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Sample Memoranda – Awards

NARRATIVE

FOR

QUALITY STEP INCREASE (QSI)

[Employee Name], Employee development Specialist is nominated for a Quality Step Increase (QSI) award for outstanding service administering and advancing employee training and development programs for the Georgia Department of Defense for the period [begin date] to [end date].  

[Employee Name] has used his extensive employee development experience to perform in an outstanding manner over the past year as Employee Development Specialist with the Georgia Department of Defense.  Specifically, by and in addition to his job elements, [Employee Name] has:

· Critical Element One – [Employee Name] developed a training management plan that was outstanding and ensured that statewide training needs were achieved.  [Employee Name] supervisory and retirement course administration were outstanding as evidenced by the course critiques received.  The training surveys and reports accomplished by [Employee Name] were above those required and provided timely, relevant data to NGB.  The National Guard Bureau recognized [Employee Name] outstanding work by nominating him to serve on a national study team for employee development programs.  

· Critical Element Two – [Employee Name] outstanding relationship with training sources, hotels, and conference centers has allowed for extremely smooth course administrations.  Course attendees have provided laudatory comments concerning facilities that are extremely conducive to learning, user friendly, and stimulating.  [Employee Name] goes above and beyond the call of duty in customer service and satisfaction.

· Critical Element Three – Training budgets are critical to the success of state training programs.  [Employee Name] has developed budgeting systems that have allowed full utilization of training dollars and extremely accurate processing of training and travel requests.  All suspense items, to include budget obligations and adjustments, are satisfied prior to the suspense date, which is noted and appreciated by USP&FO finance and NGB.

· Critical Element Four – [Employee Name] well-rounded human resource experience has resulted in outstanding consultation to supervisors and managers.  [Employee Name] background has proven to be a great asset not only as Employee Development Specialist, but also in the areas of classification and staffing.

[Employee Name] is an outstanding employee with a great deal to offer the Georgia National Guard in the area of Human Resources, and his high level of performance is projected to continue in the future. 

I’M V. GENEROUS

COLONEL, GA ANG

Human Resources Officer

NARRATIVE

FOR

SUSTAINED SUPERIOR PERFORMANCE

[Employee Name], HRO Labor Relations Specialist, is nominated for a Sustained Superior Performance (SSP) award in the amount of 10% for outstanding service administering and advancing labor and employee relations programs for the Georgia Department of Defense for the period [begin date] to [end date].  

[Employee Name] has used his extensive labor relations experience to perform in an outstanding manner during the past year he has been with the Georgia Department of Defense.  Specifically, by his job elements, [Employee Name] has:

· Critical Element One – [Employee Name] drafted and gained approval for a contract extension and modification to the Merit Promotion and Placement article of the contract in an outstanding, consensus building manner, thereby preserving management’s rights and avoiding further grievances over this very contentious article.

· Critical Element Two – [Employee Name] represented the Agency in an outstanding manner during a major Federal Labor Relations Authority (FLRA) ACT consolidation hearing in Washington D.C.  [Employee Name]’s knowledge of title 32 and its impact on Title 5 laws proved critical to the case presented by the State of Georgia and was contributory to the favorable decision recently received from the Regional Director of the FLRA who ruled in favor of the State’s position.  The recently filed strong opposition to an ACT request for review is further evidence of [Employee Name]’s labor relations expertise and his ability to react quickly to labor relations issues affecting the Georgia DOD.  [Employee Name] also represented the Agency during arbitrations during this rating period, successfully settling the complaint at no cost to the State or person affected.

· Critical Element Three – [Employee Name]’s expert advice and knowledge has proven to be without error during this rating period as substantiated by very positive comments to the HRO from both members of management and labor.  [Employee Name]’s analysis of the contract and labor/management climate has resulted in many recommendations for improvement and advancement in labor and employee relations, most notably of which has resulted in a new contract negotiating team to enhance buy-in and support from the field.  [Employee Name]’s tenure as advisor and member to the Labor/Management State Partnership Council has resulted in the completion of two regulations concerning Performance Management and Reduction-in-Force and one draft regulation covering Merit Promotion and Placement.

· Critical Element Four – The advisory service, outstanding briefings, and new training programs developed by [Employee Name] has been outstanding over this past year.  [Employee Name] has been selected to be the Region C representative on the National Guard Labor Relations Advisory Council (LRAC) and is consulted regularly by other states in labor and employee relations matters.  Some of the programs [Employee Name] developed or assisted with during this rating period have been a new Labor Relations 101, Enhanced Supervisory Training Course (assisted), Performance Management Course, Violence in the Workplace/Stress Course, to name a few.  All programs of instruction given by [Employee Name] have received either excellent or outstanding critiques.  [Employee Name]’s willingness to go well beyond his duties to provide assistance to other HRO staff has proven to be a great asset to the overall operation.  [Employee Name]’s knowledge of and assistance with computer support and networks has been indispensable to HRO and allowed for a smooth transition when the bomb wing migrated to Windows NT.

· Element 5 – [Employee Name]’s knowledge of and consistent application of regulations concerning discipline and adverse actions has resulted in no challenged adverse action decisions during this rating period.  Seeing the need for increased guidance in this area, [Employee Name] produced supervisory guidance and sample discipline/adverse action memoranda, which has assisted supervisors immeasurably with employee conduct issues.

· Element 6 – [Employee Name]’s participation and support to the Human Relations Team, drawing on his experience as a former State Equal Employment Manager (SEEM), is proof of his outstanding commitment to equal employment opportunity and diversity.  [Employee Name] was instrumental in the development of the Diversity Strategic Plan and, on short notice, [Employee Name] taught the SEEM’s portion of the most recent supervisors course and received outstanding critiques for his instruction.

[Employee Name] is an outstanding employee with a great deal to offer the Georgia National Guard in the area of human resources and his high level of performance is expected to continue in the future. 

I’m V. Generous

COLONEL, GA ANG

Human Resources Officer

Narrative To Accompany

Special Service Award

[Employee Name]

During the period [begin date] through [end date], to include a six-month period prior to this, [Employee Name] of the Georgia National Guard Human Resources Office (HRO) contributed substantially and immeasurably to the success of the nationwide National Guard Human Resources Workshop held in Savannah, Georgia.

Specifically, [Employee Name], while maintaining his full-time duties in HRO, served as the NCOIC overall workshop coordinator.  In addition to this overwhelming duty, [Employee Name] coordinated the banquets, evening meals, and communications support that helped to make the workshop a resounding success.  [Employee Name] was called upon constantly to tackle difficult issues, which he resolved with consummate professionalism. 

The final consensus and feedback at the workshop, attended by over 250 persons, found this to be the finest, most professional, well-coordinated, informative, and enjoyable National Guard Human Resources workshop ever presented.  As result of the work of the volunteers from Georgia, the Georgia National Guard Human Resources Office received a standing ovation from conference attendees and a special award from the National Guard Bureau Director of Human Resources, Mr. Steve Stine.  The nationwide acclaim received by the State of Georgia as a result of this highly successful National Human Resources Workshop will pay dividends to the Georgia National Guard for many years to come.

Without a doubt, the success of this high-profile workshop, attended by dignitaries such as General Davis, Director of the National Guard, may be attributed to the high performance of volunteers such as [Employee Name].  It is an honor to present this recommendation for a Special Service Award in the amount of $1,500.  [Employee Name]’ substantial contributions bring great credit upon himself, the State of Georgia, and the Georgia National Guard.








I’m V. Generous








Colonel, GA ANG








Director of Human Resources

Narrative to Accompany 40-Hour Time-Off Award

For

[Employee Name]

During the period [begin date] through [end date], [Employee Name] demonstrated extreme selfless service and professionalism in the overall preparation of technicians for the SFOR 9 deployment to Bosnia.  Her contributions included working extra hours, developing a tracking database, deployment identification and follow-up, and actual processing at remote locations throughout the state.

[Employee Name] volunteered to work on her off days to ensure the HRO/ERS section was prepared to process technicians for deployment.  This seemingly simple act contributed greatly to the smooth process we have enjoyed during the actual processing.

[Employee Name], on her own initiative, developed a tracking database for deploying technicians when it was identified that several members were not showing up on any deployment list.  This tracking system proved invaluable during the actual processing of the technicians.

During the period leading up to the actual processing, [Employee Name] was relentless in tracking and verifying the individuals called for mobilization.  This ensured that all persons identified to deploy would have accurate records and accurate processing of their Federal benefit elections.

The actual processing took place on [specific dates] in remote locations and [Employee Name] was instrumental on the processing line.  [Employee Name] used her expertise in HRO/ERS to process over 30 technicians herself, with excellent comments for her customer service.

The accurate processing of over 120 technicians could not have been accomplished in such a smooth and expedient manner without the contributions of [Employee Name] and therefore, I am recommending her for a 40-hour time-off award.

I’m V. Generous

Major, GA ANG

Chief-Labor & Employee Relations
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POSITION REVIEW QUESTIONNAIRE

FOR

NON-SUPERVISORY POSITIONS

Your position has been identified for a position review to ensure that the proper pay plan, occupational series, grade and position description are utilized correctly based on your current duties and responsibilities. This questionnaire was designed as the first step in the process of reviewing your position. Responses may be handwritten or typed.

In some cases, the written responses will be enough to make a classification decision. If an on-site review is deemed necessary, your written responses will be used to establish the focus of your review, i.e., we will seek to clarify your responses, expand the scope of your responses, and see examples of your work.

Additional positions in the organization may require a position review if your duties and responsibilities impact and overlap on those contained in other positions in the organizations.

1.  Personal Information

Name:

Full-time Unit/Function:

Phone Number:


Commercial: 



DSN:

Current PD Title, Series, Grade, & No.

Length of Time in This Position:


Length of Time in Branch/Section:

Military Assignment:

Military Unit:

AFSC/MOS:

2.  What is the primary mission of the organizational unit?

3.  List the major functions/duties you perform in your job. Estimate the percentage of time spent on each over a one-year period, or the amount of time in an average week or other period, whichever is more appropriate to your job.


Functions/Duties
 



Percentage


a.
__________________________________________
___________


b.
__________________________________________
___________


c.
__________________________________________
___________


d.
__________________________________________
___________


e.
__________________________________________
___________


f.
__________________________________________
___________


g.
__________________________________________
___________


h.
__________________________________________
___________

4.  How do you see the function of your job as it relates to the activity of your agency?

5.  How do you get your assignments?

6.  Who reviews and approves your work?

7.  Who signs your work products?

8.  What types of decisions or judgments do you make in performing your job?

9.  Are you responsible for the approval of work products or official documents? (If yes, list only those documents for which you have signatory authority.)

10.  What guidelines (handbook, manuals, regulation, etc.) do you use in performing your job?

11.  Do you feel that the guidelines you use would present any significant problems as to their interpretation to a user who lacks extensive subject matter knowledge? If so, explain why.

12.  What contacts do you have with other offices within the agency, outside the agency, and what is the purpose of these contacts?

13.  What do you consider the most important function(s) or aspect(s) of your job? Ex​plain:

14.  Do you supervise or oversee the work of anyone? If so, who and in what manner (List name(s), position(s) and grade(s).

15.  Who does your job when you’re not there? (Give name, position, and grade.)

16.  What kind of qualifications did you have to get your present job (specialized experience, skill, knowledge’s, training, etc.)

17.  Are there any additional facts which impact on the nature and difficulty of your job?

18.  How do you feel your job could be improved?

19.  Do you have any classification questions that you would like answered during your review?

20.  Is there anything else you feel the State Classifier should know prior to completion of this review?

POSITION REVIEW QUESTIONNAIRE

FOR

SUPERVISORY POSITIONS

Your position has been identified for a position review to ensure that the proper title, pay plan, occupational series, grade and position description are correct based on your cur​rent duties and responsibilities. This review questionnaire is the first step in the process of reviewing your position. Responses may be handwritten or typed.

