
CIVILIAN PERSONNEL REFERENCES and RESOURCES

The following contains useful Employee Management and Labor Management Relations guidance:

1.  The Office of Personnel Management (OPM) is the Federal government's human resources agency.  OPM’s website, at www.opm.gov, contains useful information on Federal civilian personnel topics including governing laws and regulations.

2.  Electronic copies of the following Air Force Instructions, Pamphlets, and Forms are available on the Air Force Electronic Publications Library (AFEPL) at http://afpubs.hq.af.mil/: 

Air Force Instructions (AFI):

· AFI 36-703, Civilian Conduct and Responsibility

· AFI 36-704, Discipline and Adverse Actions

· AFI 36-807, Weekly and Daily Scheduling of Work and Holiday Observances           

· AFI 36-815, Absence and Leave

· AFI 36-1001, Managing the Civilian Performance Program

· AFI 36-1004, Managing the Civilian Recognition Program

· AFI 36 –1203, Administrative Grievance System *

     * Not applicable to bargaining unit employees.  Follow negotiated procedure in the union contract.  

AF Pamphlets (AFPAM):

· AFPAM 36-106, Supervisor’s Records

· AFPAM 36-1003, Civilian Appraisal Impact on Mission Accomplishment Statements

Performance Management Forms - Required to monitor and evaluate the performance of civilian employees:

· Performance Plans - AF Form 860 or Air Force Core Personnel Document (AF Form 1003)

· Mandatory Feedback Forms - AF Form 860B (for non-bargaining unit employees)  




or   21 SW Form 860C (for bargaining unit employees)

· Civilian Rating of Record - AF Form 860A

3.  Another excellent reference for information on civilian personnel issues is the Air Force Personnel Management and Information Support System (PERMISS) at www.afpc.randolph.af.mil/permiss.  You can obtain information on different civilian personnel topics in PERMISS by selecting “Civilian Subject Areas” and then “Index”.  It will give you general information on the subject and direct links to the applicable regulations/references.  

4.  The Civilian Personnel Flight’s (CPF) home page address is http://www.peterson.af.mil/21mssdpc/main.htm .  In addition to other topics, this site contains the names and telephone numbers of CPF staff members, advertises a number of “hot topics”, including the availability of supervisory training, and contains a variety of local fact sheets on civilian personnel issues.  A copy of the Negotiated Agreement between Management and the local Union is available at http://www.peterson.af.mil/21mssdpc/contract.doc.  

5.  FACT SHEETS are currently available in the area of Employee Management and Labor Management Relations and can be obtained at http://www.peterson.af.mil/21mssdpc/dpce_ffc.htm .

· Mediation- An Informal Resolution Process (Alternate Dispute Resolution- ADR) 

· Notices of Proposed Reprimand for Non-Bargaining Unit Employees

· Administrative Grievance Procedure

· Steps in Considering, Proposing, and Suspending an Employee

· Disciplinary Action – General Procedures  (for non-bargaining unit employees)

· Family or Medical Leave

· Severe Weather (Snow Call) - Civilian Employees

· Negotiated Grievance Procedure (for bargaining unit employees)

· The Weingarten Right

· Peterson Complex Labor-Management Partnership Council

· Civilian Education Records Update 

· Time for Education 

· Performance Plans - Absolute Performance Standards

· Annual Leave 

· Volunteering for Annual Space Symposium 

· Suicide Prevention - Civilian Employees 

·  Worker’s Compensation - Guidelines for Reporting Job Related Injuries or Illnesses 

· Use of Government Office Equipment Including Information Technology

· Sick Leave for Family Care

· Leave Without Pay for Education

· Probationary/Trial Periods

· A variety of fact sheets on Benefits and Retirement related issues are also available.
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