CPF FACT SHEET (No.  E01)

revised:  12 May 99

 

PLEASE DISTRIBUTE IN YOUR ORGANIZATION “DOWN THE CHAIN” TO ENSURE WIDEST DISSEMINATION.  SOME OF THE ARTICLES ARE FOR SUPERVISORS, BOTH MILITARY AND CIVILIAN, SO PLEASE PASS TO YOUR SUPERVISOR. 
we encourage you to complete the attached customer service questionaire and return to our office (IF YOU INDICATE “YES” WE CAN CONTACT YOU ON THE FORM, PLEASE INCLUDE YOUR NAME AND PHONE NUMBER, AS THE ATTACHED ELECTRONIC FORM DOES NOT INDICATE WHO YOU ARE:  
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REMINDER…UPDATING CURRENT DUTY (DAYTIME) PHONE NUMBER:  We are each responsible for updating our duty (daytime) phone number.  The phone number is updated by calling the Benefits & Entitlements Servicing Team (BEST), 1-800-997-2378, and following the instructions on the Interactive Voice Response System (IVRS).  This number is VERY important to each one of us, as it prints on our career briefs, promotion briefs, etc. and is used by selecting supervisors if we are referred for a vacancy.  THIS IS THE WAY A SELECTING SUPERVISOR contacts us if we are on a referral certificate for a vacancy.  It is important to also remember, that if we change jobs, we need to update the phone number…it does not get updated automatically.  CAREER PROGRAM REGISTRANTS must also update their local (office) and DSN phone numbers utilizing the AFPC on-line career program registration; if you update your phone number you also have to update all registration information, as each update “overlays” the previous registration.  

UPDATED CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY:  
[image: image2.wmf]CPFfunctional.doc


The Civilian Personnel Flight (CPF) is hosting an Open Forum Discussion for all civilian employees and supervisors of civilians, in the Officer’s Club ballroom on Tuesday, 19 September.  Two sessions will be held, the first from 0800 to 1000 and the second session from 1400 to 1600.  All Peterson Complex civilian employees and supervisors are invited to attend.  A maximum of 200 seats are available for each session and seating will be on a first come, first served basis.  If additional sessions are needed they will be scheduled at a later date.  Topics for discussion include:  roles of the local CPF vice the Air Force Personnel Center at Randolph AFB; functional area roles and procedures within the local CPF; sources of civilian personnel information.  The purpose of the Open Forum Discussion is to provide an opportunity for a cross flow of information between employees, supervisors and CPF staff members.  All are encouraged to attend if possible.  For additional information call at extension  6-4722 or extension 6-4775.   

________________________________________________________________________________________________________

Supervisors are reminded that the midpoint Civilian Progress Review (AF Form 860B,21 SW Form 860C, Bargaining Unit) should be completed between 15 Sep and 15 Oct for the current appraisal cycle.  The progress review is intended for employee development and to help the individual.  During this review the employee should be made aware that the progress  review is meant to provide feedback about his/her performance that may impact the rating of record at the end of the appraisal period.

________________________________________________________________________________________________________

VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Ms. Yvonne Morris, HQ AIA/XPP, San Antonio TX.  Ms. Morris is presently hospitalized, pending additional surgeries and an extensive recuperation period.  Leave donations are also needed for Ms. Freddie Freeman, 690 CSS/ADW at San Antonio.  Ms. Freeman is needed at home for 24 hour care of a sick family member.  If you would like to donate annual leave or additional information for either of the two recipients, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-6557.

________________________________________________________________________________________________________

VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Ms. Brigid A. Kennedy, 305 MEDGP/SGD,  McGuire AFB.  Ms. Kennedy is recovering from breast cancer. If you would like to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-6557.

_________________________________________________________________________________________________

VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Ms. Marjorie Olphin, 305 CES, McGuire AFB.  Ms. Olphin is recovering from major surgery.  If you would like to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-6557.

________________________________________________________________________________________________________

Alternate Dispute Resolution (ADR) Training for Supervisors and Managers:  

The Civilian Personnel Office in conjunction with the Legal Office will offer an Alternate Dispute Resolution (ADR) (often referred to as Mediation…see next article) briefing for all managers and supervisors at the times and places indicated.  The ADR briefing will specifically address the mediation process; issues appropriate for mediation, the benefits of and the procedure for requesting mediation.  All briefings will commence at 0900.  POC:  6-7948.

25 Sep 00
CMAFS TSF Auditorium, Bldg 101

28 Sep 00
Schriever AFB Auditorium, Bldg 300

29 Sep 00
Peterson Leadership Development Center, Bldg 910

________________________________________________________________________________________________________

MEDIATION -- AN INFORMAL RESOLUTION PROCESS - Mediation is a dispute resolution process that is non-adversarial in nature.  It seeks not to declare winners or losers, but to find reconciliation between disputing parties.  This process is provided and facilitated through the use of a trained mediator.  Its focus is the mutually satisfactory resolution of disputes, i.e., satisfactory to all disputing parties.  No third party acts as judge and jury.  The parties themselves arrive at what each of them agrees is justice – or at least the best available resolution – through the mediation process.  The best time to settle a dispute is early on.  Ironically, however, human nature being what it is, often a formal step of some sort is required by one party for the other party to take the dispute seriously, and therefore attempt settlement.  As an informal resolution process, early mediation may serve to solve problems before the parties feel the need to go through the formal process or become intractable in their positions.  

If a grievant wants to use mediation, a request is provided to 21 MSS/DPCE, 135 Dover St, Ste 1057, Peterson AFB CO 80914-1142, within 15 calendar days of the incident or receipt of an informal grievance response that is not acceptable to them.   

To request mediation, the grievant files a request in writing which must:


1.    Include the grievant’s and representative’s (if any) full name, organization, and telephone number.


2.    Identify the matter in dispute.


3.    Explain attempts made to resolve the complaint.  If an informal grievance has been filed and did not resolve the complaint, include copies of the grievance and the response, if any.


4.    Be dated and signed by the grievant.

Upon receipt, DPCE determines if the issue is appropriate for mediation, makes arrangements for a trained mediator and schedules a date.  If the mediation process has not begun or been mutually agreed upon within 15 calendar days from receipt in DPCE, the Employee Relations Specialist will terminate the process and advise the requester of the next step in the grievance process.  Mediation is a voluntary process.  Its purpose is to resolve disputes in an amicable, non-litigious manner.  Mediation is not a process that is conducted in a vacuum.  Careful thought as to its usefulness and application in each specific situation must occur for the process and the mediator to maintain the integrity critical to this unique process.  At an absolute minimum, no party or mediator’s position – personally or professionally – should be harmed by attempting mediation.  

Some of the factors weighed and balanced to determine if mediation is appropriate are:

1.  Is the situation one in which this process would lead to a positive outcome for both or all parties?

2.  Is either or any party going to be placed in a worse position by participating?  REMEMBER, THE MEDIATOR CANNOT GUARANTEE THAT AN AGREEMENT ACCEPTABLE TO EACH DISPUTANT AND, WHERE REQUIRED, ACCEPTABLE TO THE ULTIMATE DECISION-MAKER INSIDE A SPECIFIC AGENCY WILL RESULT FROM THE MEDIATION CONFERENCE.

3.  Is the subject matter of the dispute inappropriate for a non-adversarial process?  That is, the facts alleged in dispute are so sharply opposite and the consequences of finding or establishing the truth are so critical that only a due process adversarial forum, such as in the formal EEO complaint process (29 CFR Par 1614) or in a grievance process (AFI 36-1203, or local union contract) is appropriate. 

Examples of some, but not all such situations:

(a)  serious or habitual physical assault;

(b)  serious sexual assault [sexual harassment is not the same as this category]

(c)  incident that is part of a pattern which previous interventions/counseling/remediations do not seem to have curtailed;

(d)  the inability of the Agency to determine if there is retaliation for having filed a complaint and utilized the EEO process to resolve it;

(e)  The need for a precedent to guide future plans/policies is more important to the individual and the Agency than settling.

As the decision to offer mediation is being made, consultation with appropriate person(s) is a must whenever there is a concern regarding using mediation.  Cautious willingness to implement mediation will result in a strong, solid process.  It is best initially to be thoughtful and prudent in applying mediation rather than rushing headlong into applying it to the myriad of disputes for which it is applicable.

When parties orally agree to participate in mediation, an explanatory letter is sent to each party confirming the voluntary participation by the parties; the acceptance of the Agency of the unique role of the mediator; who the mediator will be; the process (citing appropriate laws, regulations such as Executive Orders, collective bargaining agreements and sections of 29 CFR part 1614,); the official position that the mediator has in the Agency; the date and place where the conference will be held; confidentiality and its limitations; and who will be participating in the session as agreed to by the parties.  This letter is useful to reiterate the initial oral explanation of the process and helps to minimize confusion or misconceptions by the parties at the mediation session.

Representation Rights During Mediation--Whatever representation rights accrue to labor organizations, bargaining-unit members, non-bargaining-unit members and applicants for employment under 5 USC 7114 and 7121, 29 CFR 1614, and 5 CFR 752, 771, and 1201 also apply to the mediation of disputes under these laws and regulations.  In all situations, the right to have a representative means the representative attends the mediation session and may speak for the employee.  The same applies to disputes under any other employment rule or law that provides for representation.

