:

Annual Appraisals: 15 May

The annual appraisal cycle for Non-US employees ends on 15 May 2011.  Please contact our Employee-Management Relations section if you have questions or need information on the upcoming appraisal cycle.

2011 LN Performance Program 
http://www.ramstein.af.mil/library/factsheets/factsheet.asp?id=14499
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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DEPARTMENT OF THE AIR FORCE
HEADQUARTERS AIR FORCE PERSONNEL CENTER
RANDOLPH AIR FORCE BASE TEXAS

FEB 10 201

MEMORANDUM FOR All CFMs, Functional Authorities, DT Chairs, MAJCOM A1’s,
COCOM J1’s

FROM: HQ AFPC/DPI
550 C Street West, Suite 57
Randolph AFB TX 78150-4759

SUBJECT: Advanced Preparatory Guidance for AY12 Civilian Developmental Education
(CDE) Call for Nominations

In preparation of subject call for nominations, I am seeking the proactive participation by
senior leadership to ensure individuals are given fair and equitable consideration in the
nominations for developmental education opportunities. Doing so optimizes our opportunity to
grow leaders who reflect the diversity of our workforce. The Air Force is committed to investing
in the development of our future leaders. Senior leader personal involvement in nominating
strong performers with exceptional potential is essential to meet the long-term leadership needs
of the Air Force.

Under the civilian force development construct, the functional community plays an
important role in the CDE selection process. Through the involvement of the Development
Team (DT), the career field will proactively engage those employees who should be applying,
rank those employees, and provide meaningful assignments upon graduation or completion of
training. Through this process, the DT will assist in identifying the best candidates and the
programs they should be attending. Some DTs require their community to complete a
Transition—Civilian Development Plan (T-CDP) before they will vector nominees for a CDE
program. Prospective nominees are encouraged to contact their Career Field Team (CFT) for
questions and timelines. If vectored by functional communities, nominations are forwarded to
the CDE selection board.

The CDE program offers a wide variety of opportunities for civilians to develop
leadership and management competencies. Approximately 700 candidates in grades GS-07
through 15 will be selected for the CDE schools/programs offered with funding provided by the
AFPC Leadership Development office. Basic eligibility for all programs includes required grade
(see below), bachelor’s degree, and 2 years Air Force civil service by 1 May. Some programs
require a master’s degree and most require 12 months time in current position as of 1 May
(requirement is noted in the description of each program). For Senior Developmental Education,
completion of intermediate or senior-level PME by any means is also a basic requirement with
the exception of the Defense Senior Leader Development Program (DSLDP). Nominations for
DSLDP will not be accepted during this call, but will resume for AY13. Individuals requesting a
waiver to the eligibility criteria must include a waiver request (attached) in their nomination





package to include supervisor and endorser signatures. Condensed information on each program
follows:

Civilian Acculturation Leadership Training (CALT) - Grade eligibility - GS-07 thru GS-13 or
equivalent — Does not require 12 months in current position.

o Applicants to this program cannot have prior military service. The goal of CALT
is to introduce Air Force civilians to the Air Force culture and prepare them for
future leadership, managerial and supervisory roles. The program is patterned
after the Officer Training School (OTS) curriculum, it provides a unique in-
residence experience focused on Air Force culture, missions and the significant
role leaders play in the Air Force's overall success. The curriculum parallels the
leadership modules taught at OTS and includes team-building exercises, some
outdoor activities, simulation exercises, and time for personal health and wellness
to help maintain a level of physical fitness. This is an intensive leadership
development program and will entail outside reading and projects.

© Once selected, candidates will be required to complete the on-line New Employee
Orientation (NEO) Program prior to attendance. Civilian participants will live
under the same rules and conditions as OTS candidates. They will live in the OTS
dorm with no television, phone, refrigerator, microwave, or alarm clock; and
abide by OTS rules—no smoking, drinking, or room visitations. In addition,
students will eat in the OTS dining facility. Off-base accommodations will not be
considered.

o The AF Form 4059 must be signed by the 1% level supervisor, and the endorser
should be the 2™ level and should not exceed GS-15/Colonel level. If the second
level is higher than GS-15/Colonel, the 1% level supervisor should endorse.

Primary Developmental Education (PDE) — Grade eligibility — GS-09 thru GS-12 or
equivalent — Does not require 12 months in current position

e Squadron Officer School (SOS)

o The mission of SOS is to improve the professional competence of civilians and
lay the foundation for critical thinking about air and space power. SOS is a five-
week program. The curriculum covers officership application, leadership tools,
and air and space power. Readings, lectures, seminar, and field exercises support
each other to provide in-depth coverage. Students who attend are expected to be
in top physical condition, to include 3-mile runs, sit-ups and push-ups. While
individuals must apply for this program during the official CDE call for
nominations, the Career Field Team (CFT) is the selection authority. The AF
Form 4059 must be signed by the 1* level supervisor, and the endorser should be
the 2" level and should not exceed GS-15/Colonel level. If the second level is
higher that GS-15/Colonel, the 1** level supervisor should endorse.

o If selected by the CFT, attendees must complete a Physical Training (PT) test
with their unit training monitor 30 days prior to class, and pass each section of the
PT test with a score of 75 or better to attend.





Intermediate Developmental Education (IDE) — Grade eligibility — GS-12 thru GS-13 or

equivalent

e Air Command & Staff College Distance Learning (ACSC-DL) Master’s Program — Does
not require 12 months in current position

@]

The purpose of the ACSC-DL Master’s Program is to educate mid-career civilians
to lead in developing, advancing, and applying air and space power across the
spectrum of service, joint, and combined military operations. The program is a 33
semester-hour program comprised of eleven 8-week courses which explore areas
of particular interest regarding modern USAF operations and leadership. Students
will complete their on-line master’s program on their own time—government time
is not authorized. This is a very demanding, time-consuming on-line program. It
1s not self-paced. There are required reading and homework assignments that must
be accomplished each week. Students should complete the program within 24
months.