In some cases, your responses will be sufficient to make a classification decision. If an on-site review is deemed necessary, your answers will be used to establish the focus of the review, i.e. to clarify your responses, expand the scope of your responses, and see examples of your work. The goal is to ensure that your position has received a compre​hensive evaluation prior to making any classification decisions.

Additional positions in the organization may be reviewed if your duties and responsibilities impact and overlap on those contained in other positions in the organizations.

1.  Personal Information

Name:

Full-time Unit/Function:

Phone Number:
Commercial:



DSN:

Current PD Title, Series, Grade, & No.:

Length
of Time in This Position:

Length
of Time in Branch/Section:

Military Assignment:

Military Unit:

AFSC/MOS:

2.  What is the primary mission of the organizational unit that you supervise or manage?

3.  List the names, titles, series, and grades of technicians (also include AGRs and State employees) directly under your supervision (do not include employees who are supervised by subordinate supervisors who report to you).

4.  Do you utilize subordinate supervisors or work leaders for direction or surveillance of the functions or programs for which you are responsible? If the answer is yes, specify whether it is a leader and/or supervisor and the programs he/she are responsible for.

5.  What percentage of your time do you spend performing the following activities:

a. Planning work to be accomplished by subordinates.


__________

b. Assigning, reviewing, inspecting, etc., work of subordinates.

__________

c. Evaluating work performance, counseling/advising, resolving complaints, identifying training and development needs, interviewing candidates for positions, initiating personnel actions, etc.










__________

d. On your own technical work as a supervisor.



__________

6. What do you look for when you review the work of your subordinates (i.e. technical accuracy, completeness, conformance with established policy, responsiveness, etc.)?

7.  What kinds of decisions do you make on your job?

8.  What contacts do you have with other offices within your agency, outside the agency, and for what purpose?

9.  What kind(s) of finished product(s) are you responsible (i.e. studies, analysis, reports, correspondence, etc.)? Describe and give examples or workload statistics, as applicable.

10.  To whom do you report and what kind of guidance does he/she give you for the perfor​mance of your job?

11.  What guidelines (laws, regulations, policies, etc.) do you use to accomplish the work of your position?

12.  What functions of a non-supervisory nature do you personally perform?

13.  When you are not at your job, who assumes your responsibilities (give name, posi​tion, and grade)?

14.  What kind of qualifications did you have to get your present position?

15.  Are there any additional factors, which impact the nature and difficulty of your job?

16. How do you feel your job could be improved?

17.  Do you have any classification questions that you would like answered during your review?

18.  Is there anything else you feel the State Classifier should know prior to completion of this review?
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An SF 52-B (Request for Personnel Action)

Preparation Guide for Supervisors
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Overview

Personnel and Position Action Definitions (for the SF 52B)

Recruit/Fill Position

When management has a vacant, established and fully funded position, it is then ready to be filled with an employee.  Management submits a written request, SF-52, to the Human Resources Office (HRO). Once the HRO receives this request, the “recruitment” process begins.  Once completed, a selection is made and the position is “filled.”

Removal

A disciplinary separation action from Federal employment initiated by the agency for misconduct or disqualification, or poor performance when the employee is found to be at fault.  Temporary employees may be removed from work due to lack of work or lack of funds.  Misconduct happens when standards of conduct are broken.  Misconduct can lead to disciplinary actions such as oral admonishment, written reprimand, suspension, or removal.  Examples may include excessive tardiness, refusal to obey an order, fighting, theft, reporting to work while intoxicated, etc.  Disqualification means an employee does not meet the conditions of employment, such as failure to pass the physical examination, failure to qualify during the probationary or trail period, or failure to make correct statements on the Federal application/resume. 

Leave Without Pay (LWOP)

An approved type of temporary leave in which the employee requests from the supervisor to be placed in a non-pay status.  Employees may request LWOP for 80 hours or less by submitting an SF-71, Application for Leave, to the Selecting Official.  Requests for LWOP for more than 80 hours must be in writing and made a matter of record in the Official Personnel Folder (OPF) by promptly submitting a SF 52, Request for Personnel Action, to the HRO.  Supervisors are responsible for submitting the proper forms to the HRO in accordance with locally established procedures.  Supervisors cannot place their employees in a LWOP status if annual or sick leave is available.  If an employee has exhausted all of his/her annual or sick leave, the supervisor will still annotate the employee’s Time & Attendance Sheet as annual/sick leave, but it will automatically revert to LWOP.  Breaks in LWOP for a single period of active duty are not authorized.

Promotion

The change of an employee to a new position with a higher rate of basic pay. 

Termination

A non-disciplinary separation action initiated by the agency which results in the employee no longer being employed with the agency due to reasons such as: 

1. disability due to employee’s mental or physical disability 

2. expiration of a temporary appointment that was for a certain period of time 

3. military - action when an employee enters on active duty or fails to return from a LWOP-MIL leave status
4. abandonment where an employee does not report for work within a reasonable period of time (generally 10 calendar days)

Return to Duty

A personnel action, which brings an employee back to a pay status and duty after a continuous period of furlough, suspension, LWOP, or placement into a non-pay status action.

Change to Lower Grade

A personnel action, requested by the employee, which states he/she is willing to be permanently placed in another position at a lower pay grade in which fully qualified to accomplish.  For example, a GS-318-05 Secretary requesting a change to a GS-04 in which fully qualified. 

Retirement

A personnel action, requested by the employee, ending their Federal employment due to meeting requirements for retirement established by the Federal Government.  There are two retirement systems employees may be covered under the Civil Service Retirement System (CSRS) for those hired before 1 January 1984 and the Federal Employees Retirement System (FERS). 

Detail

A temporary assignment of an employee to a different position for a specified period when the employee is expected to return to his/her regular duties at the end of the assignment.  Details may be granted in increments of 120 days. 

Reassignment

The change of an employee from one position to another without promotion or change to lower grade.  The reassignment could include any of the following: 

1. movement to a position in a new occupational series, or to another position in the same series 

2. assignment to a position that has been redescribed as a result of a position review 

3. assignment to a position that has been redescribed due to the introduction of a new or revised classification or job grading standard 

4. change where a different salary is the result of different local prevailing wage rates 
Death

The passing away of a Federal employee. 

Name Change

A personnel action generated at the employee’s request due to his/her name changing for such reasons as marriage, divorce, etc. 

Resignation

A personnel action, initiated by the employee to the supervisor, ending their employment with the Federal Government.  A minimum of two weeks notice is desired, except in those few instances where a severe hardship would be imposed.  Should it become necessary for an employee to resign while off the job, a resignation should be submitted to the supervisor by letter, if possible.

Reduction in Force

RIF is a separation of an employee from his competitive level.  Federal layoffs do occur occasionally as a result of a decrease in funds appropriated by Congress, reorganization, or a decrease in the amount of work.  Large reductions are generally avoided by planning in advance and letting normal attrition take care of surplus employees.  However, if early planning does not take care of surplus employees, the Agency has established RIF procedures that must be followed so that layoffs to employees will be treated fairly.  RIF’s will be handled by the HRO in coordination with ACT. 

Position Establishment (also may be a cancel and establish)

Positions may be established or changed in accordance with the basic delegation of authority to an agency to carry out specific functions of the Federal Government, which will assure assigned missions are legally, and properly accomplished.  Positions may be established and remain vacant if funds are not available to employ persons who would fill them or if for other reasons it is not considered appropriate or necessary to fill them.  Before filling the position, a supervisor should assure him/herself that funds are available for its pay and that the position is properly authorized and classified.  It should also be determined that the position is not scheduled to be changed or abolished through reorganization or other management action. 

Position Review / Desk Audit

A personnel management specialist from the HRO reviews a position to assure the position description is adequate (duties and responsibilities properly defined) and the classification is proper.  Various individuals can request position reviews: a Personnel Management Specialist, a Management Official, or the employee through his/her supervisor or as part of an informal appeal resolution. 

Cancellation

Positions which become obsolete because of changes in functions and assignments, organizations, methods and procedures, workload, or funding.  Positions, which have remained unfilled for an extended period of time, should be abolished in the interest of good management since they can be reestablished if they are subsequently needed. 

Fair Labor Standards Act (FLSA)

FLSA establishes minimum wage, pay provisions, record keeping, and child labor standards affecting millions of full-time and part-time workers in the private sector, and in Federal, State, and local governments.  The majority of National Guard positions are covered by the Technician Act as opposed to the Fair Labor Standards Act. 

Suspension

Placement of an employee into a temporary non-pay status and non-duty status (or absence from duty) for disciplinary reason or other reasons pending an inquiry.

Guide to Preparing the SF 52B*, Request for Personnel Action

PART A - Requesting Office:

1. ACTIONS REQUESTED – See Overview for Types and Definitions
Fill in the kind of position and/or personnel action desired; e.g., establish, review, cancel, fill, promote, etc. 

2. REQUEST NUMBER 

The individual's organization SF 52 tracking/suspense system. 

3. FOR ADDITIONAL INFORMATION CALL 

Enter the name and telephone number of the immediate supervisor (or requesting official). 

4. PROPOSED EFFECTIVE DATE 

Date on which action is desired. For resignations, enter date employee selects.

NOTE: No personnel action can be made effective prior to the date an appointing officer approves the action.  The proposed effective date may be delayed due to such factors as recruitment time, HRO or Higher HQ coordination time, etc. 

5. ACTION REQUESTED BY 

Enter name, title, date and signature of requestor. Often it is same as Block 3.

NOTE: LEAVE BLANK on employee-requested actions. 

6. ACTION AUTHORIZED BY 

Enter name, title, date, and signature of person authorized to approve the personnel or position action requested. 

*See Figure I at the end of this section for a sample blank SF 52B

PART B - For Preparation of SF 50:

1. - 3. NAME/SSN/DATE OF BIRTH 

If it is a personnel action, enter this data as shown on the official documents in the supervisor’s employee record, i.e., SF50.  Complete on all actions affecting employee. 

For name change, employee should show present name under this item; show former name under Part D (Remarks).

NOTE: An employee may either use an SF 52 or letter to submit name change. 

4. - 6.  LEAVE BLANK (FOR HRO USE) 

7. & 15. POSITION TITLE & NUMBER 

Obtain from the Official Position Description (Titles may also be found on the Full-Time Support Personnel Manning Document - SPMD or Full-Time Unit Manning Document - UMD).

NOTE: Complete left portion (FROM) of SF 52 when requested action moves the employee from the position (e.g., separation, reassignment, promotion, etc.) to another position.  Complete right portion (TO) on all other actions. 

8. & 16. PAY PLAN 

Obtain from the Official Position Description. 

9. & 17. OCC. CODE 

This is the classification series and can be obtained from the Official Position Description. 

10. & 18. GRADE OR LEVEL 

Obtain from the Official Position Description. 

11. - 13. & 19. - 21.  LEAVE BLANK (FOR HRO USE). 

14. & 22. NAME & LOCATION OF POSITION'S ORGANIZATION 

Enter MACOM installation or comparable level and lower levels as needed to identify the organization.  (Abbreviations and symbols may be used if readily understood by all concerned).  NOTE: Complete left portion (FROM) of the SF 52 when requested action moves the employee from the position (e.g., separation, reassignment, promotion, etc.) to another position. Complete right portion (TO) on all other actions.

23. - 31.  LEAVE BLANK (FOR HRO USE). 

32. WORK SCHEDULE 

Use the appropriate work schedule code for this position and/or employee (e.g., "F" - Fulltime (40 hrs/wk); "P" - Part-time (less than 40 hrs/wk-scheduled); "I" - Intermittent (less than 40 hrs/wk-not scheduled, etc.). 

33. - 35.  LEAVE BLANK (FOR HRO USE). 

36. APPROPRIATION CODE 

Enter Functional Account Code (FAC) and Program Element Code (PEC) or Paragraph and Line Number (Para/Line).  These data elements are on the Full-Time Support Personnel Manning Document (SPMD), Full-Time Unit Manning Document (UMD) or Table of Distribution and Allowances (TDA) for the work center where position / employee is assigned. 

37. & 38.  LEAVE BLANK (FOR HRO USE). 

39. DUTY STATION 

Enter Installation or Activity/city. 

40. - 45.  LEAVE BLANK (FOR HRO USE). 

PART C - Reviews & Approval:

LEAVE BLANK (FOR HRO USE). 

PART D - Remarks by Requesting Office: ON REVERSE
Position Sensitivity must be annotated on all SF 52s.  Enter sensitivity of the position (Nonsensitive, Noncritical Sensitive, or Critical Sensitive) as shown on the Position Description Cover Page (OF-8).  If requesting a change in position sensitivity, indicate "Changes sensitivity from __________ to __________." NOTE: If establishing a new position, indicate the sensitivity required.  Position sensitivity is determined by management and HRO. 

If action requested is a detail or a temporary promotion, extension of detail or temporary promotion, establishment of a temporary position, or appointment of a temporary employee to a permanent or temporary position, or when a position is cancelled and a new position is established (cancel and establish) the reason for the action (justification) must be stated in this block. 

PART E - Employee Resignation/Retirement: ON REVERSE
1. EMPLOYEE'S REASON FOR RESIGNING/RETIRING 

Be specific and avoid generalizations.  Remember that the reason provided will, in most cases, appear word for word on the official SF 50 Personnel Action.  NOTE: Employee uses this section to request Leave Without Pay (LWOP). 

2. EFFECTIVE DATE 

Effective date of a resignation, retirement, or LWOP, will be at the end of the day - midnight - unless specified otherwise. 

3. & 4. SIGNATURE & DATE 

Self explanatory. 

5. FORWARDING ADDRESS 

Enter the address that the last personnel action and other documentation will be forwarded to. 

PART 5 - Remarks for SF 50: ON REVERSE
LEAVE BLANK (FOR HRO USE) – Except in the case of a temporary not to exceed (NTE) appointment where the employee must sign a statement of understanding (time limited). 
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PART A -- Requesting Office  

(Also complete Part B, Items 1, 7-22, 32, 33, 36 and 39.)

POSITION DATA

34. Position Occupied

Editions Prior to 7/91 Are Not Usable After 6/30/93

NSN 7540-01-333-6239

USAPPC V2.00

Standard Form 52-B

Rev. 7/91

U.S. Office of Personnel Management

FPM Supp. 296-33, Subch. 3

7. FROM:  Position Title and Number

15. TO:  Position Title and Number

6-A. Code

6-C. Code

6-E. Code

6-B. Nature of Action

6-D. Legal Authority

6-F. Legal Authority

5-B. Nature of Action

5-D. Legal Authority

5-F. Legal Authority

5-A. Code

5-C. Code

5-E. Code

14. Name and Location of Position's Organization

22. Name and Location of Position's Organization

6. Action Authorized By  

(Typed Name, Title, Signature, and Concurrence Date)

PART B -- For Preparation of SF 50

 (Use only codes in FPM Supplement 292-1. Show all dates in month-day-year order.)

FIRST ACTION

SECOND ACTION

EMPLOYEE DATA

1. Actions Requested

3. For Additional Information Call 

 (Name and Telephone Number)

5. Action Requested By 

 (Typed Name, Title, Signature, and Request Date)

1. Name

 (Last, First, Middle)

2. Request Number

4. Proposed Effective Date

2. Social Security Number

3. Date of Birth

4. Effective Date

8. Pay Plan

9. Occ. Code

10. Grade or Level

11.Step or Rate

12. Total Salary

13. Pay Basis

16. Pay Plan

17. Occ. Code

18. Grade or Level

19.Step or Rate

20. Total Salary/Award

21. Pay Basis

20A. Basic Pay

20B. Locality Adj.

20C. Adj. Basic Pay

20D. Other Pay

12A. Basic Pay

12B. Locality Adj.

12C. Adj. Basic Pay

12D. Other Pay

25. Agency Use

23. Veterans Preference

24. Tenure

26.Veterans Preference for RIF

YES

NO

32. Work Schedule

              

28. Annuitant Indicator

              

31. Service Comp. Date (Leave)

30. Retirement Plan

               

29. Pay Rate Determinant

                

27. FEGLI

               

33.  Part Time Hours Per

1 - None

2 - 5-Point

3 - 10-Point/Disability

4 - 10-Point/Compensable

5 - 10-Point/Other

6 - 10-Point/Compensable/30%

0 - None

1 - Permanent

2 - Conditional

3 - Indefinite

Biweekly

Pay Period

 Approval Date

2.  Approval: I certify that the information entered on this form is accurate and that the 

proposed action is in compliance with statutory and regulatory requirements.

44.

49. Citizenship

50. Veterans Status

     

37. Bargaining Unit Status

40. Agency Data

51. Supervisory Status

     

38. Duty Station Code

1. Office/Function

45. Educational Level

36. Appropriation Code

35. FLSA Category

39. Duty Station  

(City -- County -- State or Overseas Location)

46.Year Degree Attained

47. Academic Discipline

48. Functional Class

Initials/Signature

Date

Initials/Signature

Date

Signature

41.

42.

43.

CONTINUED ON REVERSE SIDE

52-118

OVER

Office/Function

1 - Competitive Service

2 - Excepted Service

3 - SES General

4 - SES Career Reserved

E - Exempt

N - Nonexempt

PART C - Reviews and Approvals  

(Not to be used by requesting office.)

  

1 - USA  8 - Other

A.  

B.  

C.  

D.  

E.  

F.  


Figure I – SF-52B, Page 1 (Front)


[image: image2.wmf]You are requested to furnish a specific reason for your resignation or retirement and a forwarding address. Your

reason may be considered in any future decision regarding your re-employment in the Federal service and may also

be used to determine your eligibility for unemployment compensation benefits. Your forwarding address will be

used primarily to mail you copies of any documents you should have or any pay or compensation to which you are

entitled.

This information is requested under authority of sections 301, 3301, and 8506 of title 5, U.S. Code. Sections 301

and 3301 authorize OPM and agencies to issue

regulations with regard to employment of individuals in the Federal service and their records, while section 8506

requires agencies to furnish the specific reason for termination of Federal service to the Secretary or Labor or a

State agency in connection with administration of unemployment compensation programs.

The furnishing of this information is voluntary; however, failure to provide it may result in your not receiving: (1)

your copies of those documents you should have; (2) pay or other compensation due you; and (3) any

unemployment compensation benefits to which you may be entitled.

1.  Reason for Resignation/Retirement (NOTE: Your reasons are used in determining possible unemployment benefits. Please be specific and avoid generalizations. Your

resignation/retirement is effective at the end of the day -- midnight -- unless you specify otherwise.)  

(Note to Supervisors:  Do you know of additional or conflicting reasons for the employee's resignation/retirement?

                             If "YES", please state these facts on a seperate sheet and attach to SF 52.)

SF 52  (Reverse)

PART D -- Remarks by Requesting Office

PART E -- Employee Resignation/Retirement

PART 5 -- Remarks for SF 50

3. Your Signature

Yes

No

PRIVACY ACT STATEMENT

USAPPC V2.00

 

 

2. Effective Date

4. Date Signed

5.  Forwarding Address 

 (Number, Street, City, State, Zip Code)

    


Figure I – SF-52B, Page 2 (Back)

Approved! – A New Format for Standards / Appraisals and New Feedback Requirements!!!

Georgia HRR Form 430 – Technician Performance Standards / Appraisal Sample Form

	GA HRR Form 430 – Technician Performance Elements and Standards / Performance Appraisal

	1. Form Usage:  Standards (430)  FORMCHECKBOX 
     Appraisal (430-1)  FORMCHECKBOX 

For 430-1 - Appraisal Type = Annual    FORMCHECKBOX 
     Special   FORMCHECKBOX 
 

                                                   Close-Out    FORMCHECKBOX 
        Detail   FORMCHECKBOX 

	2. Name:

     
	3. SSN:

     

	4. Job Title:

     
	5. Pay Plan, Occupational

Series & Grade:

     

	6. Organization:

     
	7. Appraisal Period:

From:       
                        To:       


	* Denotes a Critical Element - Reminder: 60% or More of The Job Elements Must be Designated as Critical

	8. Element

Number
	9. Element

Percent
	10. Job Elements

            And

      Task/Duty Statements

   (Use * for Critical Elements)
	11. Expected Performance Standards
	12. For Appraisal Use Only - Check Applicable Block:

	
	
	
	
	Does Not

Meet
	Meets
	Exceeds

	  

	   

	     

	     

	 

	 

	 


	GA HRR Form 430                                                                                                                                                  1 January 2002


	GA HRR Form 430 – Technician Performance Elements and Standards / Performance Appraisal

	Final Page:

                                    Page     of   
	Name:

     
	SSN:

     

	* Denotes a Critical Element - Reminder: 60% or More of The Job Elements Must be Designated as Critical

	Element

Number
	Element

Percent
	Job Elements

And

Task/Duty Statements

(Use * for Critical Elements)
	Expected Performance Standards
	For Appraisal Use Only-

Check Applicable Block:

	
	
	
	
	Does Not

Meet
	Meets
	Exceeds

	  

	   

	     

	     

	 

	 

	 


	3. Trial / Probationary Period Retention Decision:        Recommend Retention   FORMCHECKBOX 
            Do Not Recommend   FORMCHECKBOX 


	14. Overall Score:        
	Unacceptable – 1  FORMCHECKBOX 

	Marginal – 2  FORMCHECKBOX 

	Satisfactory – 3  FORMCHECKBOX 
 
	Excellent – 4  FORMCHECKBOX 

	Outstanding – 5  FORMCHECKBOX 
 

	15. Appraiser’s Comments: (Required for any “do not recommend retention,” does not meet standards or overall rating of 1,2 or 5)

     

	16. Technician’s Comments:

     

	17. Received Feedback (quarterly or semi-annual)?   Yes _______    *No _______  (Technician must initial appropriate line)

*IF “NO” provide brief explanation (attach letter if necessary):       

	18. Typed Name / Signature:
	19: Title
	20: Date

	Appraiser: 

     
	     
	     

	Technician: 

     
	     
	     

	Reviewer: 

     
	     
	     

	GA HRR Form 430    -  Final Page                                                                                                                     1 January 2002


Conduct Management – Disciplinary and Adverse Actions – Quick Tips

The LRS/ERS must ensure that supervisor’s know and perform their role…

SUPERVISOR’S ROLE (with LRS/ERS help)

· Ensure workers know expected behavior
· Ensure they know consequences of unacceptable behavior

· Respond to ALL cases; bring to technician’s attention immediately

· Remove names/personalities to minimize bias; focus on problems - not the person
· Initiates all disciplinary and adverse actions!
SUPERVISORS MUST (with LRS/ERS help)

Contact HRO/ERS or LRS prior to issuing proposed disciplinary or adverse actions – Review the “Douglas Factors!”
Become familiar with NGB TPR 752 – Disciplinary and Averse Action Regulation

Receive HRO/ERS or LRS approval prior to issuing original decisions on disciplinary or adverse actions

Review proposed penalty with the deciding official

[image: image12.png]ASSOCIATION OF
CIVILIAN TECHNICIANS




Use the templates provided as guidelines for disciplinary or adverse actions

Review the union contract articles on discipline and adverse actions

Involve the Union – if the employee declines union representation… GET IT IN WRITING!!!

“Do not forget Weingarten Rights”

“Specificity and the Douglas Factors are the key to successful progressive discipline and will prevail under appeal”

The “Douglas Factors” – For Review Prior to Taking Discipline:

These factors will help you determine the “appropriateness” and consistency of a penalty and must be considered prior to taking a disciplinary action…

1. Consider the nature and seriousness of the offense, and its relation to the technician’s duties, position, and responsibilities, including whether the offense was intentional or inadvertent, or was committed maliciously or for gain, or was frequently repeated.

2. Consider the technician’s job level and type of employment, including supervisory or fiduciary role, contacts with the public, and prominence of the position.

3. Consider the technician’s past disciplinary record.  

4. Consider the technician’s past work record, including the length of service, performance on the job, ability to get along with fellow workers, and dependability.

5. Consider the effect of the offense on the employee’s ability to perform his/her job at a satisfactory level and its effect on supervisor’s confidence in the technician’s ability to perform assigned duties.

6. Consider the consistency of the penalty with those imposed on other technicians for the same or similar offenses.  

7. Consider the consistency of the penalty with NGB guidance on disciplinary actions.

8. Consider the notoriety of the offense and its impact on the reputation of the agency.

9. Consider the clarity with which the employee was on notice of any rules violated in committing the offense, or any warning about the conduct in question.

10. Consider the potential for the technician’s rehabilitation.

11. Consider mitigating circumstances surrounding the offense such as unusual job tensions, personal problems, mental impairment, harassment or bad faith, malice or provocation on the part of others involved in the matter.

Consider the adequacy and effectiveness of alternative sanctions to deter such conduct in the future by the employee or others.

SAMPLE LETTER OF REPRIMAND (ANG LETTERHEAD FORMAT)










                  27 November 2002

MEMORANDUM FOR:
MSG <Person’s Name>

[image: image13.wmf]


<Person’s Title>




<Office Symbol or Address>

FROM:
MSgt <Supervisor’s Name>


<Branch> Supervisor


<Office Symbol or Address>

SUBJECT:
Official Letter of Reprimand

[image: image14.wmf]
[image: image15.wmf]1.  I deem it necessary to take formal disciplinary action by officially reprimanding you in accordance with NGB Technician Personnel Regulation (TPR) 752.  This letter of reprimand is warranted because of your <example: “failure to observe written rules and regulations resulting in serious safety violations”>.  Specifically, the reason for this disciplinary action is:

[image: image16.png]


[image: image17.jpg]



On 21 Nov 02, you performed maintenance on aircraft XX-XXXX (C-17) leaving the item you replaced inside the nose wheel well of the aircraft.  This item was found on 22 Nov 02 while the aircraft was taxiing.  The aircraft was radioed in and a thorough FOD inspection inside the nose was completed.  On 27 Nov 02, I notified you, <Person’s Name>, of the severity of this violation, and that it could have resulted in a catastrophic accident.  I informed you of the penalties for safety violations, and it was at this time that you admitted your carelessness.  I also reinforced to you the necessity of following all safety procedures including, but not limited to, Local Operating Instruction XX-X and Air Force Instruction 21-101 par 7.1.2 on Foreign Object Damage (FOD).

2.  Should personal problems be contributing to your misconduct, the Employee Assistance Program is available to you for appropriate consultation or referral.  If you desire assistance with your problem, you should contact the GA DOD Federal Employee Assistance Program Coordinator, MSgt William Pinkney at DSN: 338-6430 or commercial: 404-624-6430.


3.  This letter of reprimand constitutes the first offense for failure to observe written rules and regulations.  Continued offenses of this type may result in a suspension or removal.  At the discretion of the supervisor, this reprimand will remain on file as a temporary document in your personnel folder for a period of up to two years from the date of this memorandum.  If you so desire, this letter of reprimand may be grievable through the state or negotiated grievance procedure<for bargaining unit members>.  The HRO point of contact for procedural assistance in disciplinary actions is Maj Jay Peno at (404) 624-6440 or DSN: 338-6440.








<SUPERVISOR’S NAME>








<Rank and Branch>








<Title>

I HEREBY ACKNOWLEDGE RECEIPT OF THIS OFFICIAL LETTER OF REPRIMAND.






Signed:  __________________________________  Date: ___________







<Person’s Name>
Sample Proposed Adverse Action Letter – (ARNG Letterhead Format)

MATES









 10 November 2002

MEMORANDUM FOR SSG Imn B. Trouble, MATES

SUBJECT:  Notice of Proposed Adverse Action


1.  This memorandum is official notification that I propose to suspend for a period of 40 hours (4 workdays) from your employment as a Heavy Mobile Equipment Repairer, WG-5803-08, Mobilization and Training Equipment Site (MATES), Ft. Stewart, Georgia in accordance with Technician Personnel Regulation 752. The effective dates of this proposed suspension will be issued in the original decision.  This suspension is for your second offense of AWOL. I have reviewed and considered all relevant factors associated with your case, and as a result I consider this suspension action warranted due to your continued failure to follow established leave procedures resulting in unexcused absences. 

2.  Specifically, The background and specific circumstances, which precipitated this proposed adverse action, are as follows:

a) On 5 October 2002 you did not show up for work and did not call to request leave; you were counseled on the 904-1 (second offense) and issued a letter of reprimand on 6 May for failure to follow established leave procedures.  You explained that you were sick and went to the doctor’s.  Your leave balance showed 0 sick leave balance, 0 annual leave balance and 50 hours of leave without pay used this year.  In previous counseling sessions recorded on the 904-1 you were advised to bring a doctors excuse for any further use of sick leave and you have not complied with that directive.

b) On 11 October 2002 you again did not show up for work and claimed you were sick the next day but did not produce a doctor's excuse.  You were listed as AWOL and suspended for a period of 10 hours (one workday).   After repeated verbal and written warnings recorded in your work folder concerning abuse of leave, failure to follow established leave procedures, and not being ready, willing and able to work upon arrival, a more progressive form of discipline must be used.  

c) On 15 November 2002 you did not show up for work and called in asking for sick leave (LWOP) well after the call-in time frame.  You were advised that you were in violation of leave/call-in procedures and that you would have to produce a doctor’s excuse for the requested sick leave.  You could not produce a doctor’s excuse, therefore you were placed in AWOL status for the period of absence.  This second offense of AWOL has resulted in your proposed suspension for a period of 40 hours as explained in paragraph one.

3.  Both the Shop Foreman and myself have repeatedly counseled you on your leave and attendance related abuses and provided you with the steps necessary to correct these abuses. This suspension action will contribute to the efficiency of the service by enforcing regulatory compliance and ensuring the availability of personnel at the worksite.  Continued conduct related abuses of this type will result in more severe adverse actions up to and including termination from your technician position.

4. Should personal problems be contributing to your conduct or performance problems, the Employee Assistance Program (EAP) is available to you for consultation and appropriate referral.  If you desire assistance with your problems, you should contact the State Program Coordinator, MSgt William Pinkney Human Resource Office, COMM:  (404) 624-6430, DSN:  338-6430.  GA HRR 735, Employee Assistance Program, is the governing regulation for the EAP.

5.  For your information and guidance, I have attached a copy of HRO Form 752-1, which explains in detail your reply rights regarding this Notice of Adverse Action.












ITREATM V. NICE











MSG, GA ARNG










MATES Supervisor

Attachment:

HRO Form 752-1

I acknowledge receipt of this proposed Notice of Adverse Action:

_________________________________________                         ________________

Technician Signature – SSG Imn B. Trouble



Date


Reply Rights - Proposed Notice of Adverse Action

You have the right to reply to this proposed adverse action orally, in writing, or both.  Should you elect to reply to this proposal, you have the right to be represented by an attorney or other representative of your choice.  Your written reply must be submitted to the Deciding Official whose name, address and telephone number appear below:

Name: 
______________________________________

Address:
______________________________________

______________________________________

______________________________________

Phone:
Comm: (      )_____-______  DSN: ____-_______

You may make arrangements for an oral reply by contacting the Deciding Official at the phone numbers listed above.  The Deciding Official must receive your written and/or oral reply NOT LATER THAN ________________20____.
You may request an extension of this deadline by providing your reasons, in writing (prior to the above date), to the Deciding Official who will either grant or deny your request.  Full consideration will be given to any reply you submit.

You will be allowed eight (8) hours of official time to review the material relied on to support the reasons for the proposed adverse action, to secure affidavits, and to prepare a reply to this notice.  You should arrange with your supervisor for the use of official time.  This official time may be extended if you submit a written request to your immediate supervisor stating your reason for the extension.  You will be issued a written original decision from the Deciding Official as soon as possible after:  a) Your reply is received by the Deciding Official; or b) you do not reply by the date indicated above.

You may review the material relied upon to support the proposed adverse action by contacting the Deciding Official or the Human Resource Office (HRO) in Atlanta.  You may contract Major Jay Peno in the HRO for procedural assistance, alternatives available, and reply rights.  You may telephone him at Comm: (404) 624-6440 or DSN: 338-6440.  The address of the GA DOD Human Resource Office is 935 East Confederate Ave, SE, P.O. Box 17965, Atlanta, GA  30316-0965.

HRO Form 752-1

August 2002
Sample Original Decision To Proposed Adverse Action Letter – ARNG Letter Format


MATES









    11 December 2002

MEMORANDUM FOR 
SSG Imn B. Trouble, MATES


SUBJECT:  Original Decision Letter of Proposed Adverse Action


1.  On 27 November 2002, your first line supervisor, MSG Itreatm V. Nice, proposed that you be suspended from your technician employment as a Heavy Mobile Equipment Repairer, WG-5308-08, Mobilization and Training Equipment Site (MATES), Ft. Stewart, GA.

2.  In accordance with National Guard Bureau Technician Personnel Regulation 752, I am the deciding official for this adverse action.  As deciding official, I am required to issue an original decision on the Proposed Adverse Action.   HRO Form 752-1, Reply Rights was an attachment to the proposed adverse action.  This form stated that your written and /or oral replies to the proposed adverse action must be received by me (the deciding official) not later than 15 December 2002.

3.  On 8 December 2002, you came to my office and verbally provided an explanation for your actions.  You did not supply any written justification or doctor’s excuses for your absences and failure to follow established leave procedures resulting in your second offense of AWOL.  After a careful review of all documentation, testimony, and facts surrounding this matter, I find that there is sufficient evidence beyond a reasonable doubt that you did in fact commit the offenses outlined in the proposed adverse action.  I have decided that your suspension is for just cause and will promote the efficiency of the service.  Therefore, I sustain the proposed suspension action.
4.  You will be suspended from your technician employment for a period of 40 hours (4 workdays), effective January 16th, 2002.


5.  For your information and guidance, I have attached a copy of HRO Form 752-2, which explains, in detail, your reply rights for an original decision.










IM V. TOUGH









MAJ, GA-ARNG

Atch







MATES Superintendent

HRO Form 752-2

I acknowledge receipt of this adverse action original decision:

____________________________________
      
_______________ 

Technician Signature – SSG Imn B. Trouble


Date

APPEAL RIGHTS – ORIGINAL DECISION OF ADVERSE ACTION


If you consider this adverse action improper, you may appeal the decision by requesting an Appellate Review by the Adjutant General or an Administrative Hearing, but not both.


The Appellate Review involves an overall review of the official adverse action case file maintained in the Human Resources Office (HRO), together with any additional information you may wish to provide.


An Administrative Hearing affords you the opportunity to have a National Guard Hearing Examiner gather all available facts through an administrative hearing and then provide findings and recommendations to the Adjutant General who will then issue the appellate decision.


Should you elect to appeal the decision, you have the right to be represented by an attorney or other representative of your choosing.


Your appeal must be in writing stating your reasons for contesting this action together with such proof and pertinent documents, as you may desire to submit.  The appeal should be addressed as follows:



The Adjutant General



ATTN:  Human Resources Office



P.O. Box 17965



Atlanta, GA  30316


Your appeal must be received by (dd--mmm--yyyy): ___________________.  Consideration will be given to extending this date if you submit a written request prior to the above date to the Adjutant General stating your reasons for desiring the additional time.


The Adjutant General will render the final decision as soon as possible after the appellate review has concluded or after review of the hearing examiner’s report and recommendation.  A final decision by the Adjutant General will cancel the adverse action, sustain it, or substitute a less severe penalty.  The right to appeal extends no further than the Adjutant General of Georgia.


Major Jay Peno, HRO Labor Relations Specialist, can provide information regarding procedural assistance and appeal rights.  He may be contacted at commercial (404) 624-6440 or in person at Building 21, 935 E. Confederate Avenue, S.E., Atlanta, GA.

HRO Form 752-2

August 2002

CONFLICT RESOLUTION AND COMMUNICATION BASIC TRAINING

· Attack the problem not the person:

· Define the problem 

· Explore each person's perception of the problem 

· Try to understand and respect each point of view without judging

· Remember that we all come from different backgrounds and different socializations and that we must understand and value our diversity – it is our diversity that makes us strong

· Use good communication skills including: 

· LISTENING – Use “Active Listening” letting the communicator know you are genuinely interested.  Do not interrupt.  Let them express why their feelings are important to them.

· SUMMARIZING – Paraphrase to let the communicator know what you think they said 

· CLARIFYING – Ask questions when you are unsure of the communicator’s message

· BODY LANGUAGE – You should be calm, relaxed and attentive.  Make eye contact and nod occasionally to signify you are getting the message.

· BE RESPECTFUL – Treat everyone with respect. There is not one person who wants to feel judged or personally attacked. 

· Concentrate on interests, not positions:

· The position is the outcome you are interested in getting 

· The interest is why you want that outcome 

· Interests that are involved in conflicts are usually related to our basic needs. When we focus on interests instead of positions we can start to find solutions.

· The ideal solution is a Win-Win among the five primary ways to settle conflict:

· COMPETITION as on a playing field is an option that always results in WIN-LOSE

· ACCOMMODATION where you yield to the other person results in LOSE-WIN

· AVOIDANCE is one of the most common ways to react and results in LOSE-LOSE

· COMPROMISE where you get some of what you want is like a WIN-LOSE/LOSE-WIN

· COLLABORATION is the best, most satisfying, and hardest goal to achieve – a WIN-WIN  

· Collaborate to solve the problem fairly striving for the WIN-WIN solution:

· You should identify areas of agreement, define and explore alternatives, and select solutions

· Both sides must be willing to resolve the issue, get to the root of the problem, and empathize

· Hidden agendas, dishonesty, or lack of trust will derail your efforts to resolve the conflict

· A fair solution respects the interests and positions of both sides 

More Tips on – CONFLICT RESOLUTION and COMMUNICATION

“The following tips were paraphrased from various public sources freely available for publication”

WORKING IT OUT TOGETHER…

The first step towards harmony in our work and personal life is to learn how to solve our everyday problems. 

· CONFLICTS HAPPEN – Conflicts are a normal part of life. How we deal with these conflicts can make a big difference. Often when people resolve conflicts, one person ends up a winner, and one loses out. This may solve the problem for the moment, but resentment and bad feelings can cause more problems later. 

· EVERYBODY CAN WIN – Another way to look at conflicts is to try to find a WIN-WIN solution, in which both sides can benefit. In this way, conflicts are turned into opportunities to grow and make things better than before.  This approach is the cornerstone of "conflict resolution" – one of the most important tools for bringing harmony into our personal lives, our work sections and our organization. 

PROBLEM SOLVING TERMS AND TOOLS…

· COMMUNICATION – Conflicts are often caused by problems in communication. One person may have misunderstood what the other person has said. Or the other person may not have said what they meant to say. Sometimes when we're angry we don't hear what the other person is saying. Sometimes when there is a conflict, people do not tell each other, which causes even more conflict. Good communication skills are an important part of resolving conflicts. 

· LISTENING – It's important to listen carefully. Your "body talk" sends a message that you are listening. Keeping eye contact, leaning closer, nodding your head when you understand a particular point, and ignoring distractions that are going on around you are some of the ways to send the right body messages. 

· SUMMARIZE – When a person is finished expressing a thought, summarize the facts and emotions behind what they have said so that they know you have understood what they've said and how they are feeling. 

· CLARIFY – Ask questions to clarify or make clearer different parts of the problem to make sure that you fully understand the other person's perspective. 

· GOOD SPEAKING SKILLS – When you speak, try to send a clear message, with a specific purpose, and with respect to the listener.  Speak about how you are affected by the problem. 

· COMMUNICATION SIDETRACKERS – Don't interrupt, criticize, laugh at the other person, offer advice or bring up your own experiences, or change the subject. 

· WIN-WIN OPTIONS – An idea or suggestion in which both sides can benefit is called a Win-Win option. The idea should help both sides. 

· BRAINSTORMING – The first step in problem solving is to come up with as many ideas as possible. This is called brainstorming. During this process, any idea that comes to mind should be expressed and written down. Don't judge whether the ideas are good or bad, or even discuss the ideas. Just try to come up with as many solutions as possible. 
· FIND A FAIR SOLUTION – Then go through the ideas using fair criteria to see which idea might be best. Using fair criteria means to judge each idea with both people's interests in mind.  Try to use reason and not emotion to judge an idea, respecting each person's difference in perception. 
MORE WAYS TO PRACTICE CONFLICT RESOLUTION…

· NEGOTIATION – Negotiation is a communication process in which people try to work out their conflicts in a peaceful way using conflict resolution techniques. 

· MEDIATION – Sometimes people who want to work out a conflict just can't seem to agree on any way to work it out.  They may want another person to help them solve their problem.  A mediator is a person who helps two sides to work out their problems peacefully.  The mediator helps those in conflict to focus on the problem and not blame the other person, to understand and respect each other's views, to communicate their feelings and what each is really saying, and to cooperate together in solving the problem.  Mediators are peacemakers. 

· GROUP PROBLEM SOLVING – Problems can also be worked out together in a group. Often group problem solvers sit in a circle, so that all members are equals. The same conflict resolution principles are used: they focus on the problem not on assigning blame to any person; they take turns sharing their point of view, and listening (without interrupting) to all of the other points of view; all members must show respect and not criticize other members or their ideas. 

10 STEP COMMUNICATION PROCESS…

Try these suggestions to get your message across:

1. TALK DIRECTLY: If there is no threat of physical violence, talk directly to the person with whom you have the problem.

2. CHOOSE A GOOD TIME AND PLACE: Discuss the conflict in a quiet place, when you and the other person are not busy or rushed.

3. PLAN AHEAD: Think about what you want to say ahead of time. Be able to state clearly what the problem is and how it affects you.

4. GIVE INFORMATION: For example, say something like: "When your car blocks my driveway, I get angry because I can't get to work on time." Try not to say things like: "You are blocking my driveway o purpose just to make me mad!"

5. DON'T BLAME OR NAMECALL: Blaming and name-calling will only antagonize the other person, and make it harder for him or her to understand your concerns.

6. LISTEN: During the discussion, relax. Give the other person a chance to tell his or her side of the story completely, and try to learn how he or she feels about the situation.

7. SHOW YOU ARE LISTENING: Although you may not agree with what is being said, tell the other person you hear what he or she is saying, and are glad you are discussing the problem together.

8. TALK IT ALL THROUGH: Once you start, get all of the issues and feelings out into the open. Don't leave out the part that seems too "difficult" to discuss or too "insignificant" to be important. Your solution will work best if all the issues are discussed thoroughly.

9. WORK ON A SOLUTION: When you have reached this point in the discussion, BE SPECIFIC.

10. FOLLOW THROUGH: Agree to check with each other at specific times to make sure the agreement is still working. Then really do it.

HINTS AND TIPS FOR DE-ESCALATING A CONFLICT…

· Take a deep breath to stay relaxed.

· Look the other person in the eye, with both of you sitting or standing.

· Speak softly and slowly.

· Keep your legs and arms uncrossed.

· Do not clench your fists or purse your lips.

· Keep reminding yourself – "We can find a win-win resolution to this," and remind the other person of this too.

· If necessary, ask for a break to collect your thoughts or release pent-up tension.

· Give "I messages." – Paraphrase what the other person has said, asking for clarification as necessary.

· Watch your language – Words that escalate a conflict are: never, always, unless, can't, won't, don't, should, and shouldn't.  Words that de-escalate a conflict are: maybe perhaps, sometimes, what if, it seems like, I feel, I think, and I wonder.

· Really listen to what the other person is saying, with the goal of truly understanding that person's point of view.

· Affirm and acknowledge the other person's position.

· Ask questions that encourage the other person to look for a solution.  Ask open-ended questions rather than ones that evoke a yes or no response.

· Keep looking for alternative ideas to resolve your dispute so that both of you have your needs met.

[image: image3.wmf]
FEDERAL LABOR / MANAGEMENT RELATIONS

SUPERVISOR’S QUICK REFERENCE GUIDE (excerpts from Federal Labor Law)

BASIC EMPLOYEE RIGHTS UNDER 5 USC CHAPTER 71:

An employee has the right to:

· FORM, JOIN, or ASSIST a labor organization;

· ACT AS A REPRESENTATIVE of a labor organization;

· BARGAIN COLLECTIVELY through a labor organization.

THE BARGAINING UNIT:

Certain employees are excluded from bargaining units by 5 USC 7112. 

These are the exclusions:

· Supervisors/Management officials;

· Employees engaged in personnel work (other than clerical);

· Employees working in a confidential capacity for officials who formulate general labor relations policy;

· Employees engaged in intelligence, or security work affecting national security;

· Employees investigating or auditing work or conduct of other agency employees;

· Professional employees unless a majority of the professionals vote for inclusion.

DEFINITION OF A SUPERVIS0R:

A supervisor, under 5 USC 7103, is a person authorized, with respect to employees, to do at least one of the following:

( hire

( promote
( transfer


( assign
( direct empl
( furlough

( recall 
( discipline
( suspend

( lay off
( reward
( remove

( adjust grievances

or effectively recommend any such actions, if the exercise of such authority requires independent judgment.  The number of employees supervised is not a relevant factor in this context.

UNION RIGHTS I/A/W EXCLUSIVE RECOGNITION:

5 USC 71114 states that a labor organization which has been accorded exclusive recognition:

· may negotiate agreements for all employees in the collective bargaining unit;

· is responsible for representing the interests of all bargaining unit employees whether they are union members or not;

· must be given the opportunity to be represented at all formal discussions between management and employees concerning grievances, personnel policies and practices, or other general conditions of employment;

· must be given the opportunity to be present at any investigative examination of a unit employee, if: 

(WEINGARTEN RIGHTS)

· the employee reasonably believes the examination may result in disciplinary action; and

· the employee requests representation.

FORMAL DISCUSSIONS UNDER 5 USC CHAPTER 71:

Generally, a meeting between management and an employee would be classified as formal when:

· more than one employee is impacted by the decisions reached or more than one management official is present at the meeting; or

· the meeting may result in a decision on an employees grievance.

· A meeting would usually not be classified as a formal discussion when:

· the meeting is for a "personal counseling" session and does not involve matters affecting general working conditions; or

· the discussion is not at a level which could result in settlement of a grievance and there is no potential impact on other bargaining  unit employees.

· when a meeting is a formal discussion, the union must be afforded an opportunity to be represented.

MANAGEMENT RIGHTS;

Under the law, certain "management rights" exist, which may not be abridged, regardless of the contract. 5 USC 7106 reserves the right to:

· determine the mission, budget, organization, number of employees, and internal security practices of the agency;

· hire, direct, layoff, and retain employees;

· suspend, remove, reduce in grade or pay, or discipline employees;

· assign work, determine need to contract out, and determine the personnel by which operations will be conducted;

· select and appoint employees from appropriate sources; and

· take necessary emergency action.

Any decision to act in these areas is a sole prerogative of management. 

However, both procedures for exercising that authority and arrangements regarding affected employees are subject to negotiations.

MANAGEMENT UNFAIR LABOR PRACTICES (ULPs):

5 USC 7116(a) states it is an unfair labor practice for management to:

· interfere with, restrain, or coerce an employee in the exercise of the rights assured by 5 USC Chapter 71;

· encourage or discourage membership in a labor organization by discrimination with respect to conditions of employment;

· sponsor, control, or otherwise assist a labor organization; 

· discipline or otherwise discriminate against an employee because he has filed a complaint or given testimony under 5 USC Ch. 71; 

· fail to cooperate in impasse procedures;

· enforce rules or regulations in conflict with a prior collective bargaining agreement.