If the individual or the labor organization has waived the right to representation, management will not have a representative either – other than the party to the dispute.

Even with representatives present, the mediator may encourage the parties to speak for themselves and may temporarily stop or terminate the proceedings if any of the persons present creates a disruption or attempts to obstruct the process.  Neither the complainants’/grievant’s representative or the management representative may cross-examine the parties to the process. 

Mediation and settlement agreements become public records and are subject to technical and legal review by the CPF and the legal office, if applicable, before they are signed and implemented.

Remember that mediation is a voluntary process.  Its purpose is to resolve disputes in an amicable, non-litigious manner.

(References:  AFI 36-1203/21 SW Sup to AFI 36-1203)

________________________________________________________________________________________________________
Good News!

More money on payday.  If you have Federal Employees Health Benefits premiums withheld from your pay, then a new program from the Office of Personnel Management will increase your paycheck beginning in October. 

You may have heard of “premium conversion.”  It is a “pre-tax” arrangement, meaning that the part of your salary that goes for health insurance premiums will become non-taxable.  This means that you save on Federal income tax and FICA taxes (Social Security and Medicare taxes).  In most cases, you’ll also save on State income tax and local income tax.

How much?  You save a percentage of your premium.  If your annual premium is $1800, and you pay 35% in taxes on that amount of salary, you save 35% of $1800.  That’s $630, or  $24.23 every two weeks.

Do I have to pay a tax later?  No.  Don’t confuse premium conversion with the deferred taxation of Thrift Savings Plan contributions, which are taxed when you receive the money.  

How do I sign up?  The payroll office will make the switch automatically.  You don’t need to fill out a form.  You do have a choice, though, to waive premium conversion despite the savings.  It’s a personal decision.

Why would I not want the tax savings?   It’s possible but extremely unlikely.  The potential reasons fall under two headings: Flexibility and Social Security.

Flexibility:   An employee participating in premium conversion generally has all the same flexibility as a person who chooses not to participate.  Because of the tax laws, there are two exceptions.  If you waive premium conversion you will have the flexibility, without giving any reason whatsoever, either to drop your health insurance altogether or change from a self and family enrollment to self only.  If you are participating in premium conversion, you will be allowed to drop coverage, or change to self only, only if your decision to do so comes at the time of a “qualifying life event,” such as when you get married or your husband gets a job that covers you under his health insurance.  This flexibility is generally of little or no value compared to the tax savings of premium conversion.

Social Security.  If you pay Social Security taxes on your salary, then premium conversion may result in somewhat lower Social Security benefits.  In rare situations, it may be advantageous to pay full Social Security taxes rather than the lower Social Security taxes you pay under premium conversion.  These unusual cases do not involve employees covered by the old Civil Service Retirement System (CSRS) or the CSRS-Offset plan.  If you are covered by the Federal Employees Retirement System (FERS) and you pay no Federal income tax, you may wish to investigate further. 

In any case, this is a decision only you can make.

Where can I get more information?  Additional information is available on line at www.opm.gov.  

________________________________________________________________________________________________________

The Benefits and Entitlements Service Team and the Recruitment Call Center automated phone systems will be unavailable beginning at 6 A.M. until 10 P.M., Central Daylight Savings Time, on Sunday, 10 Sep 00, due to a scheduled AFPC power outage which will effect all electrical systems, to include our database servers, phones, and web applications.  Once the

servers and systems have been powered back up, the automated phone system and Web/EBIS will be available for business as usual. 

The Benefits and Entitlements Service Team (BEST) Counselors will be unavailable on 14 Sep 00 from 11:00 AM to 1:30 PM CST due to contractors being on site to trouble shoot some of our ongoing systems issues.  The automated phone and web system will be available to all employees wishing to obtain general information, personal information, and conduct benefit

transactions not requiring the assistance of a counselor.  Employees will not be able to transfer to a counselor during the downtime.  

________________________________________________________________________________________________________

Ethics Training: Pursuant to federal law, certain government employees, both active duty military and civilians, must file an Office of Government Ethics (OGE) Form 450 every fiscal year.  If you are in a covered position (e.g.: contracting, procurement, administering grants and licenses, regulating/auditing non-Federal entities, or law enforcement) you must file an OGE Form 450 by 17 October 2000.  

Forms are available at http://www.usoge.gov/pages/forms_pubs_otherdocs/fpo_files/forms/fr450_99.pdf. 