While individuals must apply for this program during the official CDE call for
nominations, the Career Field Team (CFT) is the selection authority. The AF
Form 4059 must be signed by the 1% level supervisor, and the endorser should be
the 2" level and should not exceed GS-15/Colonel level. If the second level is
higher than GS-15/Colonel, the 1* level supervisor should endorse.

e Education with Industry (EWI) — Does not require 12 months in current position

o]

Unlike other IDE programs, EWI is also available to GS-11s. This program is
only open to individuals in the Personnel (Manpower only), Public Affairs,
Financial Management, Civil Engineer, Communication & Information, Scientist
& Engineer, Logistics, and Program Management Career Fields. Candidates must
have a strong education background, along with a superior job performance, and
no more than 14 years of federal service.

Selected applicants will work with companies only in their commuting area and
will remain assigned to their current organization.

Individuals nominating for EWI are not required to sign a mobility agreement but
must sign a 30-month continued service agreement if selected.

Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

e Air Command & Staff College (ACSC) In-Residence

o]

Air Command & Staff College (ACSC) prepares field grade civilians to assume
positions of higher responsibility with the military and other government arenas.
Students will attend the 10-month ACSC program in a TDY status at Maxwell
AFB from August to June.

Individuals nominating for ACSC are required to sign a mobility agreement and
include with their nomination package.





o Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

e [Executive Leadership Development Program (ELDP)

o ELDP is an aggressive 10-month hands-on training immersion program designed
to expose future leaders to the joint interagency perspective. ELDP is not for
everyone as it is a very physically demanding program to include climbing
ladders, jumping from airborne training tower, or flying in tactically configured
military aircraft. Individuals selected should not expect extraordinary dietary
requirements or unique/specialized medical care as it may not be available while
traveling overseas.

o Individuals nominating for ELDP are not required to sign a mobility agreement.

o Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

e Air Force Legislative Fellows Program (LEGIS)

o Individuals applying for this program must have a master’s degree and will
participate in ACSC by seminar if not already completed. This is an 18-month
permanent change of station (PCS) to Washington D.C. Individuals are on a
rotational assignment the first six months followed by one year working for a
member of Congress.

o Individuals nominating for LEGIS are required to sign a mobility agreement and
include with their nomination package.

o Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

e Air Force National Laboratories Technical Fellowship Program (AF-NLTFP)

o Individuals applying for this program must have a master’s degree and will
participate in ACSC by seminar if not already completed. The purpose of this
program is to develop a cadre of nuclear-experienced personnel who will shape
and influence a more flexible and responsible nuclear force. Individuals selected
must have a current Top Secret and DOE Q clearance.

o Selectees will attend in a TDY status from August to July.

o Individuals nominating for AF-NLTFP are required to sign a mobility agreement
and include with their nomination package.

o Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

e Academic Programs (Master’s Degree, Harvard, Princeton, AFIT)

o The CDE academic programs offer individuals the opportunity to obtain their
master’s degree. While the Harvard, Princeton, and AFIT programs are at specific
locations, the master’s program allows individuals to attend an MBA program in
their local area. Technical degrees, Executive MBA, on-line, or weekend
programs will not be considered.





Nominees must include transcripts and GMAT or GRE scores in their nomination
packages. Scores over 5 years will not be accepted.

Nominees applying for the master’s program must complete and include in their
nomination package the master’s degree application form found on the Force
Development website.

Individuals nominating for AFIT must include a Letter of Acceptance from AFIT
in their nomination package.

If selected by the CDE Board, individuals must apply and be accepted by the
university.

Individuals nominating for an Academic Program are required to sign a mobility
agreement and include with their nomination package.

Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

Senior Developmental Education (SDE) — Grade Eligibility — GS-14 thru GS-15 or

equivalent —

e Industrial College of the Armed Forces (ICAF) and Industrial College of the Armed
Forces — Senior Acquisition Course (ICAF-SAC)

o

ICAF and ICAF-SAC are part of the National Defense University. The 10-month
curriculum covers National Strategy and Resources Management for National
Security.

If selected by the CDE Board, individuals will be required to complete and submit
their NDU application by 31 January. Individuals must also be able to obtain an
official passport and participate in worldwide travel.

Individuals will attend in a TDY status if not located in the National Capital
Region.

Individuals nominating for ICAF or ICAF-SAC are required to sign a mobility
agreement and include with their nomination package.

Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

e Air War College (AWC)

@]

The purpose of AWC is focus on military strategy/employment of air and space
forces, including joint operations in support of national security.

Selected individuals will attend AWC in a TDY status at Maxwell AFB from

25 July 2011 through 24 May 2012.

Individuals must be able to obtain a passport.

Individuals nominating for AWC are required to sign a mobility agreement and
include with their nomination package.

Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.





e RAND

o]

o

o

o]

Individuals applying for this program must have a master’s degree. The purpose
of this program is to employ advanced research techniques while working on
USAF-sponsored research. RAND provides an important cross-flow of
information between the USAF and a major research institution.

Selected individuals will attend RAND in a TDY status in Santa Monica, CA
from July 2011 through July 2012.

Individuals nominating for RAND are required to sign a mobility agreement and
include with their nomination package.

Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

e Excellence in Government (EIG) and E-Gov (EIG with an IT component)

@]

Individuals applying for this program must have a master’s degree. The purpose
of this program is to strengthen the leadership skills through a proven combination
of coursework, best practices benchmarking, challenging action-learning projects,
executive coaching and government-wide networking. Individuals learn best
practices on topics such as the strategic use of technology. investment strategies,
and operations across traditional organizational boundaries.

If selected, individuals will be required to compete the DoD application for DoD
competition.

During the 10-month program, Fellows remain in their full-time jobs, meet every
six weeks and spend a total of approximately 20 days in session. Fellows devote
up to five hours per week to their projects. Most sessions occur in the
Washington DC area. Two sessions, however, will require travel to other
locations.

Individuals nominating for EIG or E-GOV are not required to sign a mobility
agreement.

Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

e Air Force National Laboratories Technical Fellowship Program (AF-NLTFP)

o]

@]

Individuals applying for this program must have a master’s degree. The purpose of
this program is to develop a cadre of nuclear-experienced personnel who will
shape and influence a more flexible and responsible nuclear force. Individuals
selected must have a current Top Secret and DOE Q clearance.

Selectees will attend in a TDY status from August to July.

Individuals nominating for AF-NLTFP are required to sign a mobility agreement
and include with their nomination package.

Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.





