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	TITLE/SUBJECT/ACTIVITY/FUNCTIONAL AREA
Supervisors Records (Commonly Known as 971 File)
	OPR

(ALL) SUPV’S
	DATE

5 January 2004

	NO.
	ITEM
	YES
	NO
	NA

	This checklist is general in nature and is NOT considered all-inclusive.  Supervisors maintaining employees records need to be familiar with the following: 

· AFI 36-1001, Managing The Civilian Performance Program
· AFP 36-106, Supervisors Records
· HAFB 36 Series Instructions
· Master Labor Agreement
· AFPAM 36-1003, Civilian Appraisal Impact on Mission Accomplishment Statements
NOTE: Medical documentation, including injury compensation forms, suitability      and/or security information is not to be maintained in this folder. 
	
	
	

	1.
	Does supervisor properly annotate and keep current employees 971?  (Reference AFP 36-106 and the Master Labor Agreement)
	
	
	

	2.
	Is the Supervisor's Employee Work Folder set up in six parts?  Optional the preferred method is to divide into 6 parts as follows: 
	
	
	

	
	1) AF Form 971, Supervisor's Employee Brief  (See Attachment 1)
	
	
	

	
	2) Civilian Position Description  (See Attachment 2)
	
	
	

	
	3) Performance Plan and Rating  (See Attachment 3)
	
	
	

	
	4) Training Records and Awards  (See Attachment 4)
	
	
	

	
	5) Projected Annual Leave Schedules  (See Attachment 5)
	
	
	

	
	6) Personnel Actions and Others  (See Attachment 6)
	
	
	

	3.
	Does the Supervisor's Employee Brief (AF Forms 971) include updated information as identified below:
	
	
	

	
	7) Section A:  Employee Information (Home address, phone, emergency addresses/phones).  
	
	
	

	
	8) Section B:  Supervisors Comments (Record of comments/events during the year (both negative & positive).  Comments may remain for up to one year.   ** (SEE NOTE)
	
	
	

	
	a. Are disciplinary actions maintained and removed from 971 in timely manner? (Ref MLA, Section 5.07).   ** (SEE NOTE)
	
	
	

	
	b. Counseling - Up to 1 year in Supervisor's Brief (Note: Counseling must be signed and dated by supervisor and employee)   ** (SEE NOTE)
	
	
	

	
	c. Oral Admonishment - Up to 1 year in Supervisor's Brief (if employee subject to a second disciplinary action within one year, up to 2 years in Supervisor's Brief)   ** (SEE NOTE)
	
	
	

	
	d. c. Reprimand - 2 years in Supervisor's Brief    ** (SEE NOTE)
	
	
	

	
	e. Suspension - 3 years in Supervisor's Brief   ** (SEE NOTE)
	
	
	

	
	9) Section C:  Employee's experience data, education, performance, training, & awards information.  Is the employee's grade, series, position sensitivity, accurate?
	
	
	

	4.
	CIVILIAN PERSONNEL DESCRIPTION:
	
	
	

	
	10) Does the 971file contain a current AF Form 1378, Position Description or AF Form 1003, AF Personnel Core Document and is reevaluation certification performed every four years, or upon taking over supervision of employee or as needed?
	
	
	

	
	11) If individual is in a growth/developmental series (i.e., 5/7/9), are copies of current and future AF Form 1378 or 1003 included?
	
	
	

	
	12) Is the appropriate position sensitivity (non-sensitive, non-critical sensitive, or critical sensitive) marked?
	
	
	

	
	13) Does the employee have the appropriate security clearance as required by the position's security access requirement (SAR)?
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	14) Does the employee have the appropriate security clearance shown in Part C of the AF Form 971?
	
	
	

	5.
	PERFORMANCE PLAN:
	
	
	

	
	15) Does each employee have a performance plan?  (The AF Core Personnel Document serves as a performance plan of if the COREDOC is not available or does not meet the supervisor's needs, then an AF Form 860 may be used to establish and communicate the elements and standards by which an employee's performance is rated against).
	
	
	

	
	16) Does the performance plan contain at least three critical elements?
	
	
	

	
	17) If changes are required to the performance plan, did the current supervisor develop and establish a new plan within 30 days?
	
	
	

	
	18) Has the plan been reviewed, signed and dated by the supervisor, reviewer, and employee for the current performance period or after and changes made to the performance plan?
	
	
	

	
	19) Are employees on a signed performance plan for at least 90 days before giving the employee a rating?
	
	
	

	6.
	PERFORMANCE RATING:
	
	
	

	
	20) Does the 971 file contain a current copy of the signed AF Form 860A, Civilian Performance and Promotion Appraisal Performance Rating?  Is backup material also contained with this  information?
	
