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Aim High ... Fly-Fight-Win
Do what you can, with what you have, where you are. 

Theodore Roosevelt

From the Commander:

Talk about a turbulent year…2 possible furloughs, 2 faces to spaces drills, and now a 2 for 1 hiring policy on top of an already lethargic government hiring process.  Unfortunately, we are all experiencing vacancies that are adversely affecting our community.  The 86th Force Support Squadron alone has “41” GS-4/5 vacant civilian child care positions that are caught in the hiring freeze.  We’re truly cut to the bone and the tide has turned on how much service we can provide with less; it is clear, we cannot provide the same amount of child care slots anymore to support our mission. The good news is that we are not in this alone and we have outstanding civilians working in our local personnel office to lead us through this government crisis.  Did you know if there is a local candidate of the same grade, they can possibly be approved for a “management reassignment” without playing the 2 for 1 rule? Our CPO professional’s have the information to help you think of “out of the box” strategies that may be able to help; please call your functional CPO if you are interested in learning more.  
Thanks & Sincerely, 

Todd R. Alcott

86 FSS/CC 
From the Flight Chief:

Welcome to the Summer Edition of the HR Flight News.  As employees are scheduling leave, it is a good time to review leave balances to ensure employees do not have a use or lose leave balance at the end of the leave year.   Also note; a Time-Off Award (TOA) expires after one year - if you received a TOA during this year's appraisal cycle make sure you schedule it within the year.  
A reminder for employees earning Living Quarters Allowance - after your first year on station you must schedule an appointment with our Allowances team to reconcile your rent and utility payments. 

Supervisors please note; AFPC requires the new OPM Position Designator Tool (PDT), used to verify position sensitivity, be attached to all new RPAs.

With Hiring Controls and current news headlines, it's important to focus on Civilian Wellness.  We increased the Wellness and Staffing sections and included information from our partners in Airmen and Family Readiness to keep our civilian resilient and healthy.  
In this edition, we showcase Employee Engagement.  Higher employee engagement correlates with better job satisfaction, outcomes, and productivity.  How does one develop and maintain it?  Read the article below and find out more!

I hope you enjoyed this edition of the HR Flight News. 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?
What’s All This About DoD Employee Engagement?
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So, what is engagement? How does one develop it, maintain it, and improve it? What is a manager’s role in promoting employee engagement? What’s the payoff or cost to employees if engagement goes up or down?  

Lately, there have been several studies, news articles and forums among managers and leaders regarding the topic of employee engagement. The Federal watchdogs devoted to employee efficiency and effectiveness (OMB, OPM, and MSPB) have “rediscovered” engagement and are strongly encouraging all Federal agencies to incorporate supporting practices into their programs and policies. Higher employee engagement seems to correlate with better agency outcomes, with better managers, and with better performance feedback. Additionally, employees seem to better enjoy working at agencies that show high employee engagement levels. 

We’ve known for a long time that more engaged employees are more productive. Various satisfaction concepts like commitment, involvement, dedication and work life have been used for years to describe the emotional connection between employees and employers that results in higher productivity. The current definition in use by DoD was taken from MSPB: “A high level of motivation based upon heightened connections, resulting in employees who give their best effort at work to achieve improved results.” What does that mean? 

- A high level of motivation:  Employees feel like working harder because they believe their organizations and its leaders generate commitment

-  Based on heightened connections: Employees get information from management on what’s going on (downward connections) and believe that management listens to what they have to say (upward connections).

-  Employees give their best effort at work:  The workforce is committed to meeting mission objectives

-  Achieve improved results: The agency shows continual improvement in engagement indicators.
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Here are some things managers and senior leaders can do to increase engagement:

- Meet with all staff at least semi-annually to report and answer questions 

- Put an organization communication strategy in place or in preparation

- Keep organizational publications or websites current

- Hold a team-building event at least annually

- Review your performance appraisal system and commit to equitable implementation. 

- Meet individually with each subordinate weekly to determine progress and give informal feedback so that there are no surprises at appraisal time

-  Counsel employees with performance deficiencies promptly and assertively

-  Communicate thoroughly any changes in work requirements and keep performance goals current

- Recognize and encourage good work

Engaged employees feel better, have more energy, get more done, and enjoy going to work.  Employees can help themselves by increasing their own engagement and that of their coworkers.  Here are some things employees can do to increase engagement in the workplace

-  Develop a good working relationship with your supervisor and your co-workers

-  Be sure to understand your organization’s mission objectives and see how you can make those happen

-  Communicate with your supervisor as much as possible

-  Encourage your colleagues

-  Be sure you contribute to your organization’s engagement and not disengagement

For more information, click on Talk About Engagement
Re-credit of Sick Leave for Re-employed FERS Annuitants who Retire Between October 28, 2009, and December 31, 2013
The U.S. Office of Personnel Management has been asked whether employees covered by the Federal Employees Retirement System (FERS) who retire between October 28, 2009, and December 31, 2013, with 50 percent of their sick leave having been credited toward their FERS annuity computation, could have the remaining 50 percent of their sick leave re-credited to their sick leave account if they return to Federal service as reemployed annuitants.  The answer is yes.  If you have additional questions, please contact BEST or your HR Specialist.

OPM Policy
OPM Furlough Guidance
The U.S. Office of Personnel Management has recently updated its Shutdown Furlough Guidance.  The Overview on the main landing page has been revised (see http://www.opm.gov/furlough/).  

Additionally, the following Frequently Asked Questions (FAQs) have been added:  D5, F9, P12, P13, Q5.
The following FAQs have been revised:  P8, P10.
DoD 101

For an introductory overview of the Department of Defense -please click here: DoD 101.

Online Supervisory Training
A new web based training on the basics of the Workers' Compensation program has been developed for supervisors. The training covers topics such as actions to be taken when an employee is injured, authorizing treatment using

CA-16 Form, and Continuation of Pay. The training will take approximately 60 minutes to complete and a certificate will be issued at the completion of the training. 

This new supervisory training can be accessed by selecting the Training Opportunities link under the Products and Services on the ICUC website then selecting Workers' Compensation Basics under Online Training for Supervisors 

OPM Cancellation of an Optional Form by the Office of Personnel Management
The U.S. Office of Personnel Management (OPM) is cancelling the Optional Application for Federal Employment. The information contained in the OF 612 is now incorporated in the online Resume Builder on the USAJOBS® Web site. The need to maintain the OF 612 as an alternative means of applying for Federal positions no longer exists as job seekers now have the ability to either build or upload resumes. This action is being taken to facilitate a more seamless employment application process for both Federal agencies and job seekers, consistent with the goals of Federal hiring reform. DATES: Effective June 13, 2011.

Notice of Revision of Standard Form 62
The U.S. Office of Personnel Management (OPM) has revised Standard Form (SF) 62, Agency Request:

To Pass Over A Preference Eligible or Object To An Eligible, to update legal citations to reflect the December 31, 1994, subset of the Federal Personnel Manual and the recent changes to 5 CFR parts 332, 338, 339, and 731. The SF 62 is used by agencies to pass over a preference eligible or object to an eligible based on qualification, medical, or conduct reasons. The agency must submit appropriate documentation for its decision. The revised form is PDF fillable and is located on OPM’s website for agency use. This version supersedes all previous versions. Please destroy any versions you may have in stock. The revised form is effective June 22, 2011.

HR Advisory 2011-34:  Employee Emergency Contact Information Located in My Biz

The purpose of this Advisory is a reminder to review, add and or update emergency contact information.  Emergency contact information is necessary if the Air Force should need to contact an employee's designated representative(s) if they are seriously injured or become a casualty while at work or for any other emergency situation. 

HR Advisory 2011-34
HR Advisory Website
Guidance Regarding the Employment of Transgender Individuals in the Federal Workplace
It is the policy of the Federal Government to treat all of its employees with dignity and respect and to provide a workplace that is free from discrimination whether that discrimination is based on race, color, religion, sex (including gender identity or pregnancy), national origin, disability, political affiliation, marital status, membership in an employee organization, age, sexual orientation, or other non-merit factors. Agencies should review their anti-discrimination policies to ensure that they afford a non-discriminatory working environment to employees irrespective of their gender identity or perceived gender non-conformity.

OPM Policy
General Schedule Within-Grade Increases

As a reminder, law and regulations state that a GS employee’s performance must be at an acceptable level of competence, as determined by the head of an agency (or designee), before the agency may grant a within-grade increase to that employee (5 U.S.C. 5335 and 5 CFR part 531, subpart D).  An acceptable level of competence is signified by achieving a rating of record of Fully Successful (or equivalent) or higher (5 CFR 531.404(a) and 531.409).   Employees with ratings of record below the Fully Successful level (or equivalent) are not eligible for within-grade increases and must not receive such increases.

GS Within-Grade Increase Information

Addition of New Basic Title for IT Program Manager Positions in the Information Technology Management Series, GS-2210
The U.S. Office of Personnel Management (OPM) is releasing for implementation the Job Family Standard (JFS) for Administrative Work in the

Information Technology Group, 2200.  This revised JFS adds the basic title Information Technology Program Manager to reflect the growth of this type of work.

OPM Policy
Federal Equal Opportunity 

Recruitment Program
OPM has the responsibility to annually report to Congress on progress under the Federal Equal Opportunity Recruitment Program (FEORP). The report is prepared in compliance with the law (5 U.S.C. 7201 and 5 CFR Part 720, Subpart B) and contains information on the representation of minorities within the Federal Government and best practices of Federal agencies. OPM is committed to, and is taking aggressive action to ensure, diversity in the Federal Government.

AVOID ID THEFT

This website is a one-stop national resource to learn about the crime of identity theft. It provides detailed information to help you deter, detect, and defend against identity theft.  On this site, consumers can learn how to avoid identity theft – and learn what to do if their identity is stolen.  

 OPM’s 2010-2015 Strategic Plan
America faces many challenges today. We have overcome every challenge in our history because men and women of good will, keen minds and strong hearts have always stepped forward to aid their Nation through service, both in civilian Government and in our Armed Forces. 

The Civil Service of today carries forward that proud American tradition. Whether it is defending our homeland, restoring confidence in our financial system and administering an historic economic recovery effort, ensuring adequate health care for our veterans and fellow citizens or searching for cures to the most vexing diseases—we are fortunate to have our best and our brightest to rely upon. Our people are our most important tool in facing any challenge, and we forget that at our peril. They are not merely a part of the equation, like capital or technology. They ARE the equation.

OPM Strategic Plan
When is the next FEGLI Open Season?

There is no regularly scheduled date. Life insurance Open Seasons are held infrequently. You will receive plenty of notice if and when there is an Open Season. The most recent FEGLI Open Seasons were held from September 1 - September 30, 2004 and in 1999.

http://www.opm.gov/insure/life/
Reservist Differential Pay

POC 480-5850
The attached HR Advisory, 2010-71 issued Sep 2010, provides implementation instructions for reservist differential pay entitlement.  The intent is to ensure entitled Federal workers called to active duty do not lose pay and are made whole by paying the difference between their active-duty military pay and civilian basic pay.  The Office of the Under Secretary of Defense (OUSD) Memo dated June 14, 2010 attached to the advisory provides guidance that the new entitlement became effective on 15 Mar 2009. Frequently asked questions are attached to the end of the OUSD memo.
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For more information on the AF Reserve Command, you can view their website or the AF Reserve site here.

Civilian PCS - Did you know?...

That selectee's can create an account and check their PCS orders status under "my account" here.

***For PCS & Entitlement questions, use the Civilian PCS Guides, Frequently Asked Questions (FAQs), and Knowledge Articles regarding civilian PCS located here.

JTR Volume II Chapter 5, C5010: Civilian Permanent Duty Travel
All PCS inquiries should go to PCS.Authorization@US.AF.MIL. Due to extremely high call & email inquiries will be answered on a first in / first out basis; usually 14 business days.

NAF NEWS
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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

The Office of Personnel Management offers Federal Worksite Wellness Resources.  The link below provides information on Policy and Guidance for Program Planning, General Research and Background Information, Tools, and Resources and Research Related to the Four Pillars of Healthier Feds
http://www.opm.gov/Employment_and_Benefits/WorkLife/HealthWellness/wellnessresources/
USDA Guide to Healthy Eating
Healthy Food tips from DeCA

“It's Your Choice, Make it Healthy” – at your commissary!

Four Pillars
HealthierFeds is based on the four key concepts that shape the President's HealthierUS initiative: 

Physical Activity:

Be physically active every day. Many chronic diseases can be prevented with modest exercise. Learn how to make regular physical activity a routine part of your life. 

Nutrition:
Eat a nutritious diet. Healthy eating is not a fad - it's a lifestyle. Avoiding excessive portions, increasing fruit and vegetable consumption, and good overall nutrition lower the risk of getting heart disease, stroke, cancer, and osteoporosis. 

Prevention:

Get preventive screenings. Screening can protect you and your family from illnesses you can prevent. A simple test like a cholesterol screen or a blood pressure check can reveal current health status and identify a need to adjust diet or behavior. 

Healthy Choices:

Avoid risky behaviors. Avoid tobacco and drugs as well as the abuse and underage use of alcohol and make smart and safe choices in your everyday life.

Healthier Feds
The National Prevention Strategy:  America’s Plan for 

Better Health & Wellness

On June 16, 2011 the National Prevention, Health Promotion, and Public Health Council, announced the release of the National Prevention Strategy (PDF – 1.81 MB), a comprehensive plan that will help increase the number of Americans who are healthy at every stage of life.   The National Prevention Strategy recognizes that good health comes not just from receiving quality medical care, but also from clean air and water, safe outdoor spaces for physical activity, safe worksites, healthy foods, violence-free environments and healthy homes.  Prevention should be woven into all aspects of our lives, including where and how we live, learn, work and play.  Everyone—businesses, educators, health care institutions, government, communities and every single American—has a role in creating a healthier nation.

June was Men’s Health Month

Did you know that men are less likely to visit the doctor for annual exams and preventive services?  And, statistics have shown that on average, American women are healthier than men and live longer. The purpose of Men's Health Month is to encourage awareness of men's health issues and promote preventive services for early detection and treatment of disease in men and boys. Take time now during Men's Health Month to schedule a check up with your doctor. Become aware of common illnesses among men and make a commitment to yourself and your family to live healthy. http://www.cdc.gov/features/healthymen/
USAFE Fitness

The USAFE Fitness Website contains great tips on maintaining a healthy lifestyle. 
Airmen and Family Readiness
The A&FRC offers nine different programs that help service members and their families deal with different issues. The programs are; The Personal Financial Readiness Program, Employment Assistance, Relocation Assistance, Readiness (Deployment Assistance), Air Force Aid Society, Information and Referral, Transition Assistance, Volunteer Resources and Family Life Education. 
For more information, please call 480-5100.
Hiring reform...
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What is DoD Hiring Reform and why does it matter to me?

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

 DoD has begun their second Hiring Reform video campaign on the InfoNet screens within the Pentagon. There are five videos in total that promote the Four Key Steps in the Hiring Process. The videos can all be viewed through our YouTube channel here.

 NSPS...

NSPS Connect
Your gateway to NSPS information... 

http://www.cpms.osd.mil/nsps/nspsconnect/
Transition by the Numbers
As of June 3, 2011:  214,243 employees have transitioned out of NSPS.

New Beginnings Design Team Update: July 2011

Design teams for the NDAA 2010 personnel initiatives (performance management [PM], hiring flexibilities [HF], and the discretionary civilian workforce incentive fund [CWIF]) are back in session following a short break over the Independence Day holiday. The teams are wrapping up their analysis and discovery phase and will soon be crafting the preliminary design recommendations covering each authority.  Read more here.

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.
Classification Advisory – OPM’s Position Designation Tool Implementation
The attached memorandum from OSD(P&R) requires that agencies immediately begin using OPM's Position Designation Automated Tool (PDT).  The intent of this tool to help management determine the appropriate risk designation level and investigative requirements for each position.  The attached talking paper contains general information regarding the implementation.

Since assigning position sensitivity is a management responsibility, request that you distribute this information to management at your respective base.

Management will be responsible to review the position description and fill out the PDT worksheet to help them make the proper position sensitivity determination.  They will pass the completed worksheet to the local servicing HR office when they fill a position.  Please ensure that the worksheet is attached to the RPA and is completed, signed and dated or the RPA will be returned without action.  AFMA/MAH will attach the PDT worksheet to the back of the classified CPD and scan into DM5/PARIS where it will

become a permanent part of the final CPD.  

More information can be found on OPM's Website:

http://www.opm.gov/investigate/resources/position/index.aspx
A copy of the PDT worksheet is attached.  You can request a downloadable version of the PDT worksheet from OPM per the information on their website.
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Instructions for Updating Personnel Records

Employees can submit education, license, language, occupational certification and experience update requests using Optional Form (OF) 612, Optional Application for Federal Employment, via fax to AFMA/MAH at DSN 665-2937 or Commercial 210-565-2937.  To facilitate the electronic process, AFMA/MAH requests employees fax them all update requests.  This fax cover sheet should be used when submitting update requests. To find out more, click here. 

EMR...
Scheduling Leave

Supervisors and Employees – Have you checked your leave balance recently?   Supervisors and Employees need to work together to ensure the employee’s leave is planned and used throughout the year.  If you have questions about use of leave, use or lose leave, restored leave, etc., please contact our Employee-Management Relations section at 480-2019 or 480-7608.

As a reminder: IAW AFI 36-815 leave accumulation limits are as follows:

2.2. Maximum Annual Leave Accumulation. The maximum amount of annual leave that an employee may carry forward from one leave year to another is 30 days (240 hours), or the amount accumulated under earlier statute, whichever is greater. Any leave to the employee’s credit at the end of the leave year that exceeds the maximum accumulation is either forfeited or restored

2.2.2. For US citizens employed outside the United States (except for certain local hires), the maximum annual leave accumulation is 45 days (360 hours) or the amount to the employee’s credit at the beginning of the leave year, whichever is greater. Employees eligible for 45 days of cumulative annual leave are normally those who are under a transportation agreement in the overseas area. Upon return from overseas, the maximum annual leave accumulation is 30 days (240 hours) or the amount carried over from the previous leave year, whichever is greater, not to exceed 45 days (360 hours).

AFI 36-815 Absence and Leave
OPM Leave Site
2011 Federal Holidays

Federal law (5 U.S.C. 6103) establishes the following public holidays for Federal employees. Please note that most Federal employees work on a Monday through Friday schedule. For these employees, when a holiday falls on a nonworkday -- Saturday or Sunday -- the holiday usually is observed on Monday (if the holiday falls on Sunday) or Friday (if the holiday falls on Saturday).

2011 Federal Holidays
awards...
Guidance on Awards for 

Fiscal Years 2011 and 2012

Federal agencies are authorized to grant awards to their employees to recognize and reward excellence in performance.  Given the current fiscal environment, and the budget constraints agencies will operate under for the remainder of fiscal year 2011, as well as those reflected in the President’s fiscal year 2012 budget proposal, these awards must be carefully considered.  It is critical that these awards be managed in a manner that is cost-effective for agencies and successfully motivates strong employee performance.

Awards Guidance
Solicitation Message 2011 Geico Public Service Award
MAJCOM/FOA/DRU Suspense:  21 October 2011

The purpose of this solicitation message is to request nominations for the 2011 GEICO Public Service Awards. The GEICO Public Service Awards were established in 1980 to emphasize GEICO's belief that the contributions of many hard working, talented government employees are deserving of special acclaim.  The GEICO philanthropic foundation sponsors and grants the awards.

Additional information can be found at http://www.geico.com.

For more information on Air Force recognition programs, visit the Air Force personnel services website at https://gum-crm.csd.disa.mil.  The OPR for this message is AFPC's Recognition Programs Section (AFPC/DPSIDRS) 550 C Street West Suite 12, Randolph AFB, TX 78150-4714.

//SIGNED//

Chief, Sustainment Division

Time-Off Awards

Time-Off Awards are a great way to give employees a break from the routine and recognition for their hard work.  Many organizations use them in conjunction with their quarterly awards program and give them to those employees selected as Civilian of the Quarter.  However, we have frequently encountered situations where Time-Off Awards were not properly documented in the personnel system and employees lose out on actually getting the time off.  For instance if supervisors change before the time is taken, the new supervisor may not even know the employee earned time off under previous management.   Therefore it is very important that supervisors submit the proper paperwork to document the Time-Off Awards given to their employees.  Fact Sheets on this subject may be found by clicking here for US and NonUS programs respectively.  Please call 480-2741 for any additional questions.  

Length of Service Recognition

Non US employees receive 3 days of additional leave in recognition of their length of service every 5 years starting with 20. This one time leave entitlement may be taken within 12 month of the respective service anniversary date.  Please note this reflects a change from past practice, where the leave could be taken during the current and the entire calendar year following the service recognition date.

allowances...
LQA Reconciliation Must be Done After First Year on Station

The amount of Living Quarters Allowance (LQA) that you receive is largely dependent on the information that you furnish to the civilian personnel office.  The importance of submitting prompt, accurate, and complete information cannot be overemphasized.  Since actual quarter’s costs are used by the Department of State in establishing LQA rates for your post, failure to report all allowable costs will result in you receiving less LQA than you are entitled to receive.  If you misrepresent information for the purpose of obtaining something to which you are not entitled, there are possible legal penalties.  If you get too large a payment of benefits to which you are not entitled the government must collect.  In order to avoid such situations, the following program requirements must be kept in mind:

1.  The LQA rate payable may be effected by changes in the number of family members residing with the employee by reason of arrivals or departures; attainment of age 21 by children; change in the grade of position; change in duty station; or by implementation of new rates, with or without prior notice, as directed by higher headquarters.

2.  Employees MUST MAINTAIN RECEIPTS (Utility bills + Rent Receipts) to support the expenses upon which payment of the LQA is based and must submit them to the civilian personnel office for annual review (no longer than 4 weeks after your initial year of being in your permanent quarters) and upon request.

3.  Employees must submit a revised SF1190 (Foreign Allowances Application, Grant, and Report) with supporting receipts, to the civilian personnel office upon request; during annual/periodic reviews; or if any of the following occur:

     a.  Loss or gain in number of dependents

     b.  Movement from one set of rented quarters to another

     c.  Purchase or sale of residence

     d.  A portion of the residence is subleased or occupied by persons sharing costs

If you have any questions or need to make an appointment for an LQA Reconciliation, please contact 480-5774.

Living Quarters Allowance Reconciliation (LQA Recons)

We would like to remind all LQA recipients, that it is very important (and mandatory) to come in for  LQA Recons at least at the end of your first year stationed in Germany.  We send you reminders to schedule appointments with our office about six weeks out from that time.  Should you fail to participate in this recon you run several risks, i.e. your LQA could be stopped until the recon is done or you may receive a substantial overpayment because your utility estimates may be high.  The government will retrieve overpayments from you once they are detected – i.e. at the time you outprocess to go to your next assignment.  We have experienced situations where employees had a large debt to the government. Please don’t let it come to that – come in for your recons! 

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 (RPA) actions.  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 .   
Training Dates throughout 2011 are:  15 Jul 2011, 15 Aug 2011, 15 Sep 2011, 19 Jul 2011, 15 Nov 2011 and 15 Dec 2011. If Email is not available please call DSN 480-2744 for assistance.  Training is in Room 326, from 0800-1100.  Training is limited to 12 individuals per session.   Please ensure you have a current DCPDS account and you have logged on, to the civilian inbox, at least once, prior to the class.  

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

http://dcips.dtic.mil/
The Upcoming Conversion
The DCIPS FAQs are updated frequently as the conversion date approaches - you can check for the latest information on the following sites:

http://dcips.dtic.mil/
http://dcips.dtic.mil/faq.html
 STAFFING...
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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. 
Special Emphasis Program Managers

Ramstein AB currently has 6 vacancies for collateral duty Special Emphasis Program Managers (SEPM). The primary roles of these managers are to: 

1) Assist in the counseling minorities in career opportunities and encouraging self-development and continuing education.  

2) Communicate information that will enhance the employment of minorities. 

3) Publicize the objectives of the program to increase management’s awareness of the advantages of fully utilizing the talents of all employees. 

It is anticipated that SEPM’s will spend about 10% of their work time on this program.  Current vacancies are listed on SEPM Vacancy Announcement below. If you are interested in helping others learn about federal employment, please contact the Ramstein CPF, 480-2033. 
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It Takes More Than 

Soldiers to Protect America
The Department of Defense employs more than 700,000 civilians in an array of critical positions worldwide, with opportunities for people from all walks of life. If a competitive salary, great benefits, unsurpassed training, and the pride of defending our nation interests you, then find your future with us.

http://www.godefense.com/
Civilian Expeditionary Workforce
The Civilian Expeditionary Workforce (CEW) serves alongside our military men and women at the forefront of America’s mission around the globe. A mission to protect. A mission to build communities and renew nations. A mission to spread freedom and democracy. A mission to stand up for the disadvantaged and for the oppressed.

 HR Advisory 2011-32:  DCIPS 30 Percent Disabled Veterens’ Preference Passover Policy Change
The purpose of this HR Advisory is to advise of the interim policy change to the Defense Civilian Intelligence Personnel System 30% Disabled Veterans' Preference Passover process.

HR Advisory 2011-32
HR Advisory Website
Career Field Information

Air Force civilians have proven themselves as key components of the Air Force for more than six decades. They are deeply ingrained into the Air Force's culture and history and they provide the stability the Air Force needs to continue to be the world leader in air, space, and cyberspace.

Civilian Career Fields

The Air Force has more than 20 career fields with positions available for civilians. The link below will take you to the career field's individual web page which includes an overview about the career field, job descriptions, location information, and education requirements.

Career Field's Individual Web Page
Employment Verification for Civilian Employees
Employees must occasionally provide employment verification when applying for a mortgage or other loan, for reference checking, leasing an apartment or any other instance where proof of employment or income is needed.  Civilian employees have two ways to provide a third party verification of employment, employee initiated and third party generated.

Employment Verification Information
America’s Veteran Employment Website

Welcome to the U.S. Office of Personnel Management’s Government-wide Veterans Employment Website. This website is a critical component of the Federal Government’s strategy for the recruitment and employment of Veterans. 

http://www.fedshirevets.gov/
Protecting Our Workers and Ensuring Reemployment (POWER) Initiative
On July 19, 2010, President Obama established a four-year Protecting Our Workers and Ensuring Reemployment (POWER) Initiative. Under the POWER Initiative, the Department will be expected to improve its performance in seven areas of safety and injury compensation management, including increasing the timely filing of workers’ compensation claims, reducing lost production days, and speeding up employees’ return to work in cases of serious injury or illness. The Department of Labor (DOL) has created a website specifically for the POWER Initiative and provides a comprehensive list of baseline performance and minimum annual targets for each goal.

retirement...
Retirement Readiness NOW

Retirement Readiness NOW is not just about saving money and not just something you do just before retiring. Money is very important, but that’s not all. There’s a lot more to planning for your future than putting aside income out of each paycheck for retirement.  

What else is there?  Happiness, both today and in your future years, is based on your total well-being. So, when planning for your future, you also need to consider your total retirement well-being that encompasses the following: 

Networking - What are you doing today that will allow you to be engaged, challenged and fulfilled in retirement?

Overall Health - What are you doing to stay healthy so that you can enjoy your retirement years?

Wealth - How well are you managing your income and investing for your future so that you will be able to support your desired lifestyle in retirement? 

Each week we send you a link to a web site that will help answer one of the questions above.  Please visit the web sites and share the links with your employees and your friends.

The Benefits Administration Information list provides information on the administration of the Federal retirement and insurance systems. Subscribers receive all Benefits Administration Letters, weekly Retirement Readiness NOW Tips, and updates on FERCCA. While the primary audience for the Benefits Administration Information list is Federal human resource professionals, anyone can subscribe. 

Subscribe or Unsubscribe to this list, please visit http://apps.opm.gov/Listserv_Apps/list-sub.cfm  and choose BENEFITSINFO from the list.

Don’t Lose out on TSP Matching
If you reach the annual maximum too quickly, you could lose some Agency Matching Contributions because you only receive Agency Matching Contributions on the first five percent of your basic pay that you contribute each pay period. If you reach the annual limit before the end of the year, your contributions (and consequently your Agency Matching Contributions) will stop

TSP has a calculator to determine the specific dollar amount to be deducted each pay period in order to maximize your contributions and, if you are a FERS employee, to ensure that you do not miss out on Agency Matching Contributions.

TSP Planning Tools
NON-U.S. PROGRAMS

Performance Awards Program
This is a reminder that it is once again time to provide your Non US employees with performance feedback and performance awards.  On 15 May the Non US performance period ended.  Sometime around that date each supervisory should be giving oral performance feedback to each of their Non US employees.  The results of these feedback sessions should be recorded on AF Form 971, which each supervisor maintains for all his/her Non US employees.  For those employees deserving of further performance recognition, a performance award can be submitted NLT 15 Jul.  Details and blank forms can be found by clicking here under item 6. Performance Program. 

Notice to Supervisors of Non US Professional Motor Vehicle Operators

There has been a policy change regarding payment of fees for renewal of German Drivers Licenses.  Since 06 May 2011, employees are responsible to maintain the necessary driving licenses for performance of their duties at their personal cost.  This includes the cost for the medical examination as well as any testing/training /administrative fees that may be required.  The corresponding policy letter may be obtained by clicking here.   

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
June/July 2011
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UNDER SECRETARY OF DEFENSE
4000 DEFENSE PENTAGON
WASHINGTON, D.C. 20301-4000

et 10 200

PERSONNEL AND
READINESS

MEMORANDUM FOR SECRETARIES OF THE MILITARY DEPARTMENT
CHAIRMAN OF THE JOINT CHIEFS OF STAFF
UNDER SECRETARIES OF DEFENSE
DEPUTY CHIEF MANAGEMENT OFFICER
THE COMMANDERS OF THE COMBATANT COMMANDS
ASSISTANT SECRETARIES OF DEFENSE
GENERAL COUNSEL OF THE DPARTMENT OF DEFENSE
DIRECTOR, OPERATIONAL TEST AND EVALUATION
DIRECTOR, COST ASSESSMENT AND PROGRAM

EVALUATION

INSPECTOR GENERAL OF THE DEPARTMENT OF DEFENSE
ASSISTANTS TO THE SECRETARY OF DEFENSE
DIRECTOR, ADMINISTRATION AND MANAGEMENT
DIRECTOR, NET ASSESSMENT
DIRECTORS OF THE DEFENSE AGENCIES
DIRECTORS OF THE DOD FIELD ACTIVITIES

SUBJECT: Implementation of the Position Designation Automated Tool

Request that you immediately implement the Office of Personnel Management’s
(OPM’s) Position Designation System and Automated Tool ( PDT) (see attached Federal
Investigation Notice (FIN) No. 10-06) for new or vacant positions. The Tool provides a
standardized method for assi gning position sensitivity designations, a management
responsibility, based on suitability risk levels and national security position criteria in accordance
with title 5 Code of Federal Regulations, sections 731 and 732.

The OPM notice requires the use of the Tool for all positions in the competitive service,
excepted service positions where the incumbent can be noncompetitively converted to the
competitive service, and career appointments in the Senior Executive Service. Implementation
of the Tool will ensure consistent position sensitivity designation determinations, capture
documentation/rationale behind those determinations, and identify the background investigation
required of the position. The tool and information on position sensitivity determinations can be
found at OPM’s website: http://w ww.opm.um-—.-"i11\'esligate.=’resou1'ccs.-’posilion,-’lmmduclion.asnx.

The Tool follows a four-step process, which results in a final sensitivity designation and
which, in turn, will dictate the investigative requirements for the position in question. For DoD
positions that are deemed to be national security in nature, as outlined by Personnel Security
Program DoD 5200.2-R. or successor issuance, users should identify the national security
requirements associated with the position (during the first step) and document the justification
for the selection in the data fields provided by the tool. The attached guidance outlines the four-





step process and provides information on how your Human Resources Offices should capture the
sensitivity designation in the Defense Civilian Personnel Data System (DPCDS).

For questions on the use of the Tool or to obtain a Tool standalone version, please contact
Angela Curtis, Civilian Personnel Management Service at (703) 696-1472 by email at

Angela.Curtis(@ cpms.osd.mil.
Clifford L. Stanley %

Attachments:
As stated





UNITED STATES OFFICE OF PERSONNEL MANAGEMENT

Federal lnvutigtiom Notice

Notice No. 10-06 Date: August 11, 2010
SUBJECT: Position Designation Requirements

The Position Designation System was developed by the Office of Personnel Management (OPM)
to guide agencies in determining the proper level of investigation and screening required based
on an assessment of risk and national security sensitivity. Position designation is established by
section 731.106 of title 5, Code of Federal Regulations (CFR), section 3 of Executive Order (EO)
10450, as amended, and 5 CFR 732.201.

In November 2008, OPM introduced a new Position Designation System and Automated Tool to
simplify and automate the designation process. The position designation tool has since been
updated and is now available on the OPM website at '\ W 0pm,2on invesiigate. Its use is
recommended for all agencies requesting OPM investigations and required for all positions in the
competitive service, positions in the excepted service where the incumbent can be

tool are encouraged to visit the website as soon as possible to begin using the automated tool.
Proper position designation is required to support many of the EO 13467 Joint Security and

Suitability reform initiatives, including a near-term, OPM goal to align our Fiscal Year 2011
investigative products with reform goals.

investigation request process. Standardization requires discipline in using the position

Associate Director
Federal Investigative Services

Inquiries: OPM-FIS-Agency Liaison, (724) 794-5612
Code: S CFR part 731

Distribution: ~ SOIs/SONs

Notice Expires: Until superseded
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Position Designation Guidance
OPM’s Position Designation Tool (PDT)

The PDT can be accessed on the OPM Federal Investigative Services (FIS) website at
htpr/www.opm.goy ‘investivate resources/position/Introduction.aspx. Once on the website,
scroll down the page and click the “Continue™ button to launch the tool. Note: OPM’s Position
Designation System (PDS) documentation should be reviewed before using the tool. The PDS
documentation is also located on the FIS website. To view, click “Position Designation™ on the
left side of the page then scroll down to the bottom and click on “Position Designation System
October 2010.” Recommend printing a copy of the PDS for reference while using the tool.