* Academic Programs (Master’s Degree, Stanford, MIT, Harvard, Princeton, AFIT)

O

The CDE academic programs offer individuals the opportunity to obtain their
master’s degree. While the Harvard, Princeton, Stanford, MIT and AFIT
programs are at specific locations, the master’s program allows individuals to
attend an MBA program in their local area. Technical degrees, Executive MBA,
on-line, or weekend programs will not be considered.

Nominees must include transcripts and GMAT or GRE scores in their nomination
packages. Scores over 5 years will not be accepted.

Nominees applying for the master’s program must complete and include in their
nomination package the master’s degree application form found on the CDE
website.

Individuals nominating for AFIT must include a Letter of Acceptance from AFIT
in their nomination package.

If selected by the CDE Board, individuals must apply and be accepted by the
program selected for.

Individuals nominating for an Academic Program are required to sign a mobility
agreement and include with their nomination package.

Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.

e Strategic Leadership Education I (STRAT I) — Grade Eligibility is GS-14 — GS-15 or
equivalent — Does not require 12 months in current position

e Strategic Leadership Education IT (STRAT II) — Grade Eligibility is GS-15s or equivalent
— Does not require 12 months in current position

e Strategic Leadership Education IIl (STRAT III) — Grade Eligibility is GS-15s or
equivalent-requires 12 months in current position

O

The purpose of Strategic Leadership Education is to focus on developing senior
leaders to become better skilled at leading large organizations or systems. To
develop effective organizational competency skills to include technical
competence on force structure and integration and on unified, joint, multinational,
and interagency operations.

While individuals must nominate for all STRAT courses through the CDE call,
STRAT I selections are made by the Developmental Team (DT). Although there
are several courses in each STRAT portfolio, individuals will specify which level
they are requesting, i.e., I, II, or III on their AF Form 4059 and not a specific
course.

For STRAT I selects, the DT will determine which course in the portfolio students
will attend.

The selection for STRAT II and STRAT III are made by the CDE Board and if
selected, the AF/DPS office will determine which course in the portfolio students
will attend.

Individuals nominating for STRAT courses are not required to sign a mobility
agreement.

Nominees must be endorsed by the first SES/General Officer or Installation/Wing
Commander in their chain of command.





[ encourage proactive involvement of senior leadership to counsel employees on

leadership development opportunities and to encourage active participation. Individuals should
begin building their nomination packages in preparation for the official call for nominations. A
starting point is to ensure their official personnel files are accurate and reflect all training
completions/education as well as updating their resumes in the correct CDE mandated format.
Employees with incomplete records have the ability to update their records using any of the “Self
Service” update bullets on the Force Development web page. More detailed information on all
programs, links to schools, nomination procedures, CDE forms, and self-service update
information can be found on the AFPC Force Development web page by clicking here. A
completed nomination package must include:

YVVVY YV VV

v

YVVVVY

CDE Checklist

Completed AF Form 4059 with appropriate level signature

Resume — no more than 3 pages in correct format (Exceptions: CALT, SOS, ACSC-DL
Master’s, EWI)

Transcripts and GRE/GMAT scores if applying for an Academic Program

Master’s degree application form if applying for the master’s program

Letter of Acceptance if applying to AFIT program

Signed mobility agreement (exceptions: CALT, SOS, ACSC-DL, EWI, ELDP, EIG, E-
GOV, STRAT)

Signed waiver request (if requesting waiver to the eligibility for program applying for)

For planning purposes, projected key dates are:

1 May 2011 — CDE Nominations due to AFPC/DPIFDA

May — Aug — Developmental Team vectoring

Sep 2011 — CDE Selection Board convenes

Oct 2011 — Developmental Education Designation Board (DEDB)
Oct/Nov 2011 — IDE/SDE designation announcement released

If anyone has questions on any of the programs, they may call my staff at AFPC/DPIFDA,

DSN 665-2524 or 210-565-2524.

ICHELLE S. LOWESOLIS, SES
Director, Civilian Force Integration

Attachment:
Sample Waiver Request





YOUR HQ LETTERHEAD

SAMPLE WAIVER LETTER FOR CDE PROGRAMS

MEMORANDUM FOR AFPC/DPIFDA
SUBJECT: Request for Waiver
I am requesting a waiver for consideration in the AY 12 Civilian Developmental Education (CDE)

programs, specifically the program. The reason(s)/justification
are provided below:

O Iam an Air Force civilian outside the appropriate grade level required for the course
O I will have less than 2 years Air Force Civil Service by 1 May

Q I will not have 12 months minimum time in my current position by 1 May

U Tam not in a permanent position.

O Thave not completed Intermediate or Senior Developmental Education level PME by any method as
required for the course.

JUSTIFICATION:
/Isigned//
YOUR TYPED NAME, GRADE, DUTY
TITLE, OFFICE SYMBOL
1% endorsement, YOUR ENDORSING OFFICIAL
TO: AFPC/DPIFDA
Concur/non-concur with waiver request.
/Isigned//
ENDORSING OFFICIAL
2™ endorsement, YOUR DT CHAIR
TO: AFPC/DPIFDA
Concur/non-concur with waiver request.
//signed//

DT CHAIRPERSON

NOTE: SIGNATURES MUST BE WET SIGNATURES, WE CANNOT ACCEPT //SIGNED// WITH
THE TYPED NAME.
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DESCRIPTION

The head of an agency, or his or her designee, may at his or her sole discretion provide service credit
that otherwise would not be creditable under 5 U.S.C. 6303(a) for the purpose of determining the
annual leave accrual rate to —

e a newly-appointed or reappointed employee with a break of at least 9o calendar days after his or
her last period of civilian employment; or

e aretired member of the active duty uniformed service as defined by 38 U.S.C. 4303.

This is a discretionary flexibility agencies can use to meet their strategic human capital needs — an
employee has no entitlement to this credit.

AGENCY DETERMINATION
The head of an agency must determine that the skills and experience the employee possesses are —

e cssential to the new position and were acquired through performance in a non-Federal or active
duty uniformed service position having duties which directly relate to the duties of the position to
which he or she is being appointed; and

e necessary to achieve an important agency mission or performance goal.

The head of an agency must make the determination to approve an employee's qualifying prior work
experience before the employee enters on duty — the determination cannot be made

retroactively.
AMOUNT OF SERVICE CREDITED

The amount of service credit that may be granted to an employee is determined at the sole and exclusive
discretion of the head of the agency.

