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.  THIS IS PUBLISHED BY THE PETERSON CIVILIAN PERSONNEL FLIGHT (CPF) AND APPLIES TO ALL CIVILIANS (AND THEIR SUPERVISORS) SERVICED BY THE PETERSON CPF.  MANY ARTICLES ARE GENERAL IN NATURE AND APPLY TO ALL CIVILIANS/SUPERVISORS, REGARDLESS OF THEIR SERVICED CPF.

In our continuing efforts to provide you quality service, the PETERSON Civilian Personnel Flight (CPF) requests all customers call the individual they wish to visit and make an appointment.  Please make an appointment directly with the individual you wish to meet with, this will enable us to be better prepared to answer your questions.  The hours of the PETERSON CPF are 0800-1600.

we encourage you to complete the attached customer service questionaire IF YOU RECEIVED SERVICE FROM THE PETERSON CPF 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:  

<http://www.peterson.af.mil/21mssdpc/Survey.html>
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 PETERSON CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY: 

 <http://www.peterson.af.mil/21mssdpc/function.htm>
1.  CIVILIAN PERSONNEL FLIGHT TRAINING PROGRAM/SEMINARS - The following training/seminars are being offered to all civilian employees serviced by the Peterson AFB Civilian Personnel Flight (CPF).  All training will be held in the Mission Support Building, Bldg 350, Civilian Personnel Flight, Training Room, Room 1113; normally 0800-1600.  To reserve a seat, please e-mail the individual identified as the point of contact (POC) for each group of seminars.  Each seminar seats a total of 28 people.  To ensure everyone has an opportunity to attend some of the seminars, each individual will be limited to attending two sessions each fiscal year.  If you wish to attend additional sessions, you will be placed on a “waiting list” and notified if seats are available several days before the session’s start date.  You may sign up no sooner than two months prior to the session start date.  Please ensure if you reserve a seat and subsequently need to cancel, that you notify us of the cancellation so we can schedule others to attend.  These courses are funded from appropriated fund dollars, therefore we need to ensure every seat is filled.  

CIVILIAN RETIREMENT SEMINARS:
PRE-RETIREMENT SEMINAR - FERS EMPLOYEES   (Full, call for waiting list)

10-11 MAY 01

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  (Full, call for waiting list) 

12-13 JUL 01

(POC:  Theresa Dickson, Theresa.Dickson@peterson.af.mil 
Civilian Personnel Management Course (CPMC) - This course is for military and civilian supervisors of civilians.  Provides background information and an understanding of applicable personnel laws and regulations needed to effectively carry out supervisory/management responsibilities.  Subject areas covered include Position Management and Classification, Staffing/Affirmative Employment, Reduction in Force, Hours of Work and Pay, Leave and Absence, Awards Program, Constructive Discipline and Adverse Actions, Performance Management, Injury Compensation, Training, Labor Management Relations, and Grievances and Appeals.

Two separate sessions remaining this FY: 16-19 Apr 01;  17-20 Jul 01  (POC:  Beverly Sagapolutele, Beverly.Sagapolutele@peterson.af.mil 

ADDITIONAL SUPERVISORY TRAINING
Dealing Effectively with Unacceptable Empl Behavior
SkillPath
  3 Apr 01

Criticism & Discipline Skills for Managers
PryorResources
14 May 01

Conflict Management & Confrontation Skills
PryorResources
  9 Jul 01

Creating Optimism in the Workplace
PryorResources
20 Aug 01

(POC:  Beverly Sagapolutele, Beverly.Sagapolutele@peterson.af.mil 
ADDITIONAL EMPLOYEE TRAINING
Business Writing Basics/Tongue & Quill*
SkillPath
15 Mar 01

Presentation Skills
SkillPath
16 Mar 01

Business Writing Basics/Tongue & Quill*
SkillPath
11 Jun 01

Presentation Skills
SkillPath
12 Jun 01

How to Become a Better Communicator
SkillPath
17 Sep 01

*Bring your own copy of Tongue & Quill, AFH 33-337

(POC:  Theresa Dickson, Theresa.Dickson@peterson.af.mil 
2.  Annual Civilian Performance Appraisals and Awards:  The current civilian appraisal rating period will end on 31 Mar 01.  Appraisals, with or without awards, must be received by 21 MSS/DPCE no later than 16 April.  This will permit timely processing of appraisals and awards prior to their effective date.  Appraisals will be effective 1 Jun 01 in most cases.  In limited circumstances, an extended rating period may be necessary for some employees.  All awards, except for Quality Step Increases (QSIs), will be effective 1 Jun 01.  QSIs are normally effective the pay period following the date of approval.  Supervisors are reminded to discuss and re-certify employee performance plans no later than 30 Apr 01.  Questions should be addressed to your servicing Employee Relations Specialist.  If you are not sure who your servicing specialist is call 556-4737 for this information. 

3.  CLASSIFICATION APPEALS

As a civilian appropriated fund employee, you have the right to appeal the classification of your position. You (or your chosen representative) are free to file a formal classification appeal without restraint, interference, coercion, discrimination or reprisal.

An appeal may concern the pay plan, series, position title, grade, or any combination of these elements.  The appeal process is limited to the position you officially hold.  You cannot appeal a position you held before, nor can you appeal the position somebody else encumbers.  Disputes concerning the accuracy of your job description cannot be appealed.  These disputes fall under the administrative grievance procedures outlined in AFI36-1203.  Further, there is no administrative procedure to appeal the content of classification standards because they are based upon law.