	
	

	
	21) Does the Supervisor's Employee Work Folder contain an AF Form 2620, Acquisition Civilian Career Enhancement Program Technical Appraisal (if required for position)?
	
	
	

	
	22) Are current performance feedback sessions maintained for current year? (Minimum 2 per year for bargaining or 1 per year non-bargaining)
	
	
	

	
	23) If performance of elements and/or standards are minimal or unacceptable, is an out of  cycle performance appraisal completed and a performance improvement plan (PIP) put into place?
	
	
	

	7.
	TRAINING RECORDS AND AWARDS:
	
	
	

	
	24) Does the 971 file contain formal or individual training plans? 
	
	
	

	
	25) Are training courses less than 8 hours manually posted to the AF Form 971?  (Note:  Training courses of 8 hours or more will automatically be posted to the system).
	
	
	

	
	26) Are AF Form Forms 55, Employee Safety and Health Record, maintained and updated in a separate file along with the 971 folder?
	
	
	

	
	27) Are copies of current awards updated in the system and kept in file until officially posted?
	
	
	

	8.
	PROJECTED ANNUAL LEAVE SCHEDULES:
	
	
	

	
	28) Are current year projected annual leave schedules maintained?  
	
	
	

	
	29) Request leave projections in January.  Are replies on conflicts to leave requests by last day of February maintained in folder?
	
	
	

	
	30) Are leave requests reviewed by 30 August to ensure that employees with use or lose leave have opportunity to use it before the end of the leave year?
	
	
	

	9.
	PERSONNEL ACTIONS AND OTHERS:
	
	
	

	
	31) Are pending Personnel Security, AF Form 2583, Request for Personnel Security Action,   actions only kept in 971 file?
	
	
	

	
	32) DD Form 2365, DoD Civilian Employee Overseas Emergency - Essential Position Agreement.  Is form maintained in 971file (if required)?
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	33) Are documents used to recommend or request a personnel action maintained until notification of approval or disproval? Copies of the SF-50 are not to be included in this folder; originals of the document are to be given to the employee.
	
	
	

	
	34) Are complaints of indebtedness and replies maintained (if applicable)?  Are they only maintained for up to 1 year?
	
	
	

	
	35) Is medical documentation (except light duty and physical limitation information) suitability or security information (except when pending action) maintained in another file rather than the 971file?  (Note:  These are not to be filed with the 971).
	
	
	

	10.
	HANDLING OF SUPERVISOR'S EMPLOYEE WORK FOLDER:
	
	
	

	
	1) Are files maintained at or near supervisor's work area?
	
	
	

	
	2)    Are files secure and guarded against unauthorized access?
	
	
	

	
	3)  Are files accessible enough to retrieve emergency information and/or documentation regularly?
	
	
	

	11.
	DISPOSITION:
	
	
	

	
	36) If supervisor leaves the organization, is Supervisor's Employee Work Folder retained for the gaining supervisor?
	
	
	

	
	f. Are 971 folders forward to the gaining supervisor on base within 10 days if an employee moves?
	
	
	

	
	g. Are 971 folders destroyed after 60 days when an employee separates (unless by adverse action) or permanently changes stations?   **(SEE NOTE)
	
	
	

	
	h. Are 971 folders held until no longer needed when an employee separates by adverse action? (DPC specialist involved can help make this determination on how long to keep it.)
	
	
	

	
	i. Are 971 folders forwarded to Personnel (DPCF) to maintain if an employee enters military service?
	
	
	

	12.
	APPRAISAL PROCESS
	
	
	

	
	1)
Is appraisal/performance data loaded into the personnel system in a timely manner?
	
	
	

	
	2) 
Are award dollars properly reconciled and IAW AFI 36-1001 and local procedures?
	
	
	

	
	3)
Are rating officials filling out and completing the AF Form 860A, Civilian Rating of Record within 30 days after the end of the appraisal period?
	
	
	

	
	4) 
Does each employee receive an annual appraisal?
	
	
	

	
	5)
Is the employee given a copy of AF Form 860A whether or not the employee signs the AF Form 860A? 
	
	
	

	
	6) 
Does the rating official retain the original 860A form in the EPF, maintained along with the AF Form 971, Supervisor’s Employee Brief, in the supervisor’s employee work folder, or follows local procedures, as appropriate?
	
	
	

	
	7) 
Are proper procedures being applied IAW AFI 36-1001 when appraising Temporary Duty Performance for an employee who is temporarily assigned for 120 days or more.
	
	
	

	
	8)
If the employee refuses to sign the form, does the rating official writes, “Employee chose not to sign,” on the form and dates the form? 
	