STEPS IN THE PDT PROCESS

In order to determine the proper designation of a position, the position description and any other
necessary supplemental information (e.g. management and security office input) must be
carefully evaluated to assess the nature of the position in terms of its clearance requirements or
any other impact on national security as well as its impact on the efficiency or integrity of the
Federal service.

Step 1: Assess the Nature of the Position.

A. National Security Requirements of the Position. Where the position is already
designated as a “critical-sensitive” or “noncritical-sensitive” national security
position under DoD 5200.2-R or successor issuance, but the PDT would suggest
designating the position as non-sensitive, this fact will be documented alon g with the
rationale for the ultimate position designation decision.

B. Suitability Requirements

Step 2: Determine the potential impact of the position on the efficiency and integrity of the
service (public trust)

Step 3: Point adjustment for program designation and level of supervision
Step 4: Final Position Designation and Investigation.

The process starts with completion of the fields to establish the Position Designation Record.

Data Field Description Applicability
Agency Name of Component, Service, and/or Agency | Required
Position Title As shown on position description Required
Series and Grade/Pay Band As shown on position description Required
Position Description Number | As shown on position description Required
Designator’s Name & Title Person completing the position desi gnation Required






Position Designation Guidance
OPM’s Position Designation Tool (PDT)

Step 1: Assess the Nature of the Position.

Data Field Description g Applicability

National Security Indicate whether position National Security Requirements:

Requirements duties fall under national - Special-Sensitive
security as defined in - Critical-Sensitive
DoD5200.2-R or successor - Noncritical-Sensitive
issuance.*

Check the sensitivity level appropriate

*Terms in 5200.2-R differ for the position or “None Of The
from those in the OPM tool. Above” if position is non-sensitive.
The duties under “Critical
sensitive” in the 5200.2R are Note: If Special Sensitive or Critical
equal to duties defined as Sensitive is selected, the tool will
“Special sensitive™ in the OPM | bypass the Suitability Requirements
tool. Duties under and automatically assign a Final
“Noncritical Sensitive” in the | Position Designation and
5200.2-R are equal to duties Investigation (Step 4 in the PDT
defined as “Critical-Sensitive” | process).
in the OPM tool

Suitability Indicate suitability Suitability Requirements: Check all

Requirements requirements for the position duties that apply to the position or

“None of the Above” if the duties
listed are not applicable.

ublic trust

Step 2: Determine the potential impact of the position on the efficiency and integrity of the
service (p )

Data Field Description Applicability
Degree of Potential Indicate the level of impact Conditions:
for Compromise or misconduct in performing - Automatic High Risk
Damage duties of the position would - Severe
have on the public’s trust and - Moderate
confidence in DoD’s ~ Litiied

efficiency, integrity and
effectiveness in fulfilling its
mission.

Check the appropriate conditions
regarding access for the duties selected
under Suitability Requirements.






Position Designation Guidance
OPM’s Position Designation Tool (PDT)

Step 3: Point adjustment for program designation and level of supervision

Data Field Description Applicability
Scope of Program Indicate who will be impacted Impact:
Impact by misconduct - Worldwide or Gov't-wide
Multi-agency
- Agency

Check the appropriate impact level for
the position.

Level of Supervision | Indicate how closely the work | Controls:

performed is supervised - Limited or no supervision

- Periodic, ongoing review

- Close technical supervision

Check the appropriate level of
supervision for the position.

Note: A description of each
supervisory control level can be
viewed, by clicking on the level, e.g.,
“Limited or no supervision.” A
Glossary page with a list of
descriptions will display. To return to
the tool, click on the back arrow
button on the lefi side of the screen.

Step 4: Final Position Designation and Investigation.

Based on selections made in Steps 1 through 3, the tool will assign Tier 1/2/3 under “Designation
Level,” Non-Sensitive/Non-Critical Sensitive/Critical-Sensitive/Special-Sensitive for National
Security or Low Risk/Moderate Risk/High Risk for Suitability under “Positions Covered,”
NACI/ANACI/NACLC/MBI/BI/SBI under “Investigation,” and SF85/SF85P/SF86 under
“Form™.

Information pertinent to the position designation can be entered in the Designator
Notes/Justification/Comments field at the bottom of the page.

You must print a copy of the summary to document the designation. Click on the Print Summary
button at the bottom of the page then use the Print command on the toolbar or use right mouse
click on the page and select Print. The summary should be signed, dated. and maintained in
accordance with instructions from the servicing HR office.






Position Designation Guidance
OPM’s Position Designation Tool (PDT)

DCPDS CODING REQUIREMENT

To complete the designation, the servicing HR office must enter the appropriate code in the
DCPDS position data element “position sensitivity” using the following chart for reference.

Code bty __ Name/Explanation
1 Low Risk Position
2 Noncritical-Sensitive National Security Position
3 Critical-Sensitive National Security Position
4 Special-Sensitive National Security Position
5 Moderate Risk Public Trust Position
6 High-Risk Public Trust Position
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POSITION DESIGNATION OF NATIONAL SECURITY
AND PUBLIC TRUST POSITIONS

This system is for position designation of National Security positions, positions in the competitive service, positions in the
excepted service where the incumbent can be noncompetitively converted to the competitive service, and initial career
appointments in the Senior Executive Service (SES).

The designation of covered positions® is outlined in section 731.106 of title 5, Code of Federal Regulations. Every covered
position must be designated at the low, moderate, or high risk level as determined by the position's potential for adverse
impact on the efficiency and integrity of the service. As the level of authority and responsibility of a position become greater,
character and conduct become more significant in deciding whether employment or continued employment would protect the
integrity or promote the efficiency of the Federal service.

The designation of National Security positions is outlined in section 3 of E.O. 10450, as amended, and in section 732.201 of
title 5, Code of Federal Regulations. Each position in the Federal service not designated as Non-Sensitive must be designated
as Noncritical-Sensitive, Critical-Sensitive, or Special-Sensitive, depending on the degree to which, by virtue of the nature of
the position, the occupant could bring about a material adverse effect on the national security. The nature of the position
includes the incumbent's foreseeable need for access to classified information; under E.O. 12968, eligibility for access to
classified information cannot be granted unless such access is clearly consistent with the national security. The nature of the
position also includes the level of clearance required (i.e., confidential, secret, or top secret); under E.O. 12958, as amended,
the level at which information is classified depends on whether unauthorized disclosure reasonably could be expected to cause
"damage," "serious damage," or "exceptionally grave damage" to the national security.

Proper position designation is based on a combined assessment of the three prescribed levels of risk and the four prescribed
levels of sensitivity (including the "non-sensitive" level). Position designation determines what type of investigation is required
and how closely an individual is screened for a position.

In order to determine the proper designation of a position, the position description and any other necessary supplemental
information (e.g. management and security office input) must be carefully evaluated to assess the nature of the position in
terms of its clearance requirements or any other impact on national security as well as its impact on the efficiency or integrity
of the service. The following four-step process will result in a final designation which, in turn, will dictate the investigative
requirements for the position in question. (Note that underlined words and phrases appearing on this page and
throughout the following pages are further defined in the attached Glossary.)

! As defined in 5 CFR 731.101, covered position means a position in the competitive service, a position in the excepted service where the
incumbent can be noncompetitively converted to the competitive service, and a career appointment to a position in the Senior Executive Service.
1
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POSITION DESIGNATION RECORD

Agency
Position Title
Series and Grade/Pay Band
Position Description Number
Designator’'s Name & Title

Step 1: Assess the Nature of the Position

A. National Security Requirements of the Position:
This step is required for any position in the Federal service when the duties of the position require eligibility for access to classified material or
otherwise impact the national security. Mark the block that applies and follow the instructions.

[ 1 Special-Sensitive - Positions with the potential to cause inestimable damage to the national security, including:

(1) Access to Sensitive Compartmented Information (SCI)
(2) Access to any other intelligence-related Special Sensitive information or involvement in Top Secret Special Access Programs (SAP)
(3) Any other position the agency head determines to be at a higher level than Critical-Sensitive due to special requirements that

complement E.O0.10450 and E.O. 12968
SPECIFY:

For these positions, the final designation will always be Tier 3 (National Security); Skip steps 1b, 2 and 3 and go to Step 4, as
further determination of the potential impact on the efficiency or integrity of the service will not be necessary for the designation process.

[ ] Critical-Sensitive - Positions with the potential to cause exceptionally grave damage to the national security, including:

(1)
()

3)
Q)
©)

(6)
™)

Access to Top Secret or “Q” classified information

Development or approval of war plans, or plans or particulars of future major or special operations of war, or critical and extremely
important items of war

National security policy-making or policy-determining positions, the duties of which have the potential to cause exceptional or grave
damage to the national security

Investigative duties, the nature of which have the potential to cause exceptional or grave damage to the national security, such as
counterintelligence investigations

The adjudication, recommendation of adjudicative determinations, and/or granting of personnel security clearances

Duty on personnel security boards

Any other positions related to national security requiring the same degree of trust

SPECIFY:

For these positions, the final designation will always be Tier 3 (National Security); Skip steps 1b, 2 and 3 and go to Step 4, as
further determination of the potential impact on the efficiency or integrity of the service will not be necessary for the designation process.
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[ 1 Noncritical-Sensitive - Positions with the potential to cause damage to the national security, up to and including damage at the
significant or serious level. These positions include:

(1) Access to Secret, "L,” Confidential classified information
(2) Any other positions with the potential to cause harm to national security to a moderate degree (these positions do not rise to the
level of the positions listed above.) SPECIFY:

For Noncritical-Sensitive and Non-Sensitive positions, you must proceed with Step 1.B. before determining the final
position designation. 5 CFR part 731 requires an assessment of the public trust responsibilities of covered positions. Continue to step
1.B., since the final designation may be affected by the public trust requirements of the position. (For positions that are not in the
competitive service, agencies may also choose to assess the public trust duties to promote consistency in the investigative process.)

B. Suitability Requirements

Assessment of public trust responsibilities is required for covered positions. Read the position description and obtain any other necessary
information (e.g. management input) to determine if any of the following duties apply to the position. (The focus of this preliminary review
should be on the actual duties of the position rather than on the agency mission or the program in which the position is located.) Place a
check mark next to the duties that apply to the position. If any blocks are checked, go to Step 2. In Step 2 you will further evaluate the
position’s duties to determine the degree to which any misconduct could impact on the efficiency or integrity of the service. If none of the
duties listed apply, there are no other activities that demand a significant degree of public trust that are not specifically listed, and there are
no sensitive national security duties or clearance requirements (see A. above), go to step 4. The position will be designated as “Tier 1 (Low
Risk)” in Step 4.

[ 1 Government rulemaking, policy, and program responsibility (includes regulation or policy making, directing, implementing, advising)

[ ] Protection of the Nation’s borders, ports and/or critical infrastructures (includes border and port security and control, immigration and
customs services, telecommunications, utilities systems, air traffic systems, etc.)

