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This instruction implements Air Force PD 36-7, Employee and Labor Management Relations. It pro-
vides supervisors of United Kingdom (UK) civilian employees a summary of United States Air Force
(USAF) and British Ministry of Defense (MOD) policies, regulations, and procedures that must be
observed in the administration and management of indirect hire employees. It serves as a practical aid to
supervisors in learning how best to accomplish their personnel management responsibilities under the
British MOD personnel system. This instruction does not apply to United States Air Force Reserve (USA-
FRC) or Air National Guard (ANG) units. Ensure that all records created as a result of processes pre-
scribed in this publication are maintained in accordance with AFMAN 37-123, Management of Records
and disposed of in accordance with the Air Force Records Disposition Schedule (RDS) located at: 
https://webrims.amc.af.mil. 

SUMMARY OF REVISIONS

This document is substantially revised and must be completely reviewed. 

This revision changes organizational symbols to reflect Headquarter United States Air Forces in Europe
(HQ USAFE) A-Staff nomenclature and removes the need for 3rd Air Force (3AF) supplement on over-
time procedures (paragraph 4.10.). MOD Forms listed in this instruction will be available through British
Ministry of Defense Liaison Office (MODLO) or Ministry of Defense Personnel Offices (MODPO).
Revisions are indicated by a vertical bar (|) in the left margin. 
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Chapter 1    
 

ORGANIZATION FOR CIVILIAN PERSONNEL ADMINISTRATION IN THE UK 

Section 1A—USAFE—Ministry of Defense (MOD) Arrangement 

1.1.  Background. UK civilian employees filling US Force-appropriated fund indirect hire positions in
the UK are employed, administered, and utilized under the terms of the ARRANGEMENT between the
United States Air Forces in Europe (USAFE) and the Ministry of Defense (MOD) of the UK of Great
Britain and Northern Ireland concerning the employment of MOD civil servants on US installations
(other than locations for which separate arrangements exist) in the UK. Under this ARRANGEMENT, the
MOD is the legal employer and the US Force the utilizer. Supervisors of MOD civil servants should bear
this in mind when referring to this instruction. Close coordination with officials of the MOD on all matters
relating to the administration of these employees is important in the interest of the best possible relations
with both the work force and the host government. 

1.2.  Responsibilities. Under the arrangement with the MOD the responsibilities of both parties are as
follows: 

1.2.1.  The British Ministry of Defense (MOD):  

1.2.1.1.  Recruits and appoints UK civilian employees utilized by the US Force under the arrange-
ment, classifies their jobs, pays them. 

1.2.1.2.  Maintains official personnel records, processes personnel actions, conducts employee and
supervisory orientation and training activities. 

1.2.1.3.  Provides advisory services to US Force supervisors on all matters pertaining to the daily
operation of the indirect hire program, and handles other administrative functions. 

1.2.2.  The United States Force:  

1.2.2.1.  Determine the number, type, and duties of positions required. 

1.2.2.2.  Participate in the selection of applicants for employment with the United States Force. 

1.2.2.3.  Participate in and make recommendations on personnel and disciplinary actions. 

1.2.2.4.  Provide an incentive awards program. 

1.2.2.5.  Determine training needs and conduct all on-the-job training and certain
off-the-job-training. 

1.2.2.6.  Exercise normal management and supervisory functions and responsibilities to include
Health and Safety and Equal Opportunity policies. 

1.3.  Reimbursement. The MOD is reimbursed for costs incurred on behalf of the US Force. This
includes employees’ pay, monetary benefits; staff transfer costs; and other items as detailed in the
arrangement. 
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Section 1B—Organization for Civilian Personnel Administration 

1.4.  Organization Concept. The organizational structure established to administer MOD civilian
employees utilized by the US Force stems primarily from the status of UK employees as actual employees
of the MOD and members of the British Civil Service. The US Force retain most of their managerial pre-
rogatives while being relieved of the burden of administering civilian employees in a foreign country. The
British government is assured that British citizens are accorded equitable treatment and payment under
local practices; and the employees enjoy the status and benefits of civil servants of their own country. 

1.5.  MOD Responsibilities. The MOD retains ultimate responsibility for implementing the terms of the
arrangement, but has designated the Commander-in-Chief, Royal Air Force (RAF) Personnel and Train-
ing Command (RAF HQ PTC), as responsible for the overall arrangement. Within RAF HQ PTC, the
Command Secretary is responsible for the administration of the entire civilian work force, including those
employees utilized by the US Force. In order to assist in performing this function for the US Force, a
MODLO has been formed, and MODPOs located at major US installations, responsible to RAF HQ PTC. 

1.5.1.  MODLO. The MODLO is located at RAF Mildenhall. It is responsible, within delegation lim-
its, for some aspects of the administration of the indirect hire work force, job classification, supervisor
training, statistical reporting, and the computation and claiming of financial reimbursement from the
US Force. The MODLO acts as advisor to the Commander and staff, Third Air Force, and other US
Force commanders and staffs in the UK on matters relating to the utilization of MOD civil servants
according to the above cited arrangement. 

1.5.2.  MODPO. These offices are located at bases where significant numbers of MOD civilians are
employed. They have certain delegated personnel management responsibilities for the MOD work-
force, including initial recruitment and placement, employee orientation, and control of time and
attendance reporting. They furnish advice and guidance to employees, supervisors, and managers
relating to personnel management and administration and utilization of MOD employees, and act as a
point of contact between the supervisor or manager and the RAF Commander, MODLO, or RAF HQ
PTC and the Trade Unions. 

1.5.3.  RAF Commander. The RAF Commander is the senior RAF representative at RAF stations
jointly associated with the US Force. Duties include advising the US Force commander on matters of
mutual interest, and the overall administration and discipline of all MOD civilians at the installation
employed by the MOD on behalf of US Force. 

1.6.  Civilian Personnel Flight (CPF). This organization is located at RAF Mildenhall. The CPF pro-
vides personnel administration for all serviced US citizen employees and direct hire non-US citizen
employees located in their servicing areas. In the administration of the indirect hire employment system
the CPFs responsibilities are: 

1.6.1.  Identifying and scheduling supervisors who require training in the management of MOD
employees. 

1.6.2.  Processing training requests and coordinating applicable training requirements. 

1.6.3.  The training of supervisors in the managerial aspects of their civilian management responsibil-
ities. 
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1.6.4.  Monitoring the overall administration of the indirect hire program insofar as it affects serviced
organizations. Maintaining liaison with the MODLO and the MODPO is to ensure that timely and
adequate service is provided, particularly with regard to filling positions. 

1.6.5.  The validation and certification of positions (paragraph 2.2.). 

1.6.6.  The maintenance of position data and agreed employee data in the MODERN system from
which AF Form 971, Supervisor’s Employee Brief, is produced. 
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Chapter 2    
 

ESTABLISH AND FILLING POSITIONS 

Section 2A—Position Control 

2.1.  Introduction. The classification of positions and the processing of personnel actions are the respon-
sibilities of the MODLO. Responsibilities are exercised through the local MODPOs, working in conjunc-
tion with the USAF supervisors and management officials. The Standard Form 52, Request for
Personnel Action, serves as the official request to the CPF for the MODLO to take the necessary action.
This chapter provides specific guidance relating to the use of this form, together with information on the
responsibility for position control, procedures for classifying positions, and the recruitment and selection
processes. Local procedures may be established for the flow of the SF 52 from supervisor to the CPF,
however, it must be remembered that no personnel action is taken until the SF 52 is processed by the CPF
in accordance with this chapter. 

2.2.  Position Control. Position control is a responsibility of the United States Air Force. The CPF vali-
dates and certifies position or personnel actions against a unit-manning document. 

2.2.1.  The CPF is responsible for providing the MODPOs and the MODLO with a copy of the civilian
personnel position control register. 

2.2.2.  In certifying the utilization of manpower authorizations the CPF ensures the proper organiza-
tional placement of the position, and that the duties described in position descriptions are consistent
with the intent and requirements of the Air Force specialty code (AFSC). If there is doubt as to the
validity of the action, the request is returned to the supervisor for coordination with the servicing
Manpower Office. The CPF may also request their assistance where appropriate. 

2.2.3.  Operating officials are responsible for ensuring that all indirect hire positions are established
and filled, unless there is a valid reason for not doing so, such as lack of funds or pending abolishment
of the position. 

Section 2B—Requesting Personnel Actions 

2.3.  Procedures. Requests are made using SF 52 which is forwarded by the supervisor to the CPF for
accomplishment of position control as described in paragraph 2.2. The CPF forwards the SF 52 to the ser-
vicing MODPO via MODLO and upon return establishes the necessary record for the Defense Civilian
Personnel Data system (DCPDS). No reassignment or any change in position status of an employee is
made before receipt of SF 52 by the MODPO and completion of actions required by MOD regulations.
Combined requests, for example, to establish and fill a position, are made using the SF 52. Office of Per-
sonnel Management (OPM) Guide to Processing Personnel Actions contains detailed instructions for
completing the necessary items on the SF 52. 

Section 2C—Classifying Positions 

2.4.  Classification System in UK. The classification of UK civilian positions is based on appropriate
standards of the British Civil Service. Although the factors used in classifying and grading positions
under the UK systems are essentially the same as in the US Civil Service classification system (that is,
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type of work, qualifications required, difficulty and responsibility, supervision received, and supervision
exercised), the grading system itself is different. The system provides for two main categories of employ-
ees: industrial and non-industrial. These two categories are comparable to the Wage Grade (blue collar)
and General Schedule (white collar) categories, respectively, used for US Civil Service employees. Each
of these two categories is subdivided into different classes, each having a series of grades or levels of pay.
For example, the non-industrial staff category is divided up into four broad-banded groups from group B
to group E. Industrial employees are graded according to skill level ranging from unskilled through semi-
skilled up to the skilled or craft grades. It is important for all US military and civilian supervisors to keep
in mind that MOD employees working with the US military organizations are graded according to the
British Civil Service system, and that the MODPO has the responsibility for furnishing notification of
position grading to operating officials concerned. Supervisors must also realize that under UK promotion
or advancement regulations, reclassification upward of a filled position will not ensure promotion or
advancement of the incumbent (Chapter 5, Section 5E). 