After an individual files an OGE 450, the legal office is required to provide training to that filer.  This year, we are required to conduct all training as a live briefing.  To that end, we have scheduled several briefings in the Large Support Group Conference Room, Building 350.  Briefings are from 0800-0900 on the following dates: 20 Oct, 27 Oct, 3 Nov, 10 Nov, 17 Nov. Please contact the 21 SW/JA at 556-4871 for more information.  POC for Ethics training is Capt Matt Scoble.

________________________________________________________________________________________________________
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1.  Please check appropriate responses:  



 FORMCHECKBOX 
  Civilian
 FORMCHECKBOX 
  Active Duty



 FORMCHECKBOX 
  Appointment
 FORMCHECKBOX 
  Walk-in


2.  Where are you stationed?  




 FORMCHECKBOX 
  Peterson AFB
 FORMCHECKBOX 
  Schriever AFB



 FORMCHECKBOX 
  Cheyenne Mountain AFS
 FORMCHECKBOX 
  Fort Carson



 FORMCHECKBOX 
  US Air Force Academy
 FORMCHECKBOX 
  Other: ________________)


3.  Please check the appropriate box of the service and/or purpose of your visit below:



 FORMCHECKBOX 
 Position Classification
 FORMCHECKBOX 
 Job Information



 FORMCHECKBOX 
 Training
 FORMCHECKBOX 
 Labor Relations



 FORMCHECKBOX 
 Staffing/Recruitment
 FORMCHECKBOX 
 Performance Recognition



 FORMCHECKBOX 
 Benefits and Entitlements
 FORMCHECKBOX 
 Discipline and Conduct



 FORMCHECKBOX 
 Grievances and Appeals
 FORMCHECKBOX 
 Other (specify below)


4.  How would you rate the overall service provided to you by the Civilian Personnel Office (please circle appropriate response)?



Outstanding
Excellent
Good
Okay
Poor
Bad 



Timeliness
(
(
(
(
(
(

(Customer service counter)








Timeliness
(
(
(
(
(
(

(In meeting your needs)








Professionalism
(
(
(
(
(
(

Accuracy
(
(
(
(
(
(

Courtesy
(
(
(
(
(
(

Knowledge
(
(
(
(
(
(

5.  Of the categories you just rated in paragraph four, which 3 are of greatest importance to you?


Timeliness (Customer service counter) --------------------
(

Timeliness (In meeting your needs) -----------------------
(

Professionalism ----------------------------------------
(

Accuracy ------------------------------------------------
(

Courtesy ------------------------------------------------
(

Knowledge ---------------------------------------------
(

6.  Please rate the OVERALL service provided to you by the Civilian Personnel Office.



Outstanding
Excellent
Good
Okay
Poor
Bad 



(
(
(
(
(
(

7.  What are your expectations of the Civilian Personnel Office?


8.  From your perspective, is there anything we can do differently to improve our service or product?


9.  May we contact you to discuss your responses? 



(  YES  
(  NO


Name/Phone: ___________________________________ 


-FOR 21 MSS PERSONNEL ONLY-

Please answer applicable questions.


1.  Was the customer’s expectation reasonable?



( YES 
( NO


2.  Did we meet or exceed the customer’s expectation?



( YES 
( NO


3.  If NO, how did we affect or change their expectation?


4.  If there was a problem, was it resolved?



( YES 
( NO



a.
Who solved it (individual)?



b.
At what level (element, flight, squadron)?



c.  By what means (phone, in-person, e-mail, etc.)?


5.  Was the customer satisfied?



( YES 
( NO


Comments:


Customer Satisfaction Survey


21st Mission Support Squadron


Civilian Personnel Flight
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Mission Statement:  “Provide customer-oriented personnel, family and educational services to enhance the worldwide mission of the 21st and 50th Space Wings; 302d Airlift Wing; HQ AFSPC; USSPACECOM; NORAD; Schriever Air Force Base; Cheyenne Mountain Air Force Station and the entire Peterson Complex to include tenant units and over 26 geographically separated units.”


Vision Statement


A world-class team of professionals putting people first and setting the standard of excellence.


We are committed to continuously improve the quality of mission support services on Peterson Air Force Base.  Please help us assess and improve our services by completing this survey.  If you have immediate concerns, please call me at
556-4023.  If I am unavailable, your call will be directed to a member of my senior staff, so your concerns can be addressed immediately.   



VENETIA E. BROWN, Lt Col, USAF



Commander, 21st Mission Support Squadron


THANK YOU!

Please drop in Customer Service box or mail to:



21 MSS/DPC   STOP 1142



135 Dover Street, Suite 1055



Peterson AFB CO  80914-1142
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