Every effort will be made by the servicing classifier within the Civilian Personnel Flight (CPF) to resolve dissatisfaction over the classification of your position in a friendly and informal manner.  If you believe your position is incorrectly classified, you must route your formal appeal through the Civilian Personnel Flight (CPF) to the appropriate chosen appellate authority.  Routing the appeal in this manner gives the CPF an opportunity to validate that there was an attempt at informal resolution.  However, more importantly, the CPF is responsible for providing you advice on the very specific requirements and mechanics of the appeal process.

The routing of appeals varies depending upon whether you are a General Schedule (GS) or Wage Grade (WG) employee.  If you are a GS employee, you have some choice on who will adjudicate the appeal.  GS employees may file the appeal with:  DoD Civilian Personnel Management Service (CPMS); Office of Personnel Management (OPM); or, CPMS with the understanding that CPMS will forward the appeal to OPM if their decision is not favorable.  If you file with CPMS and their determination is unfavorable, you may subsequently choose to file with OPM as a separate action.  If you are a WG employee, you must file an appeal with CPMS first.  If the decision returns unfavorable, you may then appeal to OPM.

The time required to process an appeal to completion depends upon the complexity of the issues being evaluated and the appellate level making the decision.  Appeals to CPMS are normally processed within 60 days.  Often this time must be extended because additional information is needed to make the decision.  Appeals to OPM are not bound by the same time lines.  Three to six months is their normal processing time, although some appeals may take longer to decide.

There are a number of possible actions that will occur as a result of a classification appeal decision.  What needs to be done depends upon the decision.  If the position is upgraded, the effective date of the promotion is specified in the appeal decision.  Promotions may not be made retroactively.  If the position is downgraded, the personnel action to implement the decision will be effected.  You may be eligible for grade and pay retention.  If the Air Force also disagrees with a CPMS or OPM decision, you may be temporarily promoted while the issue is being resolved.

OPM appeal decisions are binding.  Requests for reconsideration are rare.  The OPM Classification Appeals Office in Washington, D.C. will only accept a request for review of decisions made by the OPM Regional Offices if an appellant shows the Region made a serious error.  The Region may accept a request for reconsideration if significant new facts come to light that impact on the original appeal decision.  

In conclusion, the appeal process is the checks and balances of the classification system.  Filing a classification appeal is an employee right.  However, classification disputes should be resolved at the lowest level whenever possible.  Please contact your servicing position classification specialist in the Civilian Personnel Flight (CPF) if you have questions concerning classification appeals.

4.  Public Law 106-554, enacted on December 21, 2000, changed the way Military Leave for civilian employees is processed.  Prior to enactment, Military Leave was chargeable in whole day increments and periods of non-duty (such as weekends) were also chargeable.  With the new law, Military Leave may be charged in one-hour increments and periods of non-duty are no longer to be considered.  The effective date for this change is the first full pay period beginning after the effective date of the law or 31 Dec 2000.  However, the Defense Civilian Pay System (DCPS) will require modification and until such time the minimum charge for Military Leave will continue to be one day.



>  Immediately cease recording Military Leave for non-duty days, i.e., weekends or holidays


>  Continue to charge Military Leave in one day increments until system changes are in place

 The 21 CPTS/Civilian Pay Office issued a Memorandum, 23 Feb 01, to all Timekeepers, which delineates work-around procedures to follow until DCPS system modifications are in place to accept hourly increments.  In the interim and until DCPS modifications are in place, questions regarding Military Leave documentation should be directed to your Timekeeper.

5. CIVILIAN EMPLOYEE HEALTH BENEFIT SERVICE DAY.  Representatives from Blue Cross/Blue Shield, AETNA U.S. Healthcare, Government Employees Health Association (GEHA), PacifiCare of Colorado and Kaiser Permanente, will be available to meet with Peterson Complex civilian employees to discuss any questions or concerns regarding their health insurance coverage.  Appointments are not required.    Representatives will be available on Wed, 14 Mar 01 in the Civilian Personnel Office Training Room from 0900-1030.  POC for additional information is Ms. Beverly Sagapolutele. 

6.   AIR FORCE PERSONNEL CENTER ANNOUNCES NEW PROVISIONS OF THE THRIFT SAVINGS PLAN PROGRAM - Federal civilian employees will find new opportunities for investment when the next Thrift Savings Plan Open Season begins May 15, thanks to the recently approved Consolidated Appropriations Act for Fiscal Year 2001 and Public Law 106-361. 



During the open season, employees may increase their investment contribution, enroll in two new funds, rollover money from qualified trusts, and new and rehired employees may enroll in TSP without waiting the normal open seasons. Elections made in the TSP open season will be effective no earlier than July 1. 

“This is an excellent opportunity for employees to increase their retirement income,” said Christine Watkins, employee relations specialist, Benefits and Entitlements Service Team. “We have been eagerly awaiting the new changes and are excited about the benefits."  

-- Employees in the Federal Employees Retirement System will be able to invest an additional one percent of their salary not to exceed 11 percent each pay period while those under the Civil Service Retirement System can invest an additional one percent of their salary, not to exceed six percent each pay period. 


Employee contribution limits will continue to increase by one percent each year until they reach 15 percent for FERS and 10 percent for CSRS in fiscal year 2005. In fiscal year 2006, the limits will be lifted entirely.  

This change does not lift the Internal Revenue Service imposed dollar maximums that apply to all retirement savings programs like the TSP.  The dollar cap for 2001 is $10,500, the same as last year. 


Additional contributions won’t affect government contributions.  CSRS employees don’t receive government contributions and FERS employees will continue to receive an automatic one percent of salary regardless of whether they invest anything. FERS employees will continue to receive matching contributions of up to an additional four percent for those investing five percent or more of their salaries.


-- Employees can invest in two new funds, making a total of five funds to choose from. Employees can invest in the G-Government Securities Index Fund, F-Bond Index Fund, C-Common Stocks Index Fund and the two new funds, S-Small Capitalization Index Fund and I-International Index Fund. 

-- Employees desiring to rollover money from qualified trusts may do so based on PL 106-361.  This transaction will be done directly with the Federal Retirement Thrift Investment Board. The board is in the process of developing a new form and additional information will be released within the next few months. 


-- PL 106-361 also eliminates the waiting periods for newly hired and rehired employees to contribute into TSP.  FERS or CSRS employees appointed before July 1, will have the opportunity to make a TSP contribution election during the May -July open season. Employees appointed on or after July 1, will have 60 days from the effective date of their appointments to make a TSP contribution election.  

This provision applies only to employee contributions. Agency contributions will continue to be based upon current open season waiting period schedules. 

Information about these benefits and the appropriate procedures to follow will be published in the AFPC Benefits and Entitlements Service Team’s upcoming newsletter.

Additional information can be found on the TSP home page at <http://www.tsp.gov> or the BEST homepage at <http://www.afpc.randolph.af.mil/DPC/BEST/menu.htm> under what’s new.  

TSP is not available to uniformed services members at this time and a specific Air Force office has not yet been identified to manage its military TSP program. In the interim, military members can obtain information on enrollment and participation in TSP at <http://www.tsp.gov> under uniformed services.

7. STUDENT SUMMER HIRE 20001 PROGRAM - This year’s program will run from 4 June - 24 August 2001.  The purpose of the program is to provide valuable work experience for students while giving base units assistance in basic job skill areas.

For Peterson Complex Supervisors/Managers:  We are asking units to determine their summer hire needs by submitting an electronic Personnel Action Request (PAR) to the 6X, 21 MSS Summer Hire inbox  by 30 March 2001.  Two types of positions are available:  Clerk, GS-303-01, $7.35 per hour and Laborer, WG-3502-01, $7.40 per hour.  Annotate Clerk or Laborer on Page 2 of PAR in section (TO: Position Title and Number).  Work schedules may be full-time, 40 hrs/week or part-time, 20 or 30 hrs/week.  Annotate number of biweekly hours on Page 4, Part D, of PAR.  Supervisors may make “by-name” requests for students who previously worked by entering the student’s name in (Part B - For Preparation of SF 50).  However, the “by-name” request must be submitted with the PAR.  Remember students will not have security clearance for this program.

For Students:  Students ages 16+ as of 4 June, enrolled in school at least half-time, are eligible to apply.  Qualifying school enrollment includes middle and high schools, vocational/technical schools, junior colleges, colleges and universities.  The dates for accepting applications for the summer hire program are 9-20 April 2001.  You may pick up an application prior to that either in the information center outside of Civilian Personnel Office, 135 Dover St, Room 1116, Peterson AFB CO or by going to the Civilian Personnel Website at www.peterson.af.mil/21mssdpc <http://www.peterson.af.mil/21mssdpc>, and downloading the application.  Applications will only be accepted during the open announcement period of 9-20 April.  Bring applications to the Civilian Personnel Office at 135 Dover Street Room 1116, Peterson AFB CO.  

In the interest of fairness, we will use a lottery system to select the number of students to match the number of fill actions received.  Once sufficient students are selected, Civilian Personnel Flight staff will determine where to place the students.  POCs:  Nancy Nowacki or Sue Pence. (Call either of them at our hotline number: 556-8050)

8.  IMPLEMENTATION OF AUTOMATED EMPLOYMENT VERIFICATION - The Air Force is implementing a new process for civilian employment verification.  DOD contracted this service with the TALX Corporation’s national program called The Work Number for Everyone (TWN).  TWN is the largest employment and salary verification service with over 150 of the Fortune 500 major private corporations and many Federal agencies as clients.  Employment and salary verification for mortgages, major loans, credit cards, etc will be processed in a matter of minutes, instead of days or even weeks.  Employees authorize access to their employment and salary information by giving the lender a one-time access code.  Individuals who need this information have access through a fully automated and web-enabled system, which is available 24 hours a day, seven days a week.  There is no charge to the employee for this service.  