2.5.  Establishing and Classifying Positions:  

2.5.1.  Position Descriptions. Position descriptions for MOD positions are prepared using AF Form
1378, Civilian Personnel Position Description (PD) or AF Form 1003, Air Force Core Personnel
Document (CD). The AF Form 1378 (PD) and the AF Form 1003 (CD) should state in clear terms the
principle duties, responsibilities, and supervisory relationship to provide information necessary for its
proper classification; it may include a general requirement such as other duties appropriate to the
MOD grade. To complete position title, insert the US title from the OPM occupational standards or
clear alternative role title. In no circumstances is the British grade to be used as a position title. The
position classifier completes the information for Grade, classified by, and date classified. PDs for
positions identified as emergency-essential will so indicate and specify the need to wear protective
equipment and the requirements for availability and participation in exercises, evaluations, training,
and crisis situations, including wartime and performance of duties in either normally assigned or aug-
mentee positions. The position requires the wearing of Chemical Warfare Defense Ensemble (CWDE)
during exercises, training, crisis situations, transition to war, and war (paragraph 2.10.3. for medical
requirements). 

2.5.2.  Procedure. In case a new position must be established or the classification of an existing one
requires review, the supervisor prepares an individual PD (AF Form 1378) or CD (AF Form 1003) as
required according to paragraph 2.5.1. for attachment to the SF 52. In either case of establishing a new
position or reviewing a position, submit the PD (AF Form 1378) and organizational chart with a SF 52
to the servicing Civilian Personnel Flight. The supervisor must ensure that a valid manpower authori-
zation exists prior to submitting the request to the CPF. No classification review request is processed
by MODLO until the CPF validates the request. 

2.5.3.  Any actions not complying with the above will be returned by the CPF to the supervisor. Upon
completion of the classification, MODLO distributes one copy to the supervisor and one copy to CPF. 

2.6.  Maintenance of Classification:  

2.6.1.  Supervisors maintain current copies of individual PDs for all non-US citizen positions they
supervise. 

2.6.2.  The supervisor must initiate a request for review of classification when changes occur in the
duties and responsibilities of a position to the extent that the present PD (AF Form 1378) or CD (AF
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Form 1003) no longer reflects the position requirements appropriately. In all cases, the procedure in
paragraph 2.5.2. must be observed. Classification reviews may also be initiated by MOD to include
when a position has not been reviewed for a period of 5 years. 

Section 2D—Recruitment and Selection Procedures 

2.7.  Recruitment. The RAF HQ PTC Civilian Personnel Management Branch and the local MODPO are
responsible for accomplishing all recruitment actions. 

2.7.1.  Priority placement considerations will apply for suitably qualified personnel who are surplus to
requirements (redundant) at base level, or have strong compassionate grounds. In the event that no
such personnel are available, consideration is given to filling the position by lateral move, promotion,
or advancement of an on-base employee. Consideration is also given to the transfer-in of an MOD
employee from another base (which may attract relocation costs) or if these are not possible, external
recruitment action will be effected. The only applicants who can be accepted are those who satisfy the
UK Civil Service Commission’s criteria for appointment to permanent pension-able positions in the
UK Civil Service. 

2.7.2.  In the non-industrial field, minimum educational, technical qualifications, and competencies
are prescribed. Each applicant is personally interviewed and references from previous employers
obtained. Pre-employment inquiries are accomplished and, when appropriate, medical examinations
are made (paragraphs 2.9. and 2.10.). The applicant must meet all special qualifications of the job,
including those established by the US Air Force activity. Supervisors will include any special qualifi-
cations as a remark on the requesting SF 52. The MODPO advises supervisors if difficulties arise in
recruitment. Supervisors monitor the filling of positions and are to consider appropriate alternative
courses of action should delay in filling the positions are experienced. 

2.8.  Selection. Whenever possible the supervisor is allowed to select from among eligible applicants
available to fill the position, subject to the overriding requirement to place redundant employees (para-
graph 2.7.). 

2.8.1.  For industrial grade positions, the supervisor, assisted by the MODPO, is able to conduct
face-to-face interviews with eligible applicants. 

2.8.2.  For non-industrial grade positions, applicants who are permanent UK civil servants, already
assigned to positions with the MOD or other UK Government organizations, will be made available
for face-to-face referral interviews. 

2.8.3.  Non-industrial grade employees who are assigned to US Force indirect hire positions and have
passed a promotion or advancement review will be placed in the next suitable vacant position. For
non-mobile grades, this can only be in the local area in which they are serving. In these circumstances,
the supervisor is allowed a choice if more than one such candidate is available. 

2.8.4.  When external recruitment is necessary to fill non-industrial grade positions, the US Force is
represented on the selection board. Usually, the representative is from the CPF for bulk schemes and
from line management for specific posts, but in any case there will be a representative of senior non-
commissioned officer, commissioned officer, or equivalent civilian status. This representative advises
on the requirements of the US Force and actively participates in the selection process. For the bulk
schemes, appropriate documents are subsequently made available to supervisors to assist them in
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making a selection from among the successful candidates; however, although supervisors may be able
to select from among successful candidates, they are be able to reject all candidates and request
another board be held. 

2.8.5.  Where supervisors are able to interview applicants, they will notify the MODPO of the results
of the interview by completing DD Form 359, Referral for Consideration. The DD Form 359 is then
returned to the MODPO under sealed cover. The supervisor is not to inform the applicant of the out-
come of the interview. In the event of nonselection, the supervisor provides the reasons to the
MODPO and records the reasons in detail on DD Form 359. Reasons for non-selection must not con-
travene equal opportunity legislation. 

2.9.  Pre-Employment Inquiries. Applicants are not appointed to positions with the US Force until such
time as the MODPO or RAF HQ PTC gives authority for appointment. The MODPO initiates
pre-employment inquiries when applicants are considered qualified for position vacancies. These inquir-
ies may not have been completed on the day of selection or delays may also be caused by a requirement
to undergo pre-employment medical examination. Security clearance requirements, particularly for
non-industrial staff, may also add to the delay. 

2.10.  Medical Examinations. MOD regulations do not require pre-employment medical examination of
all applicants; this may be necessary, however, for some positions, and also in those cases where a medi-
cal history is disclosed during pre-employment processing. Only in rare instances is a post-employment
examination conducted. If an MOD civilian is considered medically or physically unfit to perform the job,
or if an applicant refuses to undergo a medical examination required by USAF directives, the facts are to
be reported immediately to the MODPO. 

2.10.1.  The MODPO ensures that the appropriate MOD regulations are observed before the engage-
ment of an UK civilian and, where required by MOD regulations, that any subsequent special medical
examinations are carried out. 

2.10.2.  Pre- and post-employment medical examinations are required to comply with MOD and
USAF directives (for example, in the case of firefighters). These medical examinations are arranged
and conducted at Air Force expense according to AFI 41-115, Authorized Health Care and Health
Care Benefits in the Military Health Services System (MHS), and performed by the USAF medical
authorities or other local sources. During the selection process, the applicants must consent to undergo
initial and periodic examinations where this is required. 

2.10.3.  MOD civilian personnel assigned to positions with a CWDE requirement are given a medical
examination to determine their ability to perform assigned duties wearing such protective clothing.
The US Air Force provides such medical examinations. 

2.11.  Designation of Emergency-Essential Positions. Commanders determine which positions are des-
ignated as emergency-essential under the criteria contained in AFPAM 10-231, Federal Civilian Deploy-
ment Guide. Such designation and the authority will be included in a statement on the official description
for each position so designated. DD Form 2365, DOD Civilian Employee Overseas, Emergency-Essen-
tial Position Agreement, is completed, and an entry is also made on the pertinent AF Form 971, indicat-
ing the incumbent has been advised the position has been so designated and that appropriate orientation
has been given. The supervisors of the positions advise the MODPO of positions so designated. Should a
national emergency be proclaimed in the UK, employees may be subject to call or recall to the British
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Forces. The MOD has advised that it will cooperate to the fullest extent possible in attempting to defer the
“call-up” of employees considered essential to the US Force mission and will request a waiver of call-up
when necessary. 

2.12.  Designation of Sensitive Positions:  

2.12.1.  Unless specifically exempted, non-US citizens will not be hired or assigned to positions
involving access to classified information or unescorted entry into restricted areas. Procedures for, and
prohibitions against, the assignment of non-US citizens to sensitive duties are outlined in DODD
5200.2, Personnel Security Program. 

2.12.2.  Procedures for completion of AF Form 1378 are noted in the above-mentioned regulation. An
approved current AF Form 1378 for each sensitive position is retained with the supervisor’s file of AF
Forms 971. When a change in sensitivity occurs or when action is requested to establish, change, or
fill a sensitive position, the following information must be included on the SF 52: 

2.12.2.1.  Subparagraph of DODD 5200.2 under which designation is made. (Insert under Item 3
of SF 52.) 

2.12.2.2.  Name and title of designation official and the date of designation. (Insert under Item I of
SF 52.) 

2.12.2.3.  If applicable, the degree of classified material or description of restricted areas to which
access is required. (Insert under Item I of SF 52.) 

2.13.  Release of Employees for Reassignment between US Force Positions. An employee who is
properly referred and selected for another US Force position is not prevented from taking that position.
Supervisors are to release an employee promptly to the other position; normally within 30 working days
for grade-managed positions and 8 weeks for job opportunity bulletin advertised positions after receiving
notice of the employee’s selection. 
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Chapter 3    
 

WORKING CONDITIONS 

Section 3A—Work Hours 

3.1.  Introduction. Supervisors of UK employees, in the interest of getting their work accomplished in an
effective and prompt manner, should be vitally concerned with the work conditions of their employees.
This interest takes on increased importance in an overseas area where conditions of employment may dif-
fer from those applicable in the United States . Information on certain aspects of work conditions for UK
employees, including employee benefits and services, is provided in this chapter. 

3.2.  Tours of Duty.  

3.2.1.  Standard Tours of Duty. Installation commanders will make local arrangements in coordina-
tion with the MODPO and the Whitley Committees (Section 3C), where in existence, to establish
installation weekly tours of duty. These tours of duty will prescribe daily starting and closing times for
UK employees to comply with mandatory number of hours in the workweek, as defined by category
in paragraph 3.3. Tours of duty, which involves regularly scheduled overtime, requires prior approval
of the organization commander. 

3.2.2.  Nonstandard Tours of Duty. Exceptions to standard tours exist for personnel filling positions
requiring shift work, weekend, or holiday work on a regularly recurring basis and those positions des-
ignated as emergency-essential. 

3.3.  Standard Workweek Hours. The following standard hours in a workweek are prescribed for UK
civilian employees: 

3.3.1.  Non-Industrial Staff. Staff working outside the London Area have a workweek of 42 hours
gross, Monday through Friday, which includes 1 hour for a midday meal. Those staff individuals
working within the London area normally have a workweek of 41 hours gross, Monday through Fri-
day. 

