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Welcome to the Robins AFB
Civilian Personnel Newcomers’ Briefing

Congratulations on joining United States Air Force as a civilian employee!

ANNOUNCEMENTS

• Ensure you signed in next to your name with a current contact number

• SF-52 (Request for Personnel Action):  Review all personal information for accuracy.  If 
your form requires corrections, circle errors and write in/initial corrections

• Ensure you have access to Onboarding Manager:  http://onboard.usastaffing.gov

– Review your OF-306 for accuracy; if errors are found, advise one of the personalist

– Review/sign your SF-181 (Ethnicity & Race Identification) and SF-256 (Self-Identification 
of Disability)

• Employees transferring to Robins AFB from another Air Force organization are not required 
to attend Newcomers’ Orientation

• Common Access Card (CAC)

http://onboard.usastaffing.gov/
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 Leave and Earnings Statement (LES)

 Annual Leave Accrual

 Sick Leave

 Standard Form 813

 Wounded Warriors Federal Leave Act of 2014

 Service Computation Date (SCD)

 Within Grade Increase (WIGI)

 Points of Interest

 AFI 36-703, Civilian Conduct and Responsibilities

 Probationary Period

 Benefit Summary

 Oath
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• FIELDS 1-2:  Contains Pay Period End Date & 

Pay Date

• FIELDS 3-22:  Contains employee information 

(Example:  Name, Social, pay grade & pay rates, 

annual salary, SCD Leave Date, Tax status, 

marital status etc.)

• CURRENT EARNINGS:  Indicates pay rate per 

hour, number of hours worked

• DEDUCATIONS:  Displays deduction types and 

amounts.  Only those deduction types that are 

subtracted from the gross amount are shown

• LEAVE:  Displays employees current leave 

status.  Includes types of leave available, leave 

balances, maximum carry-over and use/lose 

amount

• REMARKS:  This section will provide any 

general information that will be useful to the 

agency or specific information to the employee, 

such as allotment changes, and advance notice 

of compensatory time expiration.
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Employee Type
Less than 3 Years 

of service

3 Years but less 

than 15 Years of 

service

15 or more Years of 

service

Full Time 

Employees

Earn 4 hours leave 

each pay period

Earn 6 hours leave 

each pay period

Earn 8 hours leave for 

each pay period 

Part Time 

Employees

Earn 1 hour leave for 

each 20 hours in a 

pay status 

Earn 1 hour leave for 

each 13 hours in a pay 

status 

Earn 1 hour leave for 

each 10 hours in a pay 

status 

SES, Senior Level 

(SL), and Scientific 

or Professional 

(ST) positions

Earn 8 hours leave for each pay period, regardless of years of service
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Description Time

Full-Time Employees 1 hour for each 20 hours in a pay status

(4 hours per pay period)

Part-Time Employees
1 hour for each 20 hours in a pay status
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Standard Form 813

Verification of Military Retiree’s Service 

in non-wartime Campaigns or 

Expeditions

• Request for change to SCD

• Complete blocks 1 through 7

• Submit form to Civilian Personnel Office:

• 478-222-0601

• Supporting Documents

• DD Form 214

• Travel Orders

• vMPF TDY/Deployment SURF

• Decorations/Orders

• vMPF Ribbon Rack

• Travel Voucher

• Evaluations



78TH AIR BASE WING

“The Installation of Excellence … The Best Base  to Live, Learn, Work and Play”

Wounded Warriors
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 Eligibility

• An employee who is a veteran with a qualifying service-connected

disability rating of 30% or more is entitled (up to 104 hours) to

disabled veteran leave, which will be available for use during the

12-month eligibility period beginning on the first day of employment.