UNION UNFAIR LABOR PRACTICES:

Under 5 USC 7116(b) it is an unfair labor practice for a union to:

· interfere with, restrain or coerce an employee in the exercise of his rights assured by 5 USC Chapter 71;

· attempt to induce management to discriminate against an employee in the exercise of his or her rights under 5 USC Ch. 71;

· coerce or take an economic sanction against a union member as punishment or for the purpose of hindering work performance or productivity of a Federal employee.;

· discriminate against an employee with regard to the terms or

· conditions of membership because of race, color, creed, sex, age, national origin. civil service status, political affiliation, marital status, or handicapping condition;

· refuse to consult, or negotiate with an agency as required by the 5 USC Chapter 71;

· fail to cooperate in impasse procedures;

· call or engage in a strike, work stoppage, or slowdown, or picketing which interferes with an agency's operations.

USE OF OFFICIAL TIME:

Generally, employees representing the bargaining unit are authorized official time to negotiate contracts/MOU’s, etc; discuss grievances; training; participate in discussions with management, etc.  However, 5 USC 7131 provides that the INTERNAL business of a labor organization shall be conducted during the non-duty hours of the employees concerned (i.e.: solicitation of membership. collection of dues, elections, newsletter production. etc.).


Labor Relations Situational Exercises – Excerpts from the Federal Labor Relations Authority

Select the Best Answer to the Following Questions (answers on the preceding page)

1.  During a campaign by two unions to obtain exclusive recognition, you have come to the conclusion as a high management official of the agency, that one of the unions competing is far superior to the other one.  Based on this, you decide to take some action for the good of the agency.  Which of the following actions, if any, would be appropriate?

a. Hold a meeting of all employees and discuss your views.

b. Write a memo to all employees explaining your views.

c. Discuss your views with all supervisors subordinate to you and ask them to express those views to their employees.

d. None of the above.

2.  As a high management official, you conclude that it is essential to radically alter the plan for scheduling lunch periods.  There is no article in the contract referencing this subject.  Which action should you take?

a. The opportunity to negotiate must be provided to the local union before the new program is implemented. 

b. Since the contract does not address the issue, no negotiation with the union is necessary although it may be good for political reasons.

c. Although negotiation with the union is not necessary, it is necessary to solicit the views of the employees without the union's intervention.

d. None of the above.

3.   While walking by, you overhear one of your employees, who is a union representative, trying to get three other employees to become union members during duty hours.  Which action would be proper?

a. I would take the "management position" and attempt to talk the three employees out of signing up.

b. I would tell the representative that he is engaging in internal union business on government time and such discussions are unauthorized.

c. I would do nothing since discussion regarding union membership is protected activity under 5 USC Ch. 71 and to forbid this activity might subject the agency to an unfair labor practice complaint.

4.  One of your employees approaches you and asks you to join the local union so you can run for a union office.  How would you respond to the request?

a. l would tell the employee that while l am entitled to join the union.  I cannot hold a union office or play a role in the management of the labor organization.

b. I would tell the employee that, as a supervisor, I couldn’t join the union or hold an office in the organization. 

c. I would accede to the employee's request in the interest of good labor-management relations.

5.  How many employees must a person supervise in order to be considered a supervisor for labor relations purposes?

a. Three

b. One

c. No set number is required but, in order to be a supervisor, a person must be at least a Branch Chief.

6.  An employee comes to you and indicates that he wishes to file a grievance under the agency grievance procedure.  According to the Labor Relations Officer, the subject on which he wishes to file the grievance is covered by the negotiated grievance procedure.  The employee tells you he does not want to use the negotiated procedure.  What should your reaction be?

a. That the grievance will be processed under the agency procedure in accordance with his wishes.

b. That the negotiated procedure is the exclusive procedure available to him and that he must use that procedure.

c. I would ask the president of the union local if he has any objections to the employee's using the agency procedure.

7.  Following a long antagonism between two of your employees that included several shouting matches, a fight breaks out resulting in some broken furniture and minor injuries.  After taking action to issue proposed removal notices to the two employees, the union president approaches you with a demand that you negotiate regarding the severity of the penalties.  Must you negotiate in this situation?

a. No, the decision to remove an employee is a sole prerogative of management.

b. Yes, since this a personnel matter, although I need not agree to any union proposal.

c. Yes, because the action involves more than one bargaining unit employee.

8.  You are the deciding official in a negotiated grievance proceeding in which the employee is representing himself.  The union claims it has a right to be present at the adjustment of the grievance.  How do you respond to the union?

a. I would not allow the union to be present, as the employee is representing himself.

b. I would allow the union to be present only if the employee agreed to have the union serve as his representative in the grievance. 

c. I would allow the union to be present at the adjustment of the grievance.


9.  An employee in the bargaining unit whom you supervise indicates his desire to file a religious discrimination grievance using the negotiated procedure.  Would you allow the use of this procedure?

a. No, because this is clearly a complaint which must be handled under the EEO procedure established by law.

b. Yes, but only after the employee has exhausted his rights under the EEO appeal system.

c. Yes, so long as EEO appeals are within the scope of the negotiated procedure and the employee has not filed a complaint relating to the same problem under the EEO procedure.

10.  An employee under your supervision who has requested a promotion is performing at a level that is, at best, "average" for his current grade.  When you call the employee in to tell him what deficiencies exist and how to improve to justify a promotion, the employee insists on union representation.  How do you respond?

a. I would grant the demand since the meeting is a formal discussion. 

b. I would not grant the demand since the meeting is a personal counseling session.

c. I would grant the demand since the meeting concerns negative factors in the employee's work performance.

Impact & Implementation (I&I) Bargaining Notes
Even where the decision to change conditions of employment of unit employees is protected by management's rights, there is a duty to notify the union and, upon request, bargain on procedures that management will follow in implementing its protected decision as well as on appropriate arrangements for employees expected to be adversely affected by the decision. Such bargaining is commonly referred to as "impact and implementation," or "I&I" bargaining. 

CONDITIONS OF EMPLOYMENT
Under title 5, United States Code, section 7103(a)(14), conditions of employment "means personnel policies, practices, and matters, whether established by rule, regulation, or otherwise [e.g., by custom or practice], affecting working conditions, except that such term does not include policies, practices, and matters--(A) relating to prohibited political activities or classification to the extent such matters are specifically provided for by Federal statute. 

PROCEDURES
Under title 5, United States Code, section 7106(b)(2), the procedures observed by management in exercising its reserved rights are negotiable. To qualify as a negotiable (b)(2) procedure, the proposed "procedure" must not require the use of standards that, by themselves, directly interfere with management's reserved rights or otherwise have the effect of limiting management's reserved discretion. 

APPROPRIATE ARRANGEMENT
One of three exceptions to management's rights.  Under title 5, United States Code, section 7106(b)(3), a proposal that interferes with management's rights can nonetheless be negotiable if the proposal constitutes an "arrangement" for employees adversely affected by the exercise of a management right and if the interference with the management right isn't "excessive" (as determined by an excessive interference balancing test).

THREE EXCEPTIONS
The three title 5, United States Code, section 7106(b) exceptions to the above involve (1) title 5, United States Code, section 7106(b)(1) permissive subjects of bargaining (e.g., staffing patterns, technology) on which, under the statute, agencies can elect to bargain, (2) procedures management will follow in exercising its reserved rights, and (C) appropriate arrangements for employees adversely affected by the exercise of management rights. 

1. "Permissive" Subjects Exception
This exception to management's rights deals with staffing patterns--i.e., with "the numbers, types, and grades of employees or positions assigned to any organizational subdivision, work project, or tour of duty" and with "the technology, methods, and means of performing work." Under the statute such matters are, moreover, negotiable "at the election of the agency."

2. "Procedural" Exception

Title 5, United States Code, section 7106(b)(2), dealing with procedures, really isn't an exception to management's rights as the Authority has held that a proposed procedure that "directly interferes" with a management right is not a procedure within the meaning of title 5, United States Code, section 7106(b)(2).

3. Appropriate Arrangement Exception

Title 5, United States Code, section 7106(b)(3) applies only if the proposal is intended to ameliorate the adverse effects of the exercise of a management right. Where such is the intent of the proposal, the Authority applies a balancing test in which it weighs the extent to which the proposal ameliorates the expected adverse effects against the extent to which it interferes with he management right and determines whether or not the specific proposal "excessively" interferes with the management right. If the interference is "excessive," the proposal isn't an appropriate arrangement and therefore is nonnegotiable. If otherwise, the proposal is a negotiable appropriate arrangement, even though it interferes with management's rights. 

To qualify as an "arrangement" to which it would be proper to apply the excessive interference balancing test, the proposal has to be "tailored" so that it applies only to those employees who would be adversely affected by the proposed management decision. 

The bottom line…

Any time you are contemplating changing conditions of employment, call the union in and discuss it … a short discussion now can save weeks of headaches later, and help build your relationship!
The Association of Civilian Technicians (ACT), Inc. – In Georgia

The Union that represents the Technicians of the Georgia National Guard is the Association of Civilian Technicians (ACT).  It was founded in 1960 and was instrumental in the passage of the Technician Act of 1968.  It represents bargaining units in 38 states, Washington D. C. and the Virgin Islands.

Its headquarters is located in Lake Ridge, VA.  The President and other elected officials form a Board of Directors, which governs at the national level.  They supervise six National Field Representatives located in five regions.  These reps are either current Technicians or have been Technicians.  The Association has a National Constitution dated in 1992. State or local chapters within each state recognize chapters.

Georgia has a State Council which has it own set of By-laws.  The state council works with the HRO, Commanders and the TAG.

All Officers are elected by the membership.  OFFICERS ARE ELECTED NOT SELECTED – UNIONS ARE VERY DEMOCRATIC ORGANIZATIONS.

The structure of the Georgia State Chapter of ACT is as follows:
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The role and responsibility of the Unions is to represent and protect all employees in the bargaining unit.  The union upholds the contract, Federal laws, Agency regulations and procedures.  It strives to promote and maintain a high level of morale and cooperation with management.  It ensures that its members understand their duties and responsibilities to the Georgia National Guard.  The union works to have positive communication with managers to resolve issues at the lowest level.

The union is active in promoting positive Labor/Management relations through training, Partnership Councils, State Safety Council and the Labor Management Agreement (Contract).      


What Causes a Grievance?

Can Anyone Cause a Grievance Situation? – YES!

General Causes:

· Labor/Management Relations (reactions between diverse people

· Self Interest (how will this change affect me)

· Authority Complex (let authority go to the head or conversely reject all authority)

· Communication Barriers (written, spoken and body language)

· Self-Justification (resent having decisions questioned and do everything to justify)

· Gut Reactions (reactions without logic may not address built in biases)

· Union Attitudes (push agendas or have "get management" attitude)

Specific Causes:

How Can an Employee, Supervisor, or Shop Steward Cause a Grievance?

Employee:

· Qualifications do match the job

· Personal problems (refer to EAP)

· Unreliable/Antagonistic employees

· Linguistic/Racial/Cultural barriers

· Union Membership (I am immune to discipline)

Supervisor:

· Wrong attitude toward the Union

· Weak supervisory skills

· Unjust discipline

· Favoritism and Inconsistency

· Promises made to employees

· Failure to eliminate sources of irritation

· Unclear orders/instructions

· Failure to keep workforce informed

· Failure to dispel rumors

· Failure to listen and consider employee's viewpoints

· Incomplete knowledge of the labor contract

Shop Steward:

· Incomplete knowledge of the labor contract

· Making unwarranted promises

· Failure to act on complaints

· Showing favoritism

· Failure to set a good example

· Playing union politics (stir it up and solve it)

· Allowing rumors to circulate

An awareness of the root causes of complaints and grievances will help you, as a supervisor, to resolve them at the lowest level or perhaps reduce or eliminate grievances by addressing the root issues.  Contact the HRO/LRS for further guidance in dealing with grievance situations.

GA DoD Human Resources Office

Technician Vacancy Announcement Guide

Background of the Technician Program.

The Georgia National Guard Technician Program is Federal Civil Service employment.  Positions are available in the General Schedule (GS) and Federal Wage System (WG/WL/WS) areas.  General Schedule positions are administrative in nature (white collar) whereas Wage Schedule positions are maintenance oriented (blue collar).  Federal Technician positions have qualifications standards directed by the Office of Personnel Management (OPM) and the National Guard Bureau (NGB).  These standards cannot be changed.  If you are interested in applying for a job, you must “sell yourself”.  It is YOUR responsibility to prove to the Human Resources Office through your application that you qualify for a job and should receive an interview.  

Basic Information Listed on Position Vacancy Announcements.

· Vacancy Announcement number:  This number is located at the top right of the announcement.

· Closing Date:  The application must be received by close of business on this date in order to be considered for the job.  

· Position (Title/Series/Grade):  Job vacancy name.

· Location:  Work location.

· Area of Consideration:  The area of consideration category consists of Area One and Area Two applicants.   Area One applicants are current excepted Georgia National Guard Technicians and Area Two applicants are any persons outside the Georgia National Guard Technician Program.  

· Type of Appointment:  Excepted Service positions require military membership in the Georgia Air or Army National Guard as a condition of employment.  Excepted service technicians wear the appropriate military uniform.
· Military Requirement:  Officer and/or Warrant Officer and/or Enlisted.
· Salary:  Range of salary for the applicable position from initial step rate to the highest step rate.
· Qualification Requirements:  Listed in more detail below
The Application Process – Five Critical Steps.   

Step 1:  Do your homework.

The key to a strong package is attention to the Technician job announcement.   Review the vacancy announcement carefully.  You may request a copy of the Position Description for the position for which you are applying from the Human Resources Office or Remote Designee.  The announcement summarizes the general and specialized experience, the minimum educational, work and licensing requirements and lists the Knowledge, Skills, and Abilities (KSAs) essential to the position.  Individuals must meet the mandatory qualifications and indicate how they meet these qualifications.  Failure to do so will result in the application being returned as not qualified.   In order to hire you, we must be provided information on your education, work experience, and personal background.  This information will be used to determine if you are qualified to apply for a technician vacancy.  

STEP 2:  Decide how you will apply.  

+ THREE APPLICATION OPTIONS (Focusing on education and experience)

· Option 1:  Use the Optional Form 612 (OF-612).  The Application for Federal Employment OF-612 is a two-paged form with 18 questions on citizenship, veteran’s preference (not applicable to national guard technicians), experience, education and skills. 

· Option 2:  Use the Standard Form 171 (SF-171).  The SF-171 form is optional. 

· Option 3:  Write a Resume – The resume should be in the basic format below and must include all information listed or the resume will be disqualified: 
SAMPLE RESUME FORMAT

Announcement Number:  (Example:  02-155)

Job Title and Grade:  (Example:  Computer Specialist)

Name:  (Last name, first name, full middle name)
Military Rank:
Unit:






Military Membership Status:
Other names ever used (maiden, etc):

Mailing address:

Day/Evening phone numbers:  use area codes (include pagers/cell phones)

Social Security Number:

Country of Citizenship:


Date of Birth:
Federal Civil Service:

If you have prior Federal Civil Service or are a current Civil Service Employee, list the title, series, grade and inclusive dates of your highest grade held.  Example:  Military Personnel Technician, GS-0204-07, 11 Jan 82 – 30 Nov 83.

Education:  

High School:  Name, city and state of last high school attended, and year of graduation or GED

College/University:  Name, city, and state, Major(s), type of degree and year granted.  If no degree was earned, show number of semester or quarter hrs completed.

Work experience:

Include the following information for any paid or non-paid work experience that is related to the job for which you are applying.  Include your experience as a traditional guard member.  List each job separately.

Job Title:  (if Federal Civil Service, include Pay Plan, Series, and Grade)

Employer or Organization, name and address:

Supervisor’s name and phone number:

Starting and ending dates of employment:

Average number of hours per week (or month):

Current Salary:

Indicate if we may contact your current supervisor.

Job Description or Summary of Duties:  Describe the work you did, skills acquired (typing, computer input, etc.) and any certifications or licenses earned (A & P, CPA, engineering certifications, etc.). 

Other Qualifications:

1. Job related training courses (title and date).

2. Job related skills (other languages, computer hardware/software, tools, machinery, typing speed).

3. Job related certificates and licenses, i.e. valid drivers license, (current only).

4. Job related honors, awards, and special accomplishments, leadership activities, public speaking, or Incentive awards, (give dates but do not send documents unless requested).

5. Job appraisal ratings for the past three years.

__________________________________

__________

Signature







Date

Applicants must sign their resume certifying to the accuracy of all information provided.  (If you make a false statement in any parts of your application, you may not be hired, or you may be fired after you begin work.  Also, you may be fined or incarcerated.)

· If you are male, over age 18 and born after Dec 31, 1959, you must be registered with the Selective Service System (or have an exemption) to be eligible for a Federal job.

· If you are receiving a Federal annuity (military or civilian) your salary or annuity may be reduced if you take a Federal job.

· Also, if you take a Federal job, you must pay delinquent debts, or your agency may garnish your salary.

· Veteran’s preference in hiring does not apply to the National Guard.
STEP 3:  Make sure everything is in your package.

General and Specialized Qualification Requirements:  Each position requires a minimum number of months of specialized experience (paid or unpaid) in order to be minimally qualified for the position.   The experience listed will be used to determine qualifications.  It is important to give a complete and detailed description of specific duties, responsibilities, and accomplishments for each position held applicable to the job.  Use complete dates to indicate the amount of experience, i. e, 12/28/00 to 4/1/02.  If you held a position where you performed more than one type of work, you should estimate the percentage of time you spent performing each type of work.  Use your own words to describe your work experience rather than past job descriptions.  While it is important that you provide as much information about your qualifications as possible, it is equally important to keep your application free of unnecessary materials.  

· DO NOT submit position descriptions.

· DO NOT submit letters of recommendation or achievement.  

· DO NOT use appraisals or standards as proof of experience.  

· DO list job related training courses (title and year).
· DO list job related skills (other languages, computer hardware/software, tools, machinery, typing speed, possess valid drivers license).

· DO list job-related certificates and professional licenses (current only)

· DO list job-related honors, awards, and special accomplishments (leadership activities, public speaking, Incentive awards) (indicate dates but do not submit documents unless requested)

· DO list appraisal ratings for the past three years.

If additional space is required to complete any item on the application, a blank sheet of 8 ½ X 11 ‘ paper can be used.  Remember to include your name and announcement number on each sheet. 

Rating Factors – Knowledge, Skills, and Abilities (KSAs):  Members who meet the general and specialized qualifications requirements will be further evaluated based on the KSAs, which are considered essential to perform the duties and responsibilities of this position.  KSAs must be addressed by the applicant and must be submitted with the application in order to be considered for the position.  It is recommended to complete separate sheets addressing KSAs so that the members’ experience is clearly explained.

Example of KSA #1:

· Civilian experience:  Enter when, where, job title, complete description of work experience that provided that KSA.

· Active duty experience:  Enter when, where, job title, complete description of work experience that provided that KSA.

· National Guard traditional experience: Enter when, where, job title, complete description of work experience that provided that KSA.

Remaining KSAs (same format)

Substitution of Education for Specialized Experience:  Certain positions allow for substitution of education for experience.  Appropriate college transcripts must be submitted with application if specified by the vacancy announcement.  However, do not include copies of Certificates of Training unless specifically requested in the vacancy announcement.

Other Qualification Requirements:  If required on the vacancy announcement, applicants for the position must also list and certify other characteristics required such as engineering certifications, typing speed, valid drivers license, CDL, etc.

STEP 4:  Get a second set of eyes to review your package.  Utilize the checklist included in this guide (page 7).

STEP 5:  Make sure you mail, fax, or hand carry your application to arrive at HRO by the close of business on the closing date.  Applications submitted via government fax machine or in a postage paid government mailer or envelope will not be accepted.  Feel free to contact the HRO staff at any point during the application process at the following locations:

· Atlanta


DSN 338-6425/6424, Commercial (404) 624-6425/6424

· Robins AFB  

DSN 497-6155/6156, Commercial (478) 327-6155/6156
· Savannah

DSN 860-8457, Commercial (912) 966-8457

· MATES, Ft. Stewart
DSN 870-3584, Commercial (912) 448-4276

Hiring Process:

Upon receipt, all applications are placed in the position vacancy announcement file.  After the closing date, it will be reviewed by the Personnel Staffing Specialist to determine minimum qualifications.  Qualified candidates packages will be forwarded to the nominating official to conduct the selection process in accordance with the Merit Placement Plan and Labor-Management Contract.  A review of applications will be conducted to determine qualified candidates.   A personal interview may be conducted using standardized questions and/or a Qualification Review Board (QRB) may be conducted to determine the best-qualified candidates.   Applications of non-selected applicants will not be returned, and will not be transferred to another vacancy file.  A new application must be submitted for each vacancy announcement.

Conditions of Employment:  

After an applicant is selected for a position and prior to the applicant being placed in the technician position, he or she must become a member of the Georgia Air or Army National Guard.  

1. Wearing of the military uniform is required.  

2. Requirement to participate in the Direct Deposit / Electronic Fund Transfer Program.  

3. Applicant will not be approved for appointment until the appropriate physical examination is completed. 

4. Assignment to a compatible military position is mandatory.

Vacancy Announcement Application Checklist

	Check-Off
	Questions for Review

	(
	Neat and carefully prepared package? No binders or covers.

	(
	Is the position open to your military rank or category (officer, WO, enlisted)? 

(Enlisted applying for officer positions must provide evidence of eligibility – degree, age, and qualifications)

	(
	Are you within the area of consideration?

	(
	Is the job title and announcement number on your application?

	(
	If applicable, did you include your series and grade beside your job title in the WORK EXPERIENCE section?  (i.e. WG-8852-10, etc.)

	(
	Clear and detailed description of duties and responsibilities?

	(
	Customized application to specific jobs rather than your entire work history?

	(
	Are all acronyms and abbreviations that are not commonly known to all audiences spelled out?

	(
	Did you address each area of the specialized experience?

	(
	Did you address all Knowledge, Skills, and Abilities (KSAs) within the application or on a separate sheet of paper with FROM and TO dates and job title (not required but recommended)?

	(
	Did you include your AFSC (Air NG) or MOS (Army NG) for drill status experience or previous military experience?  (Part time, National Guard experience counts as full time experience (ex 12 drills = 1 yr experience) (From and To dates, job title, and duties for each AFSC/MOS is required.

	(
	If your experience encompassed more than one job function, did you list the percentage of time in each function?

	(
	Did you list all colleges and universities attended? 

(List semester or quarter hrs)

	(
	Did you list dates for each period of experience?  

(From and To dates)

	(
	Did you list other qualifications and dates? (Incentive awards, appraisal ratings for the past three years, valid licenses, certifications, etc.)

	(
	Does your resume/application have an original signature and date?

	(
	Make sure your application is received by COB on the closing date of the announcement and make copies for your records.





HRO









4 September 2003

MEMORANDUM FOR 116th ACW Selecting Officials, Supervisors and Managers

SUBJECT: Hybrid Supervisory Assignment Policy for the 116th ACW Blended Organization

1.  This policy supplements, clarifies and expands the supervisory definitions contained in the “116th ACW Conversion to Blended Wing Concept Frequently Asked Questions” publication dated 24 Sep 2002.  This policy is in accordance with the laws and regulations concerning supervisory assignments in the federal government to include: 32 USC § 709, 5 CFR part 430, 5 CFR part 410, 5 USC § 7103(a)(10), 5 CFR part 300/335, as well as applicable GA Human Resource Regulations (GA HRR) and National Guard Bureau Technician Personnel Regulations (NGB TPR), etc.

