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From the Commander:

Greetings.  It is difficult to accept what we cannot control, and it’s easy to negatively fill in the voids with our perceptions.  Prolonged continuing resolutions, possible furlough, vacant positions, new missions, even smaller budgets, etc…it reminds me of a rubber band being stretched, and knowing what happens to the band when stretched too far.  However, our nation has been here before, and likely we’ll see it again.  Our government is a tool of our democracy, and our military is an instrument of our international strength that works at the discretion of our government’s needs.  We’re a resilient nation, with resilient people, and it’s our job to do our best and take care of each other within the best of our abilities.  It’s hard to endure, but it seems we accomplish our best when the chips are down.  No one can predict our future, however, we can learn from our past.  Leaders we emulate are leaders that stood the test of turbulent times, and kept moving forward to reach prosperity.  I’ll try not to dwell on what happens to a rubber band when stretched too far, and rather look to what we can do to keep our band holding on.  The Force Support Squadron & Civilian Personnel Office pledge to you to do our best and take each challenge we have one step at time. 

Thanks & Sincerely, 

Todd R. Alcott

86 FSS/CC 
From the Flight Chief:

Our thoughts and prayers are with the citizens, and our civilian and military counterparts in Japan.  To keep you informed in the event of a disaster, furlough, or strike, we included some tips and information to keep our managers and civilians prepared. 

This month we have more Time Saving and Hiring Reform tips to share and it is annual appraisal time for WG and GS employees.

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?
Notice of Interim Rule Effective Date:  

3 March 2011
On November 3, 2010 an Interim Rule was published in the Federal Register (75 FR 67629) regarding domestic partners.  This rule amends the Federal Travel Regulation (FTR) by adding terms and definitions for "Committed Relationship", "Dependent", and "Domestic Partner", and by revising the definition of "Immediate family" to include "Domestic partner" and children, dependent parents and dependent brothers and sisters of the Domestic partner as named members of the employee's household.

Please note the below guidance/examples on the date of eligibility for these benefits.  FTR 302-2.3 states that relocation allowances and entitlements are determined by the regulations in places AT THE TIME YOU REPORT FOR DUTY AT YOUR NEW OFFICIAL STATION. 

Example: 

1. If orders are issued AND the employee reports to the new PDS BEFORE 3/3/11, there is no domestic partner coverage; 2. If orders are issued AND the employee reports to the new PDS AFTER 3/3/11, domestic partner benefits are permitted in accordance with the provisions of the amended FTR, effective 3/3/11; and 3. If orders are issued BEFORE 3/3/11, however, the employee does not report to his/her new PDS until AFTER 3/3/11, then the orders can be amended AFTER 3/3/11 to include domestic partners in accordance with the provisions of the amended FTR, effective 3/3/11.  An argument can be made that falls within case law regarding changing orders. 

For additional information, a fact sheet is attached.
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AFKN Program Shutdown Extended

On 4 March 2011, the Air Force Knowledge Now (AFKN) Program Office released notification that AFKN would be shutdown effective 14 May 2011, due to a lack of funding.

AFKN has now received funding for an additional year - through May 2012. During the upcoming months, AFMC and AFSPC will develop and implement a migration strategy to smoothly integrate AFKN capabilities into the AF Enterprise Information Services solution.

AFKN users should not begin individual migration efforts until this migration strategy is finalized and distributed.

Updates on the AFKN Migration effort will be posted at https://afkm.wpafb.af.mil/afknhelp (.mil) or https://www.my.af.mil/afknprod/afknhelp (AFP).

Welcome to the Retirement Info Center

We want to share information about retirement benefits for new, prospective, and current Federal employees, as well as Federal retirees and their survivors and benefits officers. Here you will find the most up-to-date information on changes, events, and other issues that may affect your Federal retirement benefits. Often, we will link to other pages on the official Website so that you can easily find updated information.

http://www.opm.gov/Blogs/Retire/index.aspx
Web-based Tool Improves Civilian Career Development Planning

By:  Debbie Gildea
Air Force Personnel, Services and Manpower Public Affairs Office

RANDOLPH AIR FORCE BASE, Texas – This month, civilian employees will be able to use the updated version of the Airmen Development Plan to create career development plans.

In addition to providing civilians with easier access to career guidance and mentorship, the ADP is an online collaborative tool that enables supervisors, development teams and career field mentors to work together to grow civilian employees and leaders.  The secure web-based tool allows civilians to communicate their experience, training, and education goals, which are then visible to people who can help them achieve those goals.

Civilian career field team members will be able to access career briefs, career planning diagrams and all other pertinent information, help employees develop a plan to achieve their goals, and give them feedback on how their preferences fit with Air Force needs. The information will also enable functional development teams to more effectively manage career fields.  Calls for ADP submissions will go out this month to support summer development team meetings. Employees should ensure they are signed up for their career field list server messages in order to get those e-mails. To sign up, go to the AFPC website and enter "list server" in the keyword search box.

Introduced in September 2007 as a replacement for the transitional officer development plan, ADP now replaces the transitional civilian development plan. It integrates numerous force development tools, such as electronic records, duty histories, career planning diagrams, awards and assignment preferences into one platform, drawing information from the Defense Civilian Personnel Data System. This benefits employees because they won’t have to go through the process of inputting all of their career brief data.

To prevent inaccurate information from populating the ADP fields, civilian employees should thoroughly review their career brief information. Those who find errors can go the DCPDS My Biz site to correct them, or contact their local civilian personnel section for help.

ADP is accessible through the Air Force Portal under the “Quick Links” section.  There is also a comprehensive AFPC tutorial website available. Select the “help” button in ADP to access it.

For more information about civilian employee developmental opportunities and other 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.

New Access Requirements for AF Personnel Services Website

The Air Force is in the first phase of centralizing all total force personnel services from a single website.  All civilians are highly encouraged to create an account for the Air Force Personnel Services website at https://gum.afpc.randolph.af.mil using their common access card.  Once they have an account created, they will be able to access personnel services, applications, and information from home using their user ID and password.  More information is available in the PA Release.

NAF NEWS

NAF provides Force Support activities for uniformed Military Personnel, Civilian, Military Retirees and their families. The NAF organizations contribute to the financial support of various FSS programs. Persons employed by NAF organizations are compensated by NAF funds which are derived from revenue earned by the various producing activities.
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. 
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...

USAFE and AFPC are asking managers to make selections within 15 days.  Interviewing applicants and checking references is very important.  Here are some tools to help with interviews:
Interviewing Guidelines 

Interview Tip Sheet
Hiring reform...

Hiring Manager's Checklist
Tips for Hiring Managers
Shaping Early Experiences: New Employee Checklist
NSPS...

During FY 2010:

NSPS Transition -   by the Numbers

As of February 28, 2011:

180,400 employees have transitioned out of NSPS.

http://www.cpms.osd.mil/nsps/
NSPS Connect
Your gateway to NSPS information... 

http://www.cpms.osd.mil/nsps/nspsconnect/
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...
Guidance for Performance Awards
Attached memos extends 1% cap on FY10 and FY11 performance awards for previous NSPS employees who transitioned to GS to all AF GS and FWS employees.  This decision considers our current stressed economic climate, provides consistency among employees and allows performance award programs to be managed under a single system. To ensure meaningful distinctions in performance and awards, this cap is defined in the aggregate at MAJCOM/COCOM level rather than individual awards.  In addition, the 1% will be calculated based on Adjusted Salary (including locality) not base salary. This policy does not apply to those organizations which will transition out of NSPS to personnel systems other than the GS.  Performance awards can include a Quality Step Increase, monetary award, Time-Off Award (TOA), or a combination of monetary and TOAs.
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GS and WG Appraisals

The current General Schedule (GS) and Federal Wage System (FWS/WG) appraisal cycle will end 31 Mar 11.  The appraisal cycle for FWS/WG employees is 1 Apr 10 - 31 Mar 11 and the appraisal cycle for GS employees is 13 Sep 10 - 31 Mar 11.  IAW AFI 36-1001, Managing the Civilian Performance Program, an overall written performance evaluation is required on all employees who worked at least 90 days during this appraisal period.
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QCRO Training
Please submit your QCRO appointee’s name to Ms. Kym Tran at kym.tran@ramstein.af.mil, by 4 Apr 11.  Ms. Tran will be conducting several QCRO (2-hour) training sessions to prepare QCROs for their roles and responsibilities in reviewing and consolidating the appraisal data that will be processed by our office.  The training will take place in building 2120, room 207, the dates and times are as follows:

- 7 Apr: 0900-1100

- 12 Apr: 1300-1500

- 19 Apr: 0900-1100

If you have any questions concerning the Civilian Performance Management Program, the movement of supervisors and employees during the rating period, employees that are going on LWOP or retiring prior to 1 Jun, or general questions; please call 480-7608 or 480-2008.  

Supervisors:  Do you know what to do if:
- A Non-US employee strike occurs?

- A government shutdown or furlough occurs?

- A natural disaster impacts your work area?

- A civilian is injured or killed?

- An evacuation is ordered?

For more information, contact your US or Non-US Employee-Management Relations Specialist.

References:

AFI 36-3802 Personnel Readiness Operations
This instruction provides policy and guidance for on Personnel Readiness Operations. It gives Air Force personnel agencies and deployed commanders supporting contingency, wartime, exercise, and emergency operations processes and information. This instruction also provides guidance for Personnel Support for Contingency Operations (PERSCO) from pre-planning through employment and redeployment actions.

- Emergency Preparedness:

CPMS 2007; Emergency Preparedness and Response Guide
CPMS 2008; Evacuation of U.S. Citizen Employees from Foreign Areas
OPM 2003; A Manager's Handbook:  Handling Traumatic Events
- Furlough Information:

OPM Furlough Information
CPMS Questions & Answers on Furloughs
AFPC Furlough Slides can be found on the AFPC Webinar site . At this site, select the 10 Mar 2011 webinar information; it contains the slides, script, and Q&A.
Resource Center for Addressing and Resolving Poor Performance
Most Federal employees work hard, and their performance is considered good or even exceptional. However, at times Federal supervisors are faced with employees whose performance is not acceptable. The purpose of this resource center is to help you address and resolve poor performance.

This guidance should be used in concert with the technical advice you receive from your agency’s human resources staff. You should also be aware that most agencies have specific procedures and requirements that must be followed, whether they are part of a negotiated bargaining agreement or other internal agency regulation.

http://www.opm.gov/er/poor/rc_overview.asp
EMR Related Resources

· 5 USC Chapter 71, Adverse Actions  

· 5 USC Chapter 43, Performance Appraisal
· AFI 36-703, Civilian Conduct & Responsibility
· AFI 36-704, Discipline & Adverse Actions
· AFI 36-807, Weekly & Daily Scheduling of Work & Holiday Observances
· AFI 36-815, Absence & Leave
· AFI 36-1001, Managing the Civilian Performance Program
· AFI 36-1004, The Air Force Civilian Recognition Program
· AFI 36-1203, Administrative Grievance System 

· AFPAM 36-106, Supervisor's Records
· CyberFEDs
· Civilian Personnel Management Service (CPMS), Labor & Employee Relations Division Reference 

· Federal Labor Relations Authority   

· U.S. Office of Personnel Management, Employee Relations
HR Aids

· EMR Process 

· Navigating the Probationary Period  

· Supervisor's Handbook 

Related HR Advisories

· 2010-81, Excused Absence for Voting

· 2010-48, Self-Service Update in MyBiz

· 2010-33, Expiration of  "Grandfathered" Compensatory Time Off

· 2009-82, Executive Order Granting Excused Absence from Duty for the Last Half of the Scheduled Workday on Thursday, December 24, 2009

· 2009-52, Grandfathered Compensatory Time Off

· 2009-32, New Telework Initiative

· 2009-23, Submission of Settlement Agreements and High Level Inquiries, Including Equal Employment Opportunity, Merit System Protection Board, Department of Labor and Office of Special Counsel Inquiries

· 2009-17, Emergency Contact Information (MYBIZ) Replaces Emergency Data System (EMDS)

· 2009-16, Defense Civilian Personnel Data System (DCPDS) My Workplace Self Service Probationary Period Completion Notifications and Certifications

TRAINING..
Improved Service for Civilian Awards
The new organizational Email box named “86 FSS/Civ-Awards” has been set up on the Global Address Listing for your convenience.   Please send award submissions for US and Non US civilian personnel to that box in the future, to make sure it can be seen and worked on by several different people in case regular staff members are absent.  Our primary Awards POC remains to be Ms Barbara Rumpf, DSN 480-2741.

FY12 Training Needs Assessment

The AF tasker to perform subject assessment has been passed to Wing and HQ level CAGs for distribution throughout the organization down to the lowest supervisory level possible.  By 25 April 2011, Ramstein must identify training needs for civilian personnel (US and Non US) in order to compete for the training funds provided by HAF.  Please help us by giving this message the widest possible distribution and providing solid input for a good needs assessment.  This is the only tool used to determine training funds distribution throughout the AF. More details at this link . Thanks for your untiring support. Call 480-2167 for further information if needed. 

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/
2011 DCIPS Midpoint Review 

Process & Timeline

The Air Staff DCIPS midpoint review process Fact Sheet is now accessible - Following below is a link to a new Fact Sheet on the 2011 midpoint review process and timeline as discussed over the past month and approved by A1PC and A2DF.   
Fact Sheet
STAFFING...
[image: image9.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. 
New Security Civilian Career Field Management Team Process for Filling US Civilians in 0080, 0083, 0085, 0086 Occupational Series

This outlines a pilot program currently being conducted for US Civilian positions in the 0080, 0083, 0085 and 0086 occupational series. The desired end results are efficiencies and time savings in the fill process. (Note:  For USAFE, the pilot will focus on Security Specialists/Technicians/Assistants and Security Guards.  USAFE currently does not have any US Police Officers). This pilot will NOT affect how fill actions are submitted locally prior to being received by AFPC. Managers are still required to take all necessary actions to submit fill requests to your local Civilian Personnel Sections (CPS). 

The Security Civilian Career Field, AFMA, and AFPC are piloting a new process to test efficiencies in use of SCPD's and on-boarding of AF Security civilian professionals.  Effective 14 Feb, please send ALL Security Career Field RPA fill actions for OCC Series 0080, 0083, 0085, and 0086 directly to your respective MAJCOM inbox at AFPC.  In coordination with AFMA any security career field RPAs they receive will be forwarded to the Security

Career Field Team (CFT) in box. 

Once received, AFPC will QC the RPA and flow them to the Security CFT who will be supported with additional HR expertise.  The expanded Security CFT, will review the RPA and determine if one of the Security SCPD's is available and appropriate for use.  If so, the expanded Security CFT will complete the position build, review, and other work required and forward through the fill process for completion of the action.

If a position requires classification work, the Security CFT will forward the RPA to AFMA for action.  Once AFMA has completed their work, they will send it directly to the Security CFT and the fill process will continue.  

An advisory is being coordinated and will be out shortly.  Additionally, the Security CFT is advising their functional community of the change in fill process as well.  Filling civilian positions in our AF is a team effort and requires all of us to make the mission successful.  

Supervisor Resources From AFPC
Supervisor Resources from AFPC Attached are two scanned documents--AFPC RPA Checklist Quick Reference Guide, and Definitions of Employee Eligibilities Quick Reference Guide--found within the Air Force Personnel Services website under "Civilian HR Specialist" (link to login follows):

Please review these documents and keep them on hand, as they should be helpful as you complete RPA Checklists, and advise managers on various recruitment sources.  There's a lot of other very helpful information on the site as well--please browse as you have time.


[image: image10.emf]RPA Checklist  Guide.pdf

  
[image: image11.emf]Eligibilities  Definitions.pdf


NON-U.S. PROGRAMS

Important Information for Non-US Employees and their Supervisors/Timekeepers

New USAFE Instruction 36-701:

CIVILIAN PERSONNEL – EMPLOYMENT AT OTHER THAN REGULAR PLACE OF WORK OR DOMICILE

The new USAFEI 36-701 is substantially revised. The revision reflects all legal, tariff, and administrative changes since the last revision in 1997. 
The new USAFEI 36-701 implements instructions on Attachment R, CTA II (tariff provisions for reimbursement of expenses incurred while performing official duty travel, employment outside 
the permanent duty location or duty trip), as well as out-of-tariff provisions in connection with appointment of employees from outside the commuting area or employment outside the regular place of work or domicile. 
The complete instruction can be found here

For additional information please contact 86 FSS/FSPL at DSN 480-2470

Wichtige Informationen für Non-US Arbeitnehmer und Vorgesetzte/Zeitlistenführer

Neugefasste USAFE Dienstvorschrift 36-701 
EINSATZ VON ORTSKRÄFTEN AUSSERHALB IHRES STÄNDIGEN BESCHÄFTIGUNGS- ODER WOHNORTES

Die neugefasste Dienstvorschrift 36-701 wurde substantiell überarbeitet. Die Überarbeitung beinhaltet alle rechtlichen, tariflichen und administrativen Änderungen seit der letzten Überarbeitung in 1997.

Die neugefasste Dienstvorschrift 36-701 enthält Durchführungsbestimmungen zum Anhang R, TVAL II (Tarifregelungen bezüglich der Erstattung von Kosten, die Arbeitnehmern im Zusammenhang mit Dienstreisen, einer Beschäftigung außerhalb ihres ständigen Beschäftigung- oder Wohnortes, oder bei Dienstfahrten am Beschäftigungsort entstehen), ebenso wie außertarifliche Vorschriften im Zusammenhang mit der Einstellung von Arbeitnehmern von außerhalb des Einzugsbereichs oder außerhalb ihres ständigen Beschäftigung- oder Wohnortes.

Die Dienstvorschrift im Original in englischer Sprache finden Sie hier. 


Für weitere Informationen wenden Sie sich bitte an das Personalbüro, 86 FSS/FSPL unter DSN 480-2470

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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,FORCE

GS/WG PERFORMANCE MANAGEMENT TIMELINES

Following are the pertinent General Schedule (GS) and Wage Grade (WG) performance management timelines:

e Current 2010/2011 appraisal cycle: 12 Sep 10-31 Mar 11
o Next 2011/2012 appraisal cycle: 01 Apr 11-31 Mar 12 (annotated in blue)

ACTION DATE POC
2010/2011 GS rating period begins 12 Sep 10 All
GS performance plans finalized & communicated NLT 12 Oct 10 Supervisors
Monitor employee performance Continuous Supervisors
If either the employee or first-level supervisor moved before Losing Supervisor
01 January 2011, losing supervisor provides an informational AF provides informational
Form 860A to gaining supervisor. Departures before AF Form 860A
01 Jan 11
The gaining supervisor will be responsible for rendering rating & Gaining Supervisor
paying any approved award. completes appraisal &
pays award
If either the employee or first-level supervisor moved between Departures Gaining Supervisor
01 Jan & 31 Mar 2011, the losing supervisor is responsible for between 01 Jan
accomplishing the appraisal & paying any award given & 31 Mar 11
Conduct and document Midterm Feedback (AF Form 860b) NLT 31 Jan 11 Supervisors
Distribute Budget Allocation Products & Appraisal spreadsheets 25 Mar 10 86 FSS/FSP and QRCs
2010/2011 rating period ends 31 Mar 11 Supervisors
2011/2012 rating period begins 01 Apr 11 All
Complete 2010/2011 GS & WG Appraisals 15 Apr 11 Supervisors
Spreadsheets/Certification of Funds Expenditure Forms due to NLT 22 Apr 11 Supervisors/QRCs
86 FSS/FSPC-B by Close of Business
2011/2012 GS & WG performance plans finalized & communicated NLT 30 Apr 11 Supervisors
Communicate 2010/2011 Appraisals NLT 31 May 11 Supervisors
2010/2011 Appraisal effective date 01 Jun 11 86 FSS/FSP & AFPC
*Anticipated to reflect on Pay Date 10 Jun 11
Time-Off Awards effective date 2Jun1l 86 FSS/FSP & AFPC
*Anticipated to reflect on Pay Date 10 Jun 11
Quality Step Increase effective date 86 FSS/FSP & AFPC
*Anticipated to reflect on Pay Date 25 Jun 11
Final Quality Check Review Report Distributed 10 Aug 11 86 FSS/FSP

86 FSS/FSP: Ramstein Civilian HR Flight
QRC: Quality Review Committee

Employees must be on an approved performance plan for a minimum of 90 days to be eligible for an appraisal rating.
No appraisal is required for an employee who is separated or resigns from the Air Force prior to 31 March 2011.
An employee who retires must have an AF Form 860A accomplished only if they are receiving a performance award.

* REMINDER: Please inform employees not to spend cash awards or use Time-Off Awards until after they appear
on their Leave & Earnings Statement. Awarded time-off should be scheduled within 90 calendar days after the
effective date of the award. Employees forfeit any time-off not used within one year from the effective date.
Employees may never convert a TOA to a cash payment. Ref: AFI 36-1004, Chapter 4.

For further information or questions concerning performance management, please contact your servicing Employee
Relations Specialist at DSN: 314-480-7608.
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»FORCE CIVILIAN HR FLIGHT
FAQs

LEGACY PERFORMANCE APPRAISALS & AWARDS
Federal Wage System (FWS / WG) and General Schedule (GS)

GENERAL QUESTIONS

e What is the eligibility requirement for an employee to be entitled to an appraisal (AF Form 860A)?

e What is the current rating cycle / appraisal period?

e What is the appraisal effective date?

e What is the deadline for supervisors to complete appraisals?

e When may a supervisor communicate the appraisal results to the employee?

e What is the deadline for supervisors to communicate approved appraisals to employees?

e Does the appraisal AF Form 860A get sent/submitted to the Civilian HR Flight for processing?

e Does the appraisal AF Form 860A get sent/submitted to the Civilian HR Flight to be filed in the employees Official
Personnel Folder (OPF)?

e When is an Early Annual Appraisal or a Closeout Assessment due?

EMPLOYEE/SUPERVISOR MOVEMENT DURING RATING CYCLE

e Who is responsible for the appraisal when an employee moves before 1 Jan 2011?

e Who is responsible for the appraisal when the supervisor moves before 1 Jan 2011?

e Who is responsible for the appraisal if either the employee or the first-level supervisor moves between 1 Jan and 31
Mar 2011?

e Is an appraisal required if an employee separates from the Air Force prior to 31 Mar 2011?

e Is an appraisal required if an employee separates from the Air Force after to 31 Mar 2011?

SEPARATIONS / RETIREMENTS

e |s an appraisal required if an employee separates from the Air Force prior to 31 Mar 2011?
e |s an appraisal required if an employee separates from the Air Force after to 31 Mar 2011?
e Is an appraisal required if an employee transfers to another Agency?

EXTENDED ABSENCES (LWOP, LWOP-US. Sick Leave, Worker’s Comp, & LTFT Training)

e Is an appraisal required for an employee who has been on extended absence (e.g., LWOP, LWOP-US for military
duty, sick leave, worker’s compensation, or Long-Term Full-Time Training)?

86 FSS/FSPC-B (Employee Relations) ® Unit 3220 Box 365 ¢ APO AE 09094 e Ramstein AB Germany
Building 2120, Room 220 e DSN: 480-7608 e Fax: 480-7054
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AWARDS

e Can asupervisor ask an employee his/her preference concerning performance awards?

e Can an employee be granted both a monetary award and a Time-Off award (TOA)?

e What is the maximum monetary award that can be granted to an individual?

e How should a monetary award be annotated on the appraisal (AF Form 860A).

e What is the maximum Time-Off award (TOA) that can be granted to an individual?

e Can an employee be granted both a Quality Step Increase (QSI) and a Time-Off award (TOA)?
o What are the eligibility requirements and process for granting a Quality Step Increase (QSI)?

e Are employees under the Career Broadener program eligible for a Quality Step Increase (QSI)?

MISCELLANEOUS

¢ When may a supervisor communicate the appraisal results to the employee?
e What if an employee refuses to sign the appraisal?
e What if an employee is unavailable to sign the appraisal?

e Can an emplovee’s rating/award be changed after the appraisal has been signed by the Reviewer and Award
Approving Official and after it has been processed by the Civilian HR Flight (86 FSS/FSP)?

GENERAL QUESTIONS

Q:

What is the eligibility requirement for an employee to be entitled to an appraisal (AF Form 860A)?
o Anemployee must have performed in the official position for 90 days or more and be appraised against the
elements of a performance plan to be assigned a rating.

: What is the current rating cycle / appraisal period?

e For most Ramstein-serviced employees (i.e., employees who transitioned from NSPS in Phase V), the current
appraisal period is 12 Sep 2010 through 31 Mar 2011.

e For newly hired employees who did not transition, the beginning “from” date is the date on which they were
hired/Entrance on Duty (EOD) date.

e For employees who transitioned into a GS position before 12 Sep 10 (Phase 1V) and PCSed to Ramstein before
12 Sep 10, the beginning appraisal “from” date is their Entrance on Duty (EOD) date to Ramstein.

: What is the appraisal effective date?

e The GS/FWS appraisal effective date is 1 Jun 2011.

> What is the deadline for supervisors to complete appraisals?

e Supervisors should complete the appraisals NLT 15 Apr 2011 in order to submit the recommended appraisal to
Reviewer & Award Approving Officials in a timely manner.

: When may a supervisor communicate the appraisal results to the employee?

e Supervisors should not communicate the appraisal rating, award(s), and factors until after the appraisal has been
reviewed, approved, and signed by the Reviewer and Award-Approving Official and checked by the Quality
Review Control Officer (QCRO).
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Q: What is the deadline for supervisors to communicate approved appraisals to employees?

e Supervisors should communicate the appraisals as soon as appraisals are approved and finalized but
NLT 31 May 2011.

Q: Does the appraisal AF Form 860A get sent/submitted to the Civilian HR Flight for processing?

¢ No, appraisals are not submitted to the Civilian HR Flight (86 FSS/FSP). Each organization will submit one
Excel spreadsheet capturing each employee’s appraisal ratings, awards, and performance factors to 86 FSS/FSP
for mass processing.

e The supervisor must retain the original AF Form 860A in the Supervisor’s Employee Work Folder (“971 Folder”)
and provide a copy to the employee.

Q: Does the appraisal AF Form 860A get sent/submitted to the Civilian HR Flight to be filed in the employees
Official Personnel Folder (OPF)?

e No; the supervisor must retain the original AF Form 860A in the Supervisor’s Employee Work Folder (“971
Folder”) and provide a copy to the employee.