This process will be implemented as of 1 April 01.  Once this process is up and running, all verification must be processed through this system.  Further information and guidance will be distributed via e-mail, Base Newspapers, etc.    Attached is a brochure that explains the procedures.
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9.  DEVELOPMENTAL OPPORTUNITY PROGRAM (DOP) - We are pleased to announce the establishment of the DOP.  This program allows management the option of restructuring positions to the entry or intermediate grade levels with an identified final target grade.  This establishes a formal developmental program with the intent of recruiting and retaining candidates with high potential for development or future leadership positions.  The DOP primarily targets employees who occupy positions at the GS-1 through GS-8 level who are not serving under a time-limited appointment or on a position that is targeted to the GS-9 or above.  Full performance level of the DOP identified positions is normally the GS-11 level.  Critical to the success of this program is the identification of appropriate target positions, which is the responsibility of management officials with assistance from the Civilian Personnel Flight.  Management officials who wish to identify positions within their organizations to fill using the DOP should contact their servicing Affirmative Employment/Staffing Specialist.  Announcements for recruitment for DOP positions will be announced on the Civilian Personnel Flight (CPF) web page (www.peterson.af.mil/21mssdpc/ <http://www.peterson.af.mil/21mssdpc/>) and the CPF Update (e-mail).    

10.  STUDENT EDUCATION EMPLOYMENT PROGRAMS (SEEP):  21 MSS/DPC intends to actively pursue recruitment and retention of students to support studies by Department of Defense and Air Force showing 30% of the Federal workforce and 45% of the Air Force workforce will be retirement eligible by 2005.  The current student employment programs available are:  (1) Student Educational Employment Program (SEEP), Revised Jan 1997 - The program consists of two components:  (a) The Student Temporary Employment Program - the nature of the duties do not have to be related to the student’s academic/career goals; and (b) The Student Career Experience Program - This program provides experience that is directly related to the student’s educational program and career goals.  (2) Federal Career Intern Program - Designed to help agencies recruit and attract exceptional individuals into a variety of occupations under Executive Order 13162 signed 10 July 2000 - intended for positions at grade levels GS-5, 7 and 9.  This is a 2-year internship period in the excepted service.  The intern is eligible to be converted to a career-conditional appointment at the end of the two years.  Air Force has not published guidance on the Career Intern Program as of yet.  Additional information will be provided as received.  

11.  QUESTIONS ON THE COLORADO SPRINGS LOCALITY PAY AREA.  We have received a lot of questions regarding the Colorado Springs locality pay area; “Why aren’t we included in the Denver-Boulder-Greeley higher locality pay area?”  Locality pay adjustments are based on the cost-of-labor, not the cost-of-living.  Cost-of-living measures look at the cost of consumer goods and services within a locality, while cost-of-labor measures look at how much employers pay their workers for specific kinds and levels of work.  Locality pay is intended to make Federal pay comparable to what other employers pay in the same area.  Locality pay areas are based on individual Bureau of Labor Statistics (BLS) survey locations.  The Denver-Boulder-Greeley location was identified as a result of the large number of Federal General Schedule employees in what is identified as the Consolidated Metropolitan Statistical Area (CMSA).  We are not aware that the BLS nor the President’s Pay Agent (which consists of the Director of the Office of Personnel Management, the Director of the Office of Management and Budget, and the Secretary of Labor) are considering changing the pay area boundary lines.  The Air Force did ask the Air Force Audit Agency to assess the locality pay in Colorado Springs two years ago.  It was determined that the Federal activities in Colorado Springs were not losing employees as a result of their transfer to the Denver area for a higher locality pay.  Appeals of the boundaries of the pay areas may be made to The President’s Pay Agent, Federal Salary Council, Chief, Salary & Wage Systems Division, Office of Personnel Management, 1900 E. St. NW, Washington DC 20415.

12.  MAR/APR HELPING AGENCIES CALENDAR - Attached is the March & April Calendar of education classes being offered through your base helping agencies.  We invite you to forward this to your personnel and encourage their attendance.  We look forward to hearing from you.  Have a great day!  Scott Andrews, Family Advocacy Outreach Manager, 556-8942
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13. FAMILY SUPPORT CLASSES, MARCH - APRIL 2001
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14.  CIVILIAN TUITION ASSISTANCE

The Education Center is happy to announce that we are going to implement a civilian tuition assistance program.  The purpose of the program is to assistance DOD civilians in the pay grade of GS 10 / equivalent or below (AFSPC only) pay for some off duty education courses through colleges and universities.  We will be able to provide 75% of the tuition for a course. The program will go into effect on 1 Feb 01 and will not pay for any courses starting prior to that date.  The following information is from the Statement of Understanding which the employee  must sign when applying for tuition assistance:

1. I am a GS-10 / equivalent or below pay grade.

2. I am taking an undergraduate level course that is part of my degree plan.

3. I have a satisfactory performance appraisal during my last reporting period.

4.  I am not receiving financial support from any other source (VA/Career 

     Program etc.)

5.  I am eligible to take only one course at a time with a limit of 3 courses per 

     school year.  

6.  My current education level is below a bachelor’s degree.

7.  If the course is approved, the Air Force will pay 75% of the tuition and/or 

      instructional fees up to $187.50 per semester hour ($124 quarter hour).

      Note: There is a $3,500 maximum spending limit per employee per year.

8.  I am a member of an AFSPC unit and officially considered a AFSPC asset (in 

      other words I am not an AMC, ACC, AFMC, etc. asset). 

We are very excited about this opportunity to provide some assistance for our DOD civilians pursuing college programs.
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"GIVE PARENTS A BREAK" PROGRAM

Who is Eligibile:  


· Children of Active Duty US Air Force families whose parents are feeling stress due to the following or other related reasons:


· the military member being deployed or TDY


· an emergency situation, such as illness of a family member


· the family recently moving to the base


· unique circumstances or hardships [to include extended working hours]


· having difficulties just being a parent


· Children referred for Give Parents a Break must meet all Child Development Center and Youth Center requirements such as age limits, immunizations, etc.


