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.  THRIFT SAVINGS PLAN (TSP) OPEN SEASON (15 MAY-31 JULY)
Five major changes are effective this open season as noted below.  Employees are encouraged to make their desired contribution changes early since elections submitted prior to July will be effective the pay period beginning 1 July.

a.  There is a new method for making contribution changes.  Beginning with this Open Season, employees will ONLY use the BEST automated systems to start, change, or terminate the amount of biweekly contributions they wish to make.  Do this by accessing the BEST web site at <http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm> or by calling the automated telephone system at 1-800-997-2378.

Changes in the allocation of employee's current and future TSP contributions among the different TSP funds must be made by accessing the TSP web page at <http://www.tsp.gov> or by calling the automated Thriftline at 1-504-255-8777.  Effective 1 May, moving funds between investment accounts can be made as often as an employee desires.

b.  Two new investment funds are now available, the Small Capitalization Stock Investment (S) fund and the International Stock Index Investment (I) Fund.  Information regarding these new investment funds can be obtained from the TSP Service Office web site at <http://www.tsp.gov> .

c.  Investment limits are increased starting with this Open Season.  The limit for FERS employees is now raised to 11% of biweekly pay and the limit for CSRS employees is now raised to 6% of biweekly pay.  These limits will increase by another 1% in the Autumn Open Season, starting 15 November, and each Autumn Open Season thereafter, until the limits hit 15% and 10% respectively.  Effective with the 2005 Autumn Open Season, TSP percentage limits will be abolished.  However, the IRS limit on how much an individual may invest in tax-advantaged plans like the TSP ($10,500 this year) will still apply, regardless of the phase out of percentage limits.  IRS limitations will then become the controlling factor after the 2005 Autumn Open Season.    
d.  Newly hired and rehired employees are now eligible to participate in the TSP with no waiting period.  While FERS employees will not be eligible to receive the agency's one percent or matching contributions until they have satisfied the normal waiting period (typically six to twelve months) their own contributions start working for them immediately. 

e.  Beginning 1 July, employees may transfer (rollover) funds into their TSP account from 401(k) plans and other qualified retirement plans established by their previous employer(s) or from conduit Individual Retirement Accounts (IRAs).  Rollovers from a regular IRA, mutual fund, or savings account are not permitted.  Information regarding these transfers is available on the TSP Service Office web site at <http://www.tsp.gov> or by calling 504-255-6000.

 2.  USING DEPARTMENT OF LABOR FORM FOR MEDICAL DOCUMENTATION
Employees may use Dept of Labor (DOL) Form WH-380 to provide supporting medical documentation for FMLA and Sick Leave to Care for a Family Member with a Serious Health Condition.  The employee should provide this form to the health care provider, to be returned to the employee, and then provided to the Civilian Personnel Flight/ DPCE.  This recommendation will be included in the next Interim Change (IC) to AFI 36-815.  The form can be found at  <http://www.dol.gov/dol/esa/public/regs/compliance/whd/fmla/wh380.pdf> , or by accessing the OPM web site at <http://www.opm.gov> and click on the Pay and Leave button and then on the leave administration sub-button.
3.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP);  Civilian annual leave donations are needed for Mr. Donald L. Poulin, assigned to 21 SