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.
NEW ARTICLES
1. TWN:  Questions and Answers:  Q:  In the AF TWN Implementation Information Manual there is a sample verifier letter.  This letter states, "Employee data will be provided for the current year plus two-years prior." Need confirmation that the service does provide current + 2 years prior.  A:  TWN does provide employee data for the current year plus 2 years prior.

Q.  What role does FM play?  Has the FM community been brought in the loop on this since it is actually our civilian pay offices that receive many of the requests for salary information?  I'm worried that even though our CPFs are directing employees to use TWN, Civ Pay will continue to process the salary info requests.  Have they received instructions through the FM channels?  A:  The decision to use TALX for salary and employment verification was driven by a DFAS-HQ/FMP  Memorandum of 23 Apr 99 to the Army, Navy, Air Force, and CPMS which stated that DFAS would no longer provide salary and employment verification.  We were told that at some bases DFAS was still performing this function while at others they were not.  I do not believe this was coordinated with FM (at this level) since DFAS determined that "the responsibility for completing these forms lies with the employing agency."  I see no problem with you discussing it with your FM folks.  We (Air Staff) even had some FM folks attend the VTC training on TALX. 

Q.  I know that it is planned to include a statement about TWN in the remarks section of the LES once TWN is operational for all employees.  I am not at all familiar with the process of including a statement on the LES.  I'm assuming that it is not possible to add a remark (tailored to a specific base) to the LES.  For example, just add the remark to those employees serviced by Peterson, CPO code: 6X.   Once TWN is operational for all employees, who is responsible for the reminders on the LES?  Will MAJCOM or bases be involved in that process?  A:   We were advised by DFAS that there is no way to modify the remark on the LES or to exclude some employees.  The MAJCOMs or bases will not be responsible for the reminders on the LES.  We (DoD) will work directly with DFAS for the initial remark as well as periodic reminders.  We plan to include the remark on the LES beginning in July provided all bargaining has been completed.  

Q.  What is status of training video?  A:  MAJCOM two copies of the training video and is getting additional copies made for each installation.  As soon as it is received we will make it available to all employees.  

2. PRESIDENT REVOKES RECENT ERGONOMICS MEASURE - President Bush signed a measure Tuesday that revokes recently passed workplace ergonomics rules that were signed by President Clinton near the end of his presidency, according to published reports.  Federal unions had backed the measure signed by Clinton that was aimed at preventing carpal tunnel syndrome, tendonitis and other health problems stemming from repetitive motion. Businesses balked at the initial proposal that was first recommended by the Occupational Safety and Health Administration and later signed by Clinton.  However, the OSHA proposal could be incredibly expensive to many organizations, according to The Wall Street Journal. In previous editions, The Journal quoted cost estimates for the program at $4.8 billion a year for OSHA; $125.6 billion a year for the Employment Policy Foundation; and $20 billion initially and more than $5 billion a year for United Parcel Service - double the company’s annual net income.  Both the American Federation of Government Employees and the National Treasury Employees Union endorsed the OSHA proposal and Clinton’s signing of the proposal.  However, Tuesday afternoon the newly passed rules were ruled out as Bush signed the policy into law repealing the new workplace safety regulations - saying that they posed “overwhelming compliance challenges for businesses,” he said.  “There needs to be a balance between and an understanding of the costs and benefits associated with Federal regulations. In this instance, though, in exchange for uncertain benefits, the ergonomics rule would have cost both large and small employers billions of dollars and presented employers with overwhelming compliance challenges. Also, the rule would have applied a bureaucratic one-size-fits-all solution to a broad range of employers and workers -- not good government at work,” Bush said in a statement issued by the White House Press Office.  Bush asked Labor Secretary Elaine Chao to come up with a cheaper way to address workplace safety, according to reports.