Who Runs the Program?  


· The Family Member Support Flight (21 SVS/SVY) administers the program through its Child Development Center and Youth Center.  They set up sessions and schedule employees.


When are the Sessions?


· The Family Member Support Flight schedules the dates and times of Give Parents a Break sessions.


Who Pays?  


· The Air Force Aid Society pays the cost of opening the facilities for children of active duty US Air Force families.  Unfortunately, Army Emergency Relief and Navy-Marine Corps Relief Society do not have a similar program for soldiers, sailors and marines.  And there is no similar program for retirees and DoD civilians.


Who Can Refer to the Program?


· Squadron commander/first sergeant


· Chaplain


· Doctor or other medical professional


· Family Advocacy personnel


· Family Support Center personnel


· Child Development Center and Youth Center personnel


How Do They Refer Families to the Program?


· A referral certificate (attached) must be issued and signed by the person making the referral.  Child care should be recommended for a specific period of time -e.g. the length of a TDY or deployment and not longer than three months.  Certificates may be reissued as necessary and should be kept on file at the CDC or Youth Center in order that center personnel may verify eligibility.


· This should not be looked on simply as free child care, but rather as a program for commanders, first sergeants and other base officials to use to provide help for families who need a break.


Contact the Family Member Support Flight, 21 SVS/SVY, 6-4883, for more information on Give Parents a Break.

"GIVE PARENTS A BREAK"

PROGRAM

Referral Certificate







                         is eligible to receive child care under

                Name of Parent(s)


the "Give Parents a Break" program from  




to  



.








              date         


            date

Signature of Person Making Referral: ___________________________________


Printed Name:  










Organization:  





  Phone Number:  ______________


*      *      *      *      *


Member's Name:  







  Rank: ___________


Organization:  










Home Phone:  _____________________
Work Phone:  ________________


Spouse Name:  









Children's Names:







      Ages:


_______________________________________________

___________


_______________________________________________

___________


_______________________________________________

___________


_______________________________________________

___________


Children must meet Child Development Center and/or Youth Center registration requirements to participate in Give Parents a Break.


Parents should contact the Child Development Center (554-9572) or Youth Center (556-7220) for information on registration and Give Parents a Break dates.


GIVE PARENTS A BREAK


Friday, 16 Mar 01  -  7 p.m. – 11 p.m..


Saturday, 24 Mar 01  -  9 a.m. – 4 p.m.


Saturday, 7 Apr 01  - 9 a.m. – 4 p.m.


Friday, 27 Apr 01  - 7 p.m. – 11 p.m.


Saturday, 5 May 01  - 9 a.m. – 4 p.m.


Friday, 18 May 01  -  7 p.m – 11 p.m.


Friday, 1 June 01  -  7 p.m. – 11 p.m.


Saturday, 30 June 01  -  9 a.m. – 4 p.m.


Friday, 13 July 01  -  7 p.m. – 11 p.m.


Saturday, 28 July 01  -  9 a.m. – 4 p.m.


Saturday, 1 August 01  -  9 a.m. – 4 p.m.


Friday, 31 August 01  -  7 p.m. – 11 p.m.


Saturday, 15 September 01  -  9 a.m. – 4 p.m.


Friday, 28 September 01  -  7 p.m. – 11 p.m.
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Where do I go for questions?







If you have any questions, or need additional instructions on how to use The Work Number, please dial our Client Service Center at:



1-800-9-WORKNO (1-800-996-7566)



The Work Number Client Service Center is available Monday - Friday, 7 a.m. to 8 p.m. Central Time.



















Important Note:  After Dec 15, 2000  requests for salary and employment verifications will be processed using The Work Number for Everyone.











1-800-367-2884



http://www.theworknumber.com







Introduces







Employee Information







The Work Number for Everyone®



is provided by



TALX Corporation.







The Work Number for Everyone®







Department of Defense Code is:



10365







To obtain a Salary Key, call 1-800-EMP-AUTH (1-800-367-2884) or go to http://www.theworknumber.com.  At the prompt, provide your SSN and your PIN.  Make note of your Salary Key to give to your verifier for salary verification. Questions?  Problems? Call the Client  Service Center at 1-800-996-7566.







Remember, only three Salary Keys may be active at a time.







This service is available 7 days per week



24 hours per day







To receive instructions for a free demonstration of the system, visit the web site at www.theworknumber.com.











The



Work



Number



For



Everyone®















What Is My PIN?











Temporary PIN is your Birthday (MMDD format).  Do not include year For example, if your Birthday is March 27 you would enter "0327".  After you get in with your Temporary PIN your can change it to any 4-8 digit number











Do not give your PIN to a verifier!











	



        Small, short term loans



       Mortgages



        (Salary Key required)







       Basic Plus/Full







Department of Defense  Code:10365 



Social Security Number



The number to acquire your information  1-900-555-9675



For help: Client Service number 1-800-996-7566















Your Social Security Number







                        







Write your social security number here







Do not give your PIN to a verifier.















How do I get a Salary Key?



You will need to give a verifier a six-digit Salary Key in order to give them access to your salary information.