	
	


** NOTE:  AFMC/DPC has directed to immediately instruct Command Personnel Offices to stop purging OPFs or any other files until further notice.  In Accordance with MOA March 03 the Parties agree that Management will not rely on actions, which would otherwise be purged, once they are older than the “reckoning period” in the MLA section 5.07.  In order to comply with this agreement Supervisors will not remove any items or comments form the employee 971 file involving performance, disciplinary actions, or awards.  Once these Items have reached their date to be removed supervisor will write on document or stamp with statement, “DO NOT USE DOCUMENT TO BE PURGED UPON FURTHER NOTICE”.  Documents will be removed upon further guidance form AFMC/DPC.  
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	Status of Inspection  

All items satisfactory:   _________  All Items satisfactory except: _________________________

            ___________________________________________________________________________

            ___________________________________________________________________________

            ___________________________________________________________________________ 

            ___________________________________________________________________________   

Action being taken to correct these discrepancies:

            ___________________________________________________________________________

            ___________________________________________________________________________

           Estimated completion date:   ______________   Actual completion date:  ______________

Inspection Performed by:  ____________________________________  Date:  _______________

Date of Inspection Review:  ____________ Supervisor’s Signature:  _______________________
	
	
	


Attachment 1

SECTION 1

PART A (of AF Form 971)- Employee Information- AF Form 971 - The file must include current information for example: Home address, phone number and emergency addresses and phone numbers (this data may change).

PART B (of AF Form 971)- Supervisors Comments: Recorded comments and events occurring throughout the year (positive and/or negative).  Entries may remain up to one year and should be written in pencil or on a separate paper to allow removal. Regular entries are highly recommended. Disciplinary actions or counseling entries maintained and removed in a timely manner.  

NOTE: When counseling an employee, ensure written entries regarding the counseling are made and the employee is offered an opportunity to initial the entry.  If an employee refuses to initial, have employee remain while you request another manager to witness and initial "employee refused to initial.”

AFMC/DPC has directed to immediately instruct Command Personnel Offices to stop purging OPFs or any other files until further notice.  In Accordance with MOA March 03 the Parties agree that Management will not rely on actions, which would otherwise be purged, once they are older than the “reckoning period” in the MLA section 5.07.  In order to comply with this agreement Supervisors will not remove any items or comments form the employee 971 file involving performance, disciplinary actions, or awards.  Once these Items have reached their date to be removed* supervisor will write on document or stamp with statement, “DO NOT USE DOCUMENT TO BE PURGED UPON FURTHER NOTICE”.  Documents will be removed upon further guidance form AFMC/DPC.  

 * Records of Written Entries:  
Counseling Entries – up to 1 year

   Records of Disciplinary action:
Oral Admonishments – up to 1 year *





Reprimands – up to 2 years





Suspensions – up to 3 years

* If employee receives second disciplinary action with in that year, it remains up to 2 years.

Do not maintain other employee documents that are not part of central files.

PART C-6 (of AF Form 971)- Employee's Experience Data - Education, Performance, Training & Awards.  This information is updated automatically when a significant personnel action occurs.  Grade, Series, Position Sensitivity and Supervisory data are also provided - Check Accuracy. 

Attachment 2

SECTION 2

PART C-1 (of AF Form 971) Position Description - AF Form 1378, Civilian Personnel Position Description or AF Form 1003, Air Force Core Personnel Document (COREDOC).  Reevaluate certification every four years, upon employee supervisory change, or as needed, Contact the Classification Branch for assistance. Do not include previously assigned Forms 1378 or Forms 1003.

NOTE:  Position descriptions or core documents containing classified info are filed as explained in AFI 31-501, Personnel Security Program Management.

Developmental Series - If employee is in a developmental series (i.e. 5/7/9), current and future  AF Forms 1378 or 1003 are to be included.  AF Form 1378 may have an evaluation statement attached and/or an addendum to the current position description.

Position Sensitivity: Mark the appropriate position sensitivity (nonsensitive, non-critical sensitive, or critical sensitive). Ensure the employee has the appropriate security clearance as required by the position's security access requirement (SAR).  SAR is located on the Unit Manning Document (UMD).  Employee security clearance is in Part C of AF Form 971.   The ASCAS roster provides up-to-date clearance status and may be accessed through the Oracle system or by the security manager.

Attachment 3

SECTION 3

PART C-3 (of AF Form 971) Performance Plan and Rating- AF 860, and the most recent AF 860A, Civilian Performance and Promotion Appraisal - Performance Rating is to be used.

 

Section 15.02i of the MLA requires, upon the employee's request, the supervisor will provide clear guidance on what is required to exceed the critical performance elements of the employee's work plan.  A copy of the guidance approved by the supervisor, and acknowledged by the employee, will be provided to the employee, and a copy placed in the Supervisor's Employee Work File. 