2.  Due to the unprecedented combining of an Air National Guard and Active Duty Air Force Wing into a Blended Wing, it is incumbent upon The Adjutant General, HRO and 116th ACW leadership to allow certain supervisory flexibilities while maintaining legal and regulatory lines of authority for assigning work, conducting appraisals, granting performance awards, and conducting discipline, etc.  Therefore, the supervisory assignment policy at the 116th ACW will be as follows:

· The HRO approved method of supervisory assignment will be individuals identified by name on the Blended Full-Time Support Personnel Manning Document (116th Blended SPMD).  This method is highly preferred for all supervisory assignments and must be used for long-term (projected in excess of 12 months) supervisory assignments. 

· The first local alternative method will be a supervisory designation memorandum, naming the incumbent supervisor and the section supervised, directed by a higher level of supervision and maintained in a file at the local level.  This method will be subject to random compliance audits by HRO and may be withdrawn by HRO.  This method may be utilized for limited duration assignments (12 months or less) essential for active duty career enhancement.

· The second local alternative method will be for higher-level supervision to identify lower level short-term supervisory assignments by name on a section-specific organizational chart maintained in a file at the local level.  This method will also be subject to random compliance audits by HRO and may be withdrawn by HRO.  This method would be most appropriate for limited duration (12 months or less) multiple assignments of active duty personnel in larger sections to satisfy active duty career supervisory requirements.

3.  Additional supervisory stipulations include, but are not limited to:

· As always, military grade inversion is strictly prohibited in accordance with TPR 300/302.7.

· Technician appraisals will be rendered in accordance with GA HRR 430.

· Technician awards will be in accordance with GA HRR 451.

· Technician discipline will be in accordance with NGB TPR 752 and the current Labor/Management Agreement.

· Supervisors of technician or AGR personnel must attend the GA HRO Supervisor’s course within twelve months of assignment or earlier based on course availability.  In order to satisfy immediate training needs, GA HRO may conduct two-hour supervisory skills courses that focus on performance management, performance awards, discipline and general supervisory issues on an as-needed basis.

4.  Because this policy has the greatest effect on the civilian technician workforce, it was coordinated with, and approved by the A.B. Roberts Chapter of the Georgia Association of Civilian Technicians (union) in accordance with the requirement for impact and implementation (I&I) bargaining due to a change of working conditions.

5.  Any deviations from the above policy must be coordinated with and approved by HRO prior to implementation.  The point of contact for this policy is MAJ Jay Peno, DSN: 338-6440 or LTC Charles Moulton, DSN: 338-6433.  


CHARLES L. MOULTON

LTC, QM, Ga ARNG

Human Resources Officer (Acting)

Encl:

116th ACW Conversion FAQ’s

Distribution:

116th ACW Selecting Officials and Supervisors

Don Cameron, State Chairman, ACT

ACT A.B. Roberts Chapter Officers

MAJ Peno, Deputy HRO (Acting)

1LT Peterman, HRO Classification Lead

CMSgt Duffey, HRO Manpower Analyst

MSgt Browder, HRO Classification

General Employment – Frequently Asked Questions (FAQs) 

Abbreviations Used:
Tech 
= Title 32 Georgia Air National Guard Dual Status Civilian Technicians




T10 
= Title 10 Active Duty Air Force Personnel




T32 
= Title 32 Georgia Air National Guard Active Guard/Reserve Personnel




T5 
= Title 5 Competitive Civilian Employees Administered by 78th Wing CPO

“116th ACW Conversion to Blended Wing Concept”

1. Q: Can a T10 supervise (assign work, approve leave, etc.) a Tech or T32 employee?

A: Yes, supervisory roles are defined based on the BLENDED FULL-TIME SUPPORT PERSONNEL MANNING DOCUMENT (SPMD) position occupied.

2. Q: Can a T32 or Tech supervise (assign work, approve leave, etc.) a T10?

A: Yes, supervisory roles are defined by SPMD position occupied.

3. Q: Can a T10 discipline, appraise, or correct performance of a Tech or T32 employee?

A: Yes, but all discipline, appraisals, and performance improvement plans must fall within the guidelines of National Guard regulations, and current labor contracts such as NGB TPR 752, NGB TPR 715, GA HRR 430, ANGI 36-101, and ACT Labor/Management Agreement dated Aug 2000 with amendments.

4. Q:  Can a Tech or T32 provide administrative discipline?

A: Yes, however, for discipline that will result in an Article 15 or above, the Tech or T32 supervisor will recommend non-judicial action to the unit commander through the chain of command to the senior commander.  Judicial action (court martial) may be recommended by the Tech or T32 supervisor to the unit commander through the chain of command to the installation commander. 

5. Q: Can a Tech or T32 appraise or correct performance of a T10?

A: Yes. 

6. Q: Can a T10 recommend an award for a Tech or T32 employee?

A: Yes, a T10 can recommend awards through both the military chain of the individual and may submit a Tech for a civilian award under GA HRR 451.

7. Q: Can a Tech or T32 recommend an award for a T10 employee?

A: Yes, a Tech or T32 can recommend a T10 for an award through the individual’s military chain of command.

8. Q: Will personnel actions/discipline receive any type of review?

A: Yes, every effort will be made to include both type of employees (ANG/Active Duty) in the member’s supervisory chain for personnel action review, and HRO will continue to review and approve all personnel actions/discipline/awards for Tech and T32.

9. Q: How will the general employment of T5 employees be handled?

A: T5 employees will be serviced by the 78th Wing CPO and will be represented by their current union (AFGE).  Discipline, rewards, etc., will be processed IAW 78th CPO or labor/management procedures.  GA HRO specialists in personnel, labor relations, mediation and dispute resolution will remain available to assist T5 employees and their supervisors with personnel issues at the option of the employee, their CPO and their applicable union (currently AFGE). 

10. Q: Will ACT be consulted prior to changes in working conditions?

A: Yes, every effort will be made to consult with ACT fully for decisions concerning conditions of employment.  ACT will, whenever possible consistent with mission requirements, be notified in advance of potential changes in working conditions and be offered the opportunity for impact and implementation (I&I) bargaining prior to implementing any changes.

11. Q: Will ACT be notified prior to the transfer of any bargaining unit employees?

A: Although the transfer of an employee from one position to another IAW GA HRR 335, 32 U.S.C. sec. 709, 5 U.S.C. sec. 7106 and other applicable regulations is a management right, management will make every effort to consider the employees concerns and keep ACT fully informed of any bargaining unit member transfer actions.

12. Q: Will employees have priority placement rights to return to their original work areas when vacant positions, for which they are qualified, come available?

A: Not necessarily, most of the reduction-in-force actions that were taken resulted in new positions with equal or higher pay; therefore, priority placement is not an issue.  However, if an employee was required to accept a new position and a position for which they were qualified became available, the employee could request a transfer to the available position and management would consider the request for transfer prior to advertising the position for competition.

13. Q: What happens if an employee cannot qualify for the new position they have been assigned to?

A: If any employee is unable to achieve the required skill level for their newly assigned position, management will make every effort to assign the employee to a position that they are already qualified for or may reasonably qualify for.  It is the goal of HRO and the 116 ACW to fully employ its on-board full-time workforce and make every effort to assign personnel to compatible positions consistent with mission requirements.

14. Q: What happens if an employee has a hardship and cannot attend the scheduled upgrade training or retraining away from their home base?

A: As always, all employee needs, hardships and conflicts will be considered by management for alternative courses of action (rescheduling, reassignments, etc.) as long as the employee communicates their concerns and provides evidence on which a management decision can be based.

15. Q: When positions are vacated, will they be offered to bargaining unit employees first?

A: Management, under 5 U.S.C., sec 7106 (a)(2)(a) & (c) has the right to advertise and make selections from any appropriate source.  However, it is Georgia National Guard policy to give first consideration to on-board technicians.

16. Q: How are supervisory roles designated and filled?

A: The level of supervision above the level in question will determine who the designated supervisor will be.  It may result in a designated supervisor, shift supervisor, co-supervision of different areas, rotating supervisors, etc., and will be defined by the level above the area in question.

17. Q: Will military grade inversion be authorized, that is, an E8 member supervising an E9 member, etc.?

A: No, the policy on military grade inversion remains in effect.

18. Q: Does the military rank or civilian pay grade determine who will be supervisor?

A: Since the military aspect of technician employment as well as the grade inversion policy is irrevocable, military rank will always be a factor in the determination of supervisory roles.

19. Q: What about wear of the uniform and customs and courtesies?

A: The rules concerning wear of the uniform and customs and courtesies are covered in AFIs such as AFI 36-2903 and 32 U.S.C. sec. 709.  There should be no deviations from the regulations with the exception of Wing Commander’s policies concerning unit specific hats, t-shirts, emblems, patches, no-hat/no-salute areas, etc.  The wear of the uniform and customs and courtesies should be identical and transparent between Tech/T32/T10 employees.

20. Q: Will the new 116 ACW retain the T5 civilians that are now part of the 93 ACW?

A: The Title 5 employees will remain, at their option, with the 116 ACW for the foreseeable future and will be administered by the 78th CPO for purposes of benefits, and upward mobility among the other functions of the WR ALC.

21. Q: Will T10 personnel attend supervisor training to assist them in dealing with Tech and T32 personnel management issues?

A: YES!  Some T10 personnel have received supervisor training and the majority of the 93rd OPS Group have received a supervisory overview based on the new GA DoD Supervisor’s Human Resources Reference Guide.  Additional training is scheduled beginning in October 2002 and will continue annually.

FAQ’s will be posted on the GA HRO website at: http://www.gahro.com 
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USE TPR 752 for Guidance in discipline and adverse actions and ALWAYS seek HRO/ERS/LRS help for assistance when contemplating disciplinary actions.
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Don’t get frustrated!!!


We can guide you in preparing the 52!





Incorrect 52’s can really


s….l….o….w down a personnel action!!!





Tell what this is and why, citing TPR 752.





Explain the details of the incident, be chronological and be specific!





Include an EAP paragraph.





Explain what may happen if the offense continues, how long the letter will remain on file (normally one year), grievance procedures and HRO POC.





TIPS/GOOD ADVICE!


Make sure the employee acknowledges receipt of the counseling and it is highly recommended to offer union representation and also document their presence at the counseling.





All counseling should also be documented on the automated supervisor’s brief and/or on the NGB Form 904-1.





DOCUMENT! – DOCUMENT! – DOCUMENT!





USE TPR 752 for Guidance in discipline and adverse actions and ALWAYS seek HRO/LRS help for assistance when contemplating disciplinary actions.





Tell what, and approximately when the action will be effective and why it is being taken.





Explain in detail the events leading up to the proposed adverse action - be chronological and very specific.





Include a paragraph explaining efficiency and further penalties.





Include a paragraph for EAP.





TIPS/GOOD ADVICE!


Make sure the employee acknowledges receipt of the adverse action and it is highly recommended to offer union representation and also document their presence at the counseling.


All adverse actions should also be documented on the automated supervisor’s brief and/or on the NGB Form 904-1.


DOCUMENT! – DOCUMENT! – DOCUMENT!





USE TPR 752 for Guidance in discipline and adverse actions and ALWAYS seek HRO/ERS/LRS help for assistance when contemplating disciplinary actions.





Reference the proposed adverse action. 





Reference TPR 752, your position and time-frame for replies





Reference replies and issue original decision.  It could be a lesser penalty or stay the same.





Restate the effective dates of the action and reference 30 day period if removal action (see TPR 752).





TIPS/GOOD ADVICE!


Make sure the employee acknowledges receipt of the original decision and it is highly recommended to offer union representation and also document their presence at the issuance.





All adverse actions should also be documented on the automated supervisor’s brief and/or on the NGB Form 904-1.





DOCUMENT! – DOCUMENT! – DOCUMENT!





Supervisors


Survival


Manual





Test answers for situational exercises to follow: 


1-D, 2-A, 3-B, 4-A, 5-B, 6-B, 7-A, 8-C, 9-C, and 10-B





WHEN IN DOUBT…CALL YOUR LABOR RELATIONS SPECIALIST IN THE HUMAN RESOURCES OFFICE!!!





David B. Poythress


Major General, GA ANG


The Adjutant General





State of Georgia


Department of Defense
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