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Introduction

To supervise… the Air Force meaning goes far beyond the definition in Webster’s:

Supervise: To direct and watch over the work and performance of others.

As an Air Force supervisor and rater you are a leader, and you’ll do significantly more than merely direct and watch the performance of others. General NCO responsibilities are outlined in Chapter 4 of Air Force Instruction (AFI) 36-2618, The Enlisted Force Structure.

According to the AFI, as an NCO you must:

Consider the professional development of your subordinates as a primary responsibility.  Provide career counseling, in conjunction with performance feedback, on benefits, entitlements, and opportunities available in an Air Force career

Possess a thorough understanding of Air Force standards, customs and courtesies while maintaining exemplary standards of behavior, including personal conduct, loyalty, and personal appearance, both on and off duty. You must exercise leadership by example and be alert to correct personnel who violate military standards

Observe, counsel, and correct individuals regarding on- and off-duty performance, professional relationships, and personal appearance

Correct marginal or substandard behavior or duty performance

Resolve personal problems by direct assistance or referral to appropriate agencies

Appropriately recognize and reward those individuals whose military conduct, bearing, and performance clearly exceed established standards

Plan, develop, conduct, and supervise individual and group training in technical and

military subjects

Educate personnel on their Career Field Education and Training Plan (CFETP) and relate their progress to their career-path education and training. All personnel should understand how their CFETP reflects career field life-cycle education and training requirements

This is only a portion of the mandatory requirements levied on supervisors by Air Force Instruction (AFI) 36-2618.  Please read Chapter 4 of the AFI (it’s not long) for a more thorough understanding of your responsibilities. Taken in their entirety, the responsibilities described in Chapter 4 begin to provide a framework for understanding and defining the “whole person” concept – scaffolding upon which we build personal behaviors and traits which embody the profession of arms in which we serve.

Through this Supervisor’s Resource Guide, we hope to provide you with information that is key to carrying out your duties as an NCO and supervisor. Yours is a solemn responsibility, but you’re not in it alone!
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Mission Statement

The 90th Information Operations Squadron operates as the Air Force’s 24-hours a day, 365-days a year Information Operations Center (IOC) integrating and conducting information operations in support of worldwide operations, contingencies and exercises.

We are the worldwide situational awareness center for the AIA commander, staff and field units.  As a situation affecting national interests unfolds, we alert the commander so he can deploy AIA assets, as necessary.  The IOC has numerous resources for maintaining contact with national and theater-level intelligence centers, using INTELINK, INTELINK-S, Global Command and Control Systems (GCCS), Internet Relay Chat (IRC), Tactical Information Broadcast Service (TIBS), and other information display systems.  The IOC also maintains a dedicated data link to the Air Force Computer Emergency Response Team (AFCERT), receiving real-time updates on the Air Force’s global computer security environment.

We provide Operations Reachback Request for air components throughout the world.  Deployed forces receive information through Reachback Requests, allowing the IOC to leverage the capabilities of the entire Air Intelligence Agency to respond to the customer’s needs.  

The DCI Fusion Center provides full-spectrum fused DCI products and services to all USAF organizations’ global operations.  The Center is also the AIA lead for OPSEC and Electronic Warfare.  We are the lead agency for developing standardized, comprehensive reporting criteria and reporting procedures for DCI events.  HQ AIA, in conjunction with the AFOSI, compiles and analyzes data on all DCI events, providing fused reporting to AF command, intelligence, and law enforcement channels and other DCI operational entities (i.e., AFCERT, 609 IWS, AFNCCs, etc.) as appropriate. We develop policy and procedures for conducting Red Team assessments in concert with appropriate Air Force organizations, such as MAJCOMs who have overall responsibility for the effective implementation of DCI vulnerability assessments within their commands.

Through our Information Warfare Support Team (IWST), we are the single point of contact between Information Warfare Flights (IWF) and the resources of Air Intelligence Agency (AIA).  We tap into national Information Operations (IO) and intelligence resources to provide detailed IO assessments, respond to Combat Critical Information Requests (CCIR), and push before-demand IO critical data.
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Chapter 1 – Taking Care of Newcomers

1.1. Sponsor Program (Ref: AFI 36-2103)

Most people have heard the saying, “You only get one chance to make a good first impression.” The first impression a newcomer gets of a base and unit comes from his/her sponsor. The success of the unit’s INTRO Program is tied to first impressions. Since the needs of each newcomer vary, a sponsor must find out what those needs are and respond to them. You’ll fulfill all of your responsibilities as a sponsor if you use AFI 36-2103 Attachment 3, Checklist for Sponsors, as a guide while you carry out your duties.  Notify new arrivals of this program, and encourage them to nominate their sponsors via informal memo or e-mail to the Squadron Section Commander.

The suspense for nominations is midmonth immediately after the quarter ends; specific

suspense date will be announced. (E.g., nomination suspense for the first quarter, Jan-Mar, would be mid-April.

1.2. INTRO – Individualized Newcomer Treatment and Orientation (Ref: AFI 36-2103)

This AFI requires bases and units to conduct an orientation program for newcomers. The

INTRO Program Manager at any base is usually a member of MPF. The INTRO Program

Manager will schedule all newcomers upon arrival for their base in-processing, to include

MPF, Finance, and any other special appointments they may need (e.g., first term airman

training). Check with the Commander’s Support Staff (CSS) if you have specific questions.

1.3 Duty Section Orientation Checklist (Ref: AFI 36-2103, Table 1, item 16)

When a new member reports to your duty section, your responsibility as supervisor is to

introduce the newcomer to duty section personnel and familiarize him/her with the work

center’s operation and responsibilities. The point is to inform the new member of local

policies, work hours, duty uniform, etc., and make him/her feel welcome.  Your work center may have already developed a comprehensive checklist to use for orienting

new members; if not, please see the next page for a sample orientation checklist that you can modify to fit your section’s specific needs. Sign the orientation checklist, and file it in the member’s AF 623, Record of Training, for future reference.

1.4. Sample Duty Section Orientation Checklist

Briefing Item Briefing Item

A. Locator cards – unit & section 

B. Time Off 1. CDC/AIR

1. Leave/Special Pass 2. Position Qualification Training

2. Illness 3. Proficiency/Professional Training

3. Appointments 

C. Duties and Responsibilities 

1. Shift Change Procedures 

2. Meal Breaks b. Snack Bar

3.   15-minute Breaks 

4.   PT 

5.  Duty Performance 

a. Professional Attitude 

b. Performance Reports 

6.  Sponsor Program 

D. Personal Standards H. Safety

1. Dress and Appearance  (AFI 36-2903)

2. Responsible Alcohol Consumption 

3. Use of Foul Language 

4. Sexual Harassment 

5. Family Support 

6. Dependent Care Responsibility 

7. Financial Responsibility 

8. UCMJ: LOC/LOR actions 

E. Section Policies 4. Special Events (e.g., Dining-Out)

1. Open Door – Start with immediate supervisor, use chain of command.  

2. Introduce to Senior Supervisors and Chain of Command (AF & Ops)

3. Section Details 

a. Section Cleanup 

b. Escort procedures  

c. Major Cleanup– Duty day/weekends

d.  Augmentation 

F. On-the-Job Training (OJT)

G. Security

1. Open Areas

a. Passageways and Latrines

b. Snack Bar

 2. Burn Bag Usage

 3. Unclassified Trash

 4. Marking Classified Material

 5. Approved Classified Storage

 6. Initial Briefing with Security Mgr  Rep (SMR) (document in AF 623)

H. Safety

2. Safety Briefing

3. Emergency/First Aid Procedures

4. Fill Out AF Form 55, Employee Safety and Health Record

I. Participation in 90 IOS Activities

1. Unit Advisory Council

2. Booster Club

J. Supervisory Responsibilities (as needed)

1. EPRs / PFWs

2. Quarterly / Annual AF Awards

3. J3 Tech of Month / Quarter

4. Decorations

I certify that the Newcomer Orientation Briefing was conducted.

_________________________________ ______________________________

Supervisor’s Signature/Date Member’s Signature/Date

_________________________________ ______________________________

Member’s Printed Name SSN
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Chapter 2 – Establishing Expectations & Documenting Performance

2.1 90 IOS is Dual Chains of Command

The 90 IOS is a very unique unit that falls directly under a Headquarters.  Air Force structure is always directed from a Major Command to a Numbered AF, a Wing, and a Group followed by a Squadron.  The 90 IOS, however, does not fit in the common structure being that it falls directly under a Headquarters, the Director of Operations and then the squadron.

The 90 IOS serves as the 24hr. point of contact for the Headquarters, responsible for providing Multi-Dimensional operations center focusing on integrating and conducting world wide information operations.  It has primary functions of Situational Awareness, Operations Reachback, Information warfare and Indications & Warning. 

2.2 Performance Feedback (PFW) (Refs: AFI 36-2406 Chapter 2)

Use PFW as a tool to convey expectations to your subordinate at the

beginning of the rating period, and to let him/her know how he/she is meeting those

expectations at the midway point during a rating period. There are other times when

performance feedback is required or is warranted; see the referenced AFI for more

information about your responsibilities.  This is a particularly good time to inform your subordinate about the benefits the Air Force has to offer. According to AFI 36-2618, 4.1.1, you should provide the Air Force Benefits Fact Sheet (Appendix F) to your subordinate during performance feedback, and discuss the benefits of an Air Force career with the goal of retaining the best airmen and NCOs. This fact sheet is also available on the Internet; see Appendix B for the web site.  

2.3 Enlisted Evaluation System (Refs: AFI 36-2406)

2.3.1 Supervisor Responsibilities – Be familiar with the squadron OI, then see the AFI for complete information. Chapter 1, Section 1.3 outlines evaluator accountability and

discusses factors to consider in applying the rating system in a fair and equitable manner.

Chapter 3, Section 3.1 describes who may serve as rater, additional rater, and senior rater.  Chapter 3, Section 3.2 defines responsibilities for rater, additional rater, and senior rater.

2.3.2 AF Form 77, Letter of Evaluation (LOE) (Ref: AFI 36-2406 Chapter 4) – This

form is used to: substitute for a missing evaluation report, cover gaps in performance

records, document duty performance with less than 120 days of supervision, provide continuation sheets for referral reports, provide comments by commanders, and other

purposes directed by HQ USAF. LOEs may be written to document periods of ratee

performance too short to require a performance report, or to document periods when

someone other than the designated rater supervises the ratee. LOEs can be very helpful when preparing EPRs. Therefore, evaluators may request LOEs from others (such as TDY supervisors, former raters with less than 120 days of supervision during the reporting period, etc.).  Evaluators may quote or paraphrase information contained in LOEs. NOTE: You should only prepare an LOE if you have at least 60 days supervision. For more information on who, when, and how to prepare LOEs, see the referenced AFI and chapter. 

2.3.3 Referral EPR (Ref: AFI 36-2406 Chapter 3 Section 3.9)

2.3.3.1 Purpose - An evaluator whose ratings or comments cause a report to become a

referral report must give the ratee a chance to comment on the report before it becomes a

matter of record. See section 3.9.1 of the AFI for what constitutes a referral EPR.

2.3.3.2 Start Early! As soon as you realize the EPR you are preparing must be referred

to the ratee, seek guidance. First, check the AFI. Then, as you prepare the EPR be sure to

consult with the additional rater and the first sergeant/squadron section commander. These squadron members have more experience with referral EPRs and will guide you through the process. Remember – you must be prepared to refer the EPR to the ratee the day after closeout of the reporting period. The member then has 10 calendar days to respond.  