[ ] Public safety and health regulation, enforcement, and protection

[ 1 Control, custody, physical protection and disposition of hazardous materials (e.g. biological select agents and toxins, chemical agents,
and nuclear or radiological materials)

[ ] Law Enforcement or criminal justice duties

[ 1 Physical security, controlling facility or information technology access, and/or involvement with arms, ammunitions, or explosives

[ 1 Investigation, oversight, and audits of government personnel, programs, and activities (includes access to complete investigative files)

[ 1Adjudication — suitability determinations, or the adjudication of other matters or claims with the potential to cause harm

[ 1 Protection of government funds (fiduciary responsibilities or other duties, such as developing statements of work, with the potential for
realizing significant personal gain)

[ ] Protection of government information technology systems (includes access to or processing of controlled unclassified information,
supervision or control of information technology systems, authority to bypass significant technical and operational security controls for
general support systems, or access to major applications — the scope of these duties exceed that of ordinary or routine computer use)

[ ] Protection of personal, private, controlled unclassified, or proprietary information (includes access to or processing of personal
information such as that protected by the Privacy Act (PA) of 1974, Freedom of Information Act (FOIA), financial data, government
information that is for “Official Use Only,” or privileged information involving the award of contracts, contractor proprietary
information, etc.)

[ ] Government service delivery, including customer service or public liaison duties

[ ] Other activities demanding a significant degree of public trust (Specify any other specific duties that are not otherwise covered):
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Step 2: Determine the potential impact of the position on the efficiency or integrity of the service (public trust).

In the Chart below, each row identifies a separate category of duties and degrees of potential damage from misconduct that could occur in a
position with duties in that category. For each category of duties, check the block under the appropriate degree of potential damage from
misconduct (e.g., automatic High-Risk condition, severe impact, moderate impact, limited impact, or not applicable (N/A) that best fits the
position’s responsibilities [at its full performance level]). Check only one block per row. If the category does not apply, mark “N/A.”

Note: At a minimum, supervisors or managers should be included at the same level as their employees, whether or not they personally
do the work described, since they hold responsibility for the outcome of the work.

Degree of Potential Damage from Misconduct
Duties
Automatic High-Risk Severe impact Moderate impact Limited impact N/A
Conditions
Government [ ] One or more of the [ 10One or more of the [ 1 One or more of the [ ] One or more of the [ 1]
rulemaking, following: following: following: following:
policy and e Senior management e Senior management duties or | ¢ Mid-level management ¢ Management duties with
program officials for key assignments that do not rise duties or assignments less than moderate
responsibility government programs, to the level of an automatic e Assists agency rule- impact on programs
the compromise of which High-Risk condition makers or policy ¢ Regulation or policy
could result in grave e Substantial responsibility for decision-makers for input is limited to
damage to the nation approving regulations and/or significant government contributing to working
e Direct involvement with rule-making agendas for programs in an groups or providing
diplomatic relations and significant government influential way technical input
negotiations programs e Responsible for
¢ Independent responsibility | e Sets policy for significant independent or semi-
for planning or approving government programs independent action with
continuity of government e Independent agency moderate impact on
operations spokesperson concerning efficiency and integrity
sensitive/controversial matters or the service
e Serves in advisory role to ¢ Significant public
senior agency officials who contact about important
complete one or more of the government programs
above duties
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Degree of Potential Damage from Misconduct

Duties
Automatic High-Risk Severe impact Moderate impact Limited impact N/A
Conditions
Protection of [ 1Any of the following when | [ ] One or more of the following: | [ ] One or more of the [ 1 The position has some [ ]

the Nation's
borders, ports,
and/or critical
infrastructures

the position involves major

and immediate responsibility

for, and the ability to act
independently without
detection to compromise or
exploit:

e The protection, control,
and safety of the Nation’s
borders and ports, or
immigration or customs
controls and/or policies

¢ Design, installation,
operation, or maintenance
of:

o Telecommunications
systems

o Utilities systems,
including, but not
limited to, water and
waste water
treatment

o Aircraft or air traffic
systems or facilities

o Any other critical
infrastructure
systems/ programs

Position has immediate and
significant responsibility for
border or port control,
immigration services, customs,
etc., but risk of compromise or
exploitation is effectively
controlled through
supervision, or other
monitoring techniques

Position has immediate and
significant responsibilities
associated with critical
infrastructures but risk of
compromise or exploitation is
effectively controlled through
supervision, or other
monitoring techniques

following:

e Position has moderate
responsibility for border
or port control,
immigration services,
customs, etc., but either
cannot act
independently or actions
are controlled through
close supervision, or
other monitoring
techniques

e Position has moderate
responsibilities
associated with critical
infrastructures but
actions are controlled
through close
supervision, or other
monitoring techniques

association with and/or
responsibility for protecting
the Nation's borders, ports,
and/or critical
infrastructures, but the
duties of the job are of a
limited nature or they are
carried out in such a way
that the risk of compromise
or exploitation is very
limited
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Degree of Potential Damage from Misconduct

Duties
Automatic High-Risk Severe impact Moderate impact Limited impact N/A
Conditions
Public safety [ ] Ability to independently [ 1 Major responsibilities [ ] Ability, alone or with [ ] Threat to American [ ]
and health damage public health and regarding significant public health | others, to compromise the public is controlled by
regulation, safety with devastating and safety regulation and health, or safety of the effective oversight or other
enforcement, results on a global scale enforcement matters, including American public to a controls or potential impact
and protection but not limited to food and water | moderate degree is limited in scope
supplies, environmental and
occupational safety,
transportation systems, etc. and
the ability to independently
compromise the health, or safety
of great numbers of the American
public to a serious degree
Control, [ ] One or more of the [ ] Responsible for custody, [ ] Ability, alone or with [ ] Threat to American [ 1]
custody, following: physical protection, and others, to compromise the public is negligible due
physical e Ability to independently disposition of hazardous materials | health, safety, or security to combined effective

protection and
disposition of
hazardous
materials

(e.g. biological
select agents
and toxins,
chemical
agents, and
nuclear or
radiological
materials)?

compromise or exploit
biological select agents
and toxins, chemical
agents, nuclear or
radiological materials, or
other hazardous
materials the compromise
of which could cause
grave impact on the
health, safety and/or
security of the American
public.

Ability to independently
compromise or exploit
the nation’s nuclear,
radiological, chemical or
biological defense.

or strategic materials that are
components/precursors of
weapons of mass destruction, the
compromise of which could cause
severe impact on the health,
safety and/or security of the
American public.

of the American public to a
moderate degree

procedural, physical, and
oversight processes applied
in such a way as to
minimize or eliminate the
potential for compromise
introduced through
employee

negligence, malfeasance or
deliberate intent.

2 In determining the “Degree of Potential Damage from Misconduct,” the particular nature and volume of hazardous materials involved must be
weighed against the relative potential impact possible from their misuse. If unsure how to evaluate these factors, consult the appropriate agency
subject matter expert.

6
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Degree of Potential Damage from Misconduct

Duties
Automatic High-Risk Severe impact Moderate impact Limited impact N/A
Conditions
Law [ ] Conducts criminal [ 1One or more of the [ 1One or more of the [ ] Criminal justice orlaw | [ ]
enforcement investigations concerning following: following: enforcement duties that do
or criminal highly sensitive criminal e Scope of authority is very e Scope of authority is not require possession and

justice duties

matters, the compromise of
which could cause grave
damage to the Nation

broad (full arrest authority
within a large jurisdiction)
Regular possession and use of
a firearm in an open,
uncontrolled environment
(e.g., in a large jurisdiction;
work environment has no
physical boundaries)
Conducts criminal
investigations

Responsible for criminal
justice matters involving
sensitive or controversial
matters

extensive, but arrest
authority is within a
small jurisdiction

e Use/possession of a
firearm within a small
jurisdiction

e Conducts criminal
investigations
concerning routine
matters

e Exercises custodial
control over inmates,

detainees, suspects, etc.

e Monitors or supervises
individuals in the
custody of a criminal
justice system or
process, i.e., probation
or parole officers, etc.

use of a firearm and/or
authority is very limited in
nature
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Degree of Potential Damage from Misconduct

Duties
Automatic High-Risk Severe impact Moderate impact Limited impact N/A
Conditions
Physical [ ] One or more of the [ 1One or more of the [ 1One or more of the [ ] One or more of the [ ]
security, following: following: following: following:
controlling e Direct, unrestricted control | ¢ Responsibility for identity e Access to moderate e Access to limited
facility or over supplies® of arms, vetting and/or access to supplies of arms, supplies of arms,
information ammunition, or explosives materials for producing ammunition, or ammunition, or
technology e Control over any weapons credentials and badges explosives explosives
access, and/or of mass destruction e Access or control over large e Access to or controlling e Security guard positions
involvement ¢ Unlimited access to and/or supplies of arms, ammunition, access to priority not requiring
with arms, controlling access to or explosives with limited resources or property, use/possession of a
ammunition, designated restricted controls to minimize risk whether designated as a firearm or involved in
or explosives areas/ property that e Limited access to and/or restricted area or not controlling access to
maintain SCI, TS, TS SAP controlling access to restricted areas
or Q information and/or designated restricted
operations areas/property that contains
Secret (including Secret SAP),
Confidential, and L
information and/or operations
Investigation, [ ] Conducts internal and/or | [ ] One or more of the [ ] Conducts internal [ ] Conducts or assists in [ ]
oversight, and | external investigations, following: and/or external non- conducting Government
audits of inquiries, or audits e Conducts internal and/or criminal investigations, investigations, inquiries, or
government concerning highly sensitive or external investigations, inquiries, or audits, the audits of a routine nature,
personnel, controversial matters, the inquiries, or audits concerning | outcome or compromise of | but has limited authority for
programs, and | compromise of which could sensitive or controversial which could cause independent action
activities cause grave harm to the matters (for example, Office moderate harm

Nation (for example,
counterintelligence
investigations)

of Inspector General
investigations)

Any other investigative or
oversight/auditing duties, the
outcome or compromise of
which could cause severe
harm

® The size of the supply (large, moderate, and limited) is relative to the potential damage which could be inflicted through its misuse. Therefore,
there is more to consider than just the physical mass of the supply. If unclear how to evaluate the size of the supply, seek management input.
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Degree of Potential Damage from Misconduct

Duties
Automatic High-Risk Severe impact Moderate impact Limited impact N/A
Conditions
Adjudication — | [ ] Makes or recommends [ 1One or more of the [ 1One or more of the [ ] Adjudicates other [ ]
suitability final suitability determinations | following: following: matters and claims where

determinations,
or the
adjudication of
other matters
or claims

for positions at the highest
levels, or adjudicates other
matters, the nature of which
could cause grave harm to
the Nation

Adjudicates sensitive or
controversial matters and
claims, the outcome or
compromise of which could
cause severe harm to the
health, safety, or financial
security of large numbers of
the American public, or to the
mission of the underlying
Government program, its
fairness, efficiency, and
integrity

Makes or recommends final
suitability determinations for
agencies and positions the
nature of which could cause
harm to the Nation

Adjudicates other
matters and claims, the
outcome or compromise
of which could cause
moderate harm to the
health, safety, or
financial security of
individuals affected by
the adjudication, or to
public trust in the
underlying Government
program

Adjudicates suitability of
positions at the low risk
levels or acts in a
support capacity with
regard to adjudication

there is limited potential for
harm and/or limited
authority for independent
action
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Degree of Potential Damage from Misconduct

Duties
Automatic High-Risk Severe impact Moderate impact Limited impact N/A
Conditions
Protection of [ ] One or more of the [ 1One or more of the [ 1One or more of the [ ] One or more of the [ ]

government
funds®

following:

e Obligates, expends,
collects or controls
revenue, funds or items
with monetary value in
excess of $50 million

e Procures (or secures
funding for) goods and/or
services with monetary
value in excess of $50
million annually, with the
potential for devastating
impact on government
programs or operations

following:

Obligates, expends, collects or
controls revenue, funds or
items with monetary value in
excess of $10 million, but less
than $50 million annually
Audits or analyzes budgets or
other financial records, the
compromise of which could
cause significant impact on
government programs or
operations

Procures (or secures funding
for) goods and/or services
with monetary value in excess
of $10 million, but less than
$50 million, annually, with
potential for significant impact
on government programs or
operations

following:

e Obligates, expends,
collects or controls
funds or items with
monetary value over $1
million, but under $2
million, annually, where
no controls or oversight
are in place to limit
potential impact; or $2
million to $10 million
annually

e Audits or analyzes
budgets or other
financial records, with
potential for moderate
impact on government
programs or operations

Procures (or secures

funding for) goods and/or

services with monetary
value exceeding $2 million,
but less than $10 million,
annually, the compromise
of which could cause
moderate impact on
government programs or
operations

following:

e Obligates, expends,
collects or controls
funds or items with
monetary value of less
than $2 million, but
only when meaningful
controls are in place to
monitor the process
and detect abuse;
Otherwise, value may
not exceed $1 million

e Audits or analyzes
budgets or other

financial records, with
potential for limited
impact on government
programs or operations

e Procures (or secures
funding for) goods
and/or services with
monetary value less
than $2 million annually
the compromise of
which could cause
limited impact on
government programs
or operations

* If the dollar amount associated with fiduciary duties is unknown, obtain sufficient information about the responsibilities of the position, including
the level of authority, the scope of impact, and the potential to realize personal gain, to establish whether the risk is severe, moderate, or limited.
(For example, some considerations might include the scope of contracts funded, the extent of operations a budget affects, whether the individual
will have signature authority to obligate funds, etc.)
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Degree of Potential Damage from Misconduct

Duties
Automatic High-Risk Severe impact Moderate impact Limited impact N/A
Conditions
Protection of [ ] Significant involvement [ 1One or more of the [ 1One or more of the [ ] Automated access to [ ]
government in life-critical/mission-critical following: following: or processing of sensitive
information systems in such a way that e Develops/directs/ e Work carried out under but unclassified
technology compromise or exploitation implements/administers technical review of a information/controlled
systems® would result in loss of lives or agency computer security higher authority that unclassified information

shut down or otherwise cause
grave damage to essential
government operations or
National infrastructure

programs, including risk
analysis/threat assessment
without technical review
Disburses or authorizes
disbursement of $10 million
per year or greater from
computer systems

Major responsibility for the
direction, planning, design,
testing, maintenance,
operation, monitoring, and/or
management of systems
hardware or software
Automated access to a system
during operation or
maintenance or preparation of
data for entry into a computer
system in any way that
creates high risk for causing
severe damage or realizing
significant personal gain (for
example, the ability to
independently manipulate
data)

involves direction,
planning, design,
operation, testing,
maintenance, or
monitoring of a
computer system

e Automated access to or
processing of
information systems
that in any way creates
moderate risk for
causing damage or
realizing moderate
personal gain

e Disburses or authorizes
disbursement of less
than $10 million from
computer systems

that is limited in scope or
adequately controlled
through significant
monitoring and/or other
methodology to oversee
use and minimize risk

> Includes access to or processing of controlled unclassified information, supervision or control of information technology systems, authority to
bypass significant technical and operational security controls for general support systems, or access to major applications. The scope of these
duties exceed that of ordinary or routine computer use.
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Degree of Potential Damage from Misconduct

Duties
Automatic High-Risk Severe impact Moderate impact Limited impact N/A
Conditions
Protection of [ ] Unlimited access and [ ] Unlimited access and control | [ ] Access to personal, [ ] Access to personal, [ ]
personal, control over personal, over personal, private, private, proprietary, or private, proprietary, or
private, private, proprietary, or proprietary, or controlled controlled unclassified controlled unclassified
controlled controlled unclassified unclassified information, the information, the information, the
unclassified or | information, the unauthorized | unauthorized disclosure of which unauthorized disclosure of unauthorized disclosure of
proprietary disclosure of which could could cause severe damage to which could cause which could cause limited
information cause grave damage to the the integrity or efficiency of the moderate damage to damage to individuals,
(including PA integrity or efficiency of the service and/or cause severe harm | individuals, business business entities, or
and FOIA, service and/or cause grave to individuals or business entities, | entities, or government government programs or
etc.) harm to individuals or or government programs or programs or operations operations or any potential
business entities, or operations damage is limited to the
government programs or local level
operations nationwide to
worldwide
Government [ ] Duties involve customer [ ] Duties involve customer [ ] Duties involve customer | [ ] Duties involve customer | [ ]
service service responsibilities and/or | service responsibilities and/or service responsibilities service responsibilities
delivery, public liaison that could cause | public liaison that could cause and/or public liaison that and/or public liaison that
including grave damage to individuals, | severe damage to individuals, could cause moderate could cause limited damage
customer business entities, or business entities, or government | damage to individuals, to individuals, business
service and government programs or programs or operations business entities, or entities, or government
public liaison operations nationwide or government programs or programs or operations
worldwide operations
Other activities | [ ] Explain: [ ] Explain: [ ] Explain: [ ] Explain: [ ]

demanding
public trust
(describe
unique factors,
considerations
not previously
accounted for)
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Duties

Degree of Potential Damage from Misconduct

Automatic High-Risk
Conditions

Severe impact Moderate impact Limited impact

N/A

If any block in this
column is checked, skip
step 3 and go to step 4.
The position will be
designated as Tier 3,
“High Risk”

Total blocks checked in this | Total blocks checked in | Total blocks checked in

column: this column: this column:
X50 = X15 = X1=

Total Risk Points

Add totals from all three columns above
(go to step 3 and enter this number in the chart)
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Step 3: Point adjustment for program designation and level of supervision.
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In the Chart below, choose the appropriate adjustment value for the scope of program impact and the level of related

controls from the Total Risk Points identified in step 2. (Only one column will apply)

Enter the Total Risk
Points from Step 2
into the appropriate
column

(50 and above)

(16 to 49)

(15 and under)

Adjustment for
Scope of Program
and Correlation to
Extent of Impact
(see definitions)

[ ] Worldwide or government-
wide impact — no change

[ ] Multi-agency impact —
subtract 5 points

[ ] Agency impact — subtract 15
points

[ ] Worldwide or government-wide
impact — add 15 points

[ ] Multi-agency impact — no
change

[ ] Agency impact — subtract 10
points

[ ] Worldwide or government-wide impact
—add 15 points

[ ] Multi-agency impact — add 5 points

[ ] Agency impact — subtract 5 points

Worldwide/Government-wide Scope: Program operations have potential to affect the entire government or have
global implications. Misconduct would have potential for a national to international impact of a broad nature on the United
States government or other countries and/or the individuals or private entities affected by the Government.
Multi-agency Scope: Program operations affect more than one agency. Misconduct would have potential to impact
multiple government agencies, and/or the individuals or private entities affected by those agencies.

Agency Scope: Program operations affect only one agency. Misconduct would have potential for a local impact on the
agency, and/or the individuals or private entities affected by the agency.

Adjustment for
level of
supervision or
other controls

[ ] Limited or no supervision -
ability to act independently in
almost all areas almost all of the
time — no change

[ ] Periodic, ongoing review —
ability to act independently a lot of
the time — subtract 5 points

[ ] Close technical supervision —
ability to act independently
infrequently — subtract 15 points

[ ] Limited or no supervision - ability
to act independently in almost all
areas almost all of the time — add 15
points

[ ] Periodic, ongoing review — ability
to act independently a lot of the time
- no change

[ ] Close technical supervision —
ability to act independently
infrequently — subtract 10 points

[ ] Limited or no supervision - ability to act
independently in almost all areas almost all
of the time — add 15 points

[ ] Periodic, ongoing review — ability to act
independently a lot of the time —add 5
points

[ ] Close technical supervision —ability to
act independently infrequently — subtract
5 points

Final Adjusted
Risk Points

Total:

Total:

Total:
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Step 4: Final Position Designation and Investigation.

Use the following chart to determine the final position designation and required investigation. Note that for those positions
designated as “"Non-Sensitive” (no clearance or other sensitive national security duties) or "Noncritical-Sensitive” (duties with
potential to cause damage to the national security, up to and including damage at the significant or serious level, including, but
not limited to, access to classified material at the Secret, Confidential, or “L” level), the over-riding consideration in the final
designation will depend on the designation level associated with the public trust responsibilities of the position.

Designation National Security Suitability

Level . L. .. L
Positions Covered Investigation | Form Positions Covered Investigation Form

Requires eligibility for access to
classified material at the SCI/TS
SAP/TS/"Q” level, or duties have
potential for exceptionally grave or
inestimable damage to National
Security

“Special-Sensitive” “Critical-
Sensitive”

OR

Position has the potential to cause
damage to the national security, up to “High Risk"
and |n_clud|ng damage at th(_e significant SSBI SF 86 _ _ BI SF 85P
or serious level and/or requires 50 or more Final Adjusted
eligibility for access to classified Risk Points

material at the Secret, Confidential, “L"
level

“Noncritical-Sensitive”

Tier 3

AND

50 or more Final Adjusted Risk Points
(Suitability)
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Position has the potential to cause ANACI for
damage to the national security, up to Federal
and including damage at the significant Employees
or serious level and/or requires " i
eligibility for access to classified NACLC for Moderate Risk
material at the Secret, Confidential, “L" Contractor
Tier 2 n - ikl SF 86 MBI SF 85P
level, “Noncritical-Sensitive ) . .
16 to 49 Final Adjusted Risk
OR Points
“Noncritical-Sensitive” AND 16 to MBI
49 Final Adjusted Risk Points
. No clearance or other sensitive national
Tier 1 : )
security duties
Note: Identity Non-sensitive
verification ] . . . “Low Risk”
under HSPD-12 (NOTE: The Final Adjusted Risk
; Points will dictate the final NACI SF 85 . . NACI SF 85
occurs at this . A . 15 and under Final Adjusted
investigative requirement for Non- ; .
level, unless the - . . Risk Points
osition requires Sensitive positions. If these points
pOs exceed 15, refer to Tiers 2 & 3
a higher level of e h B lian 17 N
. A under “Suitability” to determine
investigation. . . i
the required investigation.)
Designator Notes/Justification/Comments:
Designator’s Signature: Date:
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TEAM Ramstein WANTS YOU!!



SPECIAL EMPHASIS PROGRAM OPPORTUNITIES AVAILABLE

	

· Promote Affirmative Employment

· Experience personal growth and development

· Promote Job Fairs

· Advance partnerships with the community

· Reengineer programs to improve the use of civilian human resources, solve problems and enhance program effectiveness

· Negotiate solutions, changes and actions in order to effect positive Equal Opportunity Employment





This is a collateral duty – as a TEAM Ramstein volunteer, you’ll be asked to dedicate 10 percent of your duty time to performing Special Emphasis Program duties.