¢ The amount of service credited to an employee may not exceed the actual amount of service
during which he or she performed duties directly related to the position to which he or she is
being appointed.

http://www.opm.gov/oca/leave/html/CreditableService-forAnnualLeave Accrual.asp 1/31/2011
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e Once an employee is permanently credited with a period of non-Federal service or active duty
uniformed service (after completion of 1 full continuous year with the appointing agency), that
period of service may not be considered for further credit if the employee has a future break in
service.

DOCUMENTATION
An employee must submit written documentation acceptable to the agency of —

¢ the employee's qualifying non-Federal service; or

o written documentation from the military services of the employee's uniformed service.
GRANTING OF SERVICE CREDIT

Credit for prior work experience or experience in a uniformed service is granted to the employee upon
the effective date of his or her initial appointment to the agency or reappointment after a 9o-day break
in service.

PERMANENCE OF SERVICE CREDIT AFTER 1 FULL YEAR OF CONTINUOUS SERVICE

Once an employee completes 1 full year of continuous service with the appointing agency, the period of
service for which the employee was granted service credit for non-Federal or active duty uniformed
service work experience is permanently creditable for the purpose of determining the employee's
annual leave accrual rate for the duration of the employee's career.

EFFECTS OF LEAVE WITHOUT PAY ON SERVICE CREDIT

If an employee is placed in a leave without pay status during the required 1-year period of continuous
service, the 1-year period of continuous service must be extended by the amount of time in a leave
without pay status unless —

o the employee separates or is placed in a leave without pay status to perform service in the
uniformed services (as defined in 38 U.S.C. 4303 and 5 CFR 353.102) and later returns to civilian
service through the exercise of a reemployment right provided by law, Executive order, or
regulation; or

o the employee separates or is placed in a leave without pay status because of an on-the-job injury
with entitlement to injury compensation under 5 U.S.C. Chapter 81 and later recovers sufficiently
to return to work.

FAILURE TO COMPLETE 1 FULL YEAR OF CONTINUOUS SERVICE WITH APPOINTING AGENCY

If an employee separates from Federal service or transfers to another Federal agency prior to
completing 1 full year of continuous service with his or her appointing agency —
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the employee is not entitled to retain service credit for prior non-Federal service or active duty
uniformed service;

o the appointing agency must subtract the additional service credit from the employee's total
creditable service, and a new service computation date for leave must be established;

o any annual leave accured or accumulated by the employee remains to the employee's credit; and

o the agency must transfer the annual leave balance to the new employing agency if the employee is
transferring to a position to which annual leave may be transferred, or provide a lump-sum
payment for unused annual leave if the employee is separating from Federal service or moving to
a new position to which annual leave cannot be transferred.

REFERENCES
e 5U.S.C. 6303(€e)

e 5CFR 630.205

¢ Questions and Answers on Providing Credit for Determining an Employee's Annual Leave
Accrual Rate

This page can be found on the web at the following url: http://uww.opm.gov/oca/leave/html/creditableservice-

Sforannualleaveaccrual.asp

U.S. Office of Personnel Management
1900 E Street, NW, Washington, DC 20415 | (202) 606-1800 | TTY (202) 606-2532
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CPM 2005-07
April 29, 2005
MEMORANDUM FOR CHIEF HUMAN CAPITAL OFFICERS

FROM: DAN G. BLAIR
Acting Director

SUBJECT: Creditable Service for Annual Leave Accrual

Section 202(a) of the Federal Workforce Flexibility Act of 2004 (Public Law 108-411, October 30, 2004)
amends 5 U.S.C. 6303 to provide OPM with the authority to prescribe regulations under which a newly
appointed or reappointed employee may receive service credit for prior experience that otherwise would
not be creditable for the purpose of determining his or her annual leave accrual rate. (See CPM 2004-
22 November 1, 2004). The Office of Personnel Management (OPM) recently issued interim
regulations implementing this new provision (copy attached).

An employee who is covered by the Federal annual and sick leave program established under chapter 63
of title 5, United States Code, may receive service credit for prior non-Federal work experience or
experience in a uniformed service that otherwise would not be creditable for the purpose of determining
his or her annual leave accrual rate. An employee may receive credit if the experience was obtained in a
position having duties that directly relate to the duties of the position to which the employee is being
appointed and if it is determined by the head of the agency that the use of this authority is necessary in
order to achieve an important agency mission or performance goal. We are providing the attached
questions and answers to assist agencies in administering this new authority.

For additional information, agency Chief Human Capital Officers and/or Human Resources Directors
should contact their assigned OPM Human Capital Officer. Employees should contact their agency
human resources office for assistance.

cc: Human Resources Directors

Attachments:

P |

Help

=,

e Interim Regulations: Creditable Service for Annual Leave Accrual

http://www.opm.gov/oca/compmemo/2005/2005-07.asp 1/31/2011
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Attachment
Questions and Answers on Providing Credit for
Determining an Employee's Annual Leave Accrual
Rate

Q1. Under what conditions may an employee receive credit for non-Federal service or active duty
uniformed service for determining his or her annual leave accrual rate?

A. Under 5 U.S.C. 6303(e), a newly appointed or reappointed employee may receive service credit for
prior non-Federal service or active duty uniformed service that otherwise would not be creditable for
the purpose of determining his or her annual leave accrual rate. The head of the agency or designee
must determine that the skills and experience the employee possesses were acquired through
performance in a non-Federal or active duty uniformed service position having duties which directly
relate to the duties of the position to which he or she is being appointed and are necessary to achieve an
important agency mission or performance goal.

Q2. When may an agency provide extra credit for non-Federal service or active duty uniformed service
for the purpose of determining an employee's annual leave accrual rate?

A. An agency may provide credit toward an employee's annual leave accrual rate for non-Federal
service or active duty uniformed service that otherwise would not be creditable if the individual has
prior work experience directly related to the duties of the position to which he or she is being appointed
and the prior experience is necessary to achieve an important agency mission or performance goal. This
is a discretionary authority, not an employee entitlement.

Q3. Who is covered by this provision?

A. This provision applies only to a newly-appointed employee or an employee who is reappointed
following a break in service of at least 90 calendar days from the date of his or her last period of Federal
civilian employment.

Q4. How much service credit may be granted for prior non-Federal or active duty uniformed service
work experience?