Q: When is an Early Annual Appraisal or a Closeout Assessment due?

o Early Annual Appraisals and Closeout Assessments do not exist under the GS and FWS (WG) pay systems.
[Early Annuals and Closeouts were only required under the National Security Personnel System (NSPS)].

e An informational AF Form 860A may be required (see “Employee/Supervisor Movement During Rating Cycle”
topic below for specific guidance). However, the GS & FWS appraisal cycles end 31 March each year, and each
appraisal is reviewed, certified, and finalized the following April. Funding allocations for performance awards
are not configured until late March/early April, and therefore, appraisals are not completed prior to the end of a
performance cycle, regardless of when an employee PCSes/transfers/moves.

EMPLOYEE/SUPERVISOR MOVEMENT DURING RATING CYCLE

Q: Who is responsible for the appraisal when an employee moves before 1 Jan 2011?

e If an employee has moved to another position before 1 January 2011, the gaining supervisor will be responsible
for accomplishing the annual rating of record, and may take into consideration the informational AF Form 860A
provided by the losing first-level supervisor. (Provided that the employee had been supervised for at least 90
calendar days or more during the rating cycle by the losing supervisor, the losing first-level supervisor will be
responsible for preparing an informational AF Form 860A and forwarding it, along with either the employee’s AF
Form 860, Civilian Performance Plan, or AF Form 1003, Core Personnel Document, and Supervisor’s Employee
Work Folder, to the gaining first-level supervisor).

Q: Who is responsible for the appraisal when the supervisor moves before 1 Jan 2011?

o If the first-level supervisor/rating official moved before 1 January 2011, he/she will be responsible for preparing
an informational AF Form 860A and forwarding it to the new supervisor or reviewing official. If the gaining/new
supervisor directly observes/rates employee for at least 90 days, he/she is responsible for accomplishing the
appraisal. If the gaining/new supervisor does not observe/rate employee for 90 days, then the reviewing official
should complete the appraisal.
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Q: Who is responsible for the appraisal if either the employee or the first-level supervisor moves between 1 Jan
and 31 Mar 20117
o When FWS/GS employees or their first-level supervisors/rating officials move from one organization to another

(including transfers between bases) between 1 January and 31 March, the losing organization will be responsible
for accomplishing the appraisal and paying any award given:

o If the first-level supervisor/rating official has moved, sufficient information regarding the employee’s
performance should be provided to enable the second-level supervisor to complete the AF Form 860A and
discuss the appraisal rating of record with the employee after the approval process has been completed.

o If the employee moves during this period, the losing first-level supervisor will be responsible for arranging to
discuss the appraisal with the employee after the QRC process has been completed.

Q: Is an appraisal required if an employee separates from the Air Force prior to 31 Mar 20117

o No, an appraisal is not required for an employee who is separated or resigns from the Air Force prior to 31 Mar
2011.

Q: Is an appraisal required if an employee separates from the Air Force after to 31 Mar 20117

o Yes, employees in a FWS or GS position on 31 Mar 2011 are entitled to an appraisal. However, if the employee
subsequently leaves/separates from a legacy (FWS/GS) system position prior to the effective date of the appraisal
(1 Jun 11), neither the legacy appraisal nor any associated performance award may be granted.

SEPARATIONS / RETIREMENTS

Q: Is an appraisal required if an employee separates from the Air Force prior to 31 Mar 2011? Please click here

Q: Is an appraisal required if an employee separates from the Air Force after to 31 Mar 2011? Please click here

Q: Is an appraisal required if an employee transfers to another Agency?

e Yes, losing supervisors must accomplish an AF Form 860A on an employee transferring to another Agency,
provided the employee met the 90-day eligibility requirement.

EXTENDED ABSENCES

Q: Isan appraisal required for an employee who has been on extended absence (e.g., LWOP, LWOP-US for
military duty, sick leave, worker’s compensation, or Long-Term Full-Time Training)?

o If the employee has worked 90 calendar days during the rating cycle: yes, the employee is entitled to an appraisal.

o If the employee has not worked 90 calendar days during the rating cycle, then the employee is eligible for an
“extended rating.” Please contact your servicing Employee Relations Specialist for additional guidance.
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AWARDS

Q:

Can a supervisor ask an employee his/her preference concerning performance awards?
e Yes, supervisors and managers can survey their employees as to their preference of whether they would like a
cash performance award, Time-Off Award (TOA), or both.

Can an employee be granted both a monetary award and a Time-Off award (TOA)?
e Yes. Supervisors may grant a cash performance award, a TOA, or a combination of the two. Performance awards
are not mandatory.

: What is the maximum monetary award that can be granted to an individual?

o Afirst-level supervisor may recommend up to 1% of an employee’s base salary for a cash performance award
with Reviewer and Award Approving Official approval. [Please indicate the recommended award in a whole
dollar amount (not a percentage)]. However, additional approval requirements must be obtained for cash
performance awards greater than 1% (e.g., Director or Group Commander approvals may be required for awards
up to 5%; USAFE/CV approval required for awards greater than 5%, etc.)

How should a monetary award be annotated on the appraisal (AF Form 860A).
o Please indicate the recommended award in a whole dollar amount (not a percentage)

: What is the maximum Time-Off award (TOA) that can be granted to an individual?

o Afirst-level supervisor may approve TOAs up to 8 hours.
e Squadron CCs/Directors must approve TOASs over 8 hours.

¢ The maximum amount of a TOA that can be approved for any single contribution (i.e., for the performance
appraisal) is 40 hours for a full-time employee. (Keep in mind that a maximum of 80 hours may be awarded to an
employee during the leave year. Hours given beyond the maximum permitted will be forfeited.)

e The maximum amount of a TOA that can be approved for any single contribution for a part-time employee is one-
half the maximum of time that that can be granted during the year (which is the amount of time equal to the
average number of work hours in the employee’s biweekly scheduled tour of duty). Example: An employee who
works 56 hours biweekly is eligible for a maximum amount of 56 hours in a leave year and eligible for one-half
(28 hours) for any single contribution.

Can an employee be granted both a Quality Step Increase (QSI) and a Time-Off award (TOA)?
¢ No, a QSI may not be awarded in conjunction with a TOA.

: What are the eligibility requirements and process for granting a Quality Step Increase (QSI)?

e QSls are limited to GS employees at Step 4 and above who exhibit the highest quality performance, significantly
above that ordinarily found in the type of position to which the employee is assigned, and may be granted only in
connection with an annual appraisal rating.

o Organizations must complete a Sustained Superior Performance Award (SSPA) justification, in addition to the AF
Form 860A, and coordinate it through the appropriate approval authority. The award justification must describe
specific accomplishments that demonstrate sustained exemplary performance, well above normal expectations.
Please click here for a sample SSPA justification template.
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¢ Organizations must accomplish QSI Request for Personnel Action (RPA) electronically through the Defense
Civilian Personnel Data System (DCPDS) and forward them to DCPDS box RONTRANK-BPR. For assistance,
please contact kym.tran@ramstein.af.mil.

Q: Are employees under the Career Broadener program eligible for a Quality Step Increase (QSI)?
¢ No, said positions are developmental programs intended to broaden the skills of AF employees. It is expected
that employees will be learning and developing his/her skills during the period of said assignments, and therefore,
QSls are not covered under these programs.

MISCELLANEOUS

Q: When may a supervisor communicate the appraisal results to the employee?

e Supervisors should not communicate the appraisal rating, award(s), and factors until after the appraisal has been
reviewed, approved, and signed by the Reviewer and Award-Approving Official and checked by the Quality
Review Control Officer (QCRO).

Q: What if an employee refuses to sign the appraisal?

o Anemployee should be informed that their signature on an AF Form 860A acknowledges receipt of the appraisal
only and does not indicate agreement with the overall performance rating or appraisal factors. If an employee
refuses to sign, the supervisor will indicate, “Employee refused to sign” on the form, date it, and continue
processing the appraisal without the employee’s signature.

Q: What if an employee is unavailable to sign the appraisal?
When an employee is not available to sign the AF Form 860A due to an absence such as TDY, scheduled leave,
etc., the supervisor should attempt to complete and discuss the rating prior to the employee’s departure, when
possible. If this is not possible, the supervisor will indicate, “Unavailable to Sign” on the form, date it, and
continue processing the appraisal without the employee’s signature. NOTE: In these situations, it is also
acceptable for a supervisor to have a telephonic discussion with the employee regarding the ratings and to obtain
a digital signature to complete the processing of this form. The original, completed, appraisal must be
discussed with the employee upon return to duty and then documented/filed in the Supervisor’s Employee
Work Folder.

Q: Can an employee’s rating/award be changed after the appraisal has been signed by the Reviewer and Award
Approving Official and after it has been processed by the Civilian HR Flight (86 FSS/FSP)?

e Changes to appraisals that have already been processed and effected by 86 FSS/FSP may only be made as a
result of grievance settlements/resolutions or decisions. Employees may disagree with and grieve any portion of
the AF Form 860A. Supervisors must immediately notify their servicing Human Resources Specialist
(Employee Relations) upon receipt or notification of an appraisal grievance. Advice and assistance will be
provided on the grievance process.

e AF Form 860As changed as a result of grievances must be forwarded through the normal organizational appraisal
process (rater, reviewing official, award approving official) to the servicing Employee Relations Specialist in
86 FSS/FPSC-B for further processing.

For further questions concerning civilian performance management, please contact your
Employee Management Relations (EMR) Specialist at DSN 480-7608.
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Quick Reference Guide Regarding:

The Air Force Personnel Center
Request for Personnel Action (RPA) Checklist

Instructions for completing the Request for Personnel Actions (RPA) Checklist

Please note that failure to complete all applicable sections of the checklist may result in the
RPA being returned without action.

Selecting officials are required to complete information in sections A thru E as well as the
Servicing Civilian Personnel Offices or Personnel Liaisons must also complete their portion
of the above sections ~ sections F thru G will be completed by either their Local Serviced or
Air Force Manpower Agency (AFMA) Classification, which ever is applicable.

SECTION A — General Information

Email Address:
DSN/Commercia

- [

ohe: £

Selecting Official and Alternate Point of contact information: Include NAME (first and last
as it appears in official military email profile), email address and phone number (both DSN and
commercial). This will enable the HR Specialist to contact someone if there is a question.

1. s this position considered a “Surge”™ workload poesition? Yes [Z No
If “Yes" please Indicate the appropriate DCPDS event history code (select only one):

2l 82418 —~ Contractor-to-Civ Conversion $2426 — Fithess Canter

Y $2418 — Muclear Fill Position §2427 — C88 Puositions

¥} 52420 — Acquisition Position [¥] $2428 - Rated Mil-to-Civ Conversion
[ $2423 — 24AF {Cyber Command) $2429 — Joint Basing

2424 — AFISRA [E] $2430 — Acquisition Excellence

52425 — Force Structure





Requestor will need to indicate whether this position is designated as a “Surge” workload
position, [Surge Workload — Examples of this workload include Contractor-to-Civilian
conversions (identified by RPA Event History Code S2416), Military-to-Civilian
conversions, BRAC positions, positions in NEW organizations (e.g., 24th Air Force,
Global Strike), etc.]

If “Yes” then an appropriate event code must be indicated

Indicate whether or not this position is obligated to another employee (i.e., a position
would be obligated if the previous incumbent went on an overseas tour and has return
rights to the position).

If you have someone in mind (Name Request —i.e., VRA eligible) you must provide the
name and social security number and complete Sections B, C, D and E.

(Be careful not to violate any merit systems principles or prohibited personnel

practices.).
Disregard this one it will be completed by the Civilian Personnel Office/Liaison.

This one will be completed by the Civilian Personnel Office/liaison.

SECTION B - POSITION INFORMATION

SECTION B — POSITION INFORMATION
B.

7.
8. Federal Wage System (FWS) Positions Only: Cuslifying Level of Experience is 3

Chaose One: B Permanent  [EiTerm NTE m’@ [BTemporary NTE SiunGrvey
Note: NTE = Not to Exceed / STEP = Student Temporary Experience Program

Work Schedule: [F Full-Time  [El Part-Time [l Intermittant Seasonal [ Other:

01, etc.)
Is this a Direct Hire/Expedited Hive? B3 Yes  Bf No Ifyes, provide career field SEEgE

Indicate whether the position is Permanent, Term NTE (fill in the date NTE), Temporary
(fill in the NTE date) or STEP.

TERM APPOINTMENT NTE — A position that will last more than one year but not
more than four years and that is of a project nature where the job will terminate upon

completion of the project.





TEMPORARY APPOINTMENT— An appointment made for a limited period of time
and with a specific not-to-exceed (NTE) date of less than one year.

STEP means the Student Temporary Experience Program. The STEPs are students who
gain knowledge of the government and work experience on a short term basis. It
provides maximum flexibility to both students and managers because the nature of the
work does not have to be related to the student's academic or career goals.

7. Indicate the type of work schedule.

8. For Federal Wage System (FWS) positions indicate the level of qualifying
experience. As the manager/selecting office describe what level of experience you feel
an applicant must possess to perform the duties of the position. (i.e. if you are filling a
WG 12 position describe what experience the individual would need to have performed at
the WG-11 to qualify for the position.)

9. Indicate whether this position is a direct hire or expedited hire. If yes then provide the
career field. Only certain positions that are considered to have a severe shortage of
candidates or a critical need for hiring have been approved for hiring using this authority.
If you are unsure if the position you are filling is considered for this option consult with
your designated HR Specialist for further assistance.