The vacancies are for the following:



1. NATIVE AMERICAN’S PROGRAM MANAGER (PROJECTED VACANCY)

1. PEOPLE WITH DISABILITIES PROGRAM MANAGER

1. HISPANIC EMPLOYMENT PROGRAM MANAGER

1. FEDERAL EMPLOYEES WOMEN PROGRAM MANAGER

1. ASIAN-PACIFIC EMPLOYEES PROGRAM MANAGER

1. AFRICAN-AMERICAN EMPLOYEES PROGRAM MANAGER



How to Apply:

In order to be considered under this announcement, please email Ms. Regina Vormstein,       86 FSS/FSPC-A.  In addition, the attached Supervisory Statement of Support must be submitted to Ms. Vormstein.





If you have any questions, please contact Ms. Regina Vormstein, 86 FSS/FSPC-A, at DSN 480-2033 or at Regina.Vormstein@ramstein.af.mil































STATEMENT OF SUPERVISORY SUPPORT





Employee Name:_________________________________________________





If selected, I understand the employee listed above will be performing Special Emphasis Duties on a collateral basis.  



I understand this may involve the employee going TDY, as well as attending on-base and off-base functions.  



I understand the duties will involve no more than 20 percent of the employee’s duty time and that the employee’s workload related to regular duties will need to be adjusted.  



I fully support and will make the necessary accommodations so the employee listed above can perform the collateral duties assigned as a Special Emphasis Program Manager.





__________________________      			______________________

Supervisor’s Signature					Date







I understand that I will be responsible for performing my regular and recurring duties, in addition to the collateral duties assigned to me as a Special Emphasis Program Manager.  



I further understand that my supervisor will adjust the workload of my regular duties to accommodate my responsibility to perform as a Special Emphasis Program Manager during 20 percent of my duty time.





__________________________				______________________

Employee’s Signature					Date


_1373104165.doc
TALKING PAPER
ON
INPLEMENTATION OF THE POSITION DESIGNATION AUTOMATED TOOL 

The purpose of this talking paper is to provide general information regarding the Implementation of the Position Designation Automated Tool, which is to be immediately implemented for new and vacant positions.  The Tool provides a standardized method for assigning position sensitivity designations, a management responsibility, based on suitability risk levels and national security position criteria in accordance with title 5 Code of Federal regulations, sections 731 and 732.


- Required usage of the Tool

-- 
All positions in the competitive service, excepted service (where the incumbent can be noncompetitively converted to the competitive service, and career appointments in the Senior Executive Service.



--Ensures consistent position sensitivity designation determinations, capture documentation/rationale behind those determinations, and identify the background investigation required of the position.


--
The Tool and information on position sensitivity determinations can be found at OPM’s website: http://www.opm.gov/investigate/resources/position/index.aspx

-   Steps to Designation 

--
The position description and any other supplemental information (e.g. management and security office input) must be carefully evaluated to assess the nature of the position.


--  
OPM guidance outlines the four-step process and provides information on how the Human Resources Offices should capture the sensitivity designation in the Defense Civilian Personnel Data System (DCDPS).

--   Based on the selections made in Steps 1 through 3, the Tool will assign Tier 1/2/3 under “Designation Level,” Non-Sensitive/Non-Critical Sensitive/Critical-Sensitive/Special-Sensitive for National Security or Low Risk/Moderate Risk/High Risk for Suitability under “Positions Covered,” NACI/ANACI/NACLC/MBI/SBI under “Investigation,” and SF85/SF85P/SF86 under “Form”.

--
You must print a copy of the summary to document the designation.  The summary should be signed, dated, and maintained in accordance with instructions from the servicing HR office.



RECOMMENDATION:  None.  For information purposes only.   


Ms. Tammy L. Van Keuren /AF/A1PC/DSN 604-8134/26 May 2011





_1373104163.pdf
= l._!n_l' 'H_,'_.,-_. .

N0 HR Advisory Number: 2010-71
g & AFPC/DPIECA
: Date: 16 Sep 2010

Force Personnel Center - Program Management and Evaluation Branch

Send questions or comments to: AF.ProgMgmtEvalBr@randolph.af.mil

Civilian Human Resources Website HR Advisory Website Subscribe/Unsubscribe

SUBJECT: Department of Defense (DoD) Guidance - Reservist Differential Pay Implementation Update

The purpose of this advisory is to provide information on reservist differential pay. This entitlement is reflected
in the Omnibus Appropriations Act of 2009 (Public Law 111-8, March 11, 2009) and 5 U.S.C. 5538.

The Office of the Under Secretary of Defense Memo dated June 14, 2010 (“Implementation of Reservist
Differential under 5 U.S.C. 5538,” attached) advises that this benefit became effective for specific employees on

15 Mar 2009.

This guidance requires agencies to pay eligible Federal civilian employees a reservist differential if they are
members of the Reserve or National Guard who are called or ordered to active duty and are:

a. absent from employment with the Federal Government because they are ordered to perform active duty
in the uniformed services for a contingency operation under a provision of law referred to in 10 U.S.C.
101(a)(13)(B) (such service must be under one of the following authorities: 10 U.S.C. 331, 10 U.S.C. 332,
10 U.S.C. 333,10 U.S.C. 688, 10 U.S.C. 12301(a), 10 U.S.C. 12302, 10 U.S.C. 12304, 10 U.S.C. 12305, or

10 U.S.C. 12406)
AND

b. entitled to reemployment rights under the Uniformed Services Employment and Reemployment Rights
Act (38 U.S.C. 43) for such active duty.

The intent is to ensure entitled Federal workers called to active duty do not lose pay and are made whole by
paying the difference between their active-duty military pay and civilian basic pay (which includes locality pay).

The Department of Defense has established a payment process to ensure actions are processed by date of
deployment and in a consistent fashion across components. In summary:

a. Reserve Affairs for each component works with the Civilian Personnel Management Service (CPMS) to
pull listings of deployed members and provide to the Defense Finance and Accounting Service (DFAS).
The listing is pulled in order of date of deployment.

b. DFAS reconciles the military and civilian pay amounts, determines the dollars owed to the member, and
returns the listings, accompanied by a reconciliation spreadsheet for each member, to CPMS.

c. Air Force receives the reconciliation spreadsheet, and requests that the Civilian Personnel Section
(CPS) submit a DFAS Remedy Ticket to request the payment for each member.

Because implementing guidance was not published until 14 Jun 10, there is currently a backlog in the
processing of these payments. Both DFAS and CPMS are working to improve and streamline the process to

facilitate faster processing.
Additional information on this topic may be found at Office of Personnel Management - Reservist Differential,

and in OPM Director John Berry’'s Reservist Differential Implementation Update.

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

FOR OFFICIAL USE ONLY
lofl



https://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/ps_product.php?pid=3354

https://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/ps_site_map.php?pid=3354&cid1=3387&cid2=3419

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

http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t05t08+571+0++%28%29%20%20AND%20%28%285%29%20ADJ%20USC%29%3ACITE%20AND%20%28USC%20w%2F10%20%285538%29%29%3ACITE%20%20%20%20%20%20%20%20%20

http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t09t12+41+1++%28%29%20%20AND%20%28%2810%29%20ADJ%20USC%29%3ACITE%20AND%20%28USC%20w%2F10%20%28101%29%29%3ACITE%20%20%20%20%20%20%20%20%20

http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t09t12+41+1++%28%29%20%20AND%20%28%2810%29%20ADJ%20USC%29%3ACITE%20AND%20%28USC%20w%2F10%20%28101%29%29%3ACITE%20%20%20%20%20%20%20%20%20

http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t37t40+958+0++%28%29%20%20AND%20%28%2838%29%20ADJ%20USC%29%3ACITE%20AND%20%28USC%20w%2F10%20%2843%29%29%3ACITE%20%20%20%20%20%20%20%20%20

http://www.opm.gov/reservist/

http://www.chcoc.gov/Transmittals/TransmittalDetails.aspx?TransmittalID=2932





OFFICE OF THE UNDER SECRETARY OF DEFENSE

4000 DEFENSE PENTAGON
WASHINGTON, D.C. 20301-4000

JUN 14 2010

PERSONNEL AND
READINESS

MEMORANDUM FOR: SEE DISTRIBUTION

SUBJECT: Implementation of Reservist Differential under 5 U.S.C. 5538

The zttached Department of Defense (DoD) guidance implements section 5538, of
title 5, United States Code. Under 5 U.S.C. 5538, the Department of Defense must pay a
reservist dif ‘erential payment to eligible DoD civilian employees who are members of the
Reserve or National Guard called or ordered to active duty under certain provisions of
law.

On March 11, 2009, 5 U.S.C. 5538, Nonreduction in Pay While Serving in the
Uniformed Services or National Guard was enacted. This law was later amended by
section 745 of the Consolidated Appropriations Act of 2010 on December 16, 2009. The
Office of Personnel Management (OPM) issued initial implementing guidance on
December 8, 2009, and later revised the guidance on January 8, 2010.

The zttached guidance serves as a supplement to the implementing guidance
issued by O°M, and provides direction for processing payments from the date of this
memo forward, as well as for processing retroactive differential payments back to March
15, 2009.

This memorandum is effective immediately.

Marilee F itzg%i(

Acting Deputy Under Secretary
Civilian Personnel Policy








DISTRIBUTION: ASSISTANT G-1 FOR CIVILIAN PERSONNEL POLICY
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Initial Implementing Guidance
Regarding Reservist Differential under 5 U.S.C. 5538

Note: This guidance supplements information provided by the Civilian Personnel
Managemert Service Human Resources Business, Information, and Technology
Solutions (FHR-BITS) staff on May 18, 2010.

1. Overview

a. Under 5 U.S.C. 5538, the Department of Defense (DoD) must pay a reservist
differential payment to eligible DoD civilian employees who are members of the
Reserve or National Guard called or ordered to active duty under certain specified
provisions of law. The differential payment will be equal to the amount by which
an employee’s projected civilian basic pay for a qualifying period exceeds the
employee’s actual military pay and allowances allocable to that pay period as
defined in Appendix D of the Office of Personnel Management’s (OPM) Agency
Implementation Guidance, dated January 8, 2010. This differential amount will be
reduced if an employee uses paid civilian leave. Non-pay days in the military
posit on will also reduce the differential amount.

b. Section 5538 became effective on the first day of the first pay period beginning on
or afier March 11, 2009, however, OPM did not issue guidance to Federal
agencies until December 8, 2009. The guidance was revised January 8, 2010, to
incorporate changes to the law in section 745 of Pubic Law 111-117.

c¢. This implementing guidance provides direction for processing payments from the
date of this issuance forward, as well as for processing retroactive differential
payments back to March 15, 2009. As DoD refines its procedures for processing
payments under this authority, further implementation guidance may be issued.

2. Eligibility

a. A reservist differential under section 5538 is payable to an employee for
a quelifying period during which the employee meets both of the following
cond tions:

1) An employee is absent from a Federal civilian position in order to perform
active duty in the uniformed services pursuant to a call or order to active duty
under a provision of law referred to in 10 U.S.C. 101(a)(13)(B), and is serving
on such active duty under one of the following authorities:

1.10 USC 331







2.10 USC 332

3.10 USC 333

4.10 USC 688

5.10 USC 12301(a)
6.10 USC 12302
7.10 USC 12304
8.10 USC 12305
9.10 USC 12406; and

2) Tae employee is entitled to reemployment rights under the Uniformed
Services Employment and Reemployment Rights Act (USERRA — 38
U.S.C. chapter 43) for such active duty.

3. Processing Current Payments. The following steps are applicable when processing
Reserve Differential payments.

a. SUBMIT COPY OF ACTIVATION ORDERS TO HUMAN RESOURCES
OFFICE (Employee Responsibility). The civilian employee is responsible for
providing a copy of his/her activation orders at least 4 weeks prior to the
scheduled date of deployment and any modified or amended orders thereafter.