3. Information received from FEDweek, Wed, 28 Mar 01:  Earlier TSP Participation Allowed:  The rules, published in the March 26 Federal Register, also formalize the new policy of abolishing the periods that newly hired or rehired employees must wait before making investments in the TSP. All employees currently in waiting periods will be able to begin participation during the open season that starts May 15. Anyone hired after July 1 will have 60 days to begin participation; those who miss that deadline will have to wait until the following open season.  The rules leave untouched, however, the policy that agency contributions for employees in the FERS retirement system don’t start until the traditional waiting periods have elapsed, meaning a wait of up to nearly a year.  Transfers also to Be Allowed:  The rules also put into place the new authority to transfer money into the TSP from 401(k) plans and similar tax-favored retirement savings vehicles, as well as from “conduit” individual retirement accounts set up to hold such money after leaving the employer sponsoring such plans. A new form TSP-60, Request for a Rollover into the TSP, will be available, effective July 1. Transfers into the TSP from another type of IRA will continue to be prohibited, though.  Specific questions may be addressed to the Air Force Personnel Center (AFPC), Benefits and Entitlements Servicing Team (BEST), 1-800-997-2378.

4. Peterson AFB Complex Special Emphasis Programs:  The Special Emphasis Programs consist of the Black Employment Program (BEP), Hispanic Employment Program (HEP), Federal Women’s Program (FWP), People with Disabilities Employment Program (PDEP), Asian American/Pacific Islander Employment Program (AA/PIEP) and the American Indian/Alaskan Native Employment Program (AI/ANEP).  They are established at Air Force installations to assist in the development of affirmative employment initiatives and address the problems and concerns of underrepresented groups in the work force.  The committee members develop recommendations to enhance personnel processes affecting the recruitment, selection, utilization, training and advancement of underrepresented groups.  The Program Managers at the Peterson AFB Complex are as follows:  

FWP: Karen Fiorillo, USSPACECOM/J2,  Karen.Fiorillo@Peterson.af.mil  

BEP: Joyce Harrison, 2 SOPS/CC, Joyce.Harrison@Schriever.af.mil 

AA/PIEP: Yong S. Sharp, 50 OSS/OSOG, Yong.Sharp@Schriever.af.mil 

HEP: Jesse W. Mayo, 3 SOPS/MAFV, Jesse.Mayo@Schriever.af.mil 

PDEP: Sharron L. Merrifield, 21 MSS/DPCS, Sharron.Merrifield@Peterson.af.mil   

Each of the Special Emphasis Programs is recruiting individuals participate in committee activities.  Request all interested employees, both military and civilian, contact the respective program manager.  

5. CALLING INTO THE CIVILIAN PERSONNEL FLIGHT:  We are asking for your assistance when calling our office.  Please allow us time to respond to you.  We all try to return our calls within 4 hours, and with few exceptions, will return your call in 24 hours.  However, we cannot return your call if you do not leave a message on our voice mail!!!  Sometimes people call in and do not leave a message…frustrating for both you and us!  We also have had individuals call, leave a message, immediately call someone else and leave another message.  Ultimately, we have two people working to answer the same question for the same individual, which as we all know, is very counterproductive.  I’m sure it’s as confusing for you as it is for our staff.  If, however, you call, leave a message, and DO NOT get a return call within 24 hours, please call the section chief and give him/her the specifics, and we will ensure that your call is returned.

6. CASE LAW:  REMOVAL FOR ALTERING EMPLOYEE EVALUATION - Supervisors should spend time to prepare for performance reviews, and do it right the first time.  An Army supervisor met with her subordinate for a midpoint evaluation.  Following the meeting, each initialed the midpoint evaluation document.  At some point later, the supervisor added to the midpoint evaluation document that the employee “agrees to improve working relationship with supervisor.”  At the employee’s annual evaluation six months later, the supervisor rated the employee “less than fully successful” in several areas, including the area of failing to improve the working relationship.  It came to light that the supervisor had altered the midpoint evaluation to the disadvantage of the employee, who was not aware of that performance expectation.  The Merit Systems Protection Board affirmed the Army’s removal of the supervisor for falsifying a government document with the intention to mislead the agency, and the Court of Appeals for the Federal Circuit affirmed.  The lesson learned for managers is to make sure you prepare thoroughly for midpoint and annual evaluations.  The rater will probably want to create a checklist of items to review and make sure all issues are covered during the evaluation.  See CHAMBERS v. ARMY, U.S. Court of Appeals for the Federal Circuit, 00-3265, March 9, 2001.
7. PPI TRAINING  Wednesday, April 25, 2001 8:00 AM-10:00 AM is the next PPI Intro Class offering. Ms Pat Loftus of CPF fame will again be our distinguished instructor. Contact Pat directly to enroll. Pat.Loftus@peterson.af.mil
8. GI MAIL.  > Procedures for employees to obtain a > free E-mail account for registration purposes via the AFPC Secure Website > Login has changed.  