· AF Form 2620, Acquisition Civilian Career Enhancement Program, Technical Appraisal (if required for position).

· AF Form 860B, performance feedback session(s) for current year (minimum of 2 per year for bargaining and 1 per year for non-bargaining).  

· If performances of elements and/or standards are unacceptable, complete an out of cycle performance appraisal and contact your Employee Relations Specialist (ERS) for assistance in preparing a Performance Improvement Plan (PIP).

Law requires that each employee be covered by a performance plan.  The AF Core Personnel Document (COREDOC) serves as the performance plan.  If the COREDOC does not meet supervisory needs, or is not available, an AF 860 may be used to establish and communicate the elements and standards by which an employee's performance is rated.  The AF 860 is attached to the COREDOC (if one has been established).

· The performance plan (PP) consists of elements and standards.  (all elements are critical)

An element is a statement describing "what" work is to be accomplished.  

A standard is a statement describing "how" work is accomplished.  

· A PP must have a minimum of one critical element.  (at least 3 are recommended)

· If changes are required the current supervisor has 30 days to develop a new PP.

· Each year, the PP must be reviewed and signed by the supervisor, reviewer, and employee.  In addition PP must be signed by all after any changes have been made. 

NOTE:   Employees are always encouraged to provide ideas, comments, or recommendations relating to performance elements and standards.  Any employee written comments will be retained in the 971 folder.  
NOTE:  An employee must be on a performance plan for 90 days before a rating can be rendered.

Attachment 4

SECTION 4

PART C-5 (of AF Form 971) Training Records & Awards- Includes Formal Training Plans and Award recommendations.

Formal or individual training plans (optional - may be kept in a central file). 

AF Form 55 should be maintained in a central file along with or near the 971 folders.  This is to protect privacy act information because the Form 55 requires frequent inspection by people who should not have access to all employee information.  
NOTE:   AFI 91-301, paragraph 7.3.2, states: "All personnel must have job safety training; however, ...administrative areas do not require documentation." The following interpretation is provided: Everyone is required to receive job safety training.  The training should be geared to the specific hazards an employee may encounter.  This could be as complex as: machinery operator, working with hazardous chemicals, aircraft maintenance, etc. or as simple as: office safety and where to find the closest fire extinguisher.

Documentation: i.e. AF Form 55 is required, however it does not have to be maintained for commanders, functional managers, supervisors, and staff members whose work environment does not expose them to industrial type hazards.  Some examples of these types of employees are:

1. Office administration workers… that never leave the office area.

2. Office workers who venture into maintenance areas, but, remain within the "safe" areas as defined by the painted stripes on the floor.

3. Administrative types, who meet with supervisors or workers on the floor to ask questions as long as performance of the tasks does not jeopardize their safety.

4. Visitors to hazardous work areas, providing they remain in the "safe zone".

NOTE:  Disposition of AF Form 55; Destroy AF Form 55 1 year after employee separates from civil service.  Employee hand carries AF Form 55 when relocating to a new base.  

Completed Training:  

· 8 hours or more will post automatically to the system

· Less than 8 hours should be manually posted in the 971 file

Awards- Copies of current awards, not posted in the system, should be manually posted.  

For example:

Letters of Appreciation

Local Awards

Special Awards and Trophies (competitive awards above the base level)

Copies of posted award justifications may also be retained to assist in completing the

performance rating (i.e., AF honorary awards and incentive awards). 

Attachment 5

SECTION 5

Projected Annual Leave Schedules

· Current year projected annual leave schedule (unless kept in central office files) 

· Leave projections should be requested in January.  Reply as to conflicts to leave requests (for bargaining unit employees) by 1 February.

· Review leave requests by 30 August to ensure all employees with use or lose leave have the opportunity to use it before the end of the leave year.  

Attachment 6

SECTION 6 

Personnel Actions and Others

· Copies of any pending Requests for Personnel Action (RPA) (may be maintained in central files).  

Upon notification of approval/disapproval, the RPA copy is extracted from the file and shredded.  Copies of the RPA, notification of personnel action, are not filed in the 971 folder, originals are given to the employee.  Annotate in the 971 that you provided the employee with the RPA (notification of RPA) and indicate the nature of the action.

Personnel Security

· AF Form 2583, Request for Personnel Security Action (pending actions only).

· DD Form 2365, DoD Civilian Employee Overseas Emergency - Essential Position Agreement (if required).

· Complaints of Indebtedness - Complaints and replies may be filed for up to 1 year.

All supervisors maintaining these records may be cautioned that they are to use discretion and good judgment when asked to furnish the records;  and furnish the records only as permitted by the Privacy Act.  For questions about the employee 971 folder or question on when to furnish the folder contact you Employee Relations Specialist (ERS).  