Dial 1-800-367-2884 or go to http://www.theworknumber.com



Enter the Department of Defense code 10365



Enter your Social Security number



Enter your PIN (Your Temporary PIN is your Birthday (MMDD format).  Do not include year For example, if your Birthday is March 27 you would enter "0327".  After you get in with your Temporary PIN your can change it to any 4-8 digit number)







You may have three Salary Keys at one time.  Once you give a Salary Key to a verifier, it may not be used again.  To obtain, review, or cancel Salary Keys dial 1-800-367-2884 or go to http://www.theworknumber.com.  For assistance please call the Client Service Center at 1-800-996-7566.







10365







         DoD Code:



















  Salary Keys 



  1.







  2.







  3.















Your PIN (some spaces may be left blank)











Write your PIN here











What kind of verification do I need?







Retain this panel for verifications







You give the verifier











       Job reference checks



      Apartment rental 



       (No Salary Key required)







      Basic







Department of Defense Company Code:10365



Social Security Number



Your 6-digit Salary Key



The number to acquire your information 1-900-555-9675



For help:  Client Service number 1-800-996-7566   
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Program and Activities Calendar  


March 2001
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MONDAY


y

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY









1


1030-1200 Play Group


1400-1600 Anger Mgmt




2


0930-1030 Mothers on Move






5


0930-1030 Mothers on Move




6


1400-1530 Stress Mgmt


1800-2000 Breastfeeding (USAFA)




7


0930-1030 Mothers on Move


1400-1600 Common Sense Parenting




8


1030-1200 Play Group


1400-1600 Anger Mgmt

 Falcon Food Facts

9


0930-1030 Mothers on Move





12


0930-1030 Mothers on Move



13


1400-1530 Stress Mgmt


1800-2000 Expectant Dads (USAFA)




14

0930-1030 Mothers on Move


1400-1600 Common Sense Parenting



15


1030-1200 Play Group


1400-1600 Anger Mgmt




16


0830-1230 Infant CPR (USAFA)


0930-1030 Mothers on Move





19


0930-1030 Mothers on Move

1300-1500 New Beginnings




20


1400-1530 Stress Mgmt


1730-1830 Child Lures (USAFA)


1800-2030 Breastfeeding


1800-2000 New Beginnings (USAFA)




21


0930-1030 Mothers on Move

1400-1600 Common Sense Parenting

1730-1830 Child Lures (USAFA)




22


1030-1200 Play Group


1400-1600 Anger Mgmt


1730-1830 Child Lures (USAFA)

23


0930-1030 Mothers on Move





26


0930-1030 Mothers on Move

1300-1600 Children of Separation & Divorce 

27


1400-1530 Stress Mgmt


1800-2000 Newborn Needs (USAFA)

28


0930-1030 Mothers on Move


1400-1600 Common Sense Parenting




29


1030-1200 Play Group


1400-1600 Anger Mgmt




30


0930-1030 Mothers of Move



[image: image1.jpg]People Helping

i!:g Pe.czpnm




[image: image13.png]



[image: image14.png]





[image: image15.png]





[image: image16.png]





[image: image17.png]





[image: image18.png]




      

Children of Separation and Divorce (COSD)


This is an excellent workshop for couples who are divorced or separated and who have children.  Please refer to the attachment for more detailed information.  The next workshop will be 13 & 14 Nov from 1:00-4:00 p.m. at the Peterson AFB Community Support Center.  Sign-up is required, 556-8943.


Mothers on the Move (M.O.M.’s)


A weekly walking group for expectant women, moms, dads and babies.  Opportunity for moms to take a leisurely, scenic stroll around the base.  Strollers and toddlers welcome.  Group usually meets every Monday, Wednesday, and Friday.  Call Family Advocacy Center for details.
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Anger Management

Essential information about recognizing anger and how to manage angry feelings toward positive outcomes.  If you would like to increase your ability to recognize, process, and cope with feelings of anger, this class is for you.  This is a five-week course.




[image: image3.wmf]angerflyer1.ppt




Stress Management 


Learn the four R’s of stress management.  Recognize stress, not just when you feel overwhelmed, but know your early warning signs so you can intervene and not feel as stressed.  Relax with leisure time activities, and learn ways to relax in your office to reduce headaches, increase concentration, and lessen irritability.  Reassuring thinking is a way to thinking about situations in a more realistic and helpful way, instead of always focusing on the worst-case scenario or blowing things out of proportion.  Relating assertively is an introduction to assertive (tactful) communication, which can help us reduce stress by setting limits, reducing conflict, or even being hear by others.  This class is open to everyone.  Space is limited, sign-up is required - 556-8943.
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Play Group


An informative, fun-filled get-together for parents and tots (0-3 y/o).  There will be many activities and child-oriented centers for you to enjoy with your children.  Meetings are held every Thursday from 10:30 to Noon at the Peterson chapel - call 556-8943.
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Common Sense Parenting

An excellent workshop for parents to build a long lasting fun-filled relationship with their children.  This class presents the Boys’ Town method of parenting.  Some of the topics covered are building self-esteem, discipline, communication, and changing behaviors.  This class is open to everyone.  Space is limited, so sign-up is required - 556-8943.
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New Beginnings


Class for expectant parents which covers the physical stages of development of mom and child through the nine months of pregnancy.  Class is taught by Family Advocacy Center RN.  For PAFB classes call 556-8943, for USAFA call 333-5270.