A. The amount of service credit that may be granted to an employee is determined at the sole and
exclusive discretion of the head of the agency or designee. However, the amount of service credited to
an employee may not exceed the actual amount of service during which he or she performed duties
directly related to the position to which he or she is being appointed. This is a discretionary flexibility
agencies can use to meet their strategic human capital needs—an employee has no entitlement to this
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credit.
Q5. When must the determination to approve an employee's qualifying prior work experience be made?

A. The head of an agency or designee must make the determination to approve an employee's
qualifying prior work experience before the effective date of the employee's entry on duty—the
determination cannot be made retroactively.

Q6. What documentation is required from an employee to receive credit for prior non-Federal service
or active duty uniformed service?

A. Each agency is responsible for determining what constitutes acceptable written documentation of an
employee's qualifying non-Federal service. An employee must submit such written documentation
consistent with the agency's procedures. An employee must provide written documentation from the
military services to receive credit for active duty honorable uniformed service. All written
documentation must be approved by the head of the agency or designee prior to the effective date of the
employee's entry on duty.

Q7. When does the employee receive credit for non-Federal service or active duty uniformed service?

A. Credit for non-Federal service or active duty uniformed service is granted to the employee upon the
effective date of his or her initial appointment or reappointment to Federal service.

Q8. How long does service credit granted to an employee remain creditable for annual leave accrual
purposes?

A. Credit granted to an employee for non-Federal service or active duty uniformed service remains to
the credit of the employee unless he or she fails to complete 1 full year of continuous service with the
appointing agency. If an employee separates from Federal service or transfers to another Federal
agency prior to completing 1 full year of continuous service with his or her appointing agency, the
employee is not entitled to retain service credit for prior non-Federal service or active duty uniformed
service. The appointing agency must subtract the additional service credit from the employee's total
creditable service, and a new service computation date for leave must be established before the
employee separates or transfers to the new agency.

Q9. What happens to an employee's annual leave balance if he or she fails to complete 1 full year of
continuous service with the appointing agency?

A. Any annual leave accrued or accumulated by an employee remains to the credit of the employee,
even if he or she fails to complete 1 full year of continuous service with the appointing agency. The
agency must transfer the annual leave balance to the new employing agency if the employee is
transferring to a position to which annual leave may be transferred, or provide a lump-sum payment for
unused annual leave if the employee is separating from Federal service or moving to a new position to
which annual leave cannot be transferred.

Q10. Under 5 U.S.C. 6303(e), can non-Federal work experience be creditable for purposes other than

http://www.opm.gov/oca/compmemo/2005/2005-07_QA.asp 1/31/2011





Creditable Service for Annual Leave Accrual Page 3 of 5

determining an employee’s annual leave accrual rate?

A. No. Under 5 U.S.C. 6303(e), non-Federal service or active duty uniformed service is creditable only
for the purpose of determining an employee’s annual leave accrual rate. (Non-Federal service or active
duty uniform service may be creditable for other purposes under applicable statutes. Rights to service
credit for such service for other purposes must be determined under the applicable statutes. Employees
should consult with their agency benefits specialists for more information.)

Q11. May an employee receive credit for the same period of non-Federal service or active duty
uniformed service on more than one occasion?

A. No. An employee may not receive dual credit for service. Once an employee is permanently credited
with a period of non-Federal service or active duty uniformed service (after completion of 1 full
continuous year with the appointing agency), that period of service may not be considered for further
credit if the employee has a future break in service.

However, if an employee loses service credit for non-Federal service or active duty uniformed service
because he or she fails to complete 1 full continuous year of service with the appointing agency, an
agency may choose to provide credit for that period of time to the employee in the future if and when he
or she is reappointed to a Federal position. An agency may provide credit for the same period of non-
Federal service or active duty uniformed service if the employee has had a break in service of at least 9o
calendar days and meets all of the conditions for receiving credit for such service.

Qi2. What happens to service credit granted to an employee if he or she separates from Federal service
or transfers to another Federal agency after completing 1 full year of continuous service?

A. Once an employee completes 1 full year of continuous service with the appointing agency, the period
of service for which he or she was granted service credit for his or her non-Federal or active duty
uniformed service work experience is permanently creditable for the purpose of determining his or her
annual leave accrual rate for the duration of the employee's career.

Processing Actions

Q13. How should an agency document credit for non-Federal service or active duty uniformed service
so that it may be verified throughout the employee's Federal career?

A. Non-Federal service or active duty uniformed service must be documented on the SF-144A or an
agency equivalent form used in lieu of the SF-144A. Agency equivalent forms may be variations on the
SF-144A or printouts from computer programs that calculate service computation dates. Such credit is
to be granted in terms of years and months, and the exact number of years and months of credit being
granted is recorded in Part I, Column B, of the SF-144A. Additionally, include a reference in the
"Remarks" section of the SF-144A indicating that the SCD-Leave includes creditable non-Federal
service or active duty uniformed service work experience that otherwise would not be credited.

Q14. How is credit for non-Federal service and active duty uniformed service documented on the SF-
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50?

A. The period of service being credited must be included in Block 31 of the SF-50 that effects the
appointment of the individual with the agency. Remark codes B73, B74, and M39 (include in remark
M39 the total of all periods of active duty uniformed service for which the employee is receiving credits
towards the Service Computation Date for leave (SCD-Leave)) also must be included on the SF-50, as
appropriate.

Q15. If the service to be credited is properly documented and approved in advance, but the agency
inadvertently does not include the credit in Block 31 on the SF-50 that was processed to effect the
appointment, how is the oversight corrected?

A. The agency must process a personnel action to change the employee's SCD (Nature of Action (NOA)
code 882/Change in SCD) showing the revised date in Block 31 of the SF-50. The NOA 882 action must
show remark code B35 and include remark codes B73, B74, and M39 (include in remark M39 the total
of all periods of active duty uniformed service for which the employee is receiving credit towards the
SCD-Leave), as appropriate. The effective date of the NOA 882 action is the date the employee entered
on duty.

Q16. What is the text of new remark codes B73, B74, and B75?

A. B73: You are receiving (enter yrs. and mos., e.g. 2 yrs., 6 mos.) credit toward your SCD-Leave shown
in Block 31 for the following period(s) of non-Federal service: (list all applicable "from" and "to" dates).
This time is permanently creditable unless you fail to complete 1 full year of continuous service with this
agency.