3.3.2.  Industrial Employees. Most industrial (blue collar employees) have a normal workweek of 39
hours net spread over 5 days, Monday through Friday, which does not include a meal break, but on an
annual basis work 37 hours net. Details of this shorter working week agreement are at Attachment 2
of this instruction. 

3.4.  Nonstandard Workweek Hours. For personnel filling positions identified in paragraph 3.2.2., the
nonstandard weekly hours will be established prior to filling the positions. Total weekly hours exceeding
the conditioned hours are compensated according to normal procedures as outlined in Chapter 4, Section
4C. Employees filling emergency-essential positions are subject to a normal workweek, which may be
standard or nonstandard, and an additional nonstandard workweek for purposes of training, evaluation,
exercises, etc. 

3.5.  Meal Breaks. Non-industrial personnel whose conditioned hours are expressed as gross are entitled
to a midday meal break of 1 hour in duration, which is included in their conditioned hours totals. Indus-
trial employees are entitled to a lunch break of normally not less than 30 minutes, which is not included in
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their conditioned hours. It is also customary for non-industrial staff to take morning and afternoon tea at
their places of work. A tea break may also be granted only when personnel are required to work overtime.
For industrials, one paid tea break per day is authorized and is normally taken during the morning period
or the first period on a swing or night shift. In exceptional circumstances, management may authorize a
second break, e.g., where a safety factor is involved. Personnel working extended daily hours or on addi-
tional days in the workweek or recalled to duty, may be eligible for paid or unpaid time off for the purpose
of taking meals or refreshments. The circumstances should be discussed with the MODPO and entitle-
ments established. 

3.6.  Flexibility of Work Hours. Subject to the need for proper execution of the work and control of
hours worked, the daily work hours of non-industrial staff and industrial employees may be varied either
collectively or individually to suit the needs of both management and staff. The length of the workweek
may similarly be varied provided the normal number of conditioned hours within a period acceptable to
management is worked. Prior to introduction of flexible work hours, on other than an individual basis, the
agreement of the local Whitley Committee must be obtained. If a Whitley Committee does not exist at the
installation, the approval of the US Air Force Commander and RAF Commander is necessary. 

3.7.  MODPO Responsibilities. MODPO representatives advise supervisors of the conditioned weekly
hours of personnel assigned. This includes actual duty hours for both the normal tour for that position and,
where necessary, the special tour for emergency-essential positions, to include guidance on authorized
meal breaks and rest periods for both normal tours and periods of extended work hours. 

Section 3B—Uniforms and Protective Clothing 

3.8.  Coverage. Certain categories of UK civilian employees are entitled under MOD regulation to free
issue of specified items of clothing depending upon their occupations. For example, firefighters and con-
stabulary are entitled to uniforms; other employees may be entitled to protective clothing such as gloves,
boots, raincoats, aprons, and the like. A listing of eligible categories of positions and specific items of
clothing, however, is too voluminous to be included in this instruction. Detailed information on the
approved categories, items if issue, etc., can be obtained from the MODPO representative. 

3.9.  Rules. The MOD has full responsibility for the procurement, issue, and accountability of all clothing
issued under MOD regulations to UK civilians on behalf of the US Air Force. The US Air Force reim-
burses the MOD for all clothing furnished to UK employees or any cash allowance paid instead of fur-
nished clothing, and for MOD furnished clothing maintenance services. Uniforms or items of clothing
provided by the US Air Force to comply with United States requirements are excluded from these rules. 

Section 3C—Pecuniary Liability 

3.10.  Financial Responsibility. As a result of disciplinary investigation, UK civilian employees may be
found to be financially responsible for loss, damage, or destruction of US Government property or cash
entrusted to them. The specific acts of commission or omission by the employee resulting in the loss,
damage, or destruction of US Government property or cash must be shown through investigation by
USAF officials and substantiated by the MOD investigation officer. The MOD determines the appropriate
payroll deduction or disciplinary action according to its rules and criteria. 
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3.11.  Damage to Government-Owned Vehicles (GOV). Special rules apply to drivers of GOVs and
consult with the servicing MODPO in all instances for guidance on what action may be required. 

3.12.  Procedures for Establishing Claim against Employee:  

3.12.1.  In all cases which involve UK civilian employees in the loss, damage, or destruction of US
Government property or cash, a written report of the incident, including a brief statement of the cir-
cumstances involved, must be sent by the supervisor to the servicing MODPO within 7 days of the
occurrence. The report contains a statement that a copy of the investigation and convening authorities’
determination for a finding of pecuniary liability will be furnished upon completion of the Air Force
investigation. Failure to forward the preliminary report within the 7-day period following the incident
may prejudice any recoupment or disciplinary action, which may be taken against the employee. 

3.12.2.  All incidents will be investigated and reports accomplished and processed according to appli-
cable Air Force directives and DODR 7000-14-R, Department of Defense Financial Management
Regulations (FMRs), Volume 4, Accounting Policy and Procedures. In addition the following applies: 

3.12.2.1.  If an approved report of investigation (report of survey or other) relieves a UK employee
of pecuniary liability, the MODPO will be notified accordingly. 

3.12.2.2.  If such a report holds a UK employee pecuniary liable, a copy of it will be sent to the
RAF Commander with a request that appropriate action be taken to effect collection. The RAF
Commander will initiate an investigation and furnish the base (or intermediate command) a report
of the investigation, including a statement of collection action or disciplinary action taken under
applicable MOD directives. If such report states that complete or partial recoupment of the loss
will not be accomplished, the base (or intermediate command) will forward the RAF Com-
mander’s report, together with its own finalized report, through command channels to the Air
Force Accounting and Finance Center for final action. 

Section 3D—Employee Service and Benefits 

3.13.  Need for Employee Services. Under the agreement, the US Air Force provides the UK civilian
personnel certain services, facilities, and benefits, several of which are directly related to the conditions
under which they work. These services contribute to effective performance, help in attracting and retain-
ing the best employees available, and have a real bearing on employee and management relations and
morale. Employee services should be developed in relation to the needs of employees considering the
availability of community facilities and the location of the installation. 

3.14.  Types of Services:  

3.14.1.  Facilities for a hot midday meal must be provided. Where available, the use of USAF dining
halls may be authorized for use by MOD employees. 

3.14.2.  First Aid. First aid type treatment for all injuries or illnesses occurring on the job is normally
provided through the USAFE base medical facilities, at no cost to the employee, or by employees
using emergency first aid kits located in workshops and offices. Responsibility for providing these kits
rests with the US Force. 

3.14.3.  Transportation. Each employee is required to make private arrangements to travel from his
or her home to work. Exceptionally, personnel required to make extra journeys to and from work may
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qualify for payment of travel allowances based on use of public transport or reimbursement of taxicab
fares. 

3.14.4.  Rest Periods. Information on meal breaks is included in paragraph 3.5. 

3.14.5.  Employee Welfare. MOD Welfare Officers officials make periodic visits to bases to counsel
employees, assist them in resolving personal problems, and check on work conditions. Employees are
entitled to see a Welfare Officer at any time and must be permitted to do so. 

3.14.6.  Sanitary Facilities. Installations will provide adequate sanitary facilities for their employees. 

3.14.7.  Information Services. Bulletin boards, located at strategic points, should be provided for the
posting of official and other material for the information and instruction of employees. Information is
available by a variety of means such as publications and electronic media. Supervisors should urge
their employees to read this material periodically to keep informed. MOD publications containing
news items and other information of concern or interest to employees, and which may from time to
time call for action on the part of employees, are prepared and issued by the local MODPO and RAF
Commander. Copies are made available to employees through their organization of assignment.
Supervisors are to ensure that such publications are brought to the notice of all employees upon
receipt. In addition, items of general interest may be found in base bulletins. Information directed to
supervisors of MOD employees may be originated by the CPF and inserted in the base bulletin or
issued direct to such supervisors. 

3.14.8.  Health and Safety. US Force are responsible for meeting the provisions of UK Health and
Safety at Work Act. Safety issues should be addressed by Supervisors, Unit Safety representatives and
Wing Safety in sequence. 
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Chapter 4    
 

LEAVE AND PAY ADMINISTRATION 

Section 4A—Leave 

4.1.  Introduction. Supervisors are urged to study the material in this chapter carefully to assure compli-
ance with British Civil Service rules governing leave and pay matters. Since coverage of this material
cannot be all-inclusive, supervisors may obtain answers to specific questions from their MODPO repre-
sentative. 

4.2.  Annual Leave:  

4.2.1.  Leave Year. The leave year for all MOD employees is 1 May to 30 April. 

4.2.2.  Leave Entitlement. Paid leave entitlements for a full year depends upon the employee’s cate-
gory and status as shown below: 

4.2.2.1.  Industrial employees (excluding industrial technicians and firefighters) receive 25-30
workdays per year depending on the length of service. One week paid leave is to be taken in an
unbroken period. The servicing MODPO should be consulted for details of fire grades and indus-
trial technicians. 

4.2.2.2.  Non-industrial staff receive a variable amount from 5 weeks (25 workdays) to 6 weeks
(30 workdays), depending upon length of service. For information supervisors should contact the
MODPO. 

4.2.3.  Accrual of Annual Leave. Annual leave accrues from date of appointment; advice may be
obtained about an individual’s leave entitlement from the MODPO representative. Personnel may be
allowed to take their leave, in whole or in part, at any time during the leave year. In certain circum-
stances industrial employees and non-industrial staff who are discharged, or otherwise separated
before the end of the leave year, may be required to reimburse pay issued in respect of leave taken in
excess of accrued entitlement. 

4.2.3.1.  Leave Records. Arrangements for maintaining leave records are set locally by the
MODPO. 

4.2.4.  Granting of Annual Leave. Supervisors prepare annual leave schedules for their employees
early in the leave year. Early scheduling of leave gives employees the opportunity to use all annual
leave which they would otherwise forfeit at the end of the leave year and to prevent absence of a
majority of employees at any one time. Employees generally must make bookings for their summer
holiday arrangements well in advance. Whenever possible, supervisors should allow employees a
measure of selection for the periods preferred within the limits of operational requirements, giving
due consideration to the fact that vacation seasons in the UK are usually observed during the months
of July and August. Payment instead of leave or for unused leave is not normally permitted. An indi-
vidual may carry over up to 10 days annual leave. Employees submit an application for special
approval to carry over more than 10 days to the MODPO through the supervisor. In the final month of
a leave year, up to 5 days can be anticipated from the forthcoming leave year. Applications to antici-
pate leave should be made by the employee through the supervisor to the MODPO. 
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4.2.5.  Minimum periods of Annual Leave. Minimum periods of annual leave taken will be as fol-
low: 

4.2.5.1.  Industrial Employees--One-Half Day. NOTE: Some employees have reserved rights to
take leave by the hour. 

4.2.5.2.  Non-industrial Staff--One-Half Day. There is no provision for granting annual leave for
less than half a day. 

4.2.6.  Procedure for Obtaining Leave. Employees requesting annual leave are required to make
application to the supervisor, on MOD Form E-7, Application for Leave. The application must be
submitted a few days in advance when only a small amount of leave is being requested; longer vaca-
tion periods must be requested sufficiently in advance and must be scheduled by mutual agreement
between the employee and supervisor. The immediate supervisor who is responsible for monitoring
leave and recording on attendance records must approve an employee’s application. 