Breastfeeding


Learn the “hows” and “whys” of breastfeeding your baby. Topics will be covered to assist you in making an informed decision about which feeding method to choose.  For PAFB classes call 556-8943, for USAFA call 333-5270.



Expectant Dads


A class taught by dads for expectant dads to educate on what it feels like to be pregnant (empathy belly); their role in labor and delivery; understanding why children need dads; and what happens to love, sex and marriage after the baby comes.


Infant CPR


This course is designed to teach anyone responsible for the care of children about hazards to which children may be exposed, how to make the environment safe and basic rescue techniques, such as cardiopulmonary resuscitation (CPR) and maneuvers for relief of foreign body airway obstruction in infants and children.


Child Lures


Program for parents and their elementary school aged (5-11 y/o) children which teaches sixteen of the most common strategies used by perpetrators to lure children away from the safety of their caregivers.


Newborn Needs


Get more information on what is normal in a newborn and what to get concerned about.  Learn wen it is appropriate to bring your child into be evaluated by a provider.  The pediatric clinic staff will address the common concerns of new parents.


Program and Activities Calendar  


April 2001
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MONDAY


y

TUESDAY

WEDNESDAY

THURSDAY   




FRIDAY



2


0930-1030 Mothers on Move


1400-1600 Common Sense Parenting


1300-1600 Children of Separation & Divorce




3


1400-1530 Stress Mgmt


1800-2000 Breastfeeding (USAFA)

4


0930-1030 Mothers on Move


1400-1530 Blended Family

5


1030-1200 Play Group




6


0930-1030 Mothers on Move






9


0930-1030 Mothers on Move


1400-1530 Assertive Communication




10


1400-1530 Stress Mgmt


1800-2000 Newborn Care (USAFA)




11


0930-1030 Mothers on Move


1400-1530 Blended Family


1400-1600 Common Sense Parenting



12


1030-1200 Play Group


 Falcon Food Facts

13


0930-1030 Mothers on Move






16


0930-1030 Mothers on Move


1400-1530 Assertive Communication




17


1400-1530 Stress Mgmt


1800-2000 Parenthood Transition (USAFA)




18

0930-1030 Mothers on Move


1400-1530 Blended Family



19


1030-1200 Play Group




20


0830-1230 Infant CPR (USAFA)


0930-1030 Mothers on Move






23


0930-1030 Mothers on Move


1400-1530 Assertive Communication




24


1400-1530 Stress Mgmt


1800-2000 Expectant Dads (USAFA)




25


0930-1030 Mothers on Move


1400-1530 Blended Family



26


1030-1200 Play Group




27


0930-1030 Mothers on Move






30


0930-1030 Mothers on Move


1400-1530 Assertive Communication
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Mothers on the Move


A weekly walking group for expectant women, moms, dads and babies.  Opportunity for moms to take a leisurely, scenic stroll around the base.  Strollers and toddlers welcome.  Group usually meets every Monday, Wednesday, and Friday.  Call Family Advocacy Center for details.
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Common Sense Parenting


An excellent workshop for parents to build a long lasting fun-filled relationship with their children.  Some of the topics covered are building self-esteem, discipline, communication, and changing behaviors.  This class is open to everyone.  Space is limited, so sign-up is required - 556-8943.


Play Group


An informative, fun-filled get-together for parents and tots (0-3 y/o).  There will be many activities and child-oriented centers for you to enjoy with your children.  Meetings are held every Thursday from 10:30 to Noon at the Peterson chapel - call 556-8943.
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Stepping Together


Many people believe a stepfamily functions the same as a first time marriage family.  Not so!  This is just one of several myths which surround stepfamilies and make integration more difficult.  If you are interested in learning more about stepfamilies and would welcome practical tips which have assisted other stepfamily members in meeting the unique challenges associated with stepfamily living, this class is for you.  The class is open to everyone.  Space is limited, so sign-up is required - 556-8943.
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Assertive Communication


Dealing with other people is often our greatest stressor and challenge.  Learning the skills of assertive communication is learning to be tactful.
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Stress Management 


Learn the four R’s of stress management.  Recognize stress, not just when you feel overwhelmed, but know your early warning signs so you can intervene and not feel as stressed.  Relax with leisure time activities, and learn ways to relax in your office to reduce headaches, increase concentration, and lessen irritability.  Reassuring thinking is a way to thinking about situations in a more realistic and helpful way, instead of always focusing on the worst-case scenario or blowing things out of proportion.  Relating assertively is an introduction to assertive (tactful) communication, which can help us reduce stress by setting limits, reducing conflict, or even being hear by others.  This class is open to everyone.  Space is limited, sign-up is required - 556-8943.
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Breastfeeding


Learn the “hows” and “whys” of breastfeeding your baby. Topics will be covered to assist you in making an informed decision about which feeding method to choose.  For PAFB classes call 556-8943, for USAFA call 333-5270.


Newborn Care


Expectant moms and dads are educated on the basic care of the infant.  Instructions on bathing, dressing, holding, and swaddling are included.  Normal characteristics are reviewed.


Parenthood Transition


A baby changes your life!  A Family Advocacy provider will address issues relating to adaptation into this transition.  Be ready to make this a more positive experience for mom, dad and your new baby.