REFER TO THE POSITION DESCRIPTION OR CORE DOCUMENT FOR THE
FOLLOWING INFORMATION:

In order to complete questions 10 thru 13, you will need a copy of the position description or
core document.

SECTION C - RECRUITMENT - Select Internal and/or External — OR — Competitive

Examining





! SECTION C « RECRUITMENT — Select Internal andior External - OR — Compsetitive Examining
Internal: Pemanent AF Clvilian Employees

External; DeD Transfer (current Non-AF DoD employses) !
Non-DoD Transfer {current federal non-DoD Employees)
Defense Civilian Intelligence Personnel System (DCIPS)
Prior Federal Civilian Employees (Reinstatement)

VRA [ VEOA (Permanent Positions Only) ] 30% Disabled
Non-Appropristed Fund (MAF Interchange)

EQ 12721 (Fonmer Family Membars Employed Overseas)

People with Disabilites
Cortain Military Spouses, EO 13473
Other (Postal, Interchange Agrasments; FAA, TSA, GAO, VISTA, etc)
Scheduie “A" Military Spause and Family Members {overseas pasitions only)
Student Terporary Employment Program (STEP)

AFPC Dslagated Examining Office {DEO/DEV) (ONLY for Surge Workload, OCONUS, or Alaska
or Hawaii)

i}
=
Bl
Bl
B

&

Competitive
. Examining:

Office of Personnel Manaééfnént {OPM; Competitive Examining (Non-Surge Workioad only)
0P Standing Register (must meet specific OPM criteria)
ISpecial Examining Unit (SEU) - Air Reserve Technigian

EEE B EEEEEE

Internal/External: ,
Permanent AF Civilian Employees — are employees who currently work for the Air Force.

DoD Transfer — are employees who currently work for another DoD Component (i.¢., Navy,
Defense Logistic Agency, Army, etc.), who can, without a break in service of one full workday,
move from a position within a DoD Component to another position in a DoD Component under
the same appointing authority.

Non- DoD Transfer- arc employees who currently work for another government agency (i.c.,
VA, OPM, Dept of Interior, IRS, etc.), who can, without a break in service of one full workday,
move from a position in one agency to a position in another agency under the same appointing
authority.

Defense Civilian Intelligence Personnel System (DCIPS) are employees who currently work
for DCIPS

Prior Federal Civilian Employees (Reinstatement) are noncompetitive reemployment in the
compelitive service as a career or career-conditional employee of a person formerly employed in
the competitive service who had competitive status or was serving probation when separated.





VRA is a special authority by which agencies can, if they wish, appoint eligible veterans without
competition to positions at any grade level through General Schedule (GS) 11 or equivalent.
VRA appointees are hired under excepted appointments to positions that are otherwise in the
competitive service. After two years of satisfactory service, the agency must convert the veteran
to career or career-conditional appointment, as appropriate.

VEOA provides that agencies must allow preference eligibles or eligible veterans fo apply for
positions announced under merit promotion procedures when the agency is recruiting from
outside its own workforce. ("Agency," in this context, means the parent agency, i.e., Treasury,
not the Internal Revenue Service and the Department of Defense, not Department of the Army.)
A VEOA eligible who competes under merit promotion procedures and is selected will be given
a career or career conditional appointment. Veterans' preference is not a factor in these
appointments. There are however certain eligibility requirements for this type of appointment.

Non Appropriated Fund (NAF Interchange) — are employees who have worked for one
continuous year under an appointment without time limitations in one of the
NONAPPROPRIATED FUNDS INSTRUMENTALITY (NAFI) which means the Army and Air
Force Exchange Service, Army and Air Force Motion Picture Service, Navy Ship's Stores
Ashore, Navy exchanges, Marine Corps exchanges, Coast Guard exchanges, and other
instrumentalities of the United States under the jurisdiction of the Armed Forces conducted for
the comfort, pleasure, contentment, and mental and physical improvement of personnel of the
Armed Forces. Employees of these organizations are not paid from funds appropriated by the
Congress and, for most purposes, are not considered to be Federal employees.

EO - 12721 (Former Family Members Employed Overseas) — this Executive Order enables
certain eligible family members to be appointed non-competitively to the Civil Service once they
return to the U.S. In order to be eligible the family member must have completed 52 weeks of
service in an appropriated fund position(s) performed under a local hire appointment(s) overseas.
Work must be performed during the time the family member was accompanying a sponsor
officially assigned to an overseas area and the family member must bave received a fully
successful or better (or equivalent) performance rating. An individual must have been a family
member at the time sthe met the overseas service requirement, but does not need to be a family
member at the time of noncompetitive appointment in the United States. A family member is a
spouse or unmarried child under the age of 23





People with Disabilities: is a noncompetitive appointing authority for persons with mental
retardation, severe physical disabilities, or psychiatric disabilities. There is no competition
required and no rating and ranking of the candidates. Management or the selecting official
provides the person’s name (first and last), copy of their resume and the supporting
documentation (proof of disability). The proof of disability and certification of job readiness can
be accepted from the following entities:

» alicensed medical professional (e.g., a physician or other medical professional duly
certified by a State, the District of Columbia, or a U.S. territory, to practice medicine); or

» alicensed vocational rehabilitation specialist (i.e., State or private); or

» any Federal agency, State agency, or any agency of the District of Columbia or a U.S.
territory that issues or provides disability benefits

Certain Military Spouses, EOQ 13473 provides provisions under which an agency/activity may
noncompetitively appoint spouses of members of the armed forces serving on active duty who
have orders specifying a permanent change of duty station (not for training) OR to the spouse of
a military member receiving 100% service connected disability received while on active duty
OR to the spouse of a service member killed while performing active duty.

Other (Postal, Interchange agreements with FAA, TSA, GAO, VISTA, etc) Postal
employees can only be appointed if they meet the requirements of the interchange agreements.

Schedule “A” Military Spouse and Family Members (used for overseas positions only)

Student Temporary Experience Program. STEPs are students who gain knowledge of the
government and work experience on a short term basis. Usually hired during summer months. It
provides maximum flexibility to both students and managers because the nature of the work does
not have to be related to the student's academic or career goals.

COMPETITIVE EXAMINING:

AFPC Delegated Examining Office (DEOQ/DEU) (ONLY for SURGE Workload, OCONUS or
Alaska or Hawaii

Office of Personnel Management (OPM) Competitive Examining (Non-Surge Workload
Only) - Recruiting is conducted by OPM and the organization(s) would fund this type of
recruitment.





OPM Standing Registers - OPM has posted job opportunity announcements under competitive
examining procedures to establish 14 new standing registers, covering common occupations
(e.g., series include but are not limited to 510-7; 560-11/12; 1102-11/12/13; 0201-11/12/13)
with high hiring volume across the Federal Government.

10. Recruitment Incentive: Is a monetary incentive paid to a newly appointed employee or a
former employee with at least a 90-day break-in-service and the position is considered
hard (difficult) to fill. The amount paid can be up to 25 percent of the basic salary.
Employees must fulfill a service agreement (of any length) with repayment penalties if
agreement not fulfilled.

11. Relocation Incentive: Is a monetary incentive for current employees who must relocate
to accept a position in a different commuting area. Again the position must be otherwise
hard (difficult) to fill and the amount paid can be up to 25 percent of the basic salary.
Employees must fulfill a service agreement (of any length) with repayment penalties if
agreement not fulfilled. Prior to payment of the incentive the employee must establish a
residence in the new geographic area. The decision to offer this must be made prior to
initiating the fill action and subsequent announcement.

12. Retention Incentive: Employees must be likely to leave the Federal service (for any
reason, including retirement). Employees must fulfill a service agreement (of any length)
with repayment penalties if agreement not fulfilled. This can be paid as a lump sum
payment after the employee reports for duty or can be set up as continuing payments (i.e.
bi-weekly). This is usually offered to an employee who has unusually high or unique
qualifications or when the agency has a special need for the employee’s service and
makes it essential to retain the employee and/if the employee would be likely to leave the
Federal service.

13. Student Loan Repayment Program Incentive: Are offered and are used to repay
federally insured student loans. Maximum of $10,000 for an employee in a calendar year
and a lifetime total of not more than $60,000. It also requires a service agreement for at
least 3-years. It can be used as a recruitment or retention incentive for candidates or
current employees of the agency.





14. Incentive for Prior Non-Federal or Active Duty Uniformed service creditable for
SCD (also know as enhanced annual leave accrual) : The incentive applies to newly
hired civilian employees or to civilian employees rehired after a break in service of at
least 90 calendar days. Allows employees to earn service credit for prior work
experience that otherwise would not be creditable. For example an Aerospace Engineer
(Manufacturing) working for Cessna Airlines during the last 10 years applies and is
selected for the same type of position in the Federal government. However, during
negotiations finds that the salary and leave offered doesn’t come close to what he is
currently making/earning, Given the skills and experience management can request the
employee be given credit for his/her time at Cessna towards their service computation
date for leave which would give the employee six hours of leave a pay peried. That is
two more than what new hires normally would receive. Please note the request and
supporting information must be received and approved prior to the employee entering on
duty. There are no provisions that would allow for retroactively approving this
incentive after the employee has reported for duty.

15. Will your unit pay Permanent Change of Station (PCS) expenses for this vacancy?
This is for non Centrally Managed Positions. You may want to check with your Unit’s
Budget Officer before indicating whether funding is available for payment of PCS
expenses.

Section D — Additional Notes/Comments:

In this area please provide any addition information that is pertinent to this recruitment action.
Some things to consider:

» Would the position require certain licenses or certifications?
» Would the employee have to work shift work, irregular hours or be on cail?)

Section E — Mandatory for all National Security Personnel System (NSPS) Positions
Salary Information

SECTION E - MANDATORY FOR ALL NATIONAL SECURITY PERSONNEL SYSTEM {NSPS) POSITIONS
SALARY INFORMATION

Change in Salary? [f] Yes [(INo  If yes. complate the following:
Basic Salany: Local Market Supplament' ¥ 1_'1 | Total Adjusted Solary: § {305

Pay Pool Manages ﬁpproval {Namaédma}





After you indicate whether there will be a change in salary complete: Complete the fields
regarding the salary and obtain the Pay Pool Managers approval.

SECTIONS F and G will be completed by Local Serviced or Air Force Manpower
Agency (AFMA) Classification offices — which ever applies to your area — if applicable.
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Quick Reference Guide Regarding:
Definitions of Employee Eligibilities

Transfer (Current non-AF DOD and non-DOD)

This authority allows a career or career-conditional employee of one agency to transfer, without
a break in service of a single workday, to a competitive service position in another agency
without competing in a civil service examination open to the public. A transfer eligible may
apply under vacancy announcements open to status candidates. An employee may transfer to a
position at the same, higher, or lower grade level.

Eligibility requirements:
e Must be a present Federal employee who is serving in the competitive service under a
career or career-conditional appointment; and
» Must meet the qualification requirements for the position

Employees must be found suitable for employment in competitive service positions. If your
current appointment is subject to a suitability investigation, that condition continues after you
transfer.

Generally with a transfer, a career employee remains a career employee, and a career-conditional
employee remains a career-conditional employee.

An employee is not required by the civil service rules and regulations to serve a new
probationary period after transfer. However, the employee continues to serve the remainder of
any probationary period which he/she was serving at the time of transfer. In most cases, an
employee must wait at least three months after his/her latest non-temporary competitive
appointment before he/she may be considered for transfer to a position in a different line of
work, at a higher grade, or to a different geographical area.

Defense Civilian Intellisence Personnel System (DCIPS) - positions within the military
departments of the Department of Defense (Army, Navy, Air Force and Defense Security

Service (DSS)), Nonappropriated Fund (NAF) - employees of the Department of Defense,






Federal Aviation Administration (FAA), Transportation Security Administration (TSA
AND all other Interchange Agreements.

This authority enables employees covered by an interchange agreement to be noncompetitively

appointed to a career or career-conditional appointment in the competitive civil service subject to

the conditions listed below. Each interchange agreement specifies these conditions. The

conditions do not appear in the Code of Federal Regulations. Individuals who do not meet the

requirements for appointment under the interchange agreement may apply for a position under

competitive examining or other appointment precedures, provided the individual satisfies all
applicable eligibility requirements.

NOTES:;

DCIPS Interchange Agreement expires on September 30, 2010,

NAF Interchange Agreement has been indefinitely extended.

FAA Interchange Agreement expires on December 31, 2011.

TSA Interchange Agreement expires on January 31, 2013.

See OPM web site,

hitp://www.opm.gov/hr practitioners/lawsregulations/appointingauthorities/mdex.asp,

- for all other Interchange Agreement expiration dates.

Eligibility requirements:

Must be currently serving in the other merit system under an appointment without time
limit or who have been involuntarily separated from such appointments without personal
cause within the preceding year, AND

Must be currently serving in or have been involuntarily separated from a position covered
by an interchange agreement; AND

Must have served continuously for at least 1 year in the other merit system prior to
appointment under the interchange agreement

o A person who previously met this requirement, separated, and later returned to an
appointment without time limit, is considered as having met this requirement,
regardless of length of service under the current appointment.

o Eligible employees under appointment without time limit in the Department of
Defense Nonappropriated Fund Instrumentalities (NAFI) system may include
Sflexible employees, who work the equivalent of a part-time, intermittent, or on-
call schedule. To determine their creditable service, apply the rules in 5 CFR
315.201(b)}4), AND





» Must meet the qualification standards and requirements for the competitive service
positions to which they may be appointed in accordance with OPM established
regulations for transfer of employees within the competitive civil service.