4.2.7.  Cancellation. The cancellation of requested and approved annual leave in advance may
involve financial compensation to personnel in circumstances where they cannot avoid cancellation
charges for travel or holiday arrangements. 

4.3.  Special Leave. Employees may be granted limited special leave with or without pay (depending
upon circumstances) in addition to regular annual leave for paternity, bereavement, domestic hardship,
and a variety of other situations noted in pertinent MOD regulations. Employees are required to make
application for special leave, supported by complete documentary evidence, through their supervisors to
the servicing MODPO for approval, and for transmission to RAF HQ PTC, if necessary. The supervisors
endorse all applications for special leave to the effect that they are or are not recommended. 

4.4.  Sick Leave and Maternity Leave:  

4.4.1.  Entitlement. The amount of sick leave or maternity leave to which an employee is entitled
depends upon the regulations governing his or her employment. Details of entitlement may be
obtained from the MODPO office on an individual basis. 

4.4.2.  Procedures Concerning Sick Leave and Maternity Leave:  

4.4.2.1.  For periods in excess of 7 days, sick leave is supported by medical evidence of incapacity
certified by a qualified practitioner (that is a medical certificate). These certificates, which are
required to show the nature of the incapacity, are furnished to the MODPO office. If a certificate
is sent in error to an individual’s supervisor, the supervisor forwards it immediately to the
MODPO officer. 

4.4.2.2.  Medical practitioners are not required to issue medical certificates for an absence of 7 cal-
endar days or less. Employees must, therefore, complete a self-certificate giving detail of the dura-
tion and nature of incapacity. This certificate must be furnished to the MODPO. 

4.4.2.3.  MODPO will keep supervisors informed of the status of any individual who is on pro-
longed absence because of sickness or injury. Supervisors should discuss cases of excessive sick
leave or known or suspected abuse of the sick leave privilege with the MODPO representative,
and also discuss the desirability of obtaining a report of medical fitness for continued employment
or of taking other appropriate action. 
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4.4.2.4.  Excessive Sick Leave--more than 14 calendar days in any 12 month period will be dealt
with in accordance with the restore and efficiency procedures. The local MODPO can provide full
details. 

4.4.2.5.  Medical, Optical, and Dental Examinations and Treatment. Whenever possible, personnel
are expected to make arrangements for medical, optical, or dental examinations or treatment in
their own time (outside scheduled work hours). Where this is impracticable, the MODPO repre-
sentative, the RAF Commander, or RAF HQ PTC, depending upon the circumstances, may grant
sick leave or time off. All requests for these concessions are to be referred to the MODPO office
in order to obtain the necessary approval. 

4.4.2.6.  Maternity Leave. In all instances, supervisors must contact MODPO for details. 

Section 4B—Holidays 

4.5.  UK Public and Privilege Holidays: The following holidays are authorized for MOD employees
located in England: 

4.5.1.  Public Holidays:  

Table 4.1.  UK Public Holidays. 

4.5.2.  Privilege Holidays:  

Table 4.2.  UK Privilege Holidays. 

4.6.  Substitution of Holidays. No change can be made in the observance of those UK holidays, which
are designated to occur on a specific date. The two holidays, the Sovereign’s Birthday and the additional
privilege holiday, do not, however, have specifically fixed dates and may be scheduled by administrative
action according to MOD directives. It is important that the selection of the day to be observed as a holi-
day should take into account the requirements of management, efficiency of the base, and wishes of the
employees. Installation commanders are authorized to seek agreement under the Whitley procedure of the
observance of these two holidays on two of the regular US legal holidays. The RAF Commander or
MODPO provides commanders with information on the appropriate procedures to follow. The collective
wishes of the industrial and non-industrial employees are normally met. Where general agreement cannot
be reached, the Sovereign’s Birthday is to be observed on the Friday before the Spring holiday, and the
additional privilege holiday is to be taken on a date to be decided by the RAF Commander after consulta-
tion with the installation commander and according to MOD directives. Similar consideration applies to
those days observed instead of Christmas and New Year’s Days should British and American practices
differ, for example, when these holidays fall on Saturday. 

New Year’s Day May Day 
Good Friday Late Summer Bank Holiday 
Easter Monday Christmas Day 
Spring Bank Holiday Boxing Day 

Maundy Thursday Afternoon One Other Day 
Sovereign’s Birthday 
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4.7.  Status on US Legal Holidays. Except for industrial employees taking compensatory days, employ-
ees are required to work on those US holidays that do not coincide with a British holiday or are not cov-
ered by a substitution arrangement as discussed above. Activities schedule workloads to ensure effective
utilization of UK employees on those days. Supervisors may excuse employees from duty only when
compelling circumstances, not personal to employees, preclude assignment of duties on those days.
Supervisors submit listing of excused employees, with explanation, to the MODPO, with a copy to the
CPF, within 5 working days following the holiday. CPFs publish reminder in local daily bulletins at least
10 days prior to the holiday. 

Section 4C—Overtime and Holiday Work 

4.8.  Work on UK Public and Privilege Holiday or Sundays:  

4.8.1.  Non-Industrial Staff. Non-industrial staff in overtime grades that work on public holidays or
Sundays have the option of receiving payment at the appropriate rate. For work performed on UK
privilege holidays, staff in overtime grades are normally granted time off instead, with no additional
payment. If time off instead cannot be granted, no additional payment is given unless the individual
exceeds the conditioned work hours. Staff in non-overtime grades will not be given additional pay-
ment in any of these circumstances, but should be granted time off instead whenever possible. 

4.8.2.  Industrial Employees. Industrial employees who work on Easter Monday, Spring holiday,
Late Summer holiday, Boxing Day, and New Year’s Day, will normally receive a full days’ pay plus
time and a half for all hours worked. Employees who work on Christmas Day or Good Friday will nor-
mally be paid double time for all hours worked, plus a full day’s pay. For work on all other UK holi-
days, employees will normally receive a full day’s pay plus the standard rate for all hours worked. As
an exception to the above, employees may request and be granted compensatory time off, in which
case they will receive only the full day’s pay for the holiday. Approval for time off instead must
always be obtained from MODPO before the holiday in order to prevent payment to the employee at
enhanced rates for the time worked. These provisions do not apply to industrial grade fire service
employees for whom a special flat rate of pay is authorized. 

4.9.  Overtime Rates of Pay. Since overtime rates vary considerably according to employee’s category,
only a minimum amount of information of a general nature is provided. Answers to specific questions
should be obtained from the MODPO office. 

4.9.1.  Non-Industrial Staff. Overtime performed by most grades during the normal tour of duty
(Monday through Friday) is paid only for hours beyond the established work week (41-42 hours
gross), at one and a half basic rate up to and including band D, plain time above band D. Overtime
rates are payable for all work performed during the weekend, Saturday at time and a half, Sunday at
double time. 

4.9.2.  Industrial Employees. The normal weekly hours for most industrial grades schedule cover 39
hours (net from Monday through Friday). Hours in excess of normal daily hours are paid at one and a
half basic rate. All hours worked between Friday midnight and Saturday midnight are paid at one and
a half basic rate, and all hours on Sunday are paid at double basic rate, even for shift workers. These
provisions do not apply to industrial grade fire service employees. 
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4.10.  Procedures. MOD employees submit requests for overtime or holiday work to the designated
approving officials according to locally established procedures, which may vary by base and command.
Use AF Form 428, Request for Overtime, Holiday, Premium Pay, and Compensatory Time, for
obtaining prior approval for overtime or holiday work that will be performed by employees. The MOD
cannot make payment for overtime without approved AF Form 428. Request must be submitted suffi-
ciently in advance to ensure that approval is obtained before such work, except in bona fide emergency
situations. Regularly scheduled overtime or Holiday work is subject to the prior approval of the organiza-
tion commander, the availability of appropriate funds, and full written justification by the operating offi-
cial concerned. 

Section 4D—Time and Attendance Reporting 

4.11.  Attendance Requirements. UK civilian employees are required to comply with established tours
of duty. Those who habitually fail to report for work punctually are liable to disciplinary action. Resi-
dence in a locality remote from their place of work will not be accepted as an excuse for irregularity in
attendance or tardiness. Employees who are prevented by illness or other cause from reporting for work
are required to notify their supervisor immediately of the reason. MOD Forms 426, Record of Atten-
dance, for Non-Industrial Personnel and MOD Form 217, Attendance Card, for industrial employees
(both forms are obtainable from MODPO) are maintained as required by the MODPO. These records are
the basis for the payment of salaries and wages and it is essential that they are accurate and current at all
times. Non-industrial staff are not required to conform to sign-on, sign-off procedures, but instead, activ-
ity supervisors will submit weekly occurrence reports (obtainable from MODPO) to the local MODPO
representative, to certify that the attendance of the staff has been regular except as shown on the form. 

4.12.  Responsibilities:  

4.12.1.  MODPO representatives are responsible for:  

4.12.1.1.  Providing and distributing appropriate time cards and attendance sheets. 

4.12.1.2.  Advising supervisors of the completion of these records and the procedure for notifica-
tion of absences. 

4.12.1.3.  Monitoring the timely submission of completed section records, resolving apparent dis-
crepancies, and subsequent completion and submission of such data as the Pay Office (PPA [Bath]
or Cheadle Hulme) may require for the computation of pay. 

4.12.2.  Supervisors of Industrial Employees:  

4.12.2.1.  Ensure that the register or cards are removed from the normal place of signing following
the authorized time for commencing work and are not replaced until the normal closing time. 

4.12.2.2.  Require employees who arrive late or leave early to record in red ink under personal
observation their actual time of arrival or departure. 

4.12.2.3.  Confirm the accuracy of times reported by employees and initial the registers or cards
daily. 

4.12.2.4.  Ensure that AF Forms 428 are completed and submitted to the MODPO in a timely man-
ner. 

4.12.2.5.  Ensure leave records are kept up-to-date. 
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4.12.3.  Supervisors of Non-Industrial Staff:  

4.12.3.1.  Ensure AF Forms 428 are completed and submitted to the MODPO in a timely manner. 

4.12.3.2.  Ensure leave records are kept up-to-date. 

4.12.3.3.  Identification, on the weekly attendance report, of all deviations from conditioned hours
of work each day by use of the following codes: 

Table 4.3.  Leave Codes and Definition. 

4.12.4.  If an absence is for the minimum annual leave period of a half-day only a.m. or p.m., as appro-
priate, is to be inserted. For casual overtime the exact overtime worked, for example, 1700 to 1930 is
to be inserted. An attendance report must be completed and submitted even if there are no absences or
casual overtime to be reported. All casual overtime reported must be accompanied by a copy of
approved AF Form 428. The attendance report is not to include any person performing regular over-
time or shift work or claiming long hours of attendance on a separate and detailed record of atten-
dance. 

4.13.  Submission of Attendance Records to MODPO. Supervisors responsible for maintaining time
and attendance records will forward attendance records and time cards to the servicing MODPO or other

Leave Code Code Explained Definition 
AL Annual Leave AL is used to cover periods of absence for vacation 

and personal business. 
SPL Special Paid Leave SPL is used to cover periods of absence such as 

marriage, bereavement, or domestic hardship. 
SUL Special Unpaid Leave SUL is used to cover periods of absence similar to 

SPL. Supervisors must contact their MODPO 
representative when they receive requests for 
special leave for determination whether such leave 
will be paid or unpaid. 

MC or DC Certified Sick Leave MC or DC is used to cover periods of absence due 
to illness, which is supported by a medical 
certificate from a qualified medical practitioner 
(paragraph 4.4.2.2.). 

SC Self-Certified Sick Leave SC is used to cover periods of absence up to 7 
calendar days due to illness not supported by a 
medical certificate from a qualified medical 
practitioner. 

AE Administrative Excuse AE issued to cover authorized periods of paid 
absence on US legal holidays not coinciding with a 
UK public or privilege holiday (paragraph 4.7.). 

OT Casual Overtime OT is used to report not regularly scheduled 
overtime. 

A Absent Reason unknown. 



24 USAFEI36-704   13 AUGUST 2004

designated individual to assure arrival by Monday morning following the end of the workweek, or other-
wise as notified according to local arrangements. 

4.14.  Late Arrival of Industrial Employees. Industrial (blue collar) employees who arrive at their
place of duty within 1 hour of the normal time for beginning work will be allowed to begin work. If they
arrive more than 1 hour late, they may only be permitted to start work on that day at the discretion of their
supervisor unless the late arrival was caused by circumstances outside their control (for example, break-
down of transportation, inclement weather, etc.). 

Section 4E—Temporary Duty (TDY) Travel 

4.15.  Conditions Governing TDY. TDY travel must be approved in advance and US Air Force travel
authorization must be issued authorizing the travel. These employees perform duty travel under MOD
conditions of service, and their entitlement to pay and travel allowances is governed by regulations of that
Ministry. 

4.15.1.  The MOD makes payment directly to the traveler for all authorized travel expenses incurred.
The only payment incident to travel performed by indirect hire employees who may be made direct
from US Air Force funds is the cost of transportation when procured by a US government transporta-
tion request. No payment may be made from US Air Force funds directly to the traveler. 

4.15.2.  As indicated in paragraph 1.3., the USAF reimburses the MOD for all authorized travel
expenses incurred by indirect hire employees. The MOD issues claims for reimbursement of these
travel expenses monthly to the appropriate USAF organization responsible for funding the TDY travel
costs incurred. Local travel funds must therefore be obligated at the time the travel authorization is
issued. The obligations so recorded are liquidated when the USAF pays the MOD claim for reim-
bursements for travel expenses incurred. 

4.15.3.  The USAF official authorizing temporary duty travel is required to observe the normal pre-
cautions of ensuring the genuine necessity for such travel and the use of the most economic means of
transportation, taking all the circumstances into account. 

4.16.  Travel Within the UK:  

4.16.1.  The organization to which the individual is assigned is responsible for the preparation and dis-
tribution of DD Form 1610, Request and Authorization for TDY Travel of DOD Personnel, with
the back of order overprinted with USAFE Form 197, Temporary Duty Back for Non-US Citizens
(UK). Identify the appropriate items on the back of order in Block 16, Remarks, of DD Form 1610.
Requesting organizations must comply with the provision of AFI 65-103, Temporary Duty Orders. 

4.16.2.  The central base administration completes and reproduces DD Form 1610 in sufficient copies
to provide three copies to the traveler, three copies to the Accounting and Finance Officer, two copies
to the requesting organization, and two copies to the MODPO. 

4.17.  Special Conditions Governing Travel Outside the UK:  

4.17.1.  All travel to areas outside the UK requires prior notification be given to the MODPO. This
action is necessary in order to allow sufficient time to provide advance of pay and allowance, to brief
the employee concerned, and if travel is to the US, to provide letters of identification. Failure to pro-
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vide adequate notification may result in a cash advance to the employee being restricted or not avail-
able. In the case of travel to the United States, approval may be withheld, and advance notification is
to be given to the MODPO by supervisors at least 4 weeks before the desired departure date for travel
to the US and 3 weeks for travel to other areas. The MODPO will be responsible for forwarding the
request to the MODLO. 

4.17.2.  The MODLO accountant will ensure that cash advances required by the traveler are provided,
within entitlement, for the period of TDY. 

4.17.3.  The traveler will be responsible for the possession of a valid passport and any necessary visas
and immunization records in connection with the period of TDY. 

4.17.4.  If travel is to the US, the traveler is to be in possession of an MOD letter of identification to
prevent any possible difficulties in regard to payment of medical expenses should urgent medical
treatment be required. The letter will be issued in duplicate through the MODPO at the time authority
to travel is given. The original copy is to be retained by the traveler and on completion of the TDY
returned to the MODPO for cancellation. The traveler should be instructed not to carry the letter of
identification in his passport. 

4.18.  Processing Requests for Travel Outside the UK. In addition to the procedures for requesting,
justifying, and authorizing travel outlined in paragraph 4.14., the following procedures apply: 

4.18.1.  The CPF serves as the control point for employees outside the UK. Following notification of
the requirement, the CPF coordinates with the MODPO and MODLO as necessary, requests the port
call, obtains the air movement designator, reporting points and times, and briefs the employee on the
travel arrangements. 

4.18.2.  Since the DD Form 1610 completed for travel contains a statement that travel outside the UK
has been authorized, it is most important that notification is completed and approval obtained, where
appropriate, before the orders are issued to the employee. 

4.19.  Supervisor’s Counter-Signature on Employee’s Travel Claim. Upon completion of TDY travel,
the employee submits the travel claim on MOD Form 305, Travel and Subsistence Claim (Civilians),
(obtainable from MODPO or MODLO), prepared according to MOD directives. Following review by the
US Air Force-designated supervisor that the travel was performed according to the travel authorization
and that the claim is in order, the form is ready for verification. A travel claim verification sheet, obtain-
able from MODPO, should be signed by GS-11, step 3, or above and be attached to the MOD Form 305.
Obtain guidance on MOD travel and subsistence from the MODLO. 
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Chapter 5    
 

EMPLOYEE MANAGEMENT RELATIONS 

Section 5A—Discipline 

5.1.  Introduction. The various facets of the supervisor’s job, which affect relationships with employees,
have been included in this chapter. These encompass the rules, which govern the handling of discipline
and complaints, evaluation of performance, promotions, and recognition. 

5.2.  Purpose of Discipline. The purpose of disciplinary procedures is to encourage good behavior and
correct offenders. Discipline is a complex area and subject to UK employment laws. All cases must be
dealt with by the MODPOs. 

Section 5B—Complaint Procedures 

5.3.  Basic Policy. USAF philosophy and practices on maintaining good employee-management relations
are just as applicable in handling complaints of UK employees as they are in resolving dissatisfactions of
our US citizen personnel. Under this policy UK employees will be free from restraint, discrimination, or
reprisals in making complaints or filing grievances. 

5.4.  Procedures. Employees should be encouraged to iron out job-related complaints through frank dis-
cussion with their supervisor since most problems can be resolved at the worker and supervisor level.
However, the progressively more formal steps described below may be taken if any dissatisfaction still
remains: 

5.4.1.  If employees are dissatisfied with the solution reached after initially presenting an oral com-
plaint to their immediate supervisor, they may present the complaint either orally or in writing to the
official in charge of the section. 

5.4.2.  If still dissatisfied, employees may forward their complaints in writing to the RAF Commander
through their supervisor. 

5.4.3.  Should RAF Commanders not be able to resolve a complaint to the employee’s satisfaction, the
commanders will submit a full report on the complaint to RAF HQ PTC. If the complaint involves a
US supervisor or employee, the RAF Commander must send a copy to the 100th Mission Support
Squadron, Civilian Personnel Office (100 MSS/DPC). 

5.5.  Time Limits. Complaints capable of resolution at local level are investigated and a decision given
the employee within 10 workdays after submission to each supervisory or higher level of appeal. RAF HQ
PTC will give a decision on complaints, which cannot be resolved at a local level, as soon as practicable.
If the complaint is made in writing, the decision is given in writing with information on further appeal
channels if the decision is not acceptable to the employee. 

Section 5C—Whitley Committees 

5.6.  Background. The Whitley Committee in the British Civil Service was originated in 1919 as the end
product of a Parliamentary study, chaired by the Rt. Hon. J. H. Whitley, M. P., (thus, its name) to improve
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management and labor relationships in the UK through consultative methods. Since then, Whitley Com-
mittees have been established on the local, departmental, and nationwide levels, the latter known as the
Civil Service National Whitley Council. 

5.7.  Objectives. Whitley Committees provide a recognized formal means for management and employ-
ees to consult on various aspects of employment. Through such consultation, our UK employees are given
a wide interest in, and greater responsibility for, the conditions under which their work is performed. The
committee provides a means to assure that regulations contained in collective agreements made on behalf
of employees are placed into effect. Further, the meetings of the Whitley Committees, which are generally
held once every 3 months or more often, if the occasion demands, permit discussions between manage-
ment officials and employees to reduce friction and misunderstanding between the two groups. Thus, the
results of the Whitley Committees are considerable in assuring better employee management relations in
the UK. 

5.8.  Composition. Whitley Committees are composed of representatives from both management and the
UK employee work force: 

5.8.1.  The official (management) side consists of representatives from the MODPO, the RAF Com-
mander of the installation (who normally acts as chair), and a senior staff representative of the US Air
Force. 

5.8.2.  The Trade Union (TU) (employee) side consists of elected employee representatives, each of
whom must be a member of a staff association or a trade union. The employee side appoints a vice
chair. 

5.9.  US Air Force Recognition. The official attitude of US Air Force management officials as well as
the day-to-day working cooperation and interest of supervisors of UK employees are important factors
involved in the recognition of Whitley Committee functions and our relationship with employee represen-
tation groups. 

5.9.1.  At bases where the Whitley Committees are established, US Air Force commanders give their
fullest cooperation in providing a suitable meeting place and participating in the operation of the com-
mittee through designation of a senior staff official as US Air Force representative on the management
side of the committee. 

5.9.2.  The right of all UK civilian employees to belong to staff associations or trade unions will be
recognized, and in so belonging to be free from any direct or implied coercion, discrimination, or
reprisal. 

5.9.3.  There is a legal obligation for MOD to consult with TUs on any matters effecting employment.
It is imperative that supervisors keep the MODPO informed of all potential changes. 

5.9.4.  The MOD conducts all oral or written negotiations with staff associations and trade unions on
any matters pertaining to MOD civilians. 

Section 5D—Performance Evaluation 

5.10.  Value of Performance Evaluation. A continuous evaluation of work performance is an important
supervisory responsibility since this is an essential step in assuring an efficient work force. Performance
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evaluation is of real interest to employees because the overall assessment mark determines the pay level
for the following year. This evaluation is a major factor in determining whether they will be retained in
their jobs. It also becomes a permanent part of their official records and could reflect on their possibilities
for promotion or advancement and future careers in the MOD. 

5.11.  Performance Requirements. Employees who know what work they are to do and how well they
are to do it will usually be more successful in accomplishing it in a highly satisfactory manner. Therefore,
employees must understand and, hopefully, agree to their objectives on their Performance Appraisal
Review (PAR) at the beginning of the reporting year. It is also important to give feedback on how they are
performing by frequent discussions about their work and how it compares with what is expected from
them on the PAR. Objective comments and constructive criticism will greatly help employees to do their
jobs in a satisfactory manner. 

5.12.  Probationary (Trial) Period. Employees who are working for the British Civil Service must serve
a probationary period of 12 months. This period may be extended if the supervisor decides that an
employee has the potential to do the job satisfactorily but deserves more time to demonstrate ability. Con-
versely, if the supervisor considers that a new employee is totally unsuited to the job after completion of
on-the-job training and the normal process of encouragement and warnings proved useless, the supervisor
forwards a recommendation in writing to the MODPO. Failure to initiate action to extend the probation-
ary period or recommend removal action well in advance of the completion of the probationary period
may result in the employee’s appointment being confirmed, when such action becomes considerably more
complex. 

5.13.  Unsatisfactory Performance. Unsatisfactory performance and unsatisfactory attendance (restor-
ing efficiency) should never be condoned, and action should always be initiated to secure an improvement
in an individual’s performance or attendance so that it reaches a satisfactory level. Action should not be
delayed unduly and should never be delayed until the annual staff report is due. In all instances guidance
should be sought from the MODPO. Unsatisfactory performance and attendance are dealt with under the
MOD restoring efficiency program. 

5.14.  Performance and Development Report (PDR). Supervisors of non-industrial employees are
requested to submit their evaluation using the MOD Form 1720, Performance and Development Report
(PDR). This report is for the use of MOD and is retained in the employee’s file. The PDR form and guid-
ance notes are obtainable from the MODPO or the MODPO Bulletin Boards. Each employee is notified
of the suspense date for the submission. It is important that the instructions are followed carefully in pre-
paring of the report. Supervisors will be given detailed training on PDR completion. PDRs should at all
times be fair and factual, and should never hesitate to draw attention to any significant weaknesses in per-
formance of duties that have been previously discussed with the individual. When completed, these
reports must be shown to and discussed with the employee being rated after discussion with the counter-
signing officer. The report is returned to the employee after the countersigning officer’s assessment is
made. Further information and advice can be obtained from the MODPO office. 

Section 5E—Promotion or Advancement Policies and Procedures 

5.15.  Basic Principles. The MOD promotion or advancement system varies considerably from the pro-
motion or advancement processes that govern advancement of our US citizen employees. It is important
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to recognize and consider several major differences discussed below between this system and that appli-
cable to US citizen employees, to prevent misunderstandings and fruitless attempts to seek promotion or
advancement for UK civilian employees based on US Civil Service and US Air Force principles and prac-
tices. 

5.15.1.  MOD grades and pay bands are personal to the individual (comparable to rank in the military).
In the US Civil Service, civilian grades are attached to the job held and are never personal to the indi-
viduals themselves. 

5.15.2.  In the MOD, a non-industrial employee is promoted or advanced only after receiving the nec-
essary marks on the PARs and achieving the necessary competencies for the grade. In the United
States program, an individual generally remains in one field or one line of work and receives promo-
tion or advancements in that specialty. 

5.15.3.  Individuals are seldom, if ever, promoted in MOD solely because of increase of responsibili-
ties in current job assignment, as is frequently the case in the US Civil Service. This facet of the Brit-
ish system must be kept in mind by US supervisors of UK employees since this is one of the most
frequently misunderstood provisions in that system. 

5.15.4.  Promotion or advancement in the MOD is always by open and fair competition at a promotion
or advancement board. This can either be a centralized review held by a major budget area, e.g., RAF
HQ PTC or for an individual post. 

5.16.  Procedures on Promotion or Advancement Actions. The following provisions are applicable
when filling a UK civilian position vacancy by promotion or advancement or when a filled position is
upgraded. 

5.16.1.  The MOD promotion or advancement system policies and procedures will apply. Supervisors
should consult MODPO representative on a case-by-case basis. 

5.16.2.  In the event of a position being upgraded, the incumbent is not necessarily promoted to the
higher-grade level. The MOD, through RAF HQ PTC and the local MODPO office, endeavor to fill
vacant or upgraded positions by reassignment of surplus employees. The supervisor is given the
opportunity of conducting an interview to fill the post. In the short term, the most suitable local
employee may be recommended for temporary and geographical promotion or advancement. 

5.16.3.  Supervisors of MOD employees are not to attempt to obtain a promotion or advancement for
an employee through internal negotiation with other supervisors or by requesting an upgrading of a
UK position solely for this purpose. In view of the special procedures on promotion or advancement
in the MOD described above, considerable employee dissatisfaction can result in instances where pro-
motion or advancements promised by supervisors cannot be affected. 

Section 5F—Employee Recognition 

5.17.  Recognition Methods. Employees are eligible for cash awards for adopted suggestions and are
encouraged to submit suggestions that will benefit Air Force operations. They are also eligible for certain
types of recognition discussed below. These are positive ways of recognizing and rewarding the accom-
plishments of UK employees and stimulating their interest in management problems. The effectiveness of
these methods depends to a large extend on a fair, consistent approach on the part of supervisors in recog-
nizing their good work. 
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5.18.  The Innovative Development through Employee Awareness (IDEA) Program (Suggestion
Program) . A suggestion is any idea designed to speed up production; improve operations, work condi-
tions, administrative procedures, and methods of equipment; save materials, promote health or morale, or
increase safety. In short, any ideas to get the United States Air Force job done better, faster, and cheaper
(AFI 38-401, The Air Force Innovative Development through Employee Awareness (IDEA) Program).
The major facets of this important program are discussed below: 

5.18.1.  Submission and Promotion or Advancement. Suggestions are normally submitted on AF
Form 1000, IDEA Application. Use of this form is recommended because of easier processing, but
suggestions submitted by other means will be accepted. Suggestions are sent to the base suggestion
monitor at the installation where assigned. All suggestions are given fair and prompt evaluation by the
office having primary interest and processed through an incentive awards committee. Normally, a
cash award is paid for every suggestion adopted and put into effect. If a suggestion is not adopted, the
suggestor is told exactly why. A suggestor’s name is not disclosed if so desired. 

5.18.2.  Cash Awards. The amount of the cash award is based on the tangible dollar savings or intan-
gible benefits derived from the suggestion. Awards are paid to UK personnel in sterling, through the
MODLO, and are not normally subject to income tax. 

5.18.3.  Participation. The United States Air Force consistently maintains an outstanding record of
employee participation. Each employee is encouraged to participate actively in the suggestion pro-
gram by submitting ideas on how to improve methods, procedures, work conditions, etc. Supervisors
have an important added role--that of continuously working with their employees to make them aware
of the program and its benefits to them and the United States Air Force. 

5.19.  MOD Suggestion Scheme (GEMS). The purpose of this scheme is to foster cooperation of civil-
ian personnel in the drive for efficiency and economy within the MOD organization, and MOD employees
are encouraged by monetary awards to submit suggestions. Details of the scheme are contained in MOD
Personnel Manuals, which are available in the MODPO, and publicity is given through the media of RAF
HQ PTC or local MODPO announcements. 

5.20.  Types of Awards:  

5.20.1.  Honorary Awards. See AFI 36-1004, Managing the Civilian Recognition Program; AF
Pamphlet 36-2861, Civilian Recognition Guide; and USAFEI 36-731, Non-US Citizen Honorary and
Incentive Awards. This award is granted to recognize exceptionally meritorious service of major sig-
nificance to the Air Force in the performance of duties in a manner clearly exceptional to others. 

5.20.2.  Air Force Valor Award. This award recognizes an act of heroism, with voluntary risk of per-
sonal safety in the face of danger either on or off the job. 

5.20.3.  Outstanding Civilian Service Award. This is honorary recognition, for outstanding career
service meriting recognition at time of retirement. 

5.20.4.  Meritorious Civilian Service Award. This award is granted on a highly selective basis for
outstanding contribution in an exemplary manner and of major significance to the Air Force. It is not
appropriate for employees about to retire. 

5.20.5.  Air Force Command Valor Award. This award recognizes unusual courage or competence
in an emergency, either on or off the job, unrelated to performance of official duties. 
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5.20.6.  Exemplary Civilian Service Award. This award is granted to recognize an individual or
group for clearly outstanding service in the support of the command mission or goals. 

5.20.7.  USAFE Medal of Merit. This decoration is given in recognition of outstanding service,
achievements, or support of the mission of the United States Air Forces in Europe. 

5.20.8.  USAFE Medal of Distinction. This decoration is granted in recognition of extraordinary ser-
vice, special achievements, or significant support to the accomplishments of the United States Air
Forces in Europe. 