2.3.3.3 Factors Requiring Referral to Member – Some factors that will cause an EPR to be referred to the ratee are:

An evaluator places a mark in the far left block of any performance factor in section III or marks a rating of “1” in section IV

Comments in the report, or the attachments, are derogatory in nature, imply/refer to

behavior incompatible with or not meeting minimum acceptable standards of personal or

professional conduct, character, judgment or integrity, and/or refer to disciplinary actions

This includes financial irresponsibility, mismanagement of personal or government

affairs, unsatisfactory progress in the WMP or FIT program, confirmed incidents of

discrimination or mistreatment, illegal use or possession of drugs, AWOL, Article 15

action, and conviction by court martial

2.3.3.4. Required Memorandum -- You must use the format of the sample memorandum in Figure 3.1of the AFI when referring the report to the ratee.
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Chapter 3 – Career Counseling

3.1 Care and Feeding of Your Career

Frequently the best way to teach is by knowing how and setting a good example. Taking

care of your career is no different. If you don’t take care of your career, who will? Here

we’ll present some simple ideas that have lasting impact.

3.1.1 Save important documents. Keep copies of important documents on hand, either

at home or at work, for quick referral or retrieval if required. One organized squadron

member placed all these documents in a 6-part folder, creating a sort of informal, mini-

UPRG for himself— very ingenious! A partial list of documents to keep includes:

EPRs – get a copy from MPF after the report has entered your records; the copy should have all required signatures

Official Orders – TDY, PCS, promotion, decoration, etc. If it’s an official order, you

should have a copy of it

Training Certificates – all official courses provide a certificate of completion, and

sometimes (when automated systems fail us) it’s the only proof you have that you

received training. It may even prevent you from retaking required courses.

Kudos – awards, decorations, letters of appreciation, copies of AF Form 1206

(nomination for various awards programs), whether you were selected or not

DVR – produced annually when you’re eligible for promotion testing, the Data

Verification Record reports all information pertinent to the current promotion cycle.

Review it before promotion testing and take action to make corrections if necessary

WAPS Score Sheet – useful for reviewing where you stand in the promotion process and may help you predict what scores you need to earn for promotion in the next cycle

Enlistment/Reenlistment/Service Extension contracts

Records Review – produced annually or when there’s been a status change; this 6-page RIP covers a significant portion of your career and should be reviewed, corrected if

necessary (instructions on the RIP), and filed for future reference

Any other RIP or document you may deem important

3.1.2 Take Charge! Whether it’s ensuring documentation is filed in your records at

MPF or understanding a RIP or personnel action, the worst thing you can do is sit idly by and wait for “The System” to take care of you. When you receive a decoration, you should personally ensure a copy of the citation, certificate and orders are entered into your UPRG; frequently this doesn’t happen with end-of-tour decorations due to the PCS. Always review Records Review RIPs, DVRs, or any other RIP to ensure it’s accurate and you understand what’s reflected there.

3.2. Air Force Benefits Fact Sheet (Ref: Internet)

As well as supervisor and mentor, you must play the role of career counselor. Whether you serve 4 years or 30, a career in the USAF has many benefits. Some of these benefits are common knowledge, while others are less well known. To assist you in counseling your subordinates on the many benefits offered – and provide them information on making the Air Force a career – AFPC has prepared the Air Force Benefits Fact Sheet. Supervisors should provide a copy when conducting performance feedback with first and second term airmen.  More information on a particular benefit can be obtained from the appropriate base agency.  For a copy of the fact sheet, see Appendix F, or find the web site listed in Appendix B for the most current version.

3.3. Assignments (Ref: AFI 36-2110)

3.3.1. The Basics – Assignments are covered in detail in the referenced AFI. EQUAL,

EQUAL-Plus and special duty assignment systems are explained in AFI 36-2110,

Attachment 16. You must be familiar with these programs and be able to explain these

systems to your subordinates.

3.3.2. Assignment Management System (AMS) (Ref: Internet)

“Assignments Central” for AFPC. http://afas.afpc.randolph.af.mil/AMSWeb/master.cfm you’ll find a broad range of information. After creating your own individual account, you

can view the EQUAL and EQUAL-Plus lists, update your assignment preferences, and learn how the assignment selection system works. You can also review a wide variety of your own personal career information. The site is secure (up to 128-bit encryption if your browser supports it), so you can feel safe when reviewing and entering personal data.

3.4. Promotions (Ref: AFI 36-2502)

3.4.1. Chapter 2 of the referenced AFI contains most of the details you’ll need on this

subject, including information on promotions to Amn-SrA, BTZ requirements, promotions to SSgt-CMSgt, and the STEP program. Promotion to the NCO ranks is competitive and primarily a responsibility of the member. Possessing a thorough understanding of the system under which you’re being promoted is the only certain way to effectively prepare yourself.

3.4.2. Ineligibility for promotion is discussed in Paragraph 1.8 and Table 1.1 of the AFI.  Some factors that will lead to ineligibility for promotion (and will delete a line number if already selected) are if the member:

Has a referral EPR or a rating of 2 on the top EPR

Has failed weigh-in or had unsatisfactory progress while on the WMP

Is placed on the control roster

Is undergoing a suspended reduction in rank imposed by UCMJ Article 15

Has been convicted by court martial

Has been convicted by civilian court

Is not recommended for promotion consideration or the promotion authority (squadron commander) removes member from the select list

Is in AWOL or deserter status

Is denied reenlistment

Is pending administrative demotion

Is disqualified from an Air Force Specialty for cause

Is not recommended for entry into upgrade training or is withdrawn for failing to progress NOTE: See AFI for a complete list of ineligibility factors.

3.5. Professional Military Education (PME) (Ref: AFI 36-2301; POC: First Sergeant) PME prepares Air Force enlisted members for positions of greater responsibility. Airman Leadership School (ALS) and the NCO Academy (NCOA) provide training in profession of arms, leadership, and communication skills. AF Senior NCO Academy (AFSNCOA) covers the subjects of profession of arms, leadership and management, and communication skills.

3.5.1. Attendance. For active duty members, resident ALS completion is required to

assume the rank of SSgt; resident NCOA completion is required to assume the rank of MSgt; resident AFSNCOA or resident equivalent completion is required to assume the rank of CMSgt. Table 4 of the AFI provides eligibility requirements for each school. The first sergeant is responsible for filling the squadron’s enlisted PME quotas in coordination with ALS and NCOA personnel. AFSNCOA attendees are HQ AF-selected.

3.5.1.1. Stand-by for Short-Notice Attendance. It’s a good idea to let your

supervisor and the First Sergeant know if you are willing to go to PME on short notice.

Often a situation will arise allowing the unit to send a student to ALS or NCOA with as

little as 1-day notice.

3.5.2. Declinations. Eligible members may decline attendance to the NCOA and the

AFSNCOA. Members who decline are ineligible for promotion, reenlistment, and extension of enlistment. NCOs will separate on the date of separation (DOS) or expiration term of service (ETS) specified in their current contract (and extensions thereto), whichever is later.  Members are still eligible for reassignment if there is sufficient retainability to the DOS.

3.5.3. Professional Development Course (PDC). Many bases are filling the void between FTAC and ALS, ALS and NCOA with PDCs that are locally developed and taught by NCOs and SNCOs at the base.  POC for information or slots for this program is the unit first sergeant.
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Chapter 4 – Air Force Standards and Expectations

4.1. Introduction. According to the 1 July 2002 edition of AFPAM 36-2241, Promotion

Fitness Examination Study Guide (PFE), “From customs and courtesies to personal conduct and appearance, NCOs are expected to exemplify, uphold, and enforce the highest standards of military professionalism. (10.1.1.)” You should have a working knowledge of the following subjects and then take action in your section to ensure your subordinates meet the requirements.

4.2. Accounting for Personnel– This supervisor’s responsibility extends from our long-standing military tradition of looking out for each other, both on and off duty. You must know where your people are at all times during duty hours, and account for their whereabouts to your superiors. If your subordinates are going out of town during off-duty time (leave/pass/break/weekend), you should know what their travel plans are in case of emergency. Know all local procedures, and specifies responsibilities for the individual, the supervisor and higher levels. In the unfortunate event that a member should be missing, know and understand the instructions and procedures of what to do.

4.3. Customs and Courtesies (Ref: AFMAN 36-2203) - The PFE goes on to say, “Military customs and courtesies are proven traditions that explain what should and should not be done in many situations. They are acts of respect and courtesy when dealing with other people and have evolved as a result of the need for order as well as the mutual respect and sense of fraternity that exists among military personnel. (7.1.1)” Many customs and courtesies are dealt with in the reference, but here we present two of particular importance at the 90 IOS.

4.3.1. Saluting (Ref: AFMAN 36-2203, para. 3.6-3.6.10) Teach your subordinates to

recognize officers and warrant officers of sister services and other nations and render proper courtesies. Rank insignia for US officers can be found on the NSANet (classified LAN) http://www.nsg.usn.nsa/yoko/n00e/rank/officer.htm. Insignia for Canadian armed forces can be found at http://www.netinfo.s.nsa/ExternalNSA/www.dnd.ca/menu/insignia/index_e.htm.

4.3.2. HQ AIA No-Hat/No-Salute Areas – There are three areas that have been designated as No-Hat/No-Salute in the HQ AIA compound.  The courtyard between building 2000 and 2007, the smoking area behind build 2000 and the small courtyard in front of building 2000—picnic area with the green benches and chairs—are the only designated No-Hat/No-Salute Areas.  The area between building 2000 and the CPSG are Hat and Salute areas.  Please render all customs and courtesies in this area.

4.4. Dress and Personal Appearance (Ref: AFI 36-2903) - As members of the profession of arms, our appearance reflects not only our pride in service, but also our attention to detail, our readiness, and our reliability. Every time we put on the uniform we send a message about ourselves and our unit to our peers, superiors and subordinates, and to the civilian community. You must know the uniform requirements for both men and women, and be able to make on-the-spot corrections if necessary.

4.5. E-mail Usage (Ref: AFI 33-119) - This is very important – ignorance of what is and

isn’t permitted will not mitigate punishment if you violate this instruction. Paragraph 2.8 of the instruction outlines the user’s responsibility regarding the use of electronic mail.  Chapter 3 outlines e-mail policy, including permitted uses. Chapter 7 discusses effective communications, including professional courtesies and conventions you should observe.

4.6. Financial Responsibility (Ref: AFI 36-2906) - Failure to satisfy your financial

obligations in a timely manner can result in a UIF, placement on the control roster, or even separation. You must remain alert to the dangers of financial irresponsibility and provide advice and assistance to others as they learn to manage their finances. The unit commander and Family Support Center are responsible for counseling you on financial matters. You can also seek legal advice at the legal office.

4.7. Fitness Program and Weight and Body Fat Management Program (Refs: AFI 34-137 and AFI 40-502) - These two programs are administered separately, but common sense and conventional medical wisdom tells us they are intertwined. Due to the nature of our business – the nation’s security – we Air Force members are held to a higher standard than those normally found in civilian life. Failure to meet the standards is serious business, so if you or a subordinate fall into this category, get educated. Read the AFIs and know what is expected.

4.8. Leave and Special Pass Programs (Refs: AFI 36-3003) - This topic has been the subject of some confusion.  The AFI establishes procedures and guidelines to follow while on leave, when utilizing passes, while traveling out of town on break/weekends, when in relaxed duty status following contingency TDY, and during authorized down days for non-mission essential personnel. Be very familiar with the requirements outlined in this AFI.

4.9. Off-Duty Employment (Ref: DoD 5500.7R, Air Force Supplement) - If you desire a second job in the community or on base during your off-duty hours, you must have your supervisor’s recommendation and commander’s approval for such employment. In addition the base legal office must review the conditions of your employment to ensure standards of conduct are not violated (in other words, that your job won’t interfere with your military duties, nor take unfair advantage of your status or rank). Before beginning any off-duty job, submit AF Form 3902, Application and Approval for Off-Duty Employment.
4.10. Professional and Unprofessional Relationships (Ref: AFI 36-2909) - All members share the responsibility for respecting authority and maintaining professional relationships. While personal relationships between Air Force members are normally matters of individual choice and judgement, they become matters of official concern when they adversely affect the Air Force. Experience has shown that certain kinds of personal relationships present a high risk for being or developing into unprofessional relationships, which negatively impact morale and discipline.

Relationships are unprofessional, whether pursued on-or off-duty, when they detract from the authority of superiors or result in, or reasonably create the appearance of, favoritism, misuse of office or position, or the abandonment of organizational goals for personal goals.  Unprofessional relationships can exist between officers, between officers and enlisted members, between enlisted members, and between military members and AF civilian employees. Unprofessional relationships can lead to criminal charges when in violation of regulations, orders, or other provisions of the UCMJ.

4.11. Safety (Ref: AFI 91-202, AFI 91-301)

4.11.1. Supervisor’s Responsibilities (Ref: AFI 36-2618) – You are the key person in the mishap prevention process. You are charged with counseling members concerning any on and off-duty conduct detrimental to health and safety, instructing subordinates in safe daily operations, and enforcing these standards. You are also required to eliminate any potential hazard while using mishap prevention techniques. Specifically, supervisors must provide specialized safety, fire protection, and health on-the-job training to all personnel.  Supervisors will provide this training upon individual’s initial assignment and upon change in equipment, procedures, processes, or safety, fire protection, and health requirements.  Consult the squadron Safety Officer or your duty section’s safety representative for more information.

4.11.2. Supervisor Safety Training (SST) (Ref: AFI 91-301) – This training is conducted by the base; contact the Unit Safety Officer for more information or to be scheduled for a class.  Officers, civilians, NCOs and senior airmen must attend when first assigned to a supervisory position. Also required to attend is any supervisor needing refresher training or who demonstrates a lack of safety knowledge or initiative. Your supervisor should document your attendance at the SST on the AF Form 55, Employee Safety and Health Record (see next section).

4.11.3. Documenting Safety Training (Ref: AFI 91-301) – AF Form 55, Employee Safety and Health Record, will be used to document safety, fire protection, and health training unless other specific documentation is specified elsewhere. All personnel must have job safety training. The supervisor will maintain the AF Form 55 in the workplace and will update training when necessary. This form is filed in the duty section’s safety continuity book. 

4.11.4. Reporting Mishaps (AFI 91-204, Ch. 11) – Ground mishaps occur on- or off-duty, on ground or water, on or off an Air Force installation, and involve Air Force personnel and operations, contractor operations, and property losses. You will report mishaps on AIA Form 68, Ground Mishap Report/Worksheet. See the Unit Safety Officer for more information.

4.12. Temporary Duty Assignments (TDY) - TDYs are wonderful! Whether you need a

break from your routine duties, you desire career-broadening experiences, or you just want to get out of town, you will get something positive from a TDY. As a member of the 90 IOS, you may travel on TDY for Air Force contingencies (read: to a war zone), for exercises, for formal training, or for PME. Whatever the purpose of your trip, you will need to out-process before you go.  As soon as you know you will be sent TDY, Notify the unit TDY monitor (TSgt Jackson) and visit the Commander’s Support Staff (CSS) for a TDY out-processing checklist. Depending on the nature of your trip, you may have to accomplish pre-TDY training that requires scheduling – so the earlier you get this checklist and start planning, the better.  The day before you depart TDY you must sign out with TSgt Jackson and the CSS and leave a copy of your orders. Upon your return to your home duty station, you must sign in again. If your TDY was to a contingency location, KNOW that you may be authorized relaxed duty status.

4.13. Tobacco Use in Military Facilities (Ref: AFI 40-102)

The Air Force prohibits tobacco use on military installations and in military conveyances,

with this exception: tobacco products may be used in designated tobacco use areas. At HQ AIA, the commander has designated the gazebos behind building 2000 as tobacco use areas. The Air Force recognizes equal work breaks (when these breaks are permitted) for tobacco users and non-tobacco users. See para 2.2 of the referenced AFI for a complete list of areas in which tobacco use is prohibited or permitted.
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Chapter 5 – Counseling and Administrative and Disciplinary Actions
5.1. Counseling (AFPAM 36-2241,V1, Section 11D)

Counseling may seem to be a mystery to the uninitiated, but it’s a skill that can be learned

just as you learned the tasks required of your AFSC. Each level of PME teaches counseling concepts and techniques. In addition, the PFE has an entire section devoted to the counseling process. Before you conduct a counseling session, quickly review what the PFE has to say on the subject and you’ll enter the session with confidence. You can document counseling sessions on letterhead, plain bond paper, or AF Form 174, Record of Individual Counseling.

5.2. Administrative Actions (Ref: AFI 36-2907)

5.2.1. Introduction – The PFE tells us, “When leadership by example, one-on-one

counseling, and performance feedback fail to convince an individual to conform to standards, it may be appropriate to take more severe actions. The next step in many cases is to take one of several administrative actions (AFPAM 36-2241,v1, 10.3).” These actions are used by a commander to correct an individual’s behavior without resorting to punishment under the UCMJ. So these are rehabilitative tools, rather than punishment. They are intended to improve, correct and instruct subordinates who depart from standards of performance, conduct, bearing, and integrity, on or off duty.

5.2.2. Administrative Actions Available to Supervisors and Commanders

(RefAFI 36-2907, unless otherwise noted) – listed in increasing order of severity:

Counseling, verbal or written

Admonition, verbal or written

Reprimand, verbal or written

Unfavorable Information File (UIF)

Control Roster

Administrative Demotion (Ref: AFI 36-2503)

Administrative Separation (Ref: AFI 36-3208)

5.2.3. Procedures – Only the commander may initiate, but supervisors may advise on, UIF, control roster, administrative demotion or administrative separation action. Commanders, supervisors, and other persons in authority can issue administrative counselings, admonitions, and reprimands. When drafting a letter of counseling, admonition or reprimand, keep in mind two things: 1) these documents are subject to the Privacy Act of 1974, whether kept by the supervisor or filed in member’s PIF, and 2) write as if you are speaking to a jury, because these documents may be used in a court martial if the member continues to deviate from standards. Whether you are accomplishing the action or advising the commander on a proposed course of action, you must be familiar with the specific requirements for each, so consult the appropriate AFI for more information. If drafting written counseling, admonition, or reprimand, the letter states: 

What the member did or failed to do, citing specific incidents and dates, and UCMJ

article violated

What improvement is expected

That further deviation may result in more severe action

That the individual has 3 duty days to submit rebuttal documents for consideration

That all supporting documents received from the member will become part of the record

5.2.4. Unfavorable Information File (UIF) (Ref: AFI 36-2907) – is a record of derogatory information concerning an Air Force member’s personal conduct and duty performance. It is an official record documenting administrative, judicial, or nonjudicial censures concerning the member’s performance, responsibility, behavior, etc. The information remains active for 1 to 2 years, depending on the nature of the document. The referenced AFI tells us what documents must be placed in a UIF, and what documents may be placed there at the commander’s option. It also states who may review the contents of a UIF.

5.2.5. Control Roster (Ref: AFI 36-2907) – a management tool that lists the names of

members whose conduct, bearing, behavior, integrity, or duty performance requires special attention, observation, evaluation, and rehabilitation. Control rosters give members the chance to improve in their deficient areas during a specific 6-month period. Placement on the control roster is not punishment, but it does affect the member in certain personnel programs; for example, as long as a member is on the control roster he/she remains ineligible for reenlistment, promotion, or most PCS moves. The commander may direct an EPR when placing an individual on the control roster. Supervisors play a vital role as they are in the best position to effectively monitor and evaluate a member’s performance and conduct during the observation period.

5.3. Disciplinary Actions (Refs: AFI 51-201, AFI 51-202, UCMJ and Manual for

Courts-Martial) – Unfortunately, the best efforts of supervisors to correct deviations from standards are sometimes ignored by AF members, in which case leadership and

administrative actions are not enough. Some offenses must be punished. The military must have a separate judicial system, which allows us to enforce our laws by punishing members who violate them. Members of the Armed Forces retain basically the same rights as civilians as guaranteed by the Constitution and the UCMJ, particularly regarding protection against involuntary self-incrimination and the right to counsel.

5.3.1. Article 15 (Nonjudicial Punishment, or NJP) (Ref: AFI 51-202) – this is

punishment not imposed by a court of justice. Under Article 15 of the UCMJ, commanders may impose punishment for minor offenses. NJP is intended to promote positive behavior changes without the stigma of a court-martial conviction. Commanders should use NJP to correct or rehabilitate offenders. Although imposed by a commander, NCOs can recommend Article 15 punishment, so you need a basic knowledge of Article 15 procedures.

5.4. Unauthorized Absence (Ref: AFI 36-2911) – AFI 36-2911 outlines actions to take when a member is absent without authorization in Table 1.1. 

5.5. Line of Duty (Misconduct) Determination (Ref: AFI 36-2910) – In cases of certain diseases, injuries, or death suffered by a military member, federal law requires commanders to determine whether member was in the LOD or suffered as a result of his/her own misconduct. Members suffering illness, injury, or death due to misconduct may be required to pay medical expenses or lose survivor benefits. LOD does not affect SGLI benefits.
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Chapter 6 – The First Sergeant and Referral Programs

6.1. The First Sergeant (Ref: AFI 36-2113)

The introduction to Chapter 1 of the referenced AFI describes the first sergeant’s role as a

time-honored one that is rich in custom and tradition. The first sergeant exercises general

supervision over assigned enlisted personnel and is the unit’s focal point for all matters

concerning enlisted members. In today’s rapidly deployable Air Force, the first sergeant is a critical link in providing the commander a mission-ready enlisted force to execute the unit mission. As the vital link between the commander, enlisted personnel, and support agencies, the first sergeant must ensure the enlisted force understands the commander’s policies, goals, and objectives and support agencies are responsive to needs of unit personnel. Additionally, the first sergeant must remain vigilant for, and move to resolve, issues that, left unchecked, would adversely impact troop readiness. First sergeants accomplish these responsibilities by working closely with their fellow senior NCOs and line supervisors. The first sergeant utilizes support agencies to enhance personnel readiness and provide personal assistance to unit members and their families.  So as you can see, the first sergeant’s duties are broad and varied. He/she should be your first stop when you believe one of your subordinates may have a problem requiring assistance from a referral agency.

6.2. Referral Agencies

There are a wide variety of agencies on base to help people with various issues. But

remember, you’re not a professional family counselor or mental health professional, and

some people’s problems may be well beyond your ability to help resolve. Please check with your first sergeant for details and assistance if you believe you or a subordinate may need the services of one of these agencies.

6.2.1. Family Support Center – a one-stop shopping atmosphere for information on personal financial management, retirement/separation transition assistance, relocation,

military spouse career assistance, family life skills education (classes in parenting,

communication, etc.). 

6.2.2. Air Force Aid Society – for active duty and dependents, retirees, and dependents of deceased Air Force members. AFAS can provide emergency assistance in the form of a grant, interest-free loan, or combination. Assistance is reserved for basic needs (food, rent, utilities, emergency travel, medical/dental expenses, funeral expenses for spouse/child).  NOTE: AFAS will not issue grant/loan for an expense that is already paid, and will not make grant/loan for non-essentials or essentials costing more than the average standard. All requests for Air Force Aid assistance require a letter from the commander or first sergeant.

6.2.3. Family Advocacy Program (Ref: AFPD 40-3, AFI 40-301) promotes family health, welfare, and morale by preventing or treating cases of maltreatment and by supporting family members who have special medical or educational needs. These services keep maltreatment and exceptional medical or educational needs from reducing the duty performance of Air Force people. The FAP offers three principal services: outreach, services to special needs family members through the Exceptional Family Member Program, and family maltreatment intervention.

6.2.4. Mental Health is primarily responsible for the suicide prevention program, but they also offer many preventative services and classes, such as stress management, marital enrichment, parenting, conflict management, survivors group, etc. Members are highly encouraged to take advantage of Mental Health services before a problem worsens.  Receiving mental health care rarely affects TS/SCI clearances. Commanders have the option to direct a member to Mental Health when duty performance or conduct seems to be suffering due to a potential mental health problem.

6.2.5. Chaplain – unlike many referral agencies, there is a chaplain on call 24/7. The

chaplain may discuss any issue you want, and he/she is a trained counselor. You will not be preached to during a counseling session. Chaplains are the only AF personnel who carry complete confidentiality.

6.2.6. Area Defense Counsel – If you or your subordinates experience any type of

administrative action, the first place you should go is the ADC. The ADC acts as the defense attorney in all Article 15 actions and courts martial. The ADC is also available to answer questions concerning LOC, LOR, UIF, Control Roster, and other legal matters. They are the sole defense attorney for the base, so it may take a while to get an appointment.

6.2.7. Legal Assistance Program - Base Legal Office (Ref: AFI 51-504) - Legal offices provide legal assistance for two purposes. Mission-related legal assistance is provided to ensure the legal difficulties of military members do not adversely affect command effectiveness or readiness. Non-mission-related legal assistance is provided to assist certain categories of beneficiaries (as resources permit). The Legal Office provides advice on personal, civil legal problems. See referenced AFI, paragraphs 1.2 and 1.3 for types of assistance the Legal Office can and specifically cannot provide.

6.2.8. Military Equal Opportunity Office (Ref: AFI 36-2706) – Manages the military

Equal Opportunity and Treatment (EOT) program for the Air Force. The primary objective of the EOT program is to improve mission effectiveness by promoting an environment free from personal, social, or institutional barriers that prevent Air Force members from rising to the highest level of responsibility possible based on their individual merit, fitness, and capability. See the MEO office if you have any concerns in this arena.

6.2.9. Demand Reduction Office (Ref: AFI 44-120) – Manages the base’s random urinalysis program. Two goals of the drug testing program are to deter persons from drug and substance abuse and to identify those who need treatment and rehabilitation services.

6.2.10. Alcohol and Drug Abuse Prevention & Treatment (ADAPT) Program

(Ref: AFI 44-121) – The ADAPT Program has four goals concerning substance abuse (SA):

1) Promote readiness and health and wellness through prevention and treatment of SA

2) Minimize negative consequences of SA to the individual, family, and organization

3) Provide comprehensive education and treatment to individuals who experience problems attributed to SA

4) Return identified substance abusers to unrestricted duty status or to assist them in their transition to civilian life, as appropriate Chapter 3, Section C of the AFI contains procedures for identifying and referring suspected or identified substance abusers for ADAPT services. Paragraph 3.13 appoints the immediate supervisor as a member of the treatment team.
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Chapter 7 –Recognition Programs

7.1. Introduction. Recognition – possibly one of the most effective motivational tools a

supervisor possesses! Used appropriately, it positively reinforces those above-and-beyond behaviors that ensure mission accomplishment. It is a tangible thanks for superior performance and an incentive to others to excel as well. But, recognition can have an ugly side, too. If you reward average or (heaven forbid) sub-par behaviors you’re telling your people awards are meaningless.  You can prevent inappropriate recognition through careful observation skills and a quality force review of your subordinate’s Personnel Information File (PIF). Has his/her service during the entire award period been honorable? (Or has he/she required significant correction through LOC/LOA/LOR/Art 15/UIF?) Is he/she within weight and body fat standards? Are there problems with financial responsibility or family care? If a supervisor, does he/she carry out all NCO responsibilities, to include timely EPRs, decoration submissions, and quarterly/annual awards nominations for those deserving? If none of the above-mentioned quality force indicators are present and you’ve observed performance that clearly exceeds the standards, then recognition is clearly called for. The following information on various recognition programs should help you.

7.2 Quarterly/Annual Recognition Program 

7.2.1 Categories

Members compete in the following categories for quarterly and annual awards programs:

Airman (AB-SrA)

NCO (SSgt-TSgt)

SNCO (MSgt-SMSgt)

CGO (2nd Lt-Capt)

Junior Civilian (GS1-GS7)

Intermediate Civilian (GS8-GS12)

Senior Civilian (GS13-GS14)

7.2.2. Eligibility and Procedures

See references for instructions on eligibility and nomination procedures. Don’t forget about preparing your subordinate for the board interview, too! Nomination packages are generally due to the First Sergeant the fourth week of the last month of the quarter (Jan-Mar, Apr-Jun, Jul-Sep, and Oct-Dec); most divisions/ directorates set an earlier suspense to assist with quality, so check with your supervisor.

7.4. AF Awards and Decorations (Ref: AFI 36-2803)

Chapter 2 tells when to submit an individual for a decoration

Chapter 3 details how to nominate for decoration and present after approval

Chapter 4 discusses unit and organizational awards

Chapter 5 outlines criteria for the AF Good Conduct Medal and the many Air Force achievement awards (overseas short/long, longevity, PME, BMTS Honor

Grad, Small Arms Expert, etc.)

Chapter 6 covers US campaign and service awards (NDSM, Southwest Asia Svc

Medal, Military Outstanding Volunteer Svc Medal etc.)

Chapter 7 lists foreign awards and decorations for which USAF members are eligible

Chapters 8 and 9 – don’t forget your civilian subordinates! They can be eligible for certain awards and decorations as well

7.5. Other Awards

Generally, announcements about these (mostly) annual awards and trophies will be widely distributed via e-mail. But don’t wait until the announcement to decide if one of your subordinates is eligible, because frequently the suspense is short. Prepare in advance, and you’ll be more likely to succeed in recognizing your people. Here’s a partial list. For those without a listed reference, you’ll need to keep your eyes peeled for that e-mail announcement with details on procedures and deadlines:

7.5.1. Special Trophies and Awards (Ref: AFI 36-2805)

Chapter 3 details criteria, award period, and suspense for submitting each of the special trophies and awards. Some of the awards covered include:

AFA Team of the Year Award

NCOA Vanguard Award, to recognize one member from each branch of service who has performed a particularly heroic act, on or off duty, that resulted in the saving of life or in preventing serious injury

Twelve Outstanding Airmen of the Year Award

Joan Orr Air Force Spouse of the Year Award

Lance P. Sijan USAF Leadership Award, for those who demonstrate the highest

qualities of leadership in the performance of their duties and the conduct of their lives

GEICO Military Service Awards, for contributions in three categories: drug and

alcohol abuse prevention, fire prevention and fire safety, and traffic safety and traffic

accident prevention

Wright Brothers Memorial Trophy, Given annually by the National Aeronautic

Association; recognizes a civilian for significant public service of enduring value to

aviation in the United States

7.5.2. Air Force Intelligence Awards Program (AFIAP) (Ref: AFI 36-2807, Chapter 16) Recognizes the most outstanding performance in 13 categories by military members and civilians who hold intelligence specialties or who contribute to accomplishing the

Intelligence, Surveillance and Reconnaissance (ISR) mission.
7.5.3. Intelligence Community Awards Program (Ref: DCID 7/1-3)  ICAP was established by the Director, Central Intelligence, to recognize deserving individuals/units within the Intelligence Community whose achievement directly supports the Intelligence Community. Nominations are submitted to an awards panel quarterly.

7.5.4. National Military Intelligence Association’s (NMIA) Maj. Gen. Jack E Thomas Award – presented annually to deserving active duty and air reserve component members of Air Force intelligence for major contributions to intelligence functions

7.5.5. NAACP Roy Wilkins Renown Service Award

During their annual national convention in July, it is customary for the NAACP to recognize military service members with presentations of the NAACP Roy Wilkins Renown Service Award during the annual Armed Service and Veterans Affairs Award Dinner. This award goes to an outstanding military member or DoD civilian from the Armed Services who has distinguished him/herself by making significant contributions to his/her country in the area of civil/human rights, race relations, equal opportunity, affirmative action, human resources, and/or public service.

7.5.6. American Legion Spirit of Service Award

Presented to an enlisted member in the grades E2-E5 From each branch of service for outstanding volunteer service performed off duty in their local community

7.5.7. Ten Outstanding Young Americans (TOYA)

Sponsored by US Jaycees, annual awards to 10 outstanding young men and women from

throughout the US; recipients chosen for exceptional achievements that have been significant to their profession, communities, states, or the nation.

7.5.8. Mission Support Awards Program (Ref: AFI 36-2819)

This program covers various awards for personnelists and training managers.

7.6. Projected Due Dates for Awards Nominations

QUARTERLY:

Outstanding Amn/NCO/SNCO/CGO of the Quarter – last week of competing Quarter

Intelligence Community Awards Program – middle of last month of quarter

ANNUAL:

AFIAP – early January for HQ AF suspense of 15 February

NAACP Roy Wilkins Renown Award – early February for presentation in mid-July

GEICO Military Service Award – mid-April

Wright Brothers Memorial Trophy – mid-April to squadron for 1 July AF suspense American Legion Spirit of Service Award – mid-June; award period 1 Jul – 30 Jun

STEP – mid-July (not really an award, but an important suspense!)

Outstanding Amn/NCO/SNCO/CGO of the Year – mid-December for competing year

7.7. Available Training in Word Sculpting

When recognizing your people, we can’t stress enough the need for good written communication skills. But, don’t despair if you feel you’re lacking in this area – there is help! Here are some suggestions:

Seek the assistance of your supervisor or another NCO whose writing ability you respect

Consult AFH 33-337, the Tongue and Quill, for pointers and format

AIA has produced a pamphlet on word sculpting that may be useful. 

Educate yourself!

All levels of enlisted PME cover communications skills

See the base education center for help
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Chapter 8 – Training

8.1. Introduction. In your role as supervisor, you probably have no more important duties than those that involve training. According to AFPD 36-22, Military Training, paragraph 1 states, “Trained people are a critical resource with which organizations accomplish their Air Force missions.” In other words, we must train our people if we are to successfully accomplish the Air Force’s mission. AFI 36-2201V1, AFI 36-2201V2, AFI 36-2201V3, AFI 36-2201V4, AFI 36-2201V5, AFI 36-2201V6 Developing, Managing, and Conducting Training, implements the policies outlined in AFPD 36-22. It instructs you on specific responsibilities and tells you how to conduct and document training. In addition AFI 36-2618, The Enlisted Force Structure, mandates that NCOs are responsible for training. It says NCOs must “plan, develop, conduct, and supervise individual and group training in technical and military subjects (4.1.8.).” Clearly, NCOs are the Air Force’s trainers for the enlisted force. In this chapter we will define terms, examine the Air Force Training Course, discuss Air Force Specialty (AFS) upgrade training, and briefly touch on mobility requirements and other training programs.

8.2. Terms Defined (Ref: AFPD 36-22, AFI 36-2201V1, AFMAN 36-2247)

8.2.1. Career Field Education and Training Plan (CFETP) provides a life-cycle (cradleto-grave) training management tool that identifies career path education and training requirements and core tasks for each skill level or duty position for Air Force specialties.  They serve as a road map for career progression and outline requirements that must be satisfied at critical career phase points. They also specify the mandatory task qualification requirements for award and maintenance of AFSCs.

8. 2.2. Qualified Individuals are those individuals who have been certified in all tasks required in their assigned duty position as defined in the Career Field Education and Training Plan and supplemented, as appropriate.

8.2.3. Supervisors have the greatest single impact on successful mission accomplishment.  They are responsible to: share their experience and expertise; provide a quality OJT program to the trainee to meet mission requirements; and consult the UETM for assistance needed in carrying out training responsibilities and duties as stated in AFI 36-2201, paragraph 4.11.  The supervisor is the key element in planning, conducting, and evaluating training. As supervisor, you must attend unit OJT meetings to keep current on training policies, methods, procedures, and changes to the OJT program. Be prepared to discuss CDC progression, training problems, and techniques proven effective for your OJT program.

8.2.4. Trainers conduct training on specific tasks. A trainer must:

Be recommended by supervisor

Be qualified and certified to perform the task to be trained

Have attended a formal trainer’s course

Be appointed by the unit commander in writing

8.2.5. Task Certifiers evaluate qualification of trainees. They certify that training was completed satisfactorily on CFETP, JQS and/or CTL by initialing each task. They also conduct formal qualification evaluations. A task certifier must:

Be at least a SSgt with a 5-skill level or civilian equivalent

Be someone other than the trainer

Be qualified and certified to perform the task being certified

Have attended a formal certifier course

Be appointed by the unit commander in writing

8.2.6. Unit Education and Training Manager (UETM) serves as the unit training advisor by implementing, clarifying, coordinating, and managing OJT policies and procedures.  He/she recommends to the unit commander and supervisors ways to: satisfy specialty qualification and skill-level upgrade requirements; improve OJT; and integrate training into day-to-day operations. The UETM instructs and/or administers the Air Force Training Course to ensure supervisors are trained to perform their OJT responsibilities. He/she conducts unit training meetings at least quarterly. The UETM also manages the Career Development Course program for the unit, and coordinates remedial training and administrative actions with the unit commander and supervisors.

8.3. Air Force Training Course (POC: UETM)

This course is mandatory for those assigned as trainers or task certifiers – this is virtually all NCOs and many of our SrA. The AFTC covers the AF training process (to include policies, procedures and responsibilities), proper training documentation and management, and task and objective development. It also examines programs and tools for evaluation of training, takes an indepth look at CFETP and Specialty Training Standard (STS), and explores development of Master Training Plans and Master Task Listings as they apply to your duty section.

8.4. AFS Enlisted Upgrade Training (UGT) consists of two tracks that are normally

conducted simultaneously. The first is On-the-Job Training (OJT), and the second is

enrollment and completion of the Career Development Course (CDC) for an AFS and skill level. Each will be discussed here. For UGT requirements in a specific AFS, see the CFETP 

8.4.1. OJT ensures each individual is qualified to perform the specific duties and tasks of their job. It uses a combination of formal classroom instruction and on-the job, hands-on training to qualify and upgrade personnel in each skill level of a specialty.

8.4.2. CDCs (Ref: AFMAN 36-2247) directly support OJT. CDCs contain information on basic principles, techniques, and procedures that are common to an AFS. They do not list information on specific equipment or tasks unless it best illustrates a procedure or technique that has utility to the entire AFS. If available for an AFS, CDCs will be used to satisfy the career knowledge requirements for skill level UGT. The UETM enrolls members in CDCs when they begin UGT. Local procedures: The 90 IOS has a  developed requirement for CDC procedures. Supervisors will use this requirement to gauge a trainee’s readiness for the CDC Course Evaluation.  Please ensure to read the 90 IOS policies and procedures on the program; procedure provided in Appendix G 

8.5. Mobility Training Requirements

8.5.1. Nuclear, Biological and Chemical (NBC) Warfare Initial/Recurring Training. If identified for PCS/TDY to a high or medium threat area for NBC weapons, you should be fitted for a chemical protective mask and receive NBC training prior to your departure.

Contact CCT for scheduling.

8.5.2. Self-Aid/Buddy Care (SABC) (Ref: AFI 36-2238) – the unit will conduct SABC.

Courses will be announced via e-mail and it is a supervisor’s responsibility to ensure his/her subordinates are trained. SABC remains current for 24 months, at which point refresher training is required.

8.5.3. Weapons Qualification (Ref: AFI 36-2226) – if identified to travel TDY or PCS to an overseas area requiring weapons training, contact CCT to schedule a range date.

8.6. Other Training Programs

8.6.1. Extension Course Institute (ECI) – The Air Force recently merged ECI with the AF Distance Learning Office. The name of the new organization is the Air Force Institute for Advanced Distributed Learning (AFIADL). This organization oversees CDCs and they’re now involved in many other training issues. See the AFIADL entry in Appendix B for the web site.

8.6.3. Base Education Center – CCAF, CLEP, college enrollment, etc.
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Chapter 9 – Miscellaneous

9.1. Involvement (Ref: Air Force Instruction (AFI) 36-2618)

9.1.1. Introduction. The PFE states, “A very important principle of leadership, one that is too often neglected in today’s fast-paced environment of technology and specialization, is involvement (AFPAM 36-2241,v1, 6.2.3)...” The PFE goes on to define this concept:

knowing the people who work for you and showing sincere interest in their problems, career development, and welfare. Chapter 4 of AFI 36-2618, The Enlisted Force Structure, requires NCOs to do many things that are easily categorized as involvement. Pay particular attention to Section 4.3 of the AFI, entitled “Involvement and Assistance.”

9.1.2. The Military as a Family. After you’ve read about your responsibilities for

involvement, stop and think about why the Air Force requires this of you. The military life is one of frequent absences and long or unusual work hours, sometimes under arduous work conditions. On the positive side, all this is balanced by numerous once-in-a-lifetime opportunities, not to mention an unequalled opportunity to serve your country. We may be required to accomplish the mission despite personal danger. For this reason, we must provide moral support for each other as if we are one big family. This means staying in touch with subordinates who return home on emergency leave. It means putting on a nice promotion ceremony with a cake for the honorees. It means ensuring watch standers receive a nice meal at Thanksgiving and Christmas, or barracks residents aren’t forgotten at holiday time. It means taking care of our own. In the next section, we’ll discuss various sanctioned organizations that focus on these and other forms of involvement.

9.1.3. Unit/Base/Community Involvement. Your involvement in your unit has strong impact, particularly in the eyes of your subordinates. Participation in the Unit Advisory

Council ensures your people’s concerns are represented to the commander. The squadron

Booster Club raises funds for the morale and welfare of the entire unit. The squadron’s

Focus 5/6 (for AF SSgts and TSgts) and Top 3 Association are professional organizations

that provide a forum for working out issues in their span of control and for mentoring their members in the profession of arms. Moving from unit level to the base, you’ll find a Base Advisory Council to which the squadron must send a representative, and there may be a junior enlisted council. The base also sponsors a Top 3 Association. Widening the involvement circle, we step from the base out into the community. The many opportunities for involvement in the local community are too numerous and varied to mention here, but the effect of your participation is to strengthen the image of the Air Force and give something back to the community in which we live.

9.2. Suggestion Programs
9.2.3. Air Force Innovative Development through Employee Awareness (IDEA)

Program (Ref: AFI 38-401) – the Air Force’s suggestion program. If your idea provides

significant savings to the Air Force, you may receive a cash award! Use AF Form 1000 to

submit suggestions.

9.3. Bullet Writing Power Point Presentation:  Double Click on the slide to start presentation.
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Appendix A

Frequently Used Publications

Administrative Counseling, Admonition, and Reprimand – see UIF Program

Administrative Demotions AFI 36-2503
Administrative Separations AFI 36-3208
Air Force Aid Society AFI 36-3109
Air Force Intelligence Awards Program AFI 36-2807
AFOSH - Air Force Occupational and Environmental Safety,

Fire Protection, and Health Program AFI 91-301
Airman Classification AFMAN 36-2108
Airman Promotion Program AFI AFI 36-2502
Airman and NCO Performance Feedback System AFPAM 36-2627
Airman Retraining Program AFI 36-2626
Article 15 – see Nonjudicial Punishment

Article 138 – Requesting Redress for Perceived Wrongs by Commander AFI 51-904
Assignments AFI 36-2110
Awards and Decorations AFI 36-2803
AWOL – see Desertion and Unauthorized Absence

See also Airman Promotion Program

Civilian Recognition Programs, Managing the AFI 36-1004
Clothing Allowances AFI 36-3014
Control Roster – see UIF Program

Dependent Care – see Family Care Plans

Desertion and Unauthorized Absence AFI 36-2911
Discharge for Administrative – see Administrative Separations

Dormitory Management/Policies AFI 32-6005
Dress and Personal Appearance AFI 36-2903
Drill and Ceremonies AFMAN 36-2203
E-Mail Usage AFI 33-119
EPRs – Officer and Enlisted Evaluation Systems (CHANGED 1 Jul 00) AFI 36-2406
Chapter 2 – Performance Feedback Process

Chapter 3 – Performance Reporting

Chapter 8 – Promotion Recommendation Process

Enlisted Force Structure AFI 36-2618
Chapter 4 – General NCO Responsibilities

EQUAL / EQUAL-Plus AFI 36-2110, Attachment 16

Financial Responsibility AFI 36-2906
Family Care Plans AFI 36-2908
First Sergeant AFI 36-2113
Fitness Program AFI 34-137
Government Travel Charge Card Program AFI 65-1
IDEA Program (Innovative Development Through Employee Awareness) AFI 38-401
IG Complaints AFI 90-301
INTRO – Individualized Newcomer Treatment and Orientation Program AFI 36-2103 Attachment 3 – Checklist for Sponsor

Leave Program AFI 36-3003
Legal Assistance AFI 51-504
Line of Duty (Misconduct) Determinations AFI 36-2910
LOC/LOA/LOR – see UIF Program

Meal Cards AFI 34-241
Military Equal Opportunity and Treatment Program AFI 36-2706
Nonjudicial Punishment AFI 51-202
PFE – Promotion Fitness Examination Study Guide AFPAM 36- 2241 V1
Professional Military Education AFI 36-2301
Privacy Act Program AFI 33-332
Professional and Unprofessional Relationships AFI 36-2909
Promotions – see Airman Promotion Program

Protocol AFI 35-205

Red Cross Activities AFI 36-3105
Reenlistment AFI 36-2606
Retirements AFI 36-3203
Safety – see AFOSH

Servicemen’s Group Life Insurance (SGLI) AFI 36-3008
Special Trophies and Awards AFI 36-2805
Sponsor Program – see INTRO

Standards of Conduct (Joint Ethics Regulation) DoD 5500.7-R

Suggestion Program - see IDEA

TDY (Permissive) AFI 65-103
Tobacco Use in Military Facilities AFI 40-102
Tongue and Quill AFH 33-337
Training Developing, Managing, and Conducting Training AFI 36-2201V1
Planning, Conducting, Administering, and Evaluating Training AFMAN 36-2247
Unfavorable Information File (UIF) Program AFI 36-2907 Unauthorized Absence – see Desertion and Unauthorized Absence

USAFSE - USAF Supervisory Examination Study Guide AFPAM 36- 2241 V2
Weight and Body Fat Management Program AFI 40-502
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Appendix B

Frequently Used Web Pages – Unclassified Internet

Air Force Electronic Publications Library (AFEPL) - http://www.e-publishing.af.mil/
AFIs and AF Forms (note: if not using an af.mil Internet account, you won’t be able to

download FormFlow 2.15 to use/view the forms)

Air Force Benefits Fact Sheet – http://www.afpc.randolph.af.mil/enlskills/newbenefits.htm
Brief to your subordinates during performance feedback sessions

Air Force Institute for Advanced Distributed Learning (AFIADL) –

http://www.maxwell.af.mil/au/afiadl/
Merger of Extension Course Institute (ECI) with AF Distance Learning Office – basically

CDC and training info

Air Force Link – http://www.af.mil
Air Force News, career information, links to other USAF web sites, etc.

Air Force Personnel Center (AFPC) – http://www.afpc.randolph.af.mil/
AIALink – http://www.aia.af.mil
SPOKESMAN magazine online edition available from this site

Assignment Management System (AMS) –

https://afas.afpc.randolph.af.mil/AMSWeb/master.cfm
Provides information on the EQUAL and EQUAL-Plus lists and you can view and update

your assignment preferences here. You can also see an amazing amount of data from your personal military records (including decorations, EPR history, assignment history,

education history, etc.) You will need to create a personal account the first time you use this web site, but you can do so from any computer, including your own personal internet access at home (non-af.mil e-mail account). It’s SECURE (128-bit encryption), so you can feel comfortable about entering and viewing personal data.

Awards, DoD – see Manual of Military Decorations and Awards

CCAF – http://www.au.af.mil/au/ccaf
CDC Information – see AFIADL

Decorations, DoD – see Manual of Military Decorations and Awards

Defense Link – http://www.defenselink.mil entry into DoD

DLI LingNET – http://www.lingnet.org/home.htm
Resources for linguists’ continuing training

DoD Regulations – http://web7.whs.osd.mil/dodiss/publications/pub2.htm
Dream Sheet (a.k.a. Assignment Preferences) – see AMS

EQUAL / EQUAL Plus Lists – see AMS

Extension Course Institute – see AFIADL

Manual of Military Decorations and Awards – http://web7.whs.osd.mil/html/134833m.htm
DoD manual on joint awards, etc.

News Air Force News and Briefs – http://www.af.mil/news
Air Force Online Newspaper, weekly – http://www.af.mil/newspaper/
Pay Issues – http://www.dfas.mil/money/milpay/index.htm
Provides information on base pay rates (past and present), BAS, BAH, per diem, savings bond retrieval, etc.

Promotions – http://www.afpc.randolph.af.mil/eprom/ lists of selects, score averages and cutoffs, line number history, and other information

Enlisted Promotion Information –

http://www.afpc.randolph.af.mil/eprom/information/default.htm

Here you’ll find Promotion Fact Sheets, info on the effect of WMP on promotion

eligiblility, BTZ eligibility chart, STEP philosophy, WAPS Calculator, WAPS catalog, etc.

Training – see AFIADL

UCMJ Articles – http://jaglink.jag.af.mil/ucmj.htm
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Appendix C

Recommended Reading

1. Chief of Staff of the Air Force (CSAF) Reading List (Ref: Internet)

The CSAF’s Professional Reading Program (The Chief’s List) is a valuable resource for all Air Force members, to be used in cultivating their professional knowledge. The Chief’s List can be used to launch a career-long reading program or to supplement your previous readings. The recommended readings have been organized by experience level. Reading inside and outside your experience level will help you develop a common frame of reference with many of your peers, subordinates, and superiors. While supplementing your PME, these books should make you a more effective advocate of aerospace power. You can find the enlisted reading list on the Internet at http://www.af.mil/lib/csafbook/csafenl.html. For background information go to http://www.af.mil/lib/csafbook/background.html.

2. Other Reading.

In addition to the Chief’s List, there are a number of other readings that should be a part of your core knowledge as an NCO. Here is a partial list of readings that will enhance your professionalism.

AF Core Values – The Little Blue Book

AFDD-1, Air Force Basic Doctrine

Assignments – AFI 36-2110, Attachment 16

Explanation of EQUAL, EQUAL-Plus, and Special Duty Assignments

EPRs – AFI 36-2406, Officer and Enlisted Evaluation Systems

Chapter 1, Section 1.1 – Purpose

Chapter 2 – Performance Feedback Process

Chapter 3 – Performance Reporting

General NCO Responsibilities

 AFI 36-2618, The Enlisted Force Structure – Chapter 4

Vision 2020 – the USAF vision for the future of aerospace power

Global Vigilance, Reach, and Power
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Appendix D

90 IOS POINTS OF CONTACT

The 90 IOS’s environment may occasionally require you to contact leadership for advice on supervision of their personnel. If you don’t know the member’s, you can use these points of contact to get help.

Commander:  
Lt Col Kersey, Randell 



1731 Montecino



San Antonio, TX. 78258  map
Home:  (210) 492-8069

Pager:   (210) 266-7725 



Randell.kersey@lackland.af.mil
Director of
Lt Col  Lepper, Nathan 

Operations
5470 Military Dr. #1111



San Antonio, TX. 78242   map


Home:  (210) 674-4797



Pager:   (210) 266-5151



Nathan.Lepper@lackland.af.mil
 CMSgt Smith, Shawn



 12810 Hunting Arrow



 San Antonio, TX. 78249  map


 Home:  (210) 690-3039



 Pager:  (210) 266-2774



 Shawn.Smith@lackland.af.mil
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Appendix E

AIR FORCE BENEFITS FACT SHEET

Revised:June2002
 
In accordance with AFI 36-2618, paragraph 4.1.1., and noted in AFPAM36-2241VI, paragraph 5.3.3.1.1., supervisors are required to provide career counseling to subordinates on the benefits, entitlements, and opportunities available in an Air Force career.  Counseling occurs in conjunction with performance feedback or when an individual comes up for review under the Selective Reenlistment Program.  Provide a copy of the fact sheet to each individual after counseling.
 
PART I:  COMPENSATION FOR MILITARY SERVICE

 
1.      Basic Allowance for Housing (BAH):  BAH has increased steadily over the past few years to accommodate cost increases in CONUS housing and reduce members’ out-of-pocket expenses.  The Secretary of Defense established a goal of reducing the median out-of-pocket housing expense to zero by 2006.  BAH is intended to cover rent, utilities, and renter’s insurance  for adequate housing based on rank and dependency status.  Although the median out-of-pocket expense is currently 11.3%, projected BAH raises would decrease this by about 4% each year until out-of pocket housing expenses reach zero in 2006.  Since the BAH rates are based on national median housing costs, half the service members will pay less for housing than they get in BAH and half will pay more. http://www.dtic.mil/perdiem/bah.html
 
2.      Basic Allowance for Subsistence (BAS):  All members once graduated from basic military training receive BAS at a specified monthly rate.  Regular BAS for enlisted members is $241.60 and for officers is $166.37.  Members E-6 and below residing in single-type government quarters may be assigned to Essential Station Messing (ESM).  ESM members are provided government meals free of charge and are subsequently charged the discount meal rate.  The average residual amount for ESM members is $40 per month. http://militarypay.dtic.mil/actives/pay/bas/index.html
 

3.      Combat Zone Tax Exclusion:  Members performing duty in areas designated by the President or Congress may receive tax-exempt pay. http://militarypay.dtic.mil/actives/pay/tax/10_combatzone.html
 
4.      Family Subsistence Supplemental Allowance (FSSA):  FSSA is an additional food allowance some large military families may qualify for in addition to BAS.  The maximum monthly payment is $500.  The criteria for qualifying are similar to criteria for the U.S. Department of Agriculture food stamp program.  Members should inquire at their commander's support staff for further information. https://www.dmdc.osd.mil/fssa
 
5.      Federal Tax Advantage:  Military personnel receive additional indirect compensation since some allowances are not taxable.  These allowances include BAS, BAH, Overseas Housing Allowance (OHA), Cost-of-Living Allowance (COLA), and Family Separation Allowance (FSA). http://militarypay.dtic.mil/actives/pay/tax/index.html
 
6.      Medical and Dental:  As an active duty member, the military provides you and your family with comprehensive medical care.  TRICARE is the name of the Defense Department’s regional managed health care program.  Under TRICARE, there are three health plan options: TRICARE Prime (all active duty are automatically in Prime, but family members may choose to enroll in this plan); TRICARE Standard (a “fee-for-service” plan, formerly called CHAMPUS); TRICARE Extra (a Preferred Provider Organization plan).  Under TRICARE Prime, you will have an assigned military or civilian primary care manager who will manage all aspects of your care, including referrals to specialists.  Prime has no deductibles, cost-shares, or co-payments except a nominal co-payment for certain prescriptions filled outside of the military system.  The personal costs experienced by you or your family will vary depending on the TRICARE option you select.  For additional information, please contact the Beneficiary Counseling and Assistance Coordinator at the nearest military treatment facility. http://www.tricare.osd.mil
 
The Air Force Medical Service provides required dental care for all active duty personnel at no cost to the member.  Family members may receive dental care through the military system in many OCONUS locations, or through the TRICARE Dental Program (TDP), available in both CONUS and OCONUS areas.  The TDP is a dental insurance program, with monthly TDP premiums that are cost-shared by the Department of Defense (i.e., government pays 60% and the sponsor pays 40%).  The sponsor’s monthly premium payment is about $8 when a single-family member is enrolled and about $20 for two or more enrolled family members.  TDP information is located at www.ucci.com or call 1-888-866-8499 (CONUS) or 1-888-418-0466 and 1-717-975-5017 (OCONUS).
 

7.      Military Leave:  Accumulates 2.5 days leave per month (30 days of leave with pay each year) that can be carried forward (maximum of 60 days) into the next fiscal year. http://afpubs.hq.af.mil/pubfiles/af/36/afi36-3003/afi36-3003.pdf
 
8.      Military Pay Raises:  By law, military pay raises are set at .5% below the Employment Cost Index (ECI) published by the Department of Labor.  However, the FY00 National Defense Authorization Act (NDAA) changed the law to allow military pay raises to be set at .5% above the ECI through the year 2006. Received 3.7% and 4.6% pay raise in 2001 and 2002 respectively.   The projected pay raise for 2003 is 4.1%. http://militarypay.dtic.mil/actives/pay/index.html
 
9.      Special and Incentive Pays:  Air Force members may be entitled to selective reenlistment bonuses, enlistment bonuses, continuation bonuses, accession bonuses, proficiency pays, career incentive pays, deployment pays, hazardous duty pays, and other special pays depending on specific qualifications. http://www.dfas.mil/money/milpay/pay/01-2002.pdf or http://www.saffm.hq.af.mil/affsc/milpay/milpay.cfm
 
10.  Other Entitlements:
 
a.       CONUS COLA:  Members and authorized dependents may be entitled to CONUS COLA when assigned or residing in a high-cost area.  http://www.dtic.mil/perdiem/
 
b.      Family Separation Allowance (FSA):  Members may qualify for FSA at $100 per month when separated from their dependents or military spouse for more than 30 consecutive days due to military orders. http://www.dtic.mil/comptroller/fmr/07a/07A27.pdf
 
c.       Family Separation Housing (FSH):  Members who serve unaccompanied tours and are not provided single-type government quarters at their OCONUS duty station are entitled to FSH.  FSH is equal to the single-rate Overseas Housing Amount (OHA).
 

d.      Schooling for dependents overseas and at some CONUS bases.
 
e.     Station Allowances:  Members may be authorized certain station allowances for themselves and their command-sponsored dependents when assigned OCONUS.  They include Overseas Housing Allowance, Cost of Living Allowance, and Temporary Living Allowance.  http://www.dtic.mil/perdiem/
 
f.        Travel Entitlements:  Members may be eligible for a wide variety of travel entitlements for themselves and their authorized dependents when ordered to perform official travel for TDY and/or PCS.  Members should seek counseling from their MPF, FSO, and TMO.  The following are some of the many entitlements available:
 
Transportation and Per Diem and Reimbursable Expenses
Temporary Lodging Expense and Household Goods Shipments
Temporary and Non-Temporary Storage of Household Goods
Privately-Owned Vehicle (POV) Shipment and Storage
Dislocation Allowance and Evacuation Entitlements
Partial Reimbursement of Pet Quarantine Fees
Reimbursement for Rental Car when POV Arrives Late
 
 
PART II:  RETIREMENT PAY AND POST-SERVICE BENEFITS

 
11.  Retirement Pay:  One of the most attractive incentives of a military career is the retirement system that provides a monthly retirement income for those who serve a minimum of twenty years.  Your retirement represents a considerable value over your life expectancy.  While many civilian employees must contribute to their retirement, yours is provided at no cost to you. Currently, there are three retirement plans in effect -- Final Pay, High-3, and Choice of High-3 or Redux with $30K Career Status Bonus.  A description of each to include which one applies to you follows in the table below.  https://www.afpc.randolph.af.mil/retsep/ and http://militarypay.dtic.mil/actives/retirement/index.html
 
 
	Plan
	Eligible
(as determined by DIEMS) (Note 1)
	Retired Pay Formula
(Notes 2, 3 & 4)
	Annual Cost-of-Living Adjustment (COLA) (Note 5)

	Final Pay
	Entered service prior to 8 Sep 80
	(.025  x  number of  years of service)  x  final basic pay
	Full inflation protection; COLA based on Consumer Price Index (CPI)

	High-3 (Note 6)
	Entered service on or after 8 Sep 80 and before 1 Aug 86
	(.025  x  number of  years of service)  x  average of the highest 36 months of basic pay
	Full inflation protection; COLA based on Consumer Price Index (CPI)

	Choice
 
 
	Entered service on or after 1 Aug 86
	High-3 option: (.025  x  number of  years of service)  x  average of the highest 36 months of basic pay  
 
----------------------------OR-----------------------------
*Redux/Career Status Bonus option: ((.025  x  number of  years of service) - (.01 x (30 - number of  years of service))  x  average of the highest 36 months of basic pay.  ADDITIONALLY, member receives $30,000 “Career Status Bonus” at 15 years of service (in lump sum or installment payments) with agreement to serve to at least 20 years of service.
	High-3 option: Full inflation protection; COLA based on Consumer Price Index (CPI)
 
--------------------OR--------------------
*Redux/Career Status Bonus option: Partial inflation protection; COLA based on Consumer Price Index (CPI) minus 1 percentage point.  At age 62, retired pay is adjusted one time to reflect full COLA since retirement with partial COLA resuming from that point on.


 
Note 1:Date initially entered military service (DIEMS) refers to the fixed date the member was first enlisted, appointed, or inducted.  This includes cadets at the Service Academies, students enrolled in a reserve component as part of the Services’ senior ROTC programs or ROTC financial assistance programs, students in the Uniformed Services University of the Health Sciences, participants in the Armed Forces Health Professions Scholarship program, officer candidates attending Officer Training School, and members in the Delayed Entry Program.
Note 2:The maximum multiplier is 75 percent times basic pay.  
Note 3:Members should be aware that the Uniformed Services Former Spouses Protection Act allows state courts to consider military retired pay as divisible property in divorce settlements.  The law does not direct state courts to divide retired pay; it simply permits them to do so.
Note 4:Retired pay stops upon the death of the retiree unless he or she was enrolled in the Survivor Benefit Plan.  See “Survivor Benefit Plan (SBP)”  information below.
Note 5:COLA is applied annually to retired pay.
Note 6:High-3 is a reference to the average of the highest three years or, more specifically, the highest 36 months of basic pay as used in the formula. http://militarypay.dtic.mil/actives/retirement/index.html
 
12.  Thrift Savings Plan (TSP):  Military members can now take advantage of the popular TSP which federal civilian employees have long enjoyed.  The TSP provides military members a 401(k)-like savings plan, which allows members to contribute pre-tax dollars, thereby reducing current taxes, and to accumulate long-term, tax-deferred savings and earnings, which can supplement future retirement income.  Participation is painless through payroll deduction, and account management is easy via worldwide web interface.  The TSP in conjunction with Social Security retirement benefits  and the military pension can provide for a great retirement. http://www.tsp.gov/ and http://www.afpc.randolph.af.mil/mpf/TSP/thrift_savings_plan.htm and http://www.saffm.hq.af.mil/affsc/milpay/milpay.cfm
 

13.  Death and Survivor Benefits
 
a.      Servicemember’s Group Life Insurance (SGLI):  If you elect to participate in SGLI and subsequently die on active duty, your survivors will be eligible for life insurance payments. You may buy life insurance coverage in $10,000 increments up to $250,000 at a very low cost. Additionally, family member coverage of $100,000 for spouses (except that spouse coverage is limited to no more than the member’s current coverage) and $10,000 per child became effective 1 Nov 01 and was automatic for all members participating in SGLI.  The spouse coverage premium is an additional monthly premium of $9-$55 for maximum coverage based on age of spouse; child coverage is free.  You have the option to reduce or decline spouse coverage and the associated premium. http://insurance.va.gov/sglivgli/sglivgli.htm
 
b.      Dependency and Indemnity Compensation (DIC):  Dependents may also receive monthly DIC payments (nontaxable) in the amount of $935 for the surviving spouse and an additional $234 for each surviving child.  DIC is adjusted annually for inflation. http://www.afpc.randolph.af.mil/casualty/Active Duty Benefits.htm - Dependency and Indemnity Compensation (DIC).
 
c.       Death Gratuity:  A $6,000 payment to your next of kin to meet immediate cash needs will normally be made within 24 hours of your death.  http://www.afpc.randolph.af.mil/casualty/Active Duty Benefits.htm - Death Gratuity
 
d.      Survivor Benefit Plan (SBP):  Your regular pay stops when you die.  However, if you die on active duty with 20 or more years of service, or in the line of duty with less than 20 years of service, your surviving spouse and children are automatically protected by the SBP--at no cost to you.  The surviving spouse will get an annuity equal to the difference between the DIC payment and the maximum SBP payment that would be paid if you had been retired on the date of your death. (SBP will also guarantee your survivors receive a share of your retired pay if you enroll in SBP right before you retire.)  For AD deaths in the line of duty the annuity is 55% of what retired pay would have been if retired for total disability.  For a retiree it is 55% of the elected retired base pay amount.  At age 62, the annuity is reduced to 35% .  However, if you purchase the Supplemental Survivor Benefit Plan (SSBP) if, and prior to, retiring, the annuity is maintained at a level between 40-55%, depending on the amount selected. The SBP survivor annuity is adjusted each year by the same percentage increase given to military retired pay. http://militarypay.dtic.mil/actives/survivor/index.html and http://www.afpc.randolph.af.mil/SBP/
 
e.      Other substantial benefits:   May be available upon the death of a member:  Reimbursement of some burial costs, housing for 180 days, active duty transitional health and dental care for 3 years, commissary and exchange privileges, and various Veteran's Affairs and Social Security benefits. http://www.afpc.randolph.af.mil/casualty/
 
 
14.  Federal Long Term Care Insurance Program:  Members may be eligible to obtain coverage from the FLTCIP at premiums estimated to be 15-20% less than standard premiums for comparable coverage. http://www.opm.gov/insure/ltc/ and http://www.ltcfeds.com/
 

PART III:  SUPPORTING BENEFITS
 
15.    Base Exchange:  "We Go Where You Go" is the motto of AAFES.  For more than 105 years, the exchange service has remained true to its commitment to Value, Service, and Support for the military customer and their families worldwide.  Independent price surveys indicate that AAFES’ customers save an average of 11% over the competition.  AAFES helps in two principal ways.  First is its guarantee to "meet or beat" any retailer's price on the same item (under $5, no questions asked, or over $5, within 30 days of the retailers advertisement).  Second, profits are used to support the Services' morale, welfare, and recreation programs.  AAFES now offers 24/7 conveniences through its new website: http://www.aafes.com/
 
16.    Base Services:  Installation services programs provide conveniently located, low-cost, professionally managed activities and entertainment.  Programs include the golf course, child development center, skills development center, auto skills, aero club, community centers, swimming pool, enlisted club, intramural sports, bowling center, library, chapel, youth center, outdoor recreation, and discounts on special events/off-base recreation areas through Information, Ticket and Tours and the base fitness center in conjunction with the SG-run health and wellness center.
 

17.    Career Broadening Opportunities:  Special Duty Assignments, Retraining, Overseas Duty, Contingency TDYs, etc.  http://afas.afpc.randolph.af.mil/enlisted/enlisted.htm
 
18.    Child Care/Youth Programs:  Child Development Centers (CDC) offer care on a space available basis for children 0-5 years of age.  Air Force licensed family childcare is available at most installations.  AF centers are certified by the Department of Defense and accredited by the National Association for the Education of Young Children.  CDC fees are based on total family income.   Before and after school programs are also offered as part of our Youth Programs.  The youth centers are affiliated with the Boys & Girls Clubs of America and offer a variety of character and leadership development, education and career development, health and life skills, the arts, and sports, fitness and recreation programs.  Extended duty child care is offered for members required to work late or who has regular child care arrangements that are temporarily not available.
 
19.    Commissary:  The Defense Commissary Agency’s vision statement is: “The Commissary Benefit--Cornerstone of Military Quality of Life.  It is our goal to provide this premier quality of life benefit to our military efficiently and effectively.”  Items are sold at cost plus a 5% surcharge which covers the construction of new commissaries and modernization of existing stores.  Customers save an average of 30%, approximately $2,400 per year for a family of four, compared to commercial prices.  Military members and retirees consistently indicate commissaries are one of the most important benefits. http://www.commissaries.com/
20.    Commissioning Opportunities:  The Airmen Education and Commission Program is an excellent way for enlisted members to earn a college degree and commission by attending  Officer Training School or Reserve Officer Training Corps (ROTC).  Participants attend college full time (for 1-3 years), receive up to $15K for tuition annually, and continue to receive pay and benefits.  Additionally, ROTC implemented a 1-year Professional Officer Corps Program that allows enlisted personnel, within one year of completing a bachelor's degree, to separate from the Air Force and attend ROTC to earn a commission.

21.    Education:
 
a.       Montgomery GI Bill (MGIB):  Individuals entering the Air Force after 1 Jul 85 are automatically enrolled in the MGIB, unless they disenroll in basic training.  The MGIB requires a $100 a month nontaxable pay reduction for the first full 12 months of active duty.  Benefits are $800 a month for 36 months (adjusted annually based on the consumer price index).  Members who elected to participate in the Montgomery GI Bill upon entering active duty (after 30 June 1985) and agreed to payroll deduction of $100 a month for a total of 12 months, can receive a benefit of $28,800 with yearly increases as determined by the consumer price index or other Congressional action. http://www.gibill.va.gov/
 
b.      Tuition Assistance:  The Air Force currently pays, as of 01 Oct 02, tuition assistance 100 percent up to $250 per credit hour ($4,500 annually per person).  The Air Force provides free CLEP/DANTES testing that could result in receiving college credit versus having to enroll in certain classes.
 
c.       Scholarships:  Many scholarships are available for both military members and their families.  Eagle Grants are also available for CCAF graduates who are pursuing a bachelor's degree.  Grants range from $250 to $500 and may be used in conjunction with Tuition Assistance. http://www.afas.org/body_grant.htm  Military spouses’ organizations also offer scholarship opportunities. http://www.afas.org/body_stap.htm
 
22.    Family Support Centers (FSC):  The Air Force realizes there is a direct relationship between a member’s ability to successfully accomplish the mission and the quality of life of their family.  Because of this relationship, many programs are offered through the base FSC to promote a positive family and community environment.  The FSC offers a Transition Assistance Program for those separating/retiring from the Air Force, an extensive Relocation Assistance Program that includes a Smooth Move program to prepare those who will PCS and a base newcomers tour.  The family services program offers a loan locker, which includes pots, pans, cribs, and other household items available for checkout to relocating members and their families.  The volunteer resource office maintains a list of agencies accepting volunteers and a list of those wishing to volunteer.  The family life program offers classes in parenting, couples communication, stress management, and a host of other family-related courses.  The family readiness program prepares families for the stress of deployments, NEOs, and repatriations.  Emergency financial assistance is available through the Air Force Aid office, and the Personal Financial Management Program offers information, education, and personal financial counseling on the full range of financial issues.  FSCs are the first stop on base for information and referral services for all individual and family issue.  In addition to these traditional FSC programs, the Air Force has a comprehensive community web site at www.afcrossroad.com Crossroads provides our military members and their families access to a wide range of resources from information on 300+ DOD Installations to a spouse forum, secure and monitored teen forum and spouse employment web-site with exclusive access to jobs for our AF Family members. http://www.afpc.randolph.af.mil/transition/
 

23.    IDEA Program:  Air Force members may participate in the Innovative Development Through Employee Awareness (IDEA) Program and receive cash recognition.  AF members may receive up to $10,000 for each approved IDEA that results in tangible savings, and $200 for approved ideas resulting in intangible benefits. The AF IDEA Program encourages creative thinking and rewards individuals whose ideas, inventions, patents, and scientific achievements improve the efficiency, economy, and effectiveness of AF, DoD, and federal government operations.  Click on https://ideas.randolph.af.mil/pls/ipds/dv_home_page and submit your idea today.

24.    Legal Assistance:  The base Legal Assistance Office assists members with preparing wills, powers of attorney, and notarial acts, and provides advice on domestic relations problems, contracts, civil law matters, and income tax assistance.
 
25.    Promotion Opportunity:  The primary objective of our promotion system is to provide individuals rank commensurate with the responsibility and leadership requirements of the positions they hold.  Our system is impartial, visible, and provides equal selection opportunity to all eligibles. Airmen are promoted (fully qualified) through senior airman after meeting minimum eligibility requirements with approximately 15% of airman first class advanced to SrA six months prior to the fully qualified phase point through the SrA Below-the-Zone program.  SrA through TSgt compete for promotion under the Weighted Airmen Promotion System (WAPS) in a predetermined primary air force specialty skill level.  In addition to WAPS consideration, commanders at all levels can nominate SrA through TSgts for advancement under the Stripes for Exceptional Performers (STEP) program. Lastly, promotion to SMSgt and CMSgt consist of a two-phase process.  Phase one is similar to WAPS consideration with a slight variance in weighted factors.  Phase two consists of a central evaluation board process to evaluate an individuals potential to serve in the higher grade.  The Air Force uses the combined total score of phase one and two to select individuals for promotion. http://www.afpc.randolph.af.mil/eprom/
 
26.    Space Available Travel:  Active duty members are eligible for travel aboard military aircraft worldwide while family members are eligible for space available travel outside the CONUS. http://www.ee.umd.edu/medlab/spacea/flightinfo.html
 
27.    VA Home Loans:  AF members may be eligible for home loans through the Veterans Administration. http://www.homeloans.va.gov/
 

28.    Vocational Training Opportunity:  AF members have training opportunities for both formal training associated with AFSC and various classes related to personal enhancement (PME, computer classes, management training, etc.).
 
29.  Programs for documented personal difficulties:
 
Emergency leave with priority on military aircraft 
Humanitarian reassignment 

Permissive reassignment 
Exceptional Family Member Program (EFMP) 
Air Force Aid Society  http://www.afas.org
 
PART IV:  INTANGIBLE BENEFITS OF AN AIR FORCE CAREER: 
 
Honor serving your country
Proud military heritage and tradition
Job security
Member of a profession highly respected by the American public 
A different and unique way of life--opportunities for personal growth and development
Continuous improvement in quality of life initiatives
Opportunities for leadership early in your career with resources and guidance
Interaction with working professionals around the world and the Air Force family
Fair, impartial treatment for all--equal opportunities for jobs, promotions, and recognition 

EMPLOYEE SAFETY AND HEALTH RECORD

The AF Form 55 will be maintained by the supervisor in the work place.  For Department of the Air Force civilian personnel, this form may be filed with AF Form 971, Superviror's Employee Brief.  For military personnel - file with any records.  See AFI 91-301.  2. SSN 3.  ORGANIZATION & OFC SYMBOL AND/OR WORKPLACE IDENTIFIER

Table of Contents
Appendix F

90 IOS Career Development Course Administration/Guidelines

  The unit-training manager will:

a.  Notifies the supervisor and the Trainee by email to schedule CDC Briefing. The trainee's AF Form 623, On-the-job Training Record, is brought to the briefing. 


b.  Reviews and inventories CDC package.



c. Orders any missing materials  

d.  Prepares a copy of the following documents for placement in the trainee's AF Form 623



(1) CDC Tracking Sheet



(2) CDC Program Guidelines

e.  Issues CDC material to the supervisor and trainee (in accordance with established security policy).  The supervisor and trainee conduct an inventory of course material. The trainee makes all necessary course corrections.  


f.  Brief the supervisor and trainee on proper use of CDC and other material.

g.  Has the supervisor and trainee sign and date a copy of the CDC Program Guidelines, for placement in the trainee's AF Form 623. 

The Supervisor: 


a.  Fills out CDC Tracking Sheet and places it in the trainee's AF Form 623.

b.  Checks course corrections. Selects volume sequence of study. Issues first volume. Sets up estimated volume completion date ( 30 days per volume, ANG and IMA’s 60 days). 

c.  Conducts review training on the areas missed. Certifies that the trainee has completed review training by completing the bottom of ECI Form 34. Keeps completed ECI Forms 34 in the airman's training record until course completion. Counsels trainee and documents AF Form 623a, as necessary.


d.   Issues the next volume.  

The Trainee:


a.  Read each volume chapter by chapter

b.  Answer all the Self-Test questions in the volume using extra paper if necessary.

c.  Answer all the URE/VRE questions.  The URE is an "open book" teaching device, not a "test." The trainee transfers answers to ECI Form 34, Field Scoring Sheet. 

d. Complete one volume per month.  If the member takes leave, the one-month per volume still applies.  Work related issues and emergency leave are the only exceptions for an extension to the one-volume per month.  Documentation in the members’ 623a is required.  

Trainee exceeds volume completion time


The Supervisor: 



-Determines the reason for slow progress. 

-If the reason is anything other than illness, TDY or extra duty. Counsels the trainee, and, documents the counseling and places the trainee in supervised -study.  The counseling must cover strengths, areas needing improvements, attitude and ways to improve.

Trainee completes last URE: 


The Supervisor: 


a.  Notifies the unit-training manager to request a course exam (CE) date.  


b. Creates and implements a written 30 day Training/study plan.


c.  Starts reviewing the entire CDC with the trainee to prepare for the CE.  

d.  Ensures that the trainee has completed the review of the course, is ready to test, and takes the test as scheduled

For IMA's: The supervisor contacts the IMA and arranges a CE date, with consideration for the IMA's duty schedule.  Makes every effort to contact the IMA and arrange for a comprehensive 


review. 



The trainee has 60 days to test after completion of last URE/VRE.  

Trainee takes the Course Exam (CE):


a.  Trainee must receive a minimum score of 65% to pass the CE.

b.  Satisfactory course exam results are received.  Destroys the examination. The supervisor places the ECI Form 9 in the Training Record until trainee completes UGT or qualification training.


c.  If he/she scores 90-94%, a 1-day pass is issued.


d.  If he/she scores a 95% of above, a 3-day pass is issued

The supervisor and trainee:
-Fill out CDC questionnaires. (Optional) Include specific comments on the adequacy of the course. 

-Give the base training manager a copy of the questionnaire (through the unit training manager) when they identify serious CDC deficiencies that require quick attention. 

-Return the CDC questionnaires to ECI.   

Initial unsatisfactory course exam results are received, the base education and training manager: 

-Fills in the control log for mandatory CDC exams. 

-Submits ECI Form 9 to the unit for inclusion in the training record. 

-Destroys the examination. 

The unit commander: 

-Interviews the supervisor and trainee to determine the reason for the failure and corrective action required.

The unit commander considers: 

-The adequacy of the CDC content and program management. 

-The airman's understanding of the course content. 

-The airman's motivation and study habits. 

-The supervisor's involvement. 

-The airman's reading and test-taking ability. 

-The unit commander counsels and places the trainee in supervised review training. 

The supervisor: 

-Writes and implements a new 30 day training/study plan.

-Conducts the required review training with the trainee. 

-Certifies that the trainee has completed review training on the ECI Form 9. 

-Notifies unit ETM to schedule retake exam.   

Second unsatisfactory course exam results are received.  The base education and training manager: 

-Fills in the control log for mandatory CDC exams. 

-Sends the ECI Form 9 to the unit for inclusion in the training record. 

-Destroys the exam. 

The unit commander:

 -Interviews the supervisor and trainee to determine the reason for the failure. 

After reviewing the facts, the unit commander decides on one of these options: 

-Keep the airman in training, provide, evaluate, and certify career knowledge according to Line 2 of AFI 36-2201, and upon successful completion, request a waiver of the CDC requirement.  

-Withdraw the airman for failing to progress and evaluate for future reentry into UGT and waiving of the CDC requirement (see attachment 6, Code T, Note A of AFI 36-2201). 

-Withdraw the airman for failing to progress, request AFSC withdrawal, and recommend retraining or return to a previously awarded AFSC (see attachment 6, Code T, Note B). 

-Withdraw the airman for failing to progress and pursue separation (see attachment 6, Code T, Note C). --The unit commander informs the trainee and supervisor of the option to be taken and initiates the appropriate actions.  The trainee may not reenroll in the CDC or revised version of CDC.  

The undersigned were briefed on and understood, the CDC Program Guidelines.  A written copy of the briefing was provided.

______________________________________________________

Trainee signature and date

______________________________________________________

Supervisor signature and date
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DEFINITION

In accordance to AFH 33-337, 30 Jun 97 The Tongue and Quill it states, “a Bullet Statement is a clear, concise ‘bottom line’ of an idea or a single accomplishment and it’s impact.”

What does this really mean?

Simply stated, a statement that has all the information of an idea or accomplishment that made an impact













ATTRIBUTES

 CONCISE

ACCURATE

BRIEF

SPECIFIC













CONCISE

Concise relates to your “ bottom line” free from elaboration and unnecessary detail.

Example:  Responsible for all aspects of the Airman Leadership School 













ACCURATE

Accurate means stating the facts (honestly).  In other words, make sure you have data to back up your facts when questioned.

EXAMPLE: Responsible for all aspects of the Airman Leadership School:

	-- Supervises a staff of five

	-- Responsible for a $40,000 yearly budget













BRIEF

 Brief speaks for itself.  Use your own judgment.

EXAMPLE: Responsible for all aspects of the Airman Leadership School; supervises a staff of five

OR

EXAMPLE: Responsible for all aspects of the Airman Leadership School: Supervises a staff of five, responsible for a $40,000 yearly budget













SPECIFIC

Specific means no room for doubt…statement is clear and to the point.

EXAMPLE: Responsible for all aspects of the Airman Leadership School: Supervises several staff members, responsible for a large yearly budget

EXAMPLE: Responsible for all aspects of the Airman Leadership School: Supervises a staff of five, responsible for a $40,000 yearly budget













TYPES OF BULLET STATEMENTS

SINGLE IDEA

ACCOMPLISHMENT

SPECIFIC ACHIEVEMENT













SINGLE IDEA BULLET

 Is used for Talking papers, point papers, bullet background papers.  This bullet should jog your memory.

 EXAMPLE:

	-Three phases of  PME

	-Top three NCO ranks













ACCOMPLISHMENT

 The accomplishment is divided into three parts:

ACTION VERB

MODIFIED VERB

SPECIFIC ACHIEVEMENT













ACTION VERB

Developed bi-weekly instructor training program; students’ scores improved to a 90 percent average

Manages a $40,000 yearly budget, plans quarterly budget ensuring unit funds are equally distributed to all flights  













MODIFIED VERB

 Diligently developed bi-weekly instructor training program; students’ scores improved to a 90 percent average

 Superbly managed a $40,000 yearly budget, planned quarterly budget ensuring unit funds were equally distributed to all flights













SPECIFIC ACHIEVEMENT

SUGGESTIONS

Selected as Airman of the Quarter

Received an Outstanding on his last inspection

Distinguished Graduate of ALS 













CONSTRUCTION
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