A person must be appointed to the competitive service without a break in service of 1 workday,
except that a person may be appointed within 1 year after being involuntarily separated from the
other merit system.

Eligible persons may be considered for appointment to positions in the same manner that other
individuals are considered for noncompetitive appointment.

Persons appointed to competitive positions under the interchange agreements will receive career
or career-conditional appointments, depending on whether they meet the 3-year service
requirement for career tenure or are exempt from it under 5§ CFR 315.201{(c). Service that begins
with a person's current permanent appointment in the other merit system counts toward the 3-
year service requirement for career tenure. Interchange agreements do not authorize temporary
or term appointments.

Persons appointed under these agreements are not subject to probation but acquire civil service
status on appointment. Appointees are subject to the supervisory or managerial probationary
period but appropriate service in the other merit system may be considered in determining the
applicability of the probationary period and creditable service toward completion of probation.

Reinstatement

This authority allows individuals who previously held a career or career-conditional appointment
in the Federal service to reenter the competitive service workforce without competing with the
public or to apply for jobs in the competitive Federal service open to status applicants.

Eligibility requirements:
e Must have held a career or career-conditional appointment at some time in the past.
o If so, there is no time limit on reinstatement eligibility for those who:
= Have veterans' preference, or
» Acquired career tenure by completing 3 years of substantially continuous
creditable service; or





» May be reinstated within 3 years after the date of separation.

NOTE: To establish reinstatement eligibility, individual must provide a copy of their most recent
SF 50, Notification of Personnel Action, showing tenure group 1 or 2, along with their
application. '

Veterans' Recruitment Appointment (VRA)

This authority is a special authority by which agencies can, if they wish, appoint eligible veterans
without competition to positions at any grade level through General Schedule (GS) 11 or
equivalent, (The promotion potential of the position is not a factor.) Veterans are hired under
excepted appointments to positions that are otherwise in the competitive service. After the
individual satisfactorily completes 2 years of service, the veteran must be converted
noncompetitively to a career or career-conditional appointment,

Eligibility requirements:

o Must be a disabled veteran; or

s Veterans who served on active duty in the Armed Forces during a war declared by
Congress, or in a campaign or expedition for which a campaign badge has been
authorized; or

e Veterans who, while serving on active duty in the Armed Forces, participated in a United
States military operation for which an Armed Forces Service Medal was awarded; or

» Recently separated veterans

Additionally:
Veterans claiming eligibility on the basis of service in a campaign or expedition for which a

medal was awarded must be in receipt of the campaign badge or medal.

Eligible veterans must have been separated under honorable conditions (i.e., the individual must

have received either an honorable or general discharge).

Individuals must be qualified and able to perform the essential functions of the position with or
without reasonable accommodation for a disability





If applicable, must meet the basic qualification requirements of the position as described in the
vacancy announcement.

VRA allows a manager to fill positions quickly by appointing eligible veterans to positions for
which they are qualified, up to and including GS-11 or equivalent, without issuing a vacancy
announcement.

Veterans Emplovment Opportunities Act of 1998 QA

This authority gives eligible veterans access to apply and compete for jobs that would otherwise
only be available to status employees. In VEOA appointments, veterans are not afforded
preference as a factor, but they are allowed to compete for job opportunities that are not offered
to other external candidates. Agencies may appoint VEOA a eligible who has competed under
agency merit promotion announcements when they are recruiting from outside their workforce.
A VEOA eligible who is selected will be given a career or career-conditional appointment.

Eligibility requirements:

¢ Must be a preference eligible; or

s Must be a veteran separated from the armed forces after 3 or more years of continuous
active service performed under honorable conditions. Veterans who were released shortly
before completing a 3-year tour are considered to be eligible.

+ Must meet the qualification requirements of the position as described in the vacancy
announcement and;

e Must be within the area of consideration

VEOA authority allows managers to consider highly qualified, non-status veterans without using
more restrictive competitive examination procedures.

30 Percent or More Disabled Veterans (30% DAV)

This authority enables eligible veterans to receive a noncompetitive temporary appointment of
more than 60 days or a term appointment to any position for which he or she is qualified.
Individual may be noncompetitively converted to permanent status at any fime during the
employee’s temporary or term appointment.

Eligibility requirements:





¢ Must be a disabled veteran who retired from active military service with a disability
. rating of 30 percent or more; or
e Must be rated by the Department of Veterans Affairs (VA)-since 1991 or later to include
disability determinations from a branch of the Armed Forces at any time, as having a
compensable service-connected disability of 30 percent or more.
o Must meet all qualification requirements for the position.

A 30 percent or more disabled veteran appointment is an effective way to quickly appoint
eligible disabled veterans to any position for which they are qualified without issuing a vacancy
announcement., There is no grade level limitation for this authority, but the appointee must meet
all qualification requirements, including any written test requirement.

Interagency Career Transition Assistance Program (ICTAP)

This authority mandates that employees in the local commuting area who have received a notice
of surplus or displacement may apply for positions and receive selection priority over almost any
other applicant from outside the agency.

Eligibility requirements:
e Must be in the local commuting area with documented proof that they were displaced.;
and
s Must be well-qualified for the position (In Air Force well-qualified is a rating/ranking
score of 80 or above)

NOTE: In most cases, managers must select this well-qualified person for the position before
choosing another applicant from outside the agency.

EOQO 12721 (Former Family Members Employed Overseas)

This authority permits the noncompetitive appointment of certain former overseas employees to
a competitive service position within the United States (including Guam, Puerto Rico, and the
Virgin Islands). A person appointed under this section becomes a career-conditional employee
unless he or she has already satisfied the requirements for career tenure. Individual may be
appointed to any occupation and grade level for which qualified.

Eligibility requirements:





e Must have worked as an appropriated fund Federal employee overseas while a family
member of a civilian employee, NAF employee, or uniformed service member serving
overseas.

s Must have accumulated 52 weeks creditable service, received a fully successful or better
performance rating, and returned to the U.S. from the overseas tour of duty and must meet
time requirements.

s Must meet all qualification requirements for the position.

NOTE: An individual is eligible for appointment(s) under this authority for a period of 3 years
following the date of returning from overseas to the United States

People with Disabilities

This authority allows the competitive and non-competitive appointment of people with Mental
Retardation, Severe Physical Disabilities, or Psychiatric Disabilities. These individuals are hired
under Schedule A authority. Individuals may compete for a position by applying through a
vacancy announcement or may apply direcily to the agency consideration by sending a resume
plus the pertinent documentation to the Human Resources Officer or equivalent.

Eligibility requirements:

» Must provide proof to the agency before being hired that he or she is indeed an individual
with mental retardation, severe physical disability, or psychiatric disability. This proof must
be in the form of documentation obtained from licensed medical professionals, state or
private vocational rehabilitation specialists, or any Government agency that issues or
provides disability benefits.

e Must provide certification of job readiness with a statement that the individual is likely to
succeed in performing the duties of the position for which he or she is applying. This
certification may be obtained from the same individuals that provided the proof of disability
and may be on the same or separate document as the proof of disability.

NOTE: In situations where an individual has the proof of disability documentation, but not the
certification of job readiness, he or she may be placed on a temporary appointment under
Schedule A to determine the individual's job readiness; this is done at the discretion of the
agency.





Certain Military Spouses, EQ 13473

This authority allows the noncompetitive appointment of (1) spouses of service members on
active duty (other than for training) to positions at a duty location (other than for training) for
which the member has permanent change of station (PCS) orders; (2} the spouse of a retired or
separated service member who has received a 100% service connected disability while on active
duty; or (3) the un-remarried widow/widower of a service member killed while performing

active duty. Eligible spouses may apply for positions for which EO 13473 eligibles are included

in the area of consideration identified on the job announcements. There is no grade level

limitation on this hiring authority.

Eligibility requirements:

(1) Active duty spouse on PCS orders:

Must have been married to service member at the time the orders were received.

Must accompany service member on PCS orders — travel may not be delayed.
Appointment eligibility under this authority is for a maximum of 2 years from the date of
the PCS orders. There is no provision for extension of the 2 years due to placement in a
temporary or term position.

Only one permanent appointment per PCS order is allowed under this authority.

(2) Spouse on 100% Disability:

Must have been married to service member at the time they became 100% disabled.
Disability must me service connected.

Spouses of an active duty military member on retirement or separation PCS orders are not
eligible unless the sponsor is 100% disabled.

Appointment eligibility under this authority is for a maximum of 2 years from the date of
the documentation verifying the service member is 100% disabled. There is no provision
for extension of the 2 years due to placement in a temporary or term position.

There is no limit on the number of appointments a spouse of a 100% disabled veteran
may receive under this authority.

(3) Death of spouse while on active duty:

Must have been married to service member at the time they were killed. Death may be as
a result of enemy attack, accident, disease, or natural causes.





¢ Appointment eligibility under this anthority is for a maximum of 2 years from the date of
the documentation verifying the service member was killed while on active duty. There is
no provision for extension of the 2 years due to placement in a temporary or term
position.

» There is ne limit on the number of appointments a widow/widower of a deceased service
member may receive under this authority.

Other (Postal, GAO, etc.)

This authority allows eligible employees to receive a competitive or noncompetitive appointment
to a career or career-conditional appointment for which the person meets the qualification
standard and other requirements governing appointment to the competitive service.

Eligibility requirements:
e Must meet the qualification requirements of the position.
» Must meet any probationary or career tenure requirements.

Schedule “A” Military Spouse and Family Members (overseas positions only)

This authority allows the noncompetitive appointment of (1) spouses and certain family members
of service members on active duty (other than for training) to positions at a duty location
overseas (other than for training) for which the member has permanent change of station (PCS)
orders; or (2) spouses and certain family members of civilian employees to positions at a duty
location overseas (other than for training) for which the employee has permanent change of
station (PCS) orders.

Definition of Military Spouse: A spouse who entered into marriage with the military/civilian
sponsor before the military/civilian sponsor’s receipt of orders authorizing the PCS relocation to
the new overseas location. Spouse preference eligibility is also extended to spouses who marry
subsequent to PCS assignment and who acquire command sponsorship.

Definition of Family Members: The unmarried dependent child, including step children, adopted
children, and foster children not more than 23 years of age residing with the member of the US
armed forces or a US citizen civilian employee of a US govemment agency, including
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INSTRUCTIONS FOR LEGACY
PERFORMANCE APPRAISALS & AWARDS

Federal Wage System (FWS/WG) & General Schedule (GS)

The following information is designed to help the FWS/GS appraisal rating and award process flow as
smoothly as possible. For additional information, please refer to the following Air Force guidance:

- AF1 36-1001, (1 Jul 99) Managing the Civilian Performance Program
- AF1 36-1004, (3 Dec 09) The Air Force Civilian Recognition Program
- AFPAM 36-1003, (1 Jul 99) Civilian Appraisal Impact on Mission Accomplishment Statements

Please Note: This guidance is not applicable to employees covered under the National Security
Personnel System (NSPS) or the Defense Civilian Intelligence Personnel System (DCIPS).

SECTION 1. COMPLETION OF CIVILIAN RATING OF RECORD, AF FORM 860A

Supervisors should use the automated AF Form 860A, Civilian Rating of Record (19990701, V3). To
access this form, please click AF Form 860A or click on the following Air Force e-Publishing link:
http://www.e-publishing.af.mil/shared/media/epubs/AF860A.xfdI

To review a completed sample appraisal, please click on the following:

e AF Form 860A (front)
e AF Form 860A (back)

a. Appraisal Period: For most Ramstein-serviced employees (i.e., those who transitioned from NSPS
to GS in Phase 1V), the appraisal period covered is 12 September 2010 to 31 March 2011.

1) For new employees hired into a GS position before (or after) 12 Sep 10, the beginning appraisal
“from” date is the date on which they were hired.

2) For employees who transitioned into a GS position before 12 Sep 10 and PCS’d to Ramstein
before 12 Sep 10, the beginning appraisal “from” date is their Ramstein Entrance on Duty
(EOD) date.

b. Effective Date: The 2011 FWS/GS appraisal effective date is 1 June 2011.

c. PART A. Position Requirements: Each “Element” corresponds to a “Duty” from the
employee’s performance plan/Standard Core Personnel Document, AF Form 1003. (If AFMA classified
the employee’s position via any form other than the AF Form 1003, then supervisors are required to write
a performance plan using the AF Form 860, Civilian Performance Plan.) Please select the Overall
Performance Rating from the dropdown menu: R — Acceptable (Pass) / N — Unacceptable (Fail)

d. PART B & PART C: When typing narrative remarks in bullet format in Part B and Part C, you
may use upper and lower case letters. Should continuation pages of the narrative(s) be required, it is
recommended that the employee’s name and social security account number be typed at the top of the
page, as well as the covered appraisal period (e.g. 12 September 2010 through 31 March 2011).

back to Table of Contents
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1) Part B. Impact on Mission Accomplishment - This section must be completed for all GS-
145/GS-15s, but is optional for other grades. List employee’s contributions to unit’s mission
during the current rating cycle in narrative bullet format.