> > As you all know, employees accessing any of the AFPC web applications, to > include the Employee Benefits Information System (EBIS), also referred to > as the web automated system, are required to establish a User-Id and > password.  To do so, they must have a valid E-mail account.  Prior to this > point, our procedures referred employees who did not have an office or > home E-mail account to establish a “Hotmail” account for registration > purposes.  However, there is a move from the Security personnel that will > prohibit AF members from using hotmail for Official business.  The reason > for this is because folks were using the hot-mail type accounts while on > TDY, auto-forwarding their normal E-mail traffic to that account, > resulting in sensitive information being sent across the Internet without > the normal US government security measures.                                        

> We believe we have found a better work around.  Recently, we learned there > is a service called “GIMail” which allows AF members to create an E-mail > account.  Employees who do not have an E-mail account can establish one > via https://www.gimail.af.mil.  At the site, there are instructions for > creating an account, and several phone numbers, e-addresses, etc., for > more information.  This program has actually been in existence for some > time.  If an employee can get to the Web, they can use the mail service; > and since it’s run by the Air Force, the restriction against using a > “personal” Web mail account doesn’t apply.  There is just one thing an > employee needs to remember -  All E-mail, including E-mail for active > accounts, automatically expires in 90 days. In addition, all accounts > which are not accessed for 90 days are automatically deleted. Basically, > employees creating a GIMail account will need to establish a new one when > their account expires.  They will follow the same procedures.  > 
REPEAT ARTICLES
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.  MILITARY Personnel Management Course (mPMC) - THIS IS A NEW OFFERING. This course is designed for civilian supervisors of military personnel.  The course provides background information and an understanding of applicable military personnel rules and regulations needed to effectively carry out supervisory/management responsibilities.  Subject areas covered include Expeditionary Aerospace Force (EAF), Promotions/Recognition, Officer Performance Reports /Enlisted Performance Reports (OPRs/EPRs), Leave Management Program, Professional Military Education (PME), Discipline/Standards, Retention Issues, Mentoring, Weight & Management Program and Military Administrative Issues.  Three separate sessions:  

10-11 Apr 01; 31 Jul-1 Aug 01 & 18-19 Sep 01 (SEATS AVAILABLE) 

POC:  Beverly Sagapolutele, Beverly.Sagapolutele@peterson.af.mil <mailto:Beverly.Sagapolutele@peterson.af.mil>.

2.  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, # 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 <mailto: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 <mailto:Beverly.Sagapolutele@peterson.af.mil>  

This > course is also offered at Schriever AFB (OSF), Bldg. 210 Rm. 214, from 0800 to 1600  on 12 - 15 Jun 01.  > POC for enrollment and additional information is: > Glenn.John@Schriever.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 <mailto:Beverly.Sagapolutele@peterson.af.mil> 
ADDITIONAL EMPLOYEE TRAINING
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 <mailto:Theresa.Dickson@peterson.af.mil> 
3.  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. 
4. VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Ms. Nancy Johns, a Pope AFB employee, assigned to the 43d Communication Squadron.  Ms. Johns has been diagnosed with a Cerebral Aneurysm and is in need of an indefinite number of hours of donated leave.  Individuals wishing to donate annual leave or additional information, please call the Civilian Personnel Flight, Workforce Effectiveness Section,  ATTN:  Theresa Dickson at 556-4737 or email at 

Theresa.Dickson@peterson.af.mil <mailto:Theresa.Dickson@peterson.af.mil> 
5.  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. 

 

