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.  RETIREMENT RUMORS RAMPANT, BUT UNTRUE ACCORDING TO OPM - A number of rumors regarding early retirement offers with extra benefits have been floating around lately, which is nothing new. And with the change of an administration, the number of rumors regarding early retirement, coupled with extra incentives, always escalates.  Here is the latest one. In an effort to ensure that all Civil Service Retirement System (CSRS) employees are gone by the end of 2003, there are (supposedly) bills currently moving through both the House and Senate that would encourage CSRS employees to retire, and provide real incentives to do so. Both involve the same basic premise: adding an additional five years to the employee’s actual amount of service, removing the penalty for being under age 55, plus providing a buyout of $50,000. Another version involves providing a more generous version of the “high-3” formula used in calculating the basic annuity.  However, before people start filling out their retirement applications, they should listen to this word of caution. An OPM spokesperson late Tuesday informed FedNews OnLine that there is no truth to these rumors - instead it is a often-circulated rumor that snowballs every month or so regarding retirement. He did go on to say, however, that there might well be retirement incentives for federal employees that could be put forth by the Bush Administration in the future. However, nothing is certain at the present time.

2.  VOLUNTARY LEAVE TRANSFER PROGRAM: (All Civilian Employees)
Civilian annual leave donations are needed for Ruth A. Parker, 305 Comptroller Squadron, McGuire AFB, NJ.  She is recovering from major surgery and is in need of donated leave.  Civilian annual leave donations are also needed for Larry Maxwell, 1110th United States Army Signal Battalion, Fort Detrick, Maryland. Mr. Maxwell has exhausted all his leave and is in Texas caring for his wife who has had complications from surgery.  POC:  Theresa Dickson, 21 MSS/DPCE, (719) 556-9231 or Theresa.Dickson@Peterson.af.mil <<mailto:Theresa.Dickson@Peterson.af.mil>>. 
3.  IMPLEMENTATION OF PERFORMANCE PLAN, AF FORM 860 (All Supervisors of Civilian Employees)
Supervisors are reminded to update, discuss and certify performance plans with employees by 30 April 01.  Both AFI 36-1001 and the Peterson AFB/AFGE Collective Bargaining Agreement (CBA) require supervisors to meet with employees to update and implement performance plans within 30 days of the beginning of each appraisal period.  The Air Force appraisal period runs from 1 April to 31 March each year.  The steps required to develop a performance plan are discussed in AFI 36-1001, paragraph 1.5.  The supervisor is responsible for maintaining the original performance plan in the Supervisors' Employee Work Folder (971 File) and providing a copy to the employee.  If an employee is assigned to an Air Force Core Personnel Document (COREDOC), this document should be used instead of creating a separate performance plan

At least one critical element addressing individual performance must be included in the performance plan, but more may be necessary (normally not more than 7). A critical element is a work assignment or responsibility of such importance that unacceptable performance on the element would result in a determination that an employee’s overall performance is unacceptable. NOTE: Non-critical elements are no longer permitted.  Therefore, non-critical elements in plans must be reviewed and eliminated, made additional elements, or modified to be critical (to include incorporation with a current critical element).  Additional elements may be included in the performance plan. They are a dimension or aspect of individual, team, or organizational performance that is not a critical element. These elements cannot be used in assigning a summary level rating of record, but are useful for communicating performance expectations. They may include, but are not limited to, objectives, goals, and other means of expressing expected performance.  A written standard is not required for an additional element.  Required items for performance plans, whether they are included as separate stand-alone performance elements or are incorporated as a portion of other elements, and the employees to whom they apply, are discussed at attachment 3 to AFI 36-1001.

Performance standards must be developed for each critical performance element, defining at least acceptable performance. They may address characteristics of performance such as quality, quantity, timeliness or work behaviors.

4.  Important Facts about Workers’ Compensation: (All Civilian Employees)
a.  It is important to report any injury you suffer at work to your supervisor by completing a Form CA-1.  The Form CA-1 must be filed within 30 days of the date of injury in order to receive continuation of pay (COP) for a disabling traumatic injury. COP may be terminated if medical evidence of the injury-related disability is not submitted to your employer within 10 workdays. YOU ARE RESPONSIBLE FOR ENSURING THAT SUCH MEDICAL EVIDENCE IS SUBMITTED TO YOUR SUPERVISOR.  For traumatic injuries, ask your supervisor to authorize medical treatment by issuing a Form CA-16 BEFORE you go to the doctor.  The CA-16 must be issued within one week of the date of injury .  

b.  If you feel you have a work-related occupational disease or illness, submit written notice of the injury to your supervisor by completing a Form CA-2.  Form CA-2 should be filed within 30 days of the date when you first realize the causal relationship between your work and the disease/illness. Any claim which is not submitted within 3 years will be barred by statutory time limitations unless the immediate superior had actual knowledge of the injury or death within 30 days of occurrence.

c.  All Workers’ Compensation forms can be obtained from your supervisor or the Injury Compensation Program Administrator located in the Civilian Personnel Flight, extension 6-7523.

5.  PAY INCREASE FOR FEDERAL WAGE SYSTEM EMPLOYEES (FWS)
Just a little background:  The Federal Wage System was developed to make the pay of Federal workers comparable to the rates paid by private industry for similar jobs in the local wage area.  The wage area for Peterson Complex FWS employees is the Southern Colorado Wage Area.  The pay plans (WG, WL, WS) cover most trade, craft, and laboring employees in the executive branch, but not Postal Service employees, legislative branch employees, or employees of private sector contracting firms.  The Office of Personnel Management (OPM) prescribes basic policies and procedures to ensure uniform pay-setting.  OPM specifies procedures for agencies to design and conduct wage surveys, to construct wage schedules, to grade levels of work, and to administer basic and premium pay for employees.  The Department of Defense (DOD) is the lead agency responsible for issuing FWS wage schedules.  

So where do I find the wage schedules? You can find the most recent wage schedules, which became effective 25 Mar 01, at www.cpms.osd.mil/wage <http://www.cpms.osd.mil/wage> <<http://www.cpms.osd.mil/wage>>.    Once you enter the web site, select Wage & Salary Division, then Appropriated Fund, and finally Wage Schedules, which will allow selection of the Southern Colorado Wage Area.  Voila! 
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.  Attached is a phone listing of all personnel in the PETERSOn CPF:  PLEASE NOTE THERE IS AN ADDITIONAL AUTO ATTENDANT (HOT LINE) NUMBER IN THE STAFFING SECTION THAT CORRESPONDS TO THE PERSONNEL IDENTIFIED ABOVE THE HOT LINE NUMBER.
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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.  Two separate sessions:  

31 Jul-1 Aug 01 & 18-19 Sep 01 (SEATS AVAILABLE) 

POC:  Beverly Sagapolutele, 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, 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. One session remaining this FY: 17-20 Jul 01  

(POC:  Beverly Sagapolutele, 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: TSgt Glenn 567-3722  or: > Glenn.John@Schriever.af.mil 

   ADDITIONAL SUPERVISORY TRAINING
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

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 
3.  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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