5.21.  Letters of Commendation and Appreciation. Care should be exercised in the text of letters of
commendation and appreciation due to their relationship to Annual Staff Reports (see Chapter 5.14, Sec-
tion 5D), and contradiction between them avoided. Copies of these letters should always be forwarded to
the MODPO for inclusion in the employee’s personnel file. Supervisors are urged to contact their
MODPO representative when one of their MOD employees appears to deserve such recognition (AFI
36-1004). 

5.22.  Service Recognition:  

5.22.1.  Service with US Force is recognized by the award of certificates of service and service
emblems upon completion of the first 10 years of service and subsequently upon the completion of
each 5-year period of service, or upon separation under reduction-in-force procedures regardless of
length of service. 

5.22.2.  Retirement certificates are given to employees when they retire under the retirement provi-
sions of the host country. 

5.22.3.  Preparation of certificates and arrangements for presentation is made by the CPF following
notification by RAF HQ PTC of completion of the qualifying periods of service. 

5.23.  MOD Special Bonus Scheme. This scheme is solely for the purpose of recognizing outstanding
performance either by individuals or teams of a special project, task, exercise, or particular demanding sit-
uation. All staff is eligible to receive special bonus awards. The scheme is not intended for rewarding sus-
tained outstanding performance. Full details of the scheme are announced quarterly and nominations are
to be made on MOD Form 944, Special Bonus Award, available from the local MODPO. 
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Chapter 6    
 

SEPARATIONS 

Section 6A—Resignations 

6.1.  Notice Requirements. Employees are expected to furnish written advance notice of resignation.
This notice normally consists of 1 month in the case of all employees. Exceptionally a shorter period of
notice may be accepted depending upon the circumstances, but in all cases supervisors are to advise
whether or not a waiver of notice is recommended. The waiver will be taken into consideration by the
MODPO in reaching a decision. 

6.2.  Procedures. An employee may give oral notice of intent to resign, but such notice should be con-
firmed in writing and passed by the supervisor, to the MODPO. The supervisor should endeavor to ascer-
tain the employee’s exact reason for resigning, especially if it appears to concern job-related conditions. 

Section 6B—Involuntary Separation 

6.3.  Separation for Cause. Employees may be separated for cause (dismissed) for serious misconduct,
which makes them unsuitable for continued employment with the MOD, or for continuing behavior dem-
onstrating that the desired improvement is improbable. Some of the reasons for initiating such action are
repeated absences without leave, notorious misconduct, acts that result in criminal proceedings against
the employee, and repeated instances of insubordination. 

6.3.1.  Procedures. The procedures to be applied when a supervisor considers that an employee
should be separated for cause are similar to those for disciplinary action contained in Chapter 5, Sec-
tion 5A. The final decision, in all cases, as to whether the circumstances are such that dismissal is
appropriate, will be made by the MOD. 

6.4.  Reduction-in-Force (RIF). RIF or redundancy procedures of the MOD are applicable when a
reduction of civilian authorizations affects MOD civilian employees. Supervisors who have some
acquaintance with United States RIF procedures will appreciate similarities of the British system to our
system; especially regarding the job protection afforded a career employee over the non-career employee.
It should be noted, however, that the impact of RIF involving mobile grade employees is not necessarily
confined to one installation since such employees may be able to displace more junior employees at
another installation. The net result of a RIF may be that the incumbent of an US Air Force position that is
abolished displaces an employee at a MOD installation, and the latter employee is the one to be separated. 

6.4.1.  RIF Categories. In a RIF, there are two categories of MOD employees: 

6.4.1.1.  Established Civil Servants. These individuals would be considered career or permanent
employees in the United States system. An established civil servant may be surplus or redundant
in a US Air Force organization but an employee is rarely surplus in the British Civil Service. If a
suitable vacancy is not available, such a vacancy will normally be created by separation of an
unestablished (temporary) employee. 

6.4.1.2.  Casual and Fixed Term Civil Servants. These are employees who in the United States sys-
tem should be called non-status employees. They do not have the permanent tenure granted to
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established personnel. RIF of casual and fixed term civil servants normally operates by grades on
an installation. Employees with the shortest length of service in the grade are the first to become
surplus in that grade. In other words, the elimination of a position in a particular section does not
necessarily involve the discard of the incumbent. If the surplus employee is senior by length of
service, the employee is generally transferred to another section to displace an individual in the
same grade who has less service. 

6.4.2.  Official Notice of RIF. RIF, no matter how necessary, has an impact not only on the employ-
ees adversely affected but also on the entire work force and the local community, especially if the
number of spaces involved is considerable. For this reason, it is essential that appropriate authorities
received the maximum possible notice of impending reduction. Maximum is defined as the employee
notice period plus a maximum of 90 days lead time for the preparation of the RIF. 

6.4.2.1.  The civilian personnel officer (CPO), on behalf of the serviced commander, notifies RAF
HQ PTC directly in writing, of any planned reduction which impact on MOD civilian strength.
This will be done at the time that approval to conduct a RIF is sought (paragraph 6.4.2.3.), and
again when such approval is granted, RAF HQ PTC, in turn, notifies trade unions, staff associa-
tions, and the work force. Disclosure to the news media or the work force is not to be made by US
Force commanders, operating officials, or supervisors. 

6.4.2.2.  When it is proposed to conduct a major RIF involving 25 or more MOD employees at one
location, it is essential that the earliest possible notification be given as described in paragraph
6.4.2., including information in the phase-out dates of the positions involved. A copy of this noti-
fication must be given to the CPF at RAF Mildenhall. Following notification of the approval of the
RIF, RAF HQ PTC advises the MOD, trade unions, and staff association, before making any
release to the news media or an announcement to the work force. RAF HQ PTC makes the
announcement as authorized by MOD. Action to implement the RIF cannot commence until this
announcement is made. 

6.4.2.3.  Approval to conduct a RIF involving MOD employees will be sought from HQ USAFE/
A1C by the CPF. HQ USAFE/A1C coordinated with other services components according to
European Command Directive 30-6, Administration of Civilian Employees in the U.S. European
Command (USEUCOM) Area of Responsibility (AOR), Appendix D prior to approving the RIF. 

6.4.3.  Accomplishing the RIF:  

6.4.3.1.  When a decrease in UK civilian authorization occurs, the US Air Force commander con-
cerned identifies those spaces and incumbents of positions that will be eliminated. Such determi-
nations are always the responsibilities of the United States Air Force as the utilizer of UK
personnel. 

6.4.3.2.  The MODPO is notified of specific positions declared surplus through submission of SF
52, or in cases of base draw downs involving large reductions, a copy of the draw down plan. The
earliest practicable notice is important due to the notice period to which MOD employees are enti-
tled when retention at the present grade is not possible. Pay instead of notice is mandatory if the
following minimum periods of notice are not observed: 

6.4.3.2.1.  Industrial Employees: 

6.4.3.2.1.1.  Established employees 60 years of age or under--6 months. 
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6.4.3.2.1.2.  Established employees over 60 but under 65, with less than 10 years ser-
vice--1 year. 

6.4.3.2.1.3.  Established employees over 60 but under 65 with 10 or more, but less than 25
years service--9 months. 

6.4.3.2.1.4.  Unestablished employees who have completed 2 years service and who have
accepted a liability to transfer--3 months. 

6.4.3.2.1.5.  Unestablished employees who have completed less than 2 years service - 2
weeks. 

6.4.3.2.2.  Non-Industrial Staff: 

6.4.3.2.2.1.  All established staff under 60 years of age--6 months. 

6.4.3.2.2.2.  Notice to established staff age 60 and over will be extended by 6 months for
those with less than 10 years service, to a total of 12 months, and by 3 months for those
with 10 to 25 years service, to a total of 9 months. These extensions will not run beyond
the 65th birthday. 

6.4.3.2.2.3.  Unestablished staff with 2 years, but less than 5 years service--3 months. 

6.4.3.2.2.4.  Unestablished staff (monthly paid) with 4 weeks but less than 2 years ser-
vice--5 weeks. 

6.4.3.2.2.5.  Unestablished staff (weekly paid) with 4 weeks but less than 2 years ser-
vice--2 weeks. 

6.4.3.3.  The RIF will be accomplished according to applicable MOD regulations. The MODPO or
RAF HQ PTC identifies the specific employees affected by the RIF, prepare and deliver required
notices, and effect separation or reassignment actions as necessary. Supervisors of affected
employees and positions are informed by the MODPO of the impact of RIF actions affecting their
area. It is important that all US Air Force commanders, supervisors, and other personnel cooperate
fully with representatives of the MODPO and RAF HQ PTC in implementing a RIF. 
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Chapter 7    
 

TRAINING 

7.1.  Introduction. In general, training UK civilian employees to meet requirements of their positions is
governed by the same principles, objectives, and procedures as applied for training of US civilian and mil-
itary personnel. Consequently, training for UK civilians will be given on the basis of needs and afforded
the same attention as the training of United States personnel. The primary responsibility rests with the
supervisor who is in the best position to determine needs of employees, type of training required, and, in
most cases, to provide the necessary training at the worksite. For non-industrial staff 2-day core compe-
tence training is required, as is Equal Opportunity training for industrial supervisors. Assistance in all
aspects of training throughout this chapter may be obtained from the Civilian Personnel Flight (CPF) or
MODPO for MOD training. The CPF can also furnish special assistance in determining the appropriate
training source. AFI 36-401, Employee Training and Development, contains guidance on the training and
employee development in addition to the information in this chapter. The CPF has issued, and will con-
tinue to issue, supplementary information as an additional means of assisting supervisors and operating
officials in meeting training responsibilities. 

7.2.  Determining and Documenting Training Needs. Some training needs are obvious or automati-
cally generated from assignment of new employees, statutory requirements, and new types of equipment,
or changes in procedures. Other training requirements are determined through observation or an analysis
of skills required versus an employee’s capabilities. The supervisor, in daily contact with employees, will
encounter indicators of possible training needs such as backlogs, inability to meet deadlines, frequent
errors, poor workmanship, accidents, and damage to equipment. The CPF conducts an Annual Training
Survey (ATS) to assist supervisors in identifying training needs. Supervisors should advise the CPF of
existing and anticipated training requirements that cannot be satisfied at the worksite. 

7.3.  Meeting Training Needs. Supervisors should select a training source, which provides the required
development of an employee’s skills and knowledge in the most effective and economical manner. Spe-
cial attention should be given to meeting the needs through on-the-job training, Career Development Cen-
ters (CDC), United States Air Force resources, other US government agencies, or MOD. Non-US or UK
government courses will be used only if justified by reason of effectiveness and economy. Supervisors are
reminded that the MOD offers a significant range of core competence and specialist training courses.
Supervisors should note that staff is encouraged to attain professional qualifications. 