B74: You are receiving (enter yrs. and mos., e.g. 2 yrs., 6 mos.) credit toward your SCD-Leave shown in
Block 31 for the following period(s) of active duty military service: (list all applicable "from" and "to"
dates). This time is permanently creditable unless you fail to complete 1 full year of continuous service
with this agency.

B75: Changes SCD-Leave from (date) because employee failed to complete 1 full year of continuous
service with the appointing agency.

Q17. If the service to be credited is properly documented and approved in advance and is included in
Block 31 of the SF-50 that effects the appointment, but a mathematical error is detected once the action
has been processed and distributed, how is the oversight corrected?

A. The agency must process a personnel action to correct the SF-50 that effected the appointment
(NOA oo2/Correction).

Q18. What action must an agency take to withdraw service credit if an employee fails to complete 1 year
of continuous service?

A. Prior to processing the personnel action that separates the employee from Federal service or
transfers the employee to another Federal agency, the agency must process a personnel action to change

http://www.opm.gov/oca/compmemo/2005/2005-07_QA.asp 1/31/2011





Creditable Service for Annual Leave Accrual Page 5 of 5

the employee's SCD-Leave (NOA 882/Change in SCD) subtracting out the referenced credit. The NOA
882/Change in SCD action must include remark code B75. Alternatively, the agency may choose to
process both the NOA 882/Change in SCD and the separation action on the same SF-50. If the agency
processes both actions on the same SF-50, NOA 882/Change in SCD must be shown in Blocks 5-A and
5-B and the separation action in Blocks 6-A and 6-B.

Return to Creditable Service for Annual Leave Accrual for Non-Federal Work Experience and
Experience in the Uniformed Service Fact Sheet

This page can be found on the web at the following url: http://www.opm.gov/oca/compmemo/2005/2005-
07 _QA.asp

U.S. Office of Personnel Management
1900 E Street, NW, Washington, DC 20415 | (202) 606-1800 | TTY (202) 606-2532
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10 Feb 2011

MEMORANDUM FOR All CFMs, Functional Authorities, DT Chairs, MAJCOM A1’s, 
                                       COCOM J1’s

FROM:  HQ AFPC/DPI


              550 C Street West


              Randolph AFB TX 78150-4759


SUBJECT: Advanced Preparatory Guidance for AY12 Civilian Developmental Education (CDE) 

                   Call for Nominations

1. In preparation of subject call for nominations, I am seeking the proactive participation by senior leadership to ensure individuals are given fair and equitable consideration in the nominations for developmental education opportunities.  Doing so optimizes our opportunity to grow leaders who reflect the diversity of our workforce.  The Air Force is committed to investing in the development of our future leaders.  Senior leader personal involvement in nominating strong performers with exceptional potential is essential to meet the long-term leadership needs of the Air Force.


2.  Under the civilian force development construct, the functional community plays an important role in the CDE selection process. Through the involvement of the Development Team (DT), the career field will proactively engage those employees who should be applying, rank those employees, and provide meaningful assignments upon graduation or completion of training. Through this process, the DT will assist in identifying the best candidates and the programs they should be attending. Some DT’s require their community to complete a Transition – Civilian Development Plan (T-CDP) before they will vector nominees for a CDE program.  Prospective nominees are encouraged to contact their Career Field Team (CFT) for questions and timelines.  If vectored by functional communities, nominations are forwarded to the CDE selection board.

3. The CDE program offers a wide variety of opportunities for civilians to develop leadership and management competencies. Approximately 700 candidates in grades GS-07 through 15 will be selected for the CDE schools / programs offered with funding provided by the AFPC Leadership Development office. Basic eligibility for all programs includes required grade (see below), bachelor’s degree, and 2 years Air Force civil service by 1 May. Some programs require a Master’s Degree and most require 12 months time in current position as of 1 May (requirement is noted in the description of each program).  For Senior Developmental Education, completion of intermediate or senior level PME by any means is also a basic requirement with the exception of the Defense Senior Leader Development Program (DSLDP).  Nominations for DSLDP will not be accepted during this call, but will resume for AY13.  Individuals requesting a waiver to the eligibility criteria must include a waiver request (attached) in their nomination package to include supervisor and endorser signatures.   Condensed information on each program follows:


Civilian Acculturation Leadership Training (CALT) - Grade eligibility - GS-07 thru GS-13 or equivalent – Does not require 12 months in current position.

· Applicants to this program cannot have prior military service. The goal of CALT is to introduce Air Force civilians to the Air Force culture and prepare them for future leadership, managerial and supervisory roles. The program is patterned after the Officer Training School (OTS) curriculum, it provides a unique in-residence experience focused on AF culture, missions and the significant role leaders play in the Air Force's overall success.  The curriculum parallels the leadership modules taught at OTS and includes team-building exercises, some outdoor activities, simulation exercises, and time for personal health and wellness to help maintain a level of physical fitness. This is an intensive leadership development program and will entail outside reading and projects. 

· Once selected, candidates will be required to complete the on-line New Employee Orientation (NEO) Program prior to attendance. Civilian participants will live under the same rules and conditions as OTS candidates.  They will live in the OTS dorm with no television, phone, refrigerator, microwave, or alarm clock; and abide by OTS rules - no smoking, drinking, nor room visitations.  In addition, students will eat in the OTS dining facility. Off-base accommodations will not be considered.  

· The AF Form 4059 must be signed by the 1st level supervisor, and the endorser should be the 2nd level and should not exceed GS-15/Colonel level.  If the second level is higher that GS-15/Colonel, the 1st level supervisor should endorse.


Primary Developmental Education (PDE) – Grade eligibility – GS-09 thru GS-12 or equivalent – Does not require 12 months in current position

· Squadron Officer School (SOS)


· The mission of SOS is to improve the professional competence of civilians and lay the foundation for critical thinking about air and space power. SOS is a five-week program. The curriculum covers officership application, leadership tools, and air and space power. Readings, lectures, seminar, and field exercises support each other to provide in-depth coverage.  Students who attend are expected to be in top physical condition, to include 3 mile runs, sit-ups and pushups.  While individuals must apply for this program during the official CDE call for nominations, the Career Field Team (CFT) is the selection authority.  The AF Form 4059 must be signed by the 1st level supervisor, and the endorser should be the 2nd level and should not exceed GS-15/Colonel level.  If the second level is higher that GS-15/Colonel, the 1st level supervisor should endorse.