2) Part C. Award Justification - This section must be completed to grant an award
recognizing high levels of performance; list employee’s contributions and accomplishments
during the current rating cycle in narrative bullet format.

e. PART D. Performance Award: Employees may receive a cash performance award, Time-Off
Award (TOA), or a combination of the two. A Quality Step Increase (QSI) may not be awarded in
conjunction with a TOA.

1) Quality Step Increase (QSI): QSls will be effective in June and will be paid as soon as
possible. QSls are limited to GS employees at Step 4 and above who exhibit the highest
guality performance, significantly above that ordinarily found in the type of position to which
the employee is assigned, and may be granted only in connection with an annual appraisal
rating. The award justification must describe specific accomplishments that demonstrate
sustained exemplary performance, well above normal expectations.

Organizations that are awarding QSIs should pay close attention to the employees’ Within
Grade Increase (WGI) due dates. (Note: The QSI effective date may be delayed up to four
(4) pay periods in order for a WGI to become effective before the QSI processes, to benefit
the employee.) Anemployee is eligible for one QSI at the same grade level during a three-
year period unless approved by the major command or equivalent level. Therefore, an
employee who received a QSI in 2008, 2009, or 2010, and is still at the same grade, is not
eligible for a QSI in 2011. Requests for exceptions must be submitted to allow at least 30
calendar days for coordination by 86 FSS/FSPC-B and forwarding to HQ USAFE/AL for
approval/disapproval. In any case, a QSI may not be granted to an employee who has
received a QSI during the previous 52-week period.

QSlIs and Within Grade Increases (WGIs): A QSI does not impact the due date for an
employee’s next WGI except when the waiting period changes from two years to three years.
(This situation affects employees at a Step 6 who receive a QS| to Step 7, which will then
move the employee to a three-year waiting period to qualify for the next WGI to Step 8.)
Time the employee spent at the Step 6 will count toward completing the waiting period for
Step 8.

QSI Approval and Processing Requirements: Organizations must complete a Sustained
Superior Performance Award (SSPA) justification, in addition to the AF Form 860A, and
coordinate it through the appropriate approval authority. Please click here for a sample SSPA
justification template.

QSI Request for Personnel Actions (RPAs): Organizations must accomplish QSI RPAs
electronically through the Defense Civilian Personnel Data System (DCPDS) and forward
them to DCPDS box ROINTRANK-BPR. For assistance, please contact
kym.tran@ramstein.af.mil.

back to Table of Contents
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2)

3)

Monetary Award Amount: If a cash performance award is granted and approved, please
indicate the whole dollar amount (not the percentage).

Wing-Level Approval Authority:

Cash awards of up to 1% may be approved by the first- and second-level supervisor

Cash awards greater than 1% and up to 3% of basic salary require Squadron CC approval
Cash awards greater than 3% but less than 5% require Group Commander approval

Cash awards greater than 5% but less than 10% of basic salary require Wing Commander
approval

HQ USAFE, 3 AF, & 17 AF Approval Authority:

e Cash awards of up to 1% may be approved by the first- and second-level supervisor

e Cash awards greater than 1% and up to 5% of basic salary require Director approval

o Case awards greater than 5% but less than 10% of basic salary require USAFE/CV
approval

Time-Off Awards (TOA): TOAs may be utilized to recognize individual instances of
outstanding performance at any time throughout the rating period. The use of a TOA, and/or
a cash performance award, in conjunction with the civilian appraisal closeout process, is to
provide management with more flexibility to reward noteworthy performance. The following
is provided as guidance in granting TOAs.

e A TOA may be approved instead of, or in addition to, a cash performance award.

o All previously provided guidance regarding the granting of performance awards applies
to the granting of TOAs.

o TOAs may not be awarded in conjunction with a QSI.

e TOAs up to eight (8) hours may be approved by the supervisor.

o TOAs over eight (8) hours must be approved by Squadron Commanders/Directors. The
award approving official’s signature must be on the AF Form 860A.

Time-Off Award (TOA) Limits:

e Full-time employees: The maximum amount of a TOA that can be approved for any
single contribution is 40 hours for full-time employees. Keep in mind that a maximum of
80 hours may be awarded to an employee during the leave year. (Hours given beyond the
maximum permitted will be forfeited.)

e Part-time employees: A maximum award for any single contribution for part-time
employees is one-half the maximum amount of time that can be granted during the year,
which is the amount of time equal to the average number of work hours in the employee’s
biweekly scheduled tour of duty. Example: An employee who works 56 hours biweekly
is eligible for a maximum amount of 56 hours in a leave year and eligible for one-half (28
hours) for any single contribution.

o Time-Off Awards (Non-Cash Payment): Employees may never convert a time-off
award to a cash payment.

e Scheduling Time-Off Awards: Schedule the awarded time off within 90 calendar days
after the effective date of the award. (Employees forfeit any time-off award hours not
used within one year from the effective date or upon transferring to another Federal

back to Table of Contents
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agency. However, civilian employees forfeiting a TOA due to activation for Guard or
Reserve duty are entitled to reinstatement of their award. A reinstated TOA must then be
used within 6 months of deactivation from active service.) Employees must get
supervisory approval to schedule and use time-off awards.

e The award approving official’s signature in the appropriate block on the AF Form 860A will
authenticate approval. Certification that sufficient funds are available to pay the award amount
will continue to be accomplished through the organizational awards funds monitor/certifying
official. To assist with calculating performance awards using annual basic pay rates, the “2011
Pay Scale” is provided on page 11 of this guide or at OPM’s Salary Table page.

f.  Funding: Budget allocation products are provided for organizational planning purposes and
monetary award considerations. These listings are based on one (1) percent of the aggregate salaries of
all FWS/GS employees in your organization.

e Itis extremely important that organizations ensure the total value of awards submitted does not
exceed the organizational 2010-2011 award allocation.

e Award money must be budgeted for other types of monetary awards to be given throughout the
rating period, not just at the end of the appraisal period. This funding is based on “fiscal” year
and may be spent no later than 30 September.

g. Central Salary Account/ Centrally Funded Interns: For FY11, the Central Salary Account
(CSA) has established a 1% bogey for GS employees paid from this account. This includes AF Wounded
Warriors (AFW2), PALACE Acquire (PAQ) Interns, Copper Cap Interns, Career Broadeners, Civilian
Development Education CDE), Defense Strategic Leadership Program(DSLDP), and Civilian Strategic
Leadership Program (CSLP).

e The maximum monetary performance award that can be offered an employee is 1% of basic pay.

e  The maximum time-off award is 40 hours.

e QSls are not covered in the career broadening program.

e Employees assigned to the CSA account after 1 Jan 11 through 31 Mar 11 will have their
appraisal written and award paid by the losing organization.

For further information concerning CSA employees and Career Broadeners, please click on the following:
e Career Broadener Program
e Central Salary Account Personnel

h. Draft performance evaluations and award recommendations should be completed and submitted
through channels to the organizational Quality Control Review Officer (QCRO) for review and approval.
If preliminary ratings are modified or changed during the review process, narrative justifications must be
reviewed to reflect changes accordingly. Overall Appraisal Ratings, Award Recommendations, and
Appraisal Factors must not be discussed with employees until the QCRO process has been
completed.

i. After the QCRO process has been completed, supervisors will accomplish the final AF Form
860A using the automated process (digital signatures). Upon completion, the evaluations will be
discussed individually with employees, and employees’ signatures will be obtained (digital signatures can
be accepted in cases where the employee is temporarily not physically available on-site). Appraisal
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discussions should be documented in the Supervisor’s Employee Work Folder (971 Folder). Please
provide a copy of the completed appraisal to each employee.

j.  The original AF Form 860A for each individual employee is not forwarded to 86 FSS/FSPC-B
(Civilian Human Resources Flight, Employee Relations Section). Each employee’s original completed
form, to include appropriate signatures, is maintained by the first-level supervisor in the Supervisor’s
Employee Work Folder (971 Folder). Proper safeguarding and maintenance of AF Form 860As by the
first-level supervisor is of paramount importance and cannot be overemphasized.

k. Appraisal ratings of record, including the Civilian Performance Plan (AF Form 860) or
Core Personnel Document (AF Form 1003) on which they are based, must be retained for four (4)
years in accordance with 5 Code of Federal Regulations 293.404. Appraisals will be required to be
provided upon request to the 86 FSS/FSPC-B when an employee transfers to another agency, records are
transferred to the National Personnel Records Center, and/or for discrimination complaints,
investigations, grievances, appeals, etc.

SECTION 2. EXCEPTIONS TO THE NORMAL RATING PROCESS

The below items are extremely useful when accomplishing the AF Form 860A:

a. Extended Ratings—Less Than 90 Days: In any situation where an employee has had less than
90 days of observed work during the rating period (i.e. Long-Term Full-Time (LTFT) training, extended
sick leave, Leave Without Pay (LWOP), LWOP-US, injury compensation, or military furlough) and
previously an assumed rating of pass would have been rendered or a carryover rating would have been
utilized, the following steps should be followed when issuing an Extended Rating:

1) Please write “Extended Rating” at the top of the AF Form 860A.

2) If the employee has a previous GS rating and factors from last year’s GS performance cycle
ending 31 Mar 2010, then carry over both the overall rating and nine manners of performance
factors from the previous rating.

If the employee does not have a GS rating from the GS performance cycle ending 31 Mar 10,
but has a previous NSPS rating of at least a “3 — Valued Performer” from 2010, then carry
over the overall rating to “R — Acceptable” (pass). Do not provide any performance factors
on the reverse side of the AF Form 860A.

3) On the Microsoft Excel spreadsheet, please annotate the previous rating and factors, and type
in the “Remarks” column “Extended.” This rating can only be extended for one year.

o Performance awards are not given to employees who have extended appraisals due to less than 90
days of observed performance. Additionally, if the absence continues in subsequent years, an
administrative rating of assumed “Acceptable” (appraisal type code “F” for “fully successful
presumptive—unrateable™) is assigned.

¢ Inthe case of employees on LWOP-US, this applies for the length of the active duty tour or until
the employee’s restoration rights have expired, whichever occurs first. Note: All extended
appraisals must be entered manually by 86 FSS/FPSC-B so that adjustments for Reduction-In-
Force (RIF) purposes can be made. Should it become necessary for RIF purposes, a modal rating
will be utilized for the missing overall performance rating. This determination will be made by
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the Civilian Human Resources Flight. (Once the employee has returned to duty and the 90-day
requirement has been met, an AF Form 860A should be prepared within 30 days and a copy sent
to 86 FSS/FPSC-B for processing.)

b. Initial Appraisal versus Annual Appraisal: New employees entering on duty with the Air
Force that have at least 90 days of observed performance will receive an annual appraisal and should be
included on the Microsoft Excel spreadsheet that is forwarded to 86 FSS/FPSC-B.

1) If an employee is new to the agency and does not have 90 days of observed performance
as of 31 March 2011, they will not receive an annual appraisal for the appraisal cycle 12
September 2010 to 31 March 2011. (These employees should be eliminated from the
Microsoft Excel spreadsheet.) In addition, it is the first-level supervisor’s discretion whether
an initial appraisal will be accomplished after 90 calendar days on duty have elapsed, even if
the 90 days fall after the annual rating period. Note: If the supervisor chooses not to
accomplish a 90 day initial appraisal, the employee will receive a presumptive acceptable
rating with factors of all 5’s, which is automatically generated from the data system. This
will become the rating of record throughout the 2011/2012 rating period.

2) The first-level supervisor may elect to accomplish a 90 day initial appraisal once 90 days
have elapsed. The appraisal period “From” and “To” dates on the AF Form 860A initial
appraisal would be the first 90 days from when the employee entered on duty, with an
effective date 30 days later. For example: (From: 28 February, To: 29 May, Effective: 28
June). Please forward a copy of the completed initial appraisal to 86 FSS/FPSC-B for manual
processing. Initial appraisals are not included in any annual appraisal processing procedures.
(Note: The original, completed initial appraisal will be maintained by the first-level
supervisor in the Supervisor’s Employee Work Folder.)

c. Employee Moved Before 1 January 2011: If an employee has moved to another position before
1 January 2011, the losing first-level supervisor will be responsible for preparing an informational AF
Form 860A and forwarding it, along with the employee’s AF Form 860 (Civilian Performance Plan) or
Core Personnel Document (AF Form 1003) and Supervisor’s Employee Work Folder, to the gaining first-
level supervisor, provided that the employee had been supervised for at least 90 calendar days or more
during the rating cycle by the losing supervisor. The gaining supervisor will be responsible for taking the
informational AF Form 860A into consideration and accomplishing an annual rating of record.
Informational appraisals should not be discussed with the employee and must not be filed in the
Supervisor’s Employee Work Folder. The gaining supervisor will be responsible for rendering the
annual rating and paying any approved award.

d. First-Level Supervisor/Rating Official Moved Before 1 January 2011: If the first-level
supervisor/rating official moved before 1 January 2011, he/she will be responsible for preparing an
informational AF Form 860A and forwarding it to the new supervisor or reviewing official for
consideration during the appraisal closeout process.

e. Employee/First-Level Supervisor Departs Between 1 January and 31 March 2011: When
FWS/GS employees or their first-level supervisors/rating officials move from one organization to another
(including transfers between bases) between 1 January and 31 March, the losing organization will be
responsible for accomplishing the appraisal and paying any award given. The appraisal will continue to
be processed in accordance with prescribed procedures described herein. If the first-level
supervisor/rating official has moved, sufficient information regarding the employee’s performance should
be provided to enable the second-level supervisor to complete the AF Form 860A and discuss the
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appraisal rating of record with the employee after the QCRO process has been completed. If the
employee moves during this period, the losing first-level supervisor will be responsible for arranging to
discuss the appraisal with the employee after the QRC process has been completed.

f. Employee Leaves Agency Prior to 31 March 2011:

1)

2)

No appraisal is required for an employee who is separated or resigns from the Air Force prior
to 31 March 2011.

