NEWCOMERS’ GUIDE

HQ AIRCOM employs military and civilian personnel of all 28 NATO member nations.
Working here gives a unique opportunity to experience first-hand the important role that
this multi-national operational Organisation plays within NATO and allows integration
with individuals from many nations and different walks of life.

GENERAL INFORMATION

1. Ramstein Air Base is the largest USAF Base in Europe and is located in the
Palatinate Forest, one of the most beautiful areas of Germany. It is home to HQ
AIRCOM, HQ USAFE, the 435th Air Base Wing, and numerous other US detachments.
Ramstein is a truly exceptional international base - designed by French engineers in 1951,
built by German firms, with construction completed in 1953, and currently operated by
the United States Air Force. Ramstein is approximately 90 miles from Frankfurt and 40
miles from the French border at Saarbrücken. Frankfurt is also the nearest International
Airport and visiting relatives can usually avail themselves of commercial package flights.
The nearest large town is Kaiserslautern, around which are several other USAFE bases
and USAREUR (Army) posts.
2. With the granting of a civic charter by King Rudolf von Habsburg on August 18 th
1276, the foundation was laid for the successful development of the City of
Kaiserslautern. In the 727 years that have passed since then, Kaiserslautern has
developed into the flourishing centre of the western Palatinate. It has been a long way
from the rising medieval settlement to the modern city. The year 1571 saw a big
advance, when the Count Palatine Johann Casimir built his residence in the city.
Industrialisation, the development into an international city, the foundation of the
university and the boost of innovation in recent years are further milestones in the history
of Kaiserslautern which has established itself as a renowned high-tech location.
3. The local countryside is predominantly hilly and wooded, with the nearest ski slope
40 miles away, and the more significant winter sports areas about 3 hours’ drive. The
area is criss-crossed with hiking and biking trails; there are several golf courses in the
region and also plenty of places to play tennis, swim or horse-ride. There are many
theatres, both indoor and outdoor, and venues for concerts and shows. With lots of
castles and museums to enjoy too, the area is rich in history and culture. The Air Base is
very close to the major wine producing areas of the Rhine and Mosel and, as a result,
wine festivals are a popular local feature in the late summer.
4. Emergency Telephone Numbers. For information, the following telephone numbers
may be helpful in cases of emergency:
German Civil Police: 110
US Police Ramstein: 06371-472050 or Military: 480-2050
Ambulance (on or off base): 112
5. Road Traffic Accidents in Germany. Road Traffic Accidents must be reported
immediately to the Military Police if they occur on a Military Establishment, or to the
Civil Police if off base. Different regulations apply which will be briefed to the
newcomer on arrival.

6. Recreational Facilities. Once in possession of a USAFE Privilege Card, the
cardholder is entitled to use all base recreational facilities on Ramstein including several
cinemas and theatres, bowling alleys, an 18-hole golf course, library and comprehensive
sports and training facilities, and he/she may enrol in any of the language and hobby
courses run on base. More information is available from the Recreation Centre, where
information is also available about the American Recreational Centres in Southern
Germany, which offer various holidays and facilities at special forces rates.
7. Sports. There are two USAF run gymnasia, which offer excellent facilities for
personal training, and an indoor swimming pool.
8. Buses. The Ramstein base authorities operate a shuttle bus system between
Ramstein, Vogelweh and Landstuhl. Timetables are posted at the shuttle bus stops.
9. US Concessions. The USAFE Privilege Card allows access to the US military
travel agents (Destinations Unlimited/ITT) located at most US bases. Reduced rates are
available for most forms of travel and holiday packages.

ON APPOINTMENT

1.

FORMALITIES TO BE COMPLETED

On the first working day, certain arrival procedures are required in order, for example, to
get a security pass and to gain user rights to the computer system. The Civilian Personnel
Office will establish exact entitlements to allowances and will require passports, birth
certificates, marriage certificate and children’s birth certificates (if applicable). The
newcomer must attend the HQ’s Initial Training sessions and any ADP classes
necessary.

2.

TRAVEL/REMOVAL/INSTALLATION

Members of the staff whose established residence was more than 100 Km from the place
of employment at the time of taking up duty with the Organisation and who move their
residence to take up their duties will be entitled to the payment of travel expenses,
removal expenses and an installation allowance . Full details will be supplied on
appointment.

NATO CIVILIAN PERSONNEL REGULATIONS

NATO International Civilians taking up a post at HQ AIRCOM will be issued with a
copy of the NATO Civilian Personnel Regulations (NCPR) which lay down, in detail, the
conditions of employment governing all aspects of service in NATO. These regulations
are supplemented by administrative directives which will be supplied as appropriate.

WORKING HOURS
The working hours for HQ AIRCOM are 37 ½ hours per week, Monday – Thursday
from 0800 to 1700, and Friday from 08:00 to14:30. One hour is allowed for lunch daily.
Compensatory time off will be given for overtime or financial reimbursement made as
required.

SALARIES
Salaries for NATO International Civilians are paid tax-free. Deductions are made for
contributions to the mandatory health insurance system and pension scheme.

LEAVE
The annual leave allowance for NATO International Civilians is 32 working days per
calendar year (January to December), calculated at 2.67 days per completed month of
service. A pro-rata leave allowance will be given according to the month of starting
employment, and during a probationary period, leave can only be taken up to the amount
which has been accrued during the probationary period.
Other forms of leave are available, e.g. sick leave and home leave, and newcomers will
be briefed accordingly.

TEMPORARY DUTY TRAVEL
In order to perform duties during operational deployments, inspections, and exercises or
to undergo training, it may be necessary to travel on official duty (TDY) within Germany
or abroad for periods which may include weekends/official holidays. Travel and
accommodation costs will be reimbursed in accordance with financial regulations.

For operational requirements it may be necessary to be accommodated on military
bases/camps, etc and to work (especially during exercises) extended hours during a
longer period.

ENTITLEMENT TO TAX PRIVILEGES/RATIONED GOODS
In principle, non-German staff who have not been resident in Germany for 12 months
prior to taking up employment with the Headquarters will be entitled to tax privileges.
This enables them to purchase certain goods and services without paying the
Mehrwertsteuer (VAT) and to rations of tax-free tobacco and alcohol. German nationals
are only not entitled to very restricted privileges.
Customs regulations still apply to goods purchased without VAT and to the amount of
rationed goods which may be taken out of the country so those staff who use this
privilege but reside outside Germany will be subject to taxation when crossing the
borders, if they should take more than the customs regulations permit.
Privately owned motor vehicles are not considered to be household effects but may,
nevertheless, be imported free of taxes and duties. These may be exempt from road tax if
registered with the US Forces and may be eligible for a tax-free fuel allowance.