Infant CPR


This course is designed to teach anyone responsible for the care of children about hazards to which children may be exposed, how to make the environment safe and basic rescue techniques, such as cardiopulmonary resuscitation (CPR) and maneuvers for relief of foreign body airway obstruction in infants and children.


Expectant Dads


A class taught by dads for expectant dads to educate on what it feels like to be pregnant (empathy belly); their role in labor and delivery; understanding why children need dads; and what happens to love, sex and marriage after the baby comes.


Other Available Classes


Rethink - Anger Management for Parents


Frustrated?  Have difficulty dealing with a “strong-willed” child?  Do you find that your anger is getting in the way of building the relationship that you would like to have with your child?  Anger is a temporary feeling.  It can be a problem in our lives if it is chronic or if we deal with it in a destructive way.  On the other hand, anger can energize us to make constructive changes.  As parents, you have a double task when you interact with your children.  Not only do you have to deal with your own feelings, you also have to deal with the angry feelings of your children.  Children express anger differently as they grow, and they learn ways to manage their anger as they grow.  During this workshop, our goal is to help you understand what triggers your anger, recognize when you are getting angry, learn how you typically handle your anger, and find constructive ways to manage your anger.  The workshop will give you new and innovative ways to turn this anger into productive energy to build that relationship you are striving for.  The class is open to everyone.  Space is limited, so sign-up is required - 556-8943.


Couple’s Journey


These 2-hour energizing and fun-filled courses are offered the 3rd Thursday of each month from 6:00 - 8:00 p.m. at the Fort Carson Elkhorn Conference Center.  Childcare is offered on site!  But hurry, space is limited.  For further information and registration, please contact 526-4590.


Infant Massage Class


Parents everywhere are discovering the joys and benefits of massage for their babies and for themselves.  Infant massage has been linked to increased bonding between parents and baby, as well as enhanced relaxation and longer sleeping patterns for baby.  This class is open to parents with infants.  Space is limited, so sign-up is required.  Call 333-5270 for more details.


Relationship Loss: A New Beginning


This class will explore various responses and offer practical guides to assist individuals in getting oneself to accept and enjoy life after a loss.  This is a five-week course.  This class is open to everyone.  Space is limited, so sign-up is required - 556-8943.
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Family Support Center


Classes


March-April 2001


APPLYING FOR FEDERAL SERVICE.  Mar 14th, 1130-1230.  A representative from the Civilian Personnel Office provides tips on how to correctly fill out your resume for Civil Service.


BUNDLES FOR BABIES.  Apr 17th, 1-3.  If you are a pregnant USAF active duty member or pregnant spouse of a USAF active duty member, you are invited to attend this class sponsored by HQ Air Force Aid.  Learn about budgeting for a baby and how to calm a baby.  All eligible personnel will receive a special gift, compliments of HQ Air Force Aid.  Dads are encouraged to attend!


CAREER MARKETING.  Apr 12th, 8-12.  A workshop on conducting an effective job search, writing a competitive resume, and interviewing effectively for a job.


ESTATE PLANNING SEMINAR.   Apr 20th, 1-4.  If you are interested in creating a personal financial plan and would like information about the following topics:  Wills, Net Worth, Managing Financial Well Being, Property Ownership, Transferring Property, and Life Insurance; plan to attend this informative seminar.  Carol Ann Walker, who is an Accredited Financial Counselor, will instruct.  No legal advice will be given.


[image: image1.wmf]GOING OVERSEAS.  Mar 14th  or Apr 11th, 8-9. This program assists families in dealing with a new language, customs, courtesies and lifestyle when preparing for a move to a foreign country.  Information on travel, phones, currency and voltage requirements are just a few of the subjects that will be addressed in the class.


SMOOTH MOVE SUMMARY.  Mar 14th or Apr 11th, 0900-0930.  Intended to provide information for spouses who did not attend the One-Stop Outprocessing Briefing.  A summary of useful information and handouts from relocation agencies are provided.


JOB ORIENTATION.  Mar 1st, 8th, 22nd, or 29th, or Apr 5th, 12th, or 26th, 1-2:30. This class gives a brief overview of information on the local job market and how the Family Support Center can help your job search.


PERSONAL FINANCIAL MANAGEMENT PROGRAM.    Mar 7th or 21st  or Apr 4th or 18th, 9-11.  All E-1 thru E-4s newly assigned to the Peterson Complex are given a class on checkbook maintenance, budgeting, credit buying, car insurance, and Colorado Economic information.


RESUME REVIEW CLASS.  Mar 28th  or Apr 16th, 9-11.  In order to take full advantage of this class, you MUST bring a draft copy of your resume.  The employment team will coach you on ways to improve your product in order to secure the job you have targeted.


SPONSORSHIP TRAINING.  Weekly classes are on Tuesdays from 0730-0830.  This training highlights sponsor responsibilities, relocation resources available both on and off base, and the effect that sponsorship has on the overall mission.  Training is required for all sponsors of military and civilian employees.  


Classes are held in the Family Support Center classroom, 135 Dover Street, Bldg. 350, Room 1016 (unless otherwise specified). To register, please call the Family Support Center at 556-6141 or stop by Rm 1016.  


DoD Regional Spring CAREER FAIR


Thursday, April 19, 2001


Colorado Springs World Arena


9:00 AM – 3:00 PM


Dress in interview attire


Bring several copies of your resume


No copier will be available


For more information call 556-6141
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