If, however, the employee has been reassigned through a Permanent Change of Station
(PCS) to another Air Force installation or transferred to another agency, an AF Form
860A must be accomplished. For employees who have PCS’d or transferred, please forward
the original, completed AF Form 860A (after the appraisal cycle has been completed and
attach any previous appraisals they may have) to 86 FSS/FPSC-B for further processing.

e This appraisal data should also be recorded, as appropriate, on the spreadsheet provided
to the organization with the remaining organizational appraisal data.

e Please indicate the forwarding address of the base or agency to which the employee has
PCS’d, and identify the losing organization’s fund cite for payment of a performance
award, as appropriate.

g. Temporary Promotions/Details: If, on 31 March 2011, an employee is on a temporary

promotion or detail and has been on that position for at least 90 calendar days during the rating cycle, the
supervisor of the temporary position will be responsible for completing the AF Form 860A. If the
temporary action has been effected for less than 90 calendar days, completion of the appraisal will be the
responsibility of the first-level supervisor of the permanent position.

h. Long-Term Full-Time (LTFT) Training:

1)

2)

During the rating cycle, if an employee is on LTFT training when the annual appraisal is due,
but the employee has worked 90 calendar days, or if the employee has been receiving training
through a succession of official details, as reflected on the Notification of Personnel Action
(SF50) in the employee’s OPF, the employee will be rated according to the procedures
identified above.

If an employee on LTFT training has not worked 90 calendar days during the rating
cycle, please follow instructions in paragraph 2a. An AF Form 860A must be
accomplished for all LTFT employees. AF Form 860As for employees on LTFT training
should specify whether the ratings are based on performance less than 90 calendar days or
based on performance for at least 90 calendar days during the rating cycle. Note: The
primary intent of performance recognition is to award actual performance; therefore,
employees on LTFT may not receive a performance cash award unless the award is based on
academic achievement that is related to an element in the Civilian Performance Plan or Core
Personnel Document.

i. Leave Without Pay (LWOP) or Leave Without Pay—Uniformed Service (LWOP-US):

1)

If an employee is on LWOP or LWOP-US (military furlough or active duty status for civilian
employees) when the annual appraisal is due, but the employee has worked 90 calendar days
during the rating cycle, an earned rating is rendered based upon the employee’s observed
performance during the time worked.
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2) If an employee on LWOP or LWOP-US has not worked 90 calendar days during the
rating cycle, please follow instructions in paragraph 2a. This procedure applies for the
length of the active duty tour or until the employee’s restoration rights have expired,
whichever occurs first. AF Form 860As for employees on LWOP or LWOP-US should
specify whether the ratings are based on less than 90 calendar days or based on performance
for at least 90 calendar days during the rating cycle.

j.  Sick Leave or Workers’ Compensation:

1) For employees on extended sick leave or Workers’ Compensation, an AF Form 860A must be
completed if the employee has worked at least 90 days or more during the rating cycle.
Although the appraisal will cover the entire rating cycle, the employee will be evaluated for
the period actually worked.

2) If the employee has not worked at least 90 days during the rating period, please follow
instructions in paragraph 2a. The status of the employee for the period of time not on duty
must be specifically annotated on the AF Form 860A, e.g., extended sick leave from _ date
to_ date .

k. Temporary Supervisor: Employees detailed or temporarily promoted to a supervisory position
may not rate employees against whom they may be eligible to compete in the merit promotion process.
In such cases, the appraisal must be accomplished by the next higher-level supervisor. Temporarily
promoted supervisors may evaluate all other subordinate employees.

I.  New Supervisor or No Supervisor: If a supervisor has held a supervisory position for less than
90 calendar days, even if a closeout rating has been left by the previous first-level supervisor or if the
position is vacant, the rating must be completed by the next higher-level supervisor/reviewing official.
(Note: Acting supervisors cannot rate employees. The deputy or vacant supervisor’s next higher-level
supervisor may rate the employee.)

m. Employee Unofficially Reassigned: While this is a situation which should not occur, there may
be instances in which employees have been unofficially assigned to duties or to an organization different
from those to which they are officially assigned. These employees must be rated against the AF Form
860 (Civilian Performance Plan) or Core Personnel Document (AF Form 1003) of their permanent
position by the first-level supervisor of the official position. If the employee has performed work
identified in some of the performance elements of the Civilian Performance Plan or Core Personnel
Document, only those elements may be rated. Therefore, it will be extremely important to consult with
management officials to whom the employee has been unofficially reassigned and who have observed the
employee’s performance.

SECTION 3. GS-15

Overall performance ratings are required for all permanently assigned GS-15 employees, but their
appraisals do not require ratings on the nine manners of performance appraisal factors. However, a GS-
14 who is detailed or temporarily promoted to a GS-15 position must be rated on the nine factors.

back to Table of Contents





»FORCE CIVILIAN HR FLIGHT

SECTION 4. HO USAFE, 3AF, & 17 AF: DIRECTOR AS RATER & REVIEWER

HQ USAFE, 3 AF, and 17 AF Directors may serve as both the rating and reviewing official in cases
where the Director is the immediate supervisor of the employee being rated. He/She must sign and date
the rater and reviewer signature lines or indicate “Reviewer is the Same as Rater.”

SECTION 5. EMPLOYEE’S DUTY STATION IS OTHER THAN RAMSTEIN

If an employee is personnel-serviced by 86 FSS/FSP, but duty-stationed elsewhere, indicate such on a
copy of the AF Form 860A. Additionally, please include these employees on the Microsoft Excel
spreadsheet that was provided to your location’s point of contact, including the employee’s overall rating,
nine performance factors, and award (if applicable).

SECTION 6. POTENTIAL CONCERNS — EMPLOYEE SIGNATURE ON APPRAISAL

a. Refusal to Sign: An employee should be informed that their signature on an AF Form 860A
acknowledges receipt of the appraisal only and does not indicate agreement with the overall performance
rating or appraisal factors. If an employee refuses to sign, the supervisor will indicate, “Employee
refused to sign” on the form, date it, and continue processing the appraisal without the employee’s
signature.

b. Unavailable to Sign: When an employee is not available to sign the AF Form 860A due to an
absence such as TDY, scheduled leave, etc., the supervisor should attempt to complete and discuss the
rating prior to the employee’s departure, when possible. If this is not possible, the supervisor will
indicate, “Unavailable to Sign” on the form, date it, and continue processing the appraisal without the
employee’s signature. NOTE: In these situations, it is also acceptable for a supervisor to have a
telephonic discussion with the employee regarding the ratings and to obtain a digital signature to
complete the processing of this form. The original, completed, appraisal must be discussed with the
employee upon return to duty and then documented/filed in the Supervisor’s Employee Work
Folder.

SECTION 7. QUALITY REVIEW PROCEDURES:

a. Quality Control Review Officer (QCRO) Procedures: In accordance with Air Force
instructions, quality review procedures should be established by each two-letter
chief/commander/director. Most organizations use a QCRO to review AF Form 860As and award
recommendations. Note: This review is a responsibility of management and should not be delegated
to administrative or support personnel. It is recommended the AF Form 860As be annotated in the
lower right corner to indicate that QCRO review for regulatory compliance has been accomplished. A
copy of the Checklist for Performance Appraisals is provided as an attachment to assist QCROSs in
completing the entire appraisal process. Supervisors, reviewing officials, and QCROs are responsible
for ensuring all appraisal data is accurately reflected on the Microsoft Excel spreadsheet that will
be forwarded electronically to 86 FSS/FPSC-B for processing.
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b. Reasons for Quality Review Control: The QCRO is responsible for reviewing narrative
substantiations on AF Form 860As for adequacy/consistency as they relate to performance awards. They
must ensure that the ratings entered on the spreadsheets match the actual ratings. Supervisors and
reviewing officials must ensure that inappropriate matters, such as conduct-related issues (unless
specifically tied to a performance element/standard) are not included in AF Form 860As.

SECTION 8. UNACCEPTABLE (“FAIL”) PERFORMANCE RATINGS

It is extremely important that supervisors immediately notify their servicing Human Resources
Specialist (Employee Relations), in 86 FSS/FPSC-B, upon determining an employee’s performance
rating of unacceptable (“fail”).

An unacceptable rating may be issued at any time during the rating cycle. Supervisors should not
wait until the end of the rating cycle to conduct an assessment that may result in an unacceptable
rating. If an employee receives an unacceptable rating, they will be placed on a Performance
Improvement Plan and, if applicable, their Within Grade Increase will be denied during this period
until performance is improved to an acceptable level.

Your servicing Human Resources Specialist (Employee Relations) is available to coordinate and assist
supervisors in ensuring regulatory compliance is satisfied when notifying an employee of an unacceptable
performance rating. Failure to notify the Human Resources Specialist (Employee Relations) in a timely
manner may result in compliance issues/problems and delays in processing the appraisal.

SECTION 9. RATING INFLATION

Supervisors, reviewing officials, and QRCs are reminded of the responsibility to control rating inflation.

SECTION 10. APPRAISAL GRIEVANCES

Employees may disagree with and grieve any portion of the AF Form 860A. Supervisors must
immediately notify their servicing Human Resources Specialist (Employee Relations) upon receipt
or notification of an appraisal grievance. Advice and assistance will be provided on the grievance
process. Changes to appraisals that have already been processed and effected by 86 FSS/FSP may only
be made as a result of grievance settlements/resolutions or decisions. AF Form 860As changed as a
result of grievances must be forwarded through the normal organizational appraisal process (rater,
reviewing official, award approving official) to the servicing Employee Relations Specialist in

86 FSS/FPSC-B for further processing.

SECTION 11. SUBMISSION OF APPRAISAL DATA

Each organization will be responsible for ensuring all required appraisal data is properly and accurately
recorded on the Microsoft Excel spreadsheet for submittal to 86 FSS/FPSC-B. All organizations must
ensure appraisal data on the Microsoft Excel spreadsheet is provided in the required format and forwarded
electronically for uploading/input by 86 FSS/FPSC-B. Please do not alter the spreadsheet in any way.
The Certification of Funds Expenditure Form, Quality Review Certification Form, Awards Certification
Form, and the Microsoft Excel spreadsheet must be received by 86 FSS/FPSC-B, Ramstein AB,
Germany, (kym.tran@ramstein.af.mil) not later than close of business on 22 APRIL 2011.
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Timely submission is imperative to ensure appraisal data is input before the 1 June 2011 effective date
and performance awards are given in a timely manner.

SECTION 12. EFFECT OF APPRAISAL ON REDUCTION-IN-FORCE (RIF)/SERVICE

COMPUTATION DATE (SCD)

Air Force policy mandates that we provide 20 years credit to SCDs to all employees when we have
individuals from different rating plans entering our competitive area.
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SALARY TABLE 2011-GS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Step

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 WGI
1 |17,803| 18,398/ 18,990, 19,579 20171 20,519 21,104 21,694 21,717| 22,269 552
2 | 20,017, 20,493 21,155 21,717 21,961| 22,607, 23,253 23,899 24,545 25,191 646
3 | 21,840 22,568 23,296/ 24,024| 24,752| 25,480 26,208 26,936, 27,664 28,392 728
4 | 24,5518/ 25,335 26,152 26,969| 27,786 28,603| 29,420| 30,237| 31,054/ 31,871 817
5 27,431 28,345| 29,259| 30,173| 31,087 32,001| 32,915 33,829 34,743 35,657 914
6 30,577 31,596, 32,615/ 33,634| 34,653| 35,672 36,691 37,710/ 38,729, 39,748|1,019
7 | 33,979 35,112| 36,245 37,378| 38,511| 39,644 40,777 41,910/ 43,043 44,176(1,133
8 | 37,631| 38,885 40,139 41,393| 42,647 43,901| 45,155 46,409 47,663 48,917|1,254
9 | 41,563| 42,948 44,333| 45,718 47,103| 48,488 49,873 51,258| 52,643 54,028/1,385
10 | 45,771| 47,297, 48,823| 50,349| 51,875 53,401| 54,927| 56,453 57,979| 59,505|1,526
11 50,287, 51,963| 53,639| 55,315/ 56,991| 58,667 60,343| 62,019| 63,695 65,371|1,676
12 60,274 62,283| 64,292| 66,301| 68,310/ 70,319| 72,328 74,337| 76,346/ 78,355|2,009
13 | 71,674 74,063| 76,452 78,841 81,230 83,619 86,008/ 88,397| 90,786/ 93,175|2,389
14 | 84,697| 87,520, 90,343 93,166/ 95,989 98,812|101,635|104,458107,281| 110,104|2,823
15 | 99,628|102,949|106,270| 109,591/ 112,912 116,233/ 119,554/ 122,875|126,196| 129,517|3,321

11
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CHECKLIST - PERFORMANCE APPRAISALS

1. AF FORM 860A — CIVILIAN RATING OF RECORD (TOP PORTION):

Ensure appraisal is accomplished on the correct version of AF Form 860A. (The AF Form 860A,
19990701, V3 is to be used to accomplish appraisals.)