The orders may be presented to the employee’s administration office or directly to
the Fuman Resources Office (HRO). If submitted to the administration office, the
orders should be sent to the HRO with the Request for Personnel Action,
requesting that the employee be placed in an Absent-US status (formerly LWOP-
US), with Nature of Action 473. If the employee does not submit a copy of the
activation orders at least four weeks prior to activation, the scheduled reservist
differential payment date may be delayed. A copy of the activation orders must be
retained in the employee’s Official Personnel Folder.

b. DETERMINE EMPLOYEE ELIGIBILITY FOR RESERVE
DIFFERENTIAL (HR Professional Responsibility). The HR Professional will
review the activation order and determine the employee’s entitlement for a
reservist differential using the criteria identified in 2.a. of this guidance.

If the order/call to active duty is under an authority other than one of the nine
listec identified in section 2.a. of this guidance, the employee is not eligible for
reservist differential.

If the employee chooses Separation-US (NOA 353) instead of Absent-US, he/she
is no: eligible for reservist differential. regardless of the authority used to call or
order the employee to active duty. The employee should be advised of this before
finalizing any decision to separate, vice going on Absent-US. If the employee







separates from his or her civilian position while in an Absent-US status, reservist
differential eligibility will cease on the effective date of the separation.

. INPUT ACTION INTO DCPDS (HR Professional Responsibility). All actions
that place an employee in an Absent-US status must be processed through the
Defense Civilian Personnel Data System (DCPDS). When processing such an
action for employees who are eligible for reserve income differential, use Nature
of Action 473 and two Legal Authority Codes (LACs): Q3K and QRD. LAC
QRD is a new code, which was available for use in DCPDS as of March 28, 2010.
See tae Guide to Processing Personnel Actions (GPPA), Chapters 15 & 16, for
instructions on documenting placement in Absent-US.

. SUBMIT INFORMATION TO THE DEFENSE FINANCE AND
ACCOUNTING SERVICE (DFAS) (HR-BITS Responsibility).

HR-BITS staff will generate monthly reports from DCPDS identifying those
employees who: 1) were newly placed in an Absent-US (NOA 473) status with
LAC Q3K and QRD, 2) have been and still are currently activated, and 3) have
been returned to civilian status (NOA 292). These reports will be forwarded to
DFAS monthly, on the last Thursday of each month following the month for
whic1 the data was collected.

. RECONCILE MILITARY AND CIVILIAN PAY AMOUNTS (DFAS
Responsibility). DFAS staff will reconcile civilian and military pay records for
those employees identified on the spreadsheets sent to them by HR-BITS. DFAS
will cubmit a report to HR-BITS that details for each employee the military and
civilian pay amounts and the differential, if any, that needs to be processed. That
data ‘will then be provided by HR-BITS to Components for further distribution to
HR roints of contact for processing.

PROCESSING PAYMENT (HR Professionals Responsibility). Upon receipt
of the spreadsheet with the reservist differential amount that must be paid, the HR
Professional will follow the instructions in the accompanying Personnel/Payroll
Inter ‘ace Workaround document for processing a remedy ticket.

. TERMINATING PAYMENTS UPON COMPLETION OF ACTIVATION
ORDERS (HR Professional Responsibility). Upon return to duty of the reservist
who is entitled to a differential, the HR Professional processes a Return to Duty
(RTD) action, NOA 292, with LACs, Q3K and QRD. (NOTE: You may have
employees who left on LWOP-US (now Absent—US) before this 2™ LAC was
available, but return after it is available. Do use QRD for the NOA 292 if the
order/call to active duty was involuntary, even if QRD was not on the NOA 473
action). Upon the employees’ return, a reconciliation of their military/civilian pay,
over the entire time they were activated, will be conducted. Roles/responsibilities







and processes for conducting this reconciliation are still being finalized. The
employee must be made aware that given the complexities of this process, the
recorciliation process may result in a change in differential amount received,
whica could result in determination of an overpayment that would be subject to
normal debt collection procedures or result in a correction of an underpayment.
The employee should provide a copy of their DD 214 form to confirm the active
duty end date.

4. Record ¢f Payment.

Paymient of a reservist differential will appear in the Current Earnings block of the
civilian Leave and Earning Statement as “RSV/STF DIFF.”

5. Back Pav Interest.

Interest on retroactive reservist differential payments began accruing February 14,
2010. For current and ongoing reservist differential payments, a reservist
differential is considered due and payable on a scheduled date that is no later than
8 we:zks (4 biweekly pay periods) after the normal civilian salary payment date for
a given pay period. (See OPM Guidance Section VII, C)

6. Informing Emplovees.

Emp oyees should be informed of this new differential payment and provided the
Frequently Asked Questions (FAQ’s) supplementing this guidance.

7. Processing Retroactive Differential Payments

a. Section 5538 became effective on the first day of the first pay period beginning on
or afier March 11, 2009; final implementing guidance was not issued until January
2010. Accordingly, there are a number of retroactive claims that will need to be
processed.

b. Retroactive payments for reservist differential for most employees who were in a
LWQOP-US status sometime during the period March 15, 2009 through April 24,
2010 have been or are in process.

c. To ensure no employee was erroneously omitted from this centralized process,
HRCs should notify civilian employees who have been activated during/since
March 15, 2009 to ensure they are aware of this new entitlement.







d. The centralized process for identifying those eligible for retroactive payments and
the amount they were to be paid follows:

1) DCPDS was queried to identify those employees who were in an LWOP-US
status (now called Absent-US) anytime during the March 15, 2009-April 24,
2010 timeframe.

2) Thae DCPDS employee listing was sent to the staff of the Office of the
Assistant Secretary of Defense for Reserve Affairs (RA), who reviewed the
listing to further identify those employees who were activated under one of the
eligible authority codes.

3) A spreadsheet of those employees who were identified as being called/ordered
tc active duty under an eligible authority code was forwarded to DFAS.

4) DFAS pulled military and civilian records for identified employees and
compared actual military pay and allowances and the applicable projected
civilian basic pay. Those employees who earned less military pay and
allowances than what they would have received in their civilian position (as
determined in accordance with OPM guidance) were determined to be entitled
tc a reservist differential payment.

5) DFAS annotated the spreadsheets with the amount of differential, if any, due
tt e employee and returned the sheet to HR-BITS.

6) HR-BITS distributed/will distribute the spreadsheets to the Component for
subsequent distribution to the owning HR processing office for processing of
payment.

7) HR processing office processes payments through a remedy ticket process.
Instructions for completing the remedy ticket are provided in the
Pzrsonnel/Payroll Interface Workaround that accompanies the distributed
spreadsheets.

8) Upon submission of the remedy ticket to payroll, HR processing office retains
the spreadsheet containing the affected employees, the amount(s) of
d fferential as determined by DFAS, and the time period for the payments.
NOTE: there may be multiple time periods and varying amounts for a single
irdividual, depending on changes in either military or civilian pay and/or usage
o’ paid leave (military, annual, holiday, comp time, time-off award, etc.) taken
while Absent-US.







9) Civilian employees who were in an LWOP-US status as of March 15, 2009
should submit a copy of their activation orders (if they have not done so
already) to their servicing HRO to be retained in their Official Personnel File
(OPF).

ADDITIONAL INFORMATION
The Office of Personnel Management- Policy Guidance, Summary Description, and
Implementation Guidance can be found by visiting: http://www.opm.gov/reservist/







Reservist Differential FAQ’s for DoD Employees

1. Q: What is a reservist differential?

A: A reservist differential under the 5 U.S.C. 5538, is a payment equal to the amount
by which ar employee’s projected civilian basic pay for a specified pay period exceeds
the employee’s actual military pay and allowances allocable to that pay period, and is
paid to eligible Federal civilian employees who are members of the Reserve or National
Guard called or ordered to active duty under certain provisions of law.

2. Q: How do I know if I am eligible for this payment?

A: Ifyou are absent from a DoD civilian position in order to perform active duty in
the uniformed services, and your activation orders identify one of the following as your
call or order to active duty:

1.10 USC 331
2.10USC 332
3.10 USC 333
4.10 USC 688
5.10 USC 12301(a)
6.10 USC 12302
7.10 USC 12304
8.10 USC 12305
9.10 USC 12406

3. Q: What if my activation orders do not specify the call or order to active duty
authority code?

A: You will need to go back to your reserve unit and ask for amended orders that
clearly state the call or order to active duty. This will be the only way your civilian
servicing HRO will be able to determine whether you are eligible for a reservist
differential.

4. Q: If I 2m eligible for this payment will I receive a differential payment each pay
period I am: deployed?

A: No. You will only receive a differential payment for pay periods in which the
actual military pay and allowances you received (as defined in Appendix D of the OPM







guidance) is less than the projected civilian pay you would have received for that same
period if not for the call or order to active duty.

5. Q: Will my civilian LES have a remark so I will know if I have received a
differential payment?

A: For row, the civilian LES will display “RSV/STF DIFF” in the Current Earnings
block.

6. Q. Will the use of paid civilian leave impact my differential payment?

A. Yes. You will not receive a differential payment for any period in which you use
paid civiliar leave of any kind (military leave, annual leave, etc.). When you use paid
civilian leave, you are considered to be in a civilian pay status.

7. Q. Do I have to use all of my paid civilian leave before I can start receiving a
differential payment?

A. No. You are eligible for a reservist differential beginning the first day of active
duty as long as all other eligibility requirements are met. You can choose to use your
paid civiliar leave as you deem necessary.

8. Q. What documentation must I provide to my supervisor and/or human
resources office (HRQO)?

A. You nust provide a copy of your military orders. It is not necessary to submit a
copy of you: military Leave and Earnings Statement (LES) each month to your HRO as
DFAS will be providing military pay data, however you should retain a copy of your
military LE3(s) each month as you may be asked to submit a copy during the
reconciliaticn process for verification purposes. You should also be retaining copies of
your civilian LES(s) for the same period of time in the event of a reconciliation.

9. Q. Is there a minimum deployment period required before I am eligible to
receive a reservist differential?

A. No. You are eligible for a reservist differential beginning the first day of active
duty as long as all other eligibility requirements are met.

10. Q: Which parts of my military pay and civilian pay are being compared to
make a reservist differential determination?

A: Civilian basic pay, for the purposes of this provision, is defined as the gross
amount of the base rate of pay set by law or administrative action without additional pay







of any kind 2xcept additional payments as defined in Appendix C of the OPM guidance.
Computation of a reservist differential comparison requires projecting the civilian basic
pay that would otherwise have been payable if not for the call or order to active duty.
Appendix D of the OPM guidance provides a definition of military pay and allowances
for the purposes of this provision, as well as provides a table of all pays and allowances
that should be included in the computation.

11. Q: Will I receive a differential payment during the intervening period,
allowable under USERRA law, following the completion of my active duty before
returning to my civilian job after returning from active duty?

A: No. The Consolidated Appropriations Act of 2010 (Public Law 111-117,
December 16, 2009) clarified that reservist differential is not payable for periods
following completion of active duty. For pay periods prior to December 16, 2009, OPM
and DoD will have to provide further guidance on the obligation, if any, to pay reservist
differential after the date of active duty is completed. To date, no additional guidance on
this has been issued; therefore no payment can be made.

12. Q. If I believe the differential amount I am receiving is incorrect, who should I
contact?

A. Please contact your servicing civilian HRO.