·  If selected by the Career Field Team, attendees must complete a Physical Training (PT) Test with their unit training monitor 30 days prior to class, and pass each section of the PT test with a score of 75 or better to attend.


Intermediate Developmental Education (IDE) – Grade eligibility – GS-12 thru GS-13 or equivalent 


· Air Command & Staff College Distance Learning Master’s Program – Does not require 12 months in current position

· The purpose of the ACSC-DL Master’s program is to educate mid-career civilians to lead in developing, advancing, and applying air and space power across the spectrum of service, joint, and combined military operations. The program is a 33 semester-hour program comprised of eleven 8 week courses which explore areas of particular interest regarding modern USAF operations & leadership. Students will complete their on-line master’s program on their own time – government time is not authorized.  This is a very demanding, time consuming on-line program.  It is not self-paced. There are required reading and homework assignments that must be accomplished each week.  Students should complete the program within 24 months.  


· While individuals must apply for this program during the official CDE call for nominations, the Career Field Team (CFT) is the selection authority.  The AF Form 4059 must be signed by the 1st level supervisor, and the endorser should be the 2nd level and should not exceed GS-15/Colonel level.  If the second level is higher that GS-15/Colonel, the 1st level supervisor should endorse.


· Education with Industry (EWI) – Does not require 12 months in current position

· Unlike other IDE programs, EWI is also available to GS-11s.  This program is only open to individuals in the Personnel (Manpower only), Public Affairs, Financial Management, Civil Engineer, Communication & Information, Scientist & Engineer, Logistics, and Program Management Career Fields.  Candidates must have a strong education background along with a superior job performance and no more than 14 years of federal service.


· Selected applicants will work with companies only in their commuting area and will remain assigned to their current organization.


· Individuals nominating for EWI are not required to sign a mobility agreement but must sign a 30 month continued service agreement if selected.

· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Air Command & Staff College (ACSC)  In-Residence


· Air Command & Staff College (ACSC) prepares field grade civilians to assume positions of higher responsibility with the military and other government arenas.  Students will attend the 10-month ACSC program in a TDY status at Maxwell AFB from August to June.  

· Individuals nominating for ACSC are required to sign a mobility agreement and include with their nomination package. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Executive Leadership Development Program (ELDP)

· ELDP is an aggressive 10-month hands-on training immersion program designed to expose future leader to the joint interagency perspective. ELDP is not for everyone as it is a very physically demanding program to include climbing ladders, jumping from airborne training tower, or flying in tactically configured military aircraft.  Individuals selected should not expect extraordinary dietary requirements or unique/specialized medical care as it may not be available while traveling overseas. 


· Individuals nominating for ELDP are not required to sign a mobility agreement. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Air Force Legislative Fellows Program


· Individuals applying for this program must have a Master’s Degree and will participate in ACSC by seminar if not already completed.  This is an 18-month  permanent change of station (PCS) to Washington D.C.  Individuals are on a rotational assignment the first six months followed by one year working for a member of Congress.

· Individuals nominating for LEGIS are required to sign a mobility agreement and include with their nomination package. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Air Force National Laboratories Technical Fellowship Program (AF-NLTFP)


· Individuals applying for this program must have a Master’s Degree and will participate in ACSC by seminar if not already completed.  The purpose of this program is to develop a cadre of nuclear-experienced personnel who will shape and influence a more flexible and responsible nuclear force.  Individuals selected must have a current Top Secret and DOE Q clearance.


· Selectees will attend in a TDY status from August to July.


· Individuals nominating for AF-NLTFP are required to sign a mobility agreement and include with their nomination package. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Academic Programs (Master’s Degree, Harvard, Princeton, AFIT)


· The CDE academic programs offer individuals the opportunity to obtain their Master’s Degree.  While the Harvard, Princeton, and AFIT programs are at specific locations, the Master’s Program allows individuals to attend an MBA program in their local area.  Technical degrees, Executive MBA, on-line, or weekend programs will not be considered.


· Nominees must include transcripts and GMAT or GRE scores in their nomination packages. Scores over 5 years will not be accepted.


· Nominees applying for the Master’s Program must complete and include in their nomination package the master’s degree application form found on the Force Development website.  


· Individuals nominating for AFIT must include a Letter of Acceptance from AFIT in their nomination package. 


· If selected by the CDE Board, individuals must apply and be accepted by the university.


· Individuals nominating for an Academic Program are required to sign a mobility agreement and include with their nomination package. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

Senior Developmental Education (SDE) – Grade Eligibility – GS-14 thru GS-15 or equivalent –


· Industrial College of the Armed Forces (ICAF) and Industrial College of the Armed Forces – Senior Acquisition Course (ICAF-SAC)


· ICAF and ICAF-SAC are part of the National Defense University.  The 10-month curriculum covers National Strategy and Resources Management for National Security.

·  If selected by the CDE Board, individuals will be required to complete and submit their NDU application by 31 Jan.  Individuals must also be able to obtain an official passport and participate in world-wide travel.


· Individuals will attend in a TDY status if not located in the National Capital Region.


· Individuals nominating for ICAF or ICAF-SAC are required to sign a mobility agreement and include with their nomination package. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Air War College (AWC)


· The purpose of AWC is focus on military strategy/employment of air and space forces, including joint operations in support of national security.


· Selected individuals will attend AWC in a TDY status at Maxwell AFB from     25 Jul 2011 through 24 May 2012


· Individuals must be able to obtain a passport


· Individuals nominating for AWC are required to sign a mobility agreement and include with their nomination package. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· RAND


· Individuals applying for this program must have a Master’s Degree.  The purpose of this program is to employ advanced research techniques while working on USAF sponsored research.  RAND provides an important cross-flow of information between the USAF and a major research institution. 


· Selected individuals will attend RAND in a TDY status in Santa Monica, CA from Jul 2011  through July 2012 

· Individuals nominating for RAND are required to sign a mobility agreement and include with their nomination package. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Excellence in Government (EIG) and E-Gov (EIG with an IT component)


· Individuals applying for this program must have a Master’s Degree. The purpose of this program is to strengthen the leadership skills through a proven combination of coursework, best practices benchmarking, challenging action-learning projects, executive coaching & government-wide networking.  Individuals learn best practices on topics such as the strategic use of technology, investment strategies, and operations across traditional organizational boundaries.