Please ensure all data is correct with employee’s name, Social Security Number, organization,
pay plan, series, grade, step, and correct annual salary including the locality pay.

Correct appraisal dates: *12 Sep 2010 - 31 March 2011, effective date: 1 June 2011
* For new hires or transfers, the beginning appraisal date is the employee s Entrance on Duty
(EOD) date.

a. Extended Appraisals - (LTFT, LWOP, LWOP-US, or Extended Sick Leave):

The last rating of record: If the employee has not worked at least 90 calendar days, the rating of
record will be used as follows:

e If previous year’s rating was under GS performance system, carry over the overall rating and
nine performance factors from the previous year. (Supervisors may develop a performance
plan relating to training, including critical elements connected to the achievement of training
objectives.)

e If previous year’s rating was under NSPS performance system, mark the current GS appraisal
with “R — Acceptable” if the employee received an overall NSPS rating of 3, 4, or 5. No
performance factors will be assigned.

The correct appraisal dates are reflected on the appraisal for 12 Sep 2010 - 31 March 2011 and
marked “Extended Appraisal.”

b. Ratings of Acceptable or Unacceptable:

PASS — (ACCEPTABLE) — Meets/exceeds all elements.
FAIL — (UNACCEPTABLE) - Does not meet one or more elements.
Unacceptable Appraisals must be coordinated with the servicing Human Resources Specialist

(Employee Relations) immediately for further guidance.

2. POSITION REQUIREMENTS — (PART A) — AF FORM 860A:

Elements are identified as “Critical” and mirror the Civilian Performance Plan or Core Personnel
Document. Additionally, elements may be labeled as “Other” to justify awards but cannot be
used to determine the Overall Rating.

3. IMPACT ON MISSION ACCOMPLISHMENT — (PART B) — AF FORM 860A:

Mandatory completion for all GS-14s and GS-15s (optional for other grades).

Narratives/specific contributions must be in bullet format.





4. AWARD JUSTIFICATION — (PART C) — AF FORM 860A:

Award justifications are in bullet format and required for all employees receiving awards.
Award totals are within the organization’s allocation budget.

Salary verified against latest salary product and award amount is computed using employee’s
annual base salary.

Award is not for an employee who has worked less than 90 days during the rating cycle: LWOP,
LWOP-US (military furlough or active duty status for civilian employees), extended sick leave,

or workers’ compensation.

Award is not for an employee who is on LTFT, unless the award is for academic achievement
and tied to an element in the Civilian Performance Plan or Core Personnel Document.

5. PERFORMANCE AWARDS — (PART D) — AF FORM 860A:

Ensure you have annotated award with “P”” (performance) or “Q” (QSI).
Enter cash amount in whole dollars. Please do not use percentages or decimal points.

Ensure you enter amount of hours for Time-Off Awards in “Other Award” block.

6. CERTIFICATION APPROVALS — (PART E) — AF FORM 860A:

Rater, reviewer, and award approving officials’ signatures and date are present.
Employee’s signature is present or the reason for the absence is noted.

Employee is given a copy of the appraisal whether or not they sign the form.

7. PROMOTION APPRAISAL FACTORS — (PART F) — AF FORM 860A:

Appraisal factors are not given for an employee who is a permanent GS/GM -15.

Appraisal factors are given on GS/GM-14s and temporarily promoted GS/GM-15s.

8. AWARD IS A QUALITY STEP INCREASE (QSI):

Employee did not receive a QSI at the same grade level during the previous three years.
The overall rating is “Acceptable.”
Employee is a GS at Step 4 or higher and does not appear on the QSI Ineligible Listing.

QSI given to an employee who is temporarily promoted must be based on their performance in
their permanent position. (These must be flagged for special processing.)





9. MICROSOFT EXCEL SPREADSHEET:

All appraisal data has been accurately recorded on the Microsoft Excel spreadsheet.
Employee’s Name, SSAN, organization/office symbol, OSC is correct.

Ratings (One letter only R = Acceptable or N = Unacceptable)

Factors (i.e., 898778987) — (Use the column provided for all nine factors typed together.)

Award Type (enter a P or T or Q). If award type is: ( P ) enter whole dollar cash amount only,
(i.e., 206, 498, 150, excluding decimal points, dollar signs, or percentages; ( T ) enter number of
hours; and ( Q) leave award amount blank. (Three percent of the employee’s base salary will be
electronically calculated.) Do not include calculations or formulas in the spreadsheet that is sent
to FSMCZ.

Combination Awards (enter P and cash amount and T and number of hours.)

If no award is given, leave Award Type and all Award Columns blank. (Do not type any other
letters, i.e., “N/A” or “zero” equivalents.)

Separations (enter an X in the “Separations” column and reason for separation). If employees
receive an award, there must be an appraisal accomplished. (Please include forwarding address
information for award payment processing by e-mail.)

One copy of the completed Microsoft Excel spreadsheet, Certification of Funds

Expenditure Form, Quality Review Certification Form, and Awards Certification Form are
completed in final and submitted to: 86 FSS/FSPC-B, Building 2120 Room 220, Ramstein AB,
Germany or via e-mail kym.tran@ramstein.af.mil.
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DEPARTMENT OF THE AIR FORCE
: HEADQUARTERS UNITED STATES AIR FORCE
WASHINGTON, DC

| CER 95 201
MEMORANDUM FOR ALMAJCOM-FOA/CC

FROM: AF/Al |
1040 Air Force Pentagon
Washingtori DC 20330-1040

SUBJECT: FY1 1 Ait Foice Performance Awatds Pohcy for General Schedule (GS) and Federal
Wage System (FWS) Employees

Ait Force transitioned approximately 90% of its National Securrity Personnel System
(NSPS) workforce during 4 July 10— 12 Sep 10. Emiployees were placed under the GS
performance management system with an appralsal petiod ending 31 Mar 11, with ratings and
associated perforimance awards effective 1 Jun 11.

Attached Deputy Secretary of Defense memo establishes a 1% cap on petformance
awards funds during FY10 and FY11 for previous NSPS employees who transitioned to GS. In
light of out current stressed economic climate, We are extending the one percent cap in FY11
across Air Force to all GS and FWS employees This deC131on prov1des consrstency among

In oider to ensure méanitigful distinctions in performance and awards, this cap is deﬁned
in the aggregate at MAJICOM/COCOM level rathet than individual awards. In addition, the one
percent will be calculated based on Adjusted Salary (including locality) not base salary. This
policy does ot apply to those ofganizations which will trasisition out of NSPS to personnel
systems other than the GS.

If you have any quéstioiis rega'rding this guidanice, please contact Ms. Jodi Haitimanh, AF
NSPS Progranmi Managgt, at 703-604-5021; DSN 664-5021.

;.
.
,
b y .

T BEYLANY -
- Asst DCS, Manpower, Personnel and Services

Attachment
DepSecDef memo, Awards Policy for
DoD Civilians, 9 Seép 10





DEPUTY SECRETARY OF DEFENSE
1010 DEFENSE PENTAGON
WASHINGTON, DC 20301-1010

SEP 9 2010

MEMORANDUM FOR: SEE DISTRIBUTION

SUBJECT: Awards Policy for DoD Civilians Converting from the National Security
Personnel System (NSPS) to the General Schedule (GS) in FY 2010 or
FY 2011 '

Section 1113 of Public Law 111-84, “National Defense Authorization Act for
Fiscal Year 2010,” October 28, 2009, requires all Department of Defense civilian
employees currently under the National Security Personnel System (NSPS). transition to
the General Schedule (GS) System or to other statutory pay systems. The “NSPS to GS
Guide for HR Practitioners,” last dated August 4, 2010, provides overall guidance for this
transition.

On August 20, 2010, I determined that the funds available for FY10 performance

awards for GS employees recently converted out of NSPS would be capped at 1% of base
salary. This decision was made to ensure uniformity across the Department in the funds
available for performance awards, while taking into consideration the additional salary
increase many NSPS employees received when transitioning to the GS System. In the
current economic climate, a 1% cap of base salary is consistent with our desire to reward
high performance while simultaneously supporting the Secretary’s broader look into
efficiencies within the Department. In determining individual award amounts,
supervisors are directed to make meaningful distinctions. between employees based upon
performance.

We appreciate the work of our dedicated civilian workforce in supporting the

Department’s critical missions. For any questions, please contact Mr. John James, at
(703) 696-5303 or john.h.james.cpms.osd.mil.
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DEPUTY SECRETARY OF DEFENSE
1010 DEFENSE PENTAGON
WASHINGTON, DC 20301-1010

SEP 9 210

MEMORANDUM FOR: SEE DISTRIBUTION

SUBJECT: Awards Policy for DoD Civilians Converting from the National Security
Personnel System (NSPS) to the General Schedule (GS) in FY 2010 or
FY 2011

Section 1113 of Public Law 111-84, “National Defense Authorization Act for
Fiscal Year 2010,” October 28, 2009, requires all Department of Defense civilian
employees currently under the National Security Personnel System (NSPS) transition to
the General Schedule (GS) System or to other statutory pay systems. The “NSPS to GS
Guide for HR Practitioners,” last dated August 4, 2010, provides overall guidance for this
transition.

On August 20, 2010, I determined that the funds available for FY10 performance
awards for GS employees recently converted out of NSPS would be capped at 1% of base
salary. This decision was made to ensure uniformity across the Department in the funds
available for performance awards, while taking into consideration the additional salary
increase many NSPS employees received when transitioning to the GS System. In the
current economic climate, a 1% cap of base salary is consistent with our desire to reward
high performance while simultaneously supporting the Secretary’s broader look into
efficiencies within the Department. In determining individual award amounts,
supervisors are directed to make meaningful distinctions between employees based upon
performance.

We appreciate the work of our dedicated civilian workforce in supporting the
Department’s critical missions. For any questions, please contact Mr. John James, at
(703) 696-5303 or john.h.james.cpms.osd.mil.
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INFORMATION PAPER


SUBJECT:  Relocation Benefits for Domestic Partners

1.  PURPOSE:  To provide an overview of the interim rule, published by GSA in the Federal Register on November 3, 2010, that expands relocation benefits to the same-sex domestic partners of civilian Federal employees.

2.  EFFECTIVE DATE:  This interim rule will be effective on March 3, 2011.  For most benefits, this means that relocation benefits will be available to same-sex domestic partners of any civilian Federal employee who is eligible for relocation benefits and who is required to report to his/her new duty station on or after March 3, 2011.

3.  COMMENT PERIOD:  Interested parties may submit comments to GSA on or before December 17, 2010.  The rule lists several methods for submitting comments, including the Internet, facsimile, and mail.

4.  BENEFITS TO CURRENT FEDERAL EMPLOYEES:  The following are the major benefits that will be extended to current Federal employees who have same-sex domestic partners and for whom their agencies are paying relocation expenses:


Relocation allowances the agency must pay or reimburse:


· Meals, lodging, and transportation expenses while en route to the new duty station – Federal Travel Regulation (FTR) 302-4.


· Shipment of household goods (FTR 302-7).


· Residence transaction costs, including lease-breaking and closing costs for sale of the old home and purchase of the new home (FTR 302-11).


· Payments to relocation service contractors for employees enrolled in homesale programs (FTR 302-12).


· Miscellaneous expenses allowance (FTR 302-16).


Relocation allowances that the agency may choose to pay or reimburse:


· Temporary quarters subsistence allowance (FTR 302-6).


· Transportation of one or two privately-owned vehicles (FTR 302-9).


· Home marketing incentive payment (FTR 302-14).


5.  BENEFITS TO NEW FEDERAL EMPLOYEES:  Relocation benefits for newly-hired Federal employees are very limited.  They receive only transportation for the employee and immediate family, meals and lodging only for the employee, and transportation of household goods.  For new employees who have same-sex domestic partners, this rule will extend benefits to cover transportation for the domestic partner and any of his/her children, and transportation of any household goods that belong specifically to the domestic partner.  These are not taxable benefits, so the Defense of Marriage Act is not an issue for new employees.


6.  LIMITATIONS DUE TO THE DEFENSE OF MARRIAGE ACT:  Because four sections of the United States Code, as they relate to relocation benefits, specifically use the term "spouse," as defined by the Defense of Marriage Act (1 USC §7), the following relocation benefits cannot be paid to same-sex domestic partners:


· Househunting trip - the agency may not reimburse the cost of the domestic partner accompanying the employee on a househunting trip (this is an agency discretion item) (FTR 302-5)


· Withholding tax allowance and relocation income tax allowance (FTR 302-17).  That is, the benefits listed above can be paid, but to the extent that they are taxable income to the employee, the agency cannot reimburse any taxes incurred by or on behalf of the domestic partner.  The following are the benefits for which significant taxes are often incurred:

· Househunting trip (but taxability is moot regarding domestic partners).

· Temporary quarters subsistence allowance.


· Residence transaction costs.


· Miscellaneous expenses allowance.


7.  FTR BULLETIN:  The GSA Office of Governmentwide Policy is already working on an FTR Bulletin to help the agencies address the issues that will be raised by this rule, especially with regard to taxes.  This FTR Bulletin will also spell out the impact of the March 3, 2011 effective date on each applicable benefit.