 MyPers

• See the next slide for MyPers search information instructions
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• For more information please go to 

myPers and search:

• Disabled Veteran Leave
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 Definition

 A Service Computation Date (SCD) is a date, either actual or 

constructed, that is used to determine an employee’s eligibility for a 

specific benefit or entitlement. (Most often your Service Computation 

Date will be your start date) 

 Four Types of Service Computation Dates

 Leave 

 Retirement

 Thrift Savings Plan (TSP)

 Reduction-In-Force (RIF)
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Required Waiting Periods for Step Increases

General Schedule (GS)

Step 1 to Step 2

Step 2 to Step 3

Step 3 to Step 4

Step 4 to Step 5

Step 5 to Step 6

Step 6 to Step 7

Step 7 to Step 8

Step 8 to Step 9

Step 9 to Step 10

52 weeks of creditable service at the previous step

104 weeks of creditable service at the previous step

156 weeks of creditable service at the previous step
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Required Waiting Periods for Step Increases

Federal Wage System (WG, WL & WS)

Step 1 to Step 2 6 months of creditable service in step 1

Step 2 to Step 3 18 months of creditable service in step 2

Step 3 to Step 4 24 months of creditable service in step 3

Step 4 to Step 5 24 months of creditable service in step 4



78TH AIR BASE WING

“The Installation of Excellence … The Best Base  to Live, Learn, Work and Play”

AcqDemo Broadband Scale

14

NH – Business Management and Technical Management Professional

I II III IV

GS 1 – GS 4 GS 5 – GS 11 GS 12 – GS 13 GS 14 – GS 15

NJ – Technical Management Support

I II III IV

GS 1 – GS 4 GS 5 – GS 8 GS 9 – GS 11 GS 12 – GS 13

NK – Administrative Support

I II III

GS 1 – GS 4 GS 5 – GS 7 GS 8 – GS 10
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Points of Interest

 Civilian Off-Duty Employment

• This is your primary Job

• Additional employment must be approved by supervisor

 Unemployment Compensation

• If you are receiving unemployment compensation, it is your 

responsibility to notify the Department of Labor and let them know 

you are now employed
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• Compliance with this publication is 

mandatory

• Maintaining a productive work 

environment in which management 

and employees comply with 

standards of conduct and 

responsibilities is essential to the 

effective functioning of the Air Force 

and accomplishment of its national 

security mission

• Authorities and Responsibilities

• Standards of Conduct

• Dress, Appearance, and 

Relationships

• Violence in the Workplace

• Related Directives
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 New Hire Probationary Period 

• All new Federal employees appointed within the Department of 

Defense (DoD) to permanent positions in the competitive service, as 

well as those newly appointed to career Senior Executive Service 

(SES) positions, are required to serve a two-year probationary 

period

• If you are an employee transferring from a different agency outside 

DoD and still on a probationary period, your probationary period will 

be extended to reflect two years

• Contact your supervisor or your servicing staffing specialist if you 

have questions about your probationary period
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Benefit Summary For Civilian 
Employees

Employee Benefits Information System

GRB
Government Retirement & Benefits

GRB
Government Retirement & Benefits
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Benefit Summary For Civilian 
Employees

 New employees and rehires on eligible appointments have 60 days from 

date of appointment to sign up for health benefits. 

 If you don't make an election, you are considered to have declined 

coverage and you must wait until the next open season or a qualifying life 

event to enroll.

 Benefits and Entitlements Service Team (BEST): 

• BEST Benefits Counselors:  1-800-525-0102

• Representatives are available from 0700-1700 Monday through Friday, 

with the exception of Federal holidays
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Discussion/Questions
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I, state your name, do solemnly swear (or affirm) 

that I will support and defend the Constitution of the 

United States against all enemies, foreign and 

domestic; that I will bear true faith and allegiance to the 

same; that I take this obligation freely, without any 

mental reservation or purpose of evasion; and that I will 

well and faithfully discharge the duties of the office on 

which I am about to enter. So help me God.
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B.  Affidavit as to Striking 
Against the Federal Government

I am not participating in any strike against the 

Government of the United States or any agency 

thereof, and I will not so participate while an 

employee of the Government of the United 

States or any agency thereof.
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C.  Affidavit as to the Purchase 
and Sale of Office

I have not, nor has anyone acting in my 

behalf, given, transferred, promised or paid 

any consideration for or in expectation or hope 

of receiving assistance in securing this 

appointment.  
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Sign
Onboarding Forms

https://onboard.usastaffing.gov

Optional Form 306 (OF-306)
Declaration for Federal Employment

Standard Form 61 (SF-61)
Appointment Affidavit

1

2

https://onboard.usastaffing.gov/

