CIVILIAN TIME-OFF AWARDS
PURPOSE:
Grant civilian employee time off from duty without loss of pay or charge to leave to:


Reward superior accomplishments that contribute to quality, efficiency or economy of government operations (see chart that follows) OR


Recognize performance in a rating period if award money is not available (annual award guidance will address this)

APPROVAL:

Immediate supervisors may approve a TOA up to one working day without review and approval of a higher official. An award in excess of one day must be approved by the employee’s second-level supervisor.
LIMITATIONS:

Should be used within 90 days; will be forfeited after 1 year

Must not be granted to create the effect of a holiday (such as day before or after Memorial Day, Fourth of July, Thanksgiving, etc.) or treated as administrative excusal (military down day or similar).  This is an Air Force requirement!!!

The maximum amount of time-off that may be approved for any single contribution is 40 hours. Employees working a typical 80-hour pay period may be awarded a total time-off of 80 hours during any leave year.

PROCEDURES:

Prepare written justification for each employee’s award.  The attached sample provides all required information except the justification.  Civilian Personnel (x 7-3212) will gladly review your draft justification if you wish.

Justification will need to be as per the guidance in the AFI 36-1004 dated 3 Dec 2009 (chapter 2.18). Bullet format on bond paper and should not exceed one full page. The AF Form 1206 will work for the justification when submitting the TOA. 
The package should consist of the SSS the letter and justification on bond paper when submitted to the Civilian Personnel Office. 

File the written justification in the Employee Performance File (the one with the red stripe).

When the  time off award has been processed it will show up on the employees LES depending on the pay period that it was processed in, advise the employee of the award and insure he/she is aware of the Air Force limitations on scheduling and using the award (see above).

The table below gives the perimeters for granting awards. 
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Affects functions, mission 

or personnel of one office, 

facility, installation, 

regional area, or 

organizational 

headquarters element

Affects functions, mission or 

personnel of an entire regional 

area, command

Moderate Value

:  Changing an 

operating principle or procedure with 

limited impact or use

4 - 8 hours

8 - 16 hours

Substantial Value

:  Substantially 

changing or modifying procedures; 

significantly raising the value of a 

product, activity, program, or service to 

the public

16 hours

24 hours

High Value

:  Completely revising a 

basic principle or procedure; significantly 

improving the value of a product or 

service

24 hours

32 - 40 hours

Exceptional Value

:  Initiating a new 

principle or major procedure; major 

improvement in the quality of a critical 

product, activity, program, or service to 

the public

32 - 40 hours

N/A


**Recommendations for Civilian of the Quarter/Year**
    8 Hours for Squadron Level

   16 Hours for Group Level

   24 Hours for Wing Level
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		VALUE OF BENEFIT		LIMITED		BROAD

				Affects functions, mission or personnel of one office, facility, installation, regional area, or organizational headquarters element		Affects functions, mission or personnel of an entire regional area, command

		Moderate Value:  Changing an operating principle or procedure with limited impact or use		4 - 8 hours		8 - 16 hours

		Substantial Value:  Substantially changing or modifying procedures; significantly raising the value of a product, activity, program, or service to the public		16 hours		24 hours

		High Value:  Completely revising a basic principle or procedure; significantly improving the value of a product or service		24 hours		32 - 40 hours

		Exceptional Value:  Initiating a new principle or major procedure; major improvement in the quality of a critical product, activity, program, or service to the public		32 - 40 hours		N/A
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