· If selected, individuals will be required to compete the DoD application for DoD competition


· During the 10-month program, Fellows remain in their full-time jobs, meet every six weeks and spend a total of approximately 20 days in session. Fellows devote up to five hours per week to their projects.  Most sessions occur in the Wash DC area.  Two sessions, however, will require travel to other locations.


· Individuals nominating for EIG or E-GOV are not required to sign a mobility agreement. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Air Force National Laboratories Technical Fellowship Program (AF-NLTFP)


· Individuals applying for this program must have a Master’s Degree. The purpose of this program is to develop a cadre of nuclear-experienced personnel who will shape and influence a more flexible and responsible nuclear force.  Individuals selected must have a current Top Secret and DOE Q clearance.


· Selectees will attend in a TDY status from August to July.


· Individuals nominating for AF-NLTFP are required to sign a mobility agreement and include with their nomination package. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Academic Programs (Master’s Degree, Stanford, MIT, Harvard, Princeton, AFIT)


· The CDE academic programs offer individuals the opportunity to obtain their Master’s Degree.  While the Harvard, Princeton, Stanford, MIT and AFIT programs are at specific locations, the Master’s Program allows individuals to attend an MBA program in their local area.  Technical degrees, Executive MBA, on-line, or weekend programs will not be considered.


· Nominees must include transcripts and GMAT or GRE scores in their nomination packages. Scores over 5 years will not be accepted.


· Nominees applying for the Master’s Program must complete and include in their nomination package the master’s degree application form found on the CDE website  


· Individuals nominating for AFIT must include a Letter of Acceptance from AFIT in their nomination package. 


· If selected by the CDE Board, individuals must apply and be accepted by the program selected for.


· Individuals nominating for an Academic Program are required to sign a mobility agreement and include with their nomination package. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

· Strategic Leadership Education I (STRAT I) – Grade Eligibility is GS-14 – GS-15 or equivalent – Does not require 12 months in current position

· Strategic Leadership Education II (STRAT II) – Grade Eligibility is GS-15s or equivalent – Does not require 12 months in current position

· Strategic Leadership Education III (STRAT III) – Grade Eligibility is GS-15s or equivalent –Requires 12 months in current position

· The purpose of Strategic Leadership Education is to focus on developing senior leaders to become better skilled at leading large organizations or systems. To develop effective organizational competency skills to include technical competence on force structure and integration and on unified, joint, multinational, and interagency operations.


· While individuals must nominate for all STRAT courses through the CDE call, STRAT I selections are made by the Developmental Team. Although there are several courses in each STRAT portfolio, individuals will specify which level they are requesting, i.e. I, II, or III on their AF Form 4059 and not a specific course.  

· For STRAT I selects, the DT will determine which course in the portfolio students will attend.

· The selection for STRAT II and STRAT III are made by the CDE Board and if selected, the AF/DPS office will determine which course in the portfolio students will attend.

· Individuals nominating for STRAT courses are not required to sign a mobility agreement. 


· Nominees must be endorsed by the first SES/General Officer or Installation/Wing Commander in their chain of command.  

4.  I encourage proactive involvement of senior leadership to counsel employees on leadership development opportunities and to encourage active participation.  Individuals should begin building their nomination packages in preparation for the official call for nominations.  A starting point is to ensure their official personnel files are accurate and reflect all training completions/education as well as updating their resumes in the correct CDE mandated format. Employees with incomplete records have the ability to update their records using any of the “Self Service” update bullets on the Force Development web page. More detailed information on all programs, links to schools, nomination procedures, CDE forms, and self service update information can be found on the AFPC Force Development web page by clicking here.  A completed nomination package must include:


· CDE Checklist


· Completed AF Form 4059 with appropriate level signature


· Resume – no more than 3 pages in correct format (Exceptions:  CALT, SOS, ACSC-DL Master’s, EWI)


· Transcripts and GRE/GMAT scores if applying for an Academic Program 


· Master’s Degree application form if applying for the Master’s Program


· Letter of Acceptance if applying to AFIT program


· Signed mobility agreement (exceptions: CALT, SOS, ACSC-DL, EWI, ELDP, EIG, E-GOV, STRAT)


· Signed waiver request (if requesting waiver to the eligibility for program applying for)

5.  For planning purposes, projected key dates are:

· 1 May 2011 – CDE Nominations due to AFPC/DPIFDA 


· May – Aug – Developmental Team vectoring 


· Sep 2011 – CDE Selection Board convenes 


· Oct 2011 – Developmental Education Designation Board (DEDB) 


· Oct / Nov 2011 – IDE/SDE designation announcement released 

6.  If anyone has questions on any of the programs, they may call my staff at AFPC/DPIFDA, DSN 665-2524 or 210-565-2524.









//signed//

       




      MICHELLE S. LOWESOLIS, SES

                                                                  Director, Civilian Force Integration

Attachment


Sample waiver request


YOUR HQ LETTERHEAD


SAMPLE WAIVER LETTER FOR CDE PROGRAMS


MEMORANDUM FOR AFPC/DPIFDA


SUBJECT:  Request for Waiver


I am requesting a waiver for consideration in the AY12 Civilian Developmental Education (CDE) programs, specifically the _______________________________ program.  The reason(s)/justification are provided below:


(   I am an AF Civilian outside the appropriate grade level required for the course


(   I will have less than 2 years Air Force Civil Service by 1 May


(   I will not have 12 months minimum time in my current position by 1 May


(   I am not in a permanent position.


(   I have not completed Intermediate or Senior Developmental Education level PME by any method as required for the course.


JUSTIFICATION:







//signed//







YOUR TYPED NAME, GRADE, DUTY







TITLE, OFFICE SYMBOL


1ST endorsement, YOUR ENDORSING OFFICIAL


TO:  AFPC/DPIFDA


Concur/non-concur with waiver request.







//signed//







ENDORSING OFFICIAL


2nd endorsement, YOUR DT CHAIR


TO:  AFPC/DPIFDA


Concur/non-concur with waiver request.







//signed//







DT CHAIRPERSON


NOTE:  SIGNATURES MUST BE WET SIGNATURES, WE CANNOT ACCEPT //SIGNED// WITH THE TYPED NAME.