7.3.1.  Job Induction. Supervisors will provide initial orientation of the new employee to the job, fel-
low workers, tools and equipment, available facilities, special rules and regulations of the section, and
continue through on-the-job training. 

7.3.2.  On-the-Job Training (OJT). Planned OJT is the primary means for supervisors to develop
skills and knowledge of newly appointed as well as other employees to increase the level of profi-
ciency, attain and maintain safe workmanship, cross train employees into new jobs, and meet require-
ments resulting from changes in methods or procedures. If it is necessary for the supervisor to select
an instructor to conduct OJT or assist in it, the instructor must be familiar with teaching techniques
and should preferably have completed instruction training. The supervisor should prepare an outline
for all OJT requiring more than 40 hours of instruction. The use of self-development opportunities and
supplementary off-the-job courses should be considered in the preparation of these plans and incorpo-
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rated, wherever possible. The training plan, (part of the employee’s PAR (paragraph 5.14.) once pre-
pared, should also facilitate preparation for, and conduct of, training required in the future. The outline
or lesson plan should be submitted to the Training Liaison Officer (MODPO) before starting the train-
ing. This should provide for an exchange of training materials to facilitate preparation of plans for
OJT and to prevent duplication of work. If the required training cannot be effectively provided at the
worksite or must be supplemented by a special course, the supervisor should promptly request the
CPF for assistance in locating training sources. This notification is especially important when UK
employees are required to attend courses in the United States at other US Air Force or Department of
Defense (DoD) facilities, or at non-US or non-UK government agencies. Attention is drawn to Chap-
ter 4, Section 4E, and the need to notify MODPO well in advance of any requirement for an
employee to proceed on TDY outside the UK. 

7.3.3.  On-Base Classroom Training. Requirements for the development of managerial skills and of
capabilities in areas such as, information technology (IT) skills, military correspondence, and office
procedures normally will be met at courses centrally conducted or arranged by the CPF. Representa-
tives of the CPF will arrange for scheduling courses and employees, as required. The United States
Air Force civilian supervisors’ course is mandatory for all first- and second-level supervisors who
have not had an equivalent course and for all newly appointed supervisors within the first 6 months
after their assignment. Other courses in management training will be provided as required. 

7.3.4.  Off-Base Training. External training opportunities should be considered as supplementary
rather than the sole training opportunity. They will be used primarily to meet requirements that cannot
be satisfied locally and to create or improve a training capability at the base. Supervisors should give
priority consideration to the selection of employees qualified to absorb the instruction and to teach
other personnel upon return from training. Supervisors should coordinate with the CPF in the selec-
tion and scheduling of employees for training at off base training facilities to ensure that the request is
compatible with the base program and meets the regulatory requirements associated with processing
and funding such training. DD Form 1556, Request, Authorization, Agreement, Certification of
Training and Reimbursement, will be used to schedule off-base training. 

7.3.5.  Self-Development. Meeting established needs as well as the desire of employees to acquire
broader professional experience, knowledge, and skills can be better satisfied if supervisors motivate
and guide their employees toward use of available materials or facilities for self-study. Supervisors
should contact the CPF to supplement their own knowledge of technical materials and correspondence
courses available in their functional areas, such as Extension Course Institute (ECI) courses, and for
information concerning opportunities for self-development existing is the local area. Periodically the
CPF will publish a list of educational and training organizations that provide opportunities and should
incorporate these activities in the overall training plan for employees. Upon completion of extensive
study to gain a professional qualification MOD employees can be nominated for a Special Bonus
Scheme Award. Where possible, supervisors should incorporate self-development activities of
employees within the overall training plan for their employees. The CPF can be of special assistance
to supervisors and employees in making arrangements for enrollment of students. 

7.3.6.  British Ministry of Defense Management Training Center (DMT). These regional centers
provide training on the competence for the grade, general background, supervisory, and other courses
for MOD civilian personnel. At the beginning of the reporting year personnel identified courses that
are designed to assist not only in the general conduct of day-to-day business but also in the furtherance
of their careers in the MOD. Supervisors are to cooperate by releasing personnel selected for courses
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at the DMT. If, however, the course is scheduled at a particularly inconvenient time and the supervisor
notifies the MODPO without delay, arrangements can usually be made for the individual to attend the
course at a later date. 

7.3.7.  Juveniles. MOD regulations require staff less than 18 years of age to continue their general
education where the necessary facilities exist or can be provided by the local education authority. Nor-
mally, they will be required to attend day classes for 1 day each week (or alternatively, 2 half days
each week) during working hours. If this is not practicable because of local conditions, young people
are encouraged to attend suitable evening classes, and are allowed time off during the day equivalent
to the time spent at such classes plus the necessary traveling time. 

7.3.8.  Supervisors of occupational jobs, e.g. firefighters, that require the completion of CDCs, must
organize the workload to enable the employees to undertake the course during normal work schedules. 

7.4.  Evaluating Training. No training activity can be truly effective unless it has been determined that it
accomplished the objective for which designed. Supervisors should follow up to assure that training is
applied on the job; objectives are met and evaluate the benefits obtained. An evaluation must be made for
training of more than 40 hours and for all off-base training, regardless of length. The evaluation will be
issued by the Employee Development Assistant for completion and return to CPF. 

7.5.  Recording and Reporting Training. Training records are tools designed to promote an effective
training process and facilitate preparation for, and conduct of, present as well as future training. They also
form a basis for assessing the value of training at the installation and ensuring that employees receive offi-
cial credit. Some of these tools have been discussed above, for example, AF Form 1320A, Training Chart,
and DD Form 1556. Supervisors will use AF Form 971 to record training completions and knowledge and
skills acquired through self-development. AF Form 1256, Certificate of Training, may be prepared,
issued, or processed as appropriate. 

7.5.1.  Forms Prescribed. USAFE Form 197, Temporary Duty Back for Non-US Citizens (UK). 

7.5.2.  Forms Adopted: 

7.5.2.1.  Forms available through British Ministry of Defense Liaison Office (MODLO) or Minis-
try of Defense Personnel Offices (MODPO) include: MOD Form E-7, Application for Leave,
MOD Form 217, Attendance Card, MOD Form 305, Travel and Subsistence Claim (Civil-
ians), MOD Form 426, Record of Attendance, MOD Form 944, Special Bonus Award, MOD
Form 1720, Performance and Development Report (PDR). 

7.5.2.2.  Forms available through regular Air Force forms channels include: AF Form 428,
Request for Overtime, Holiday, Premium Pay, and Compensatory Time, AF Form 971,
Supervisor’s Employee Brief, AF Form 1000, Idea Application, AF Form 1003, Air Force
Core Personnel Document (CD), AF Form 1256, Certificate of Training, AF Form 1320A,
Training Chart, AF Form 1378, Civilian Personnel Position Description (PD). 

7.5.2.3.  Department of Defense forms and Standard forms include: DD Form 359, Referral for
Consideration, DD Form 1556, Request, Authorization, Agreement, Certification of Training
and Reimbursement, DD Form 1610, Request and Authorization for TDY Travel of DOD
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Personnel, DD Form 2365, DOD Civilian Employee Overseas Emergency--Essential Position
Agreement, Standard Form 52, Request for Personnel Action. 

JOHN A. SNIDER,  Colonel, USAF 
Director of Personnel 
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mand (USEUCOM) Area of Responsibility (AOR) 
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3AF—Third Air Force 

A1C—Civilian Personnel Office Division 

A—Absent 

AE—Administrative Excuse 

AFSC—Air Force Specialty Code 
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BSAO—British Staff Administration Office 

BSLO—British Staff Liaison Office 

CD—Core Personnel Document 

CDC—Career Development Center 

CPF—Civilian Personnel Flight 

CPO—Civilian Personnel Officer 
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CWDE—Chemical Ware Defense Ensemble 

DCPDS—Defense Civilian Personnel Data System 

DMT—British Ministry of Defense Management Training Center 

GOV—Government-Owned Vehicle 

HQ PTC—Commander-in-Chief, RAF Personnel and Training Command 

IDEA—Innovative Development through Employee Awareness Program 

MC or DC—Certified Sick Leave 

MODLO—Ministry of Defense Liaison Office 

MOD—Ministry of Defense 

MODPO—Ministry of Defense Personnel Offices 

OJT—On-The-Job Training 

OPM—Office of Personnel Management 

OT—Casual Overtime 

PAR—Performance Appraisal Review 

PD—Position Description 

PDR—Performance and Development Report 

RAF—Royal Air Force 

RIF—Reduction in Force 

SC—Self-Certified Sick Leave 

SPL—Special Paid Leave 

SUL—Special Unpaid Leave 

TDY—Temporary Duty 

TU—Trade Union 

UK—United Kingdom 

USAF—United States Air Force 

USAFE—United States Air Forces in Europe 
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SAMPLE FRAMEWORK DOCUMENT--SHORTER WORKING WEEK 

1. The underpinning principle to this document is that “work gets done when it needs to be done”, and all 
parties agree to operate within the spirit of this principle. 

2. The following framework will be applied uniformly at all 3AF Units in the UK. The local RAF Com-
mander, in conjunction with local US Management and Industrial Trade Unions will be responsible for 
monitoring the Scheme and resolving any unforeseen operating problems. 

3. All parties agree to the following 4 principles: 

a. Staff will continue to be conditioned to 39 hours per week and work their current agreed work 
schedules. On the basis of notional attendance each full time employee will be credited with 2 hours com-
pensatory time per week. 

b. Notional attendance will be 45 weeks per year and compensatory time off will be expressed in 
whole days, i.e. 45 x 2 hours = 90 hours which rounded down gives 11 days compensatory time per year. 

c. Whenever mission requirements permit, the compensatory days will be taken on the 7 US Hol-
idays that do not coincide with the UK Public Holidays. The other 4 days will be taken on other “down”, 
“goal” and “family days”. Whenever any of these days are not appropriate, alternative time off will be 
determined by mutual agreement and taken within 3 months. However, the compensatory time off must 
not disadvantage the individual. 

d. A separate record for compensatory time will be created by the local MOD Personnel Office. 
These records will be held by the Line Manager who will be responsible for maintaining the records and 
also recording the compensatory days on the attendance cards. At the end of each year the record sheets 
will be returned to the local MOD Personnel Office for scrutiny and audit purposes. 

4. The Framework Document will operate from the beginning of the first month following the completion 
of the signature blocks. 

Signature: ____ (signed)_________________ Signature: ____(signed)__________________ 

Air Vice Marshall A. J. Burton  Mr. T. Brighton 

AOA  Vice Chairman HQ STC 

HQ STC  Industrial Whitley 

Date: 17 May 2003  Date: 17 May 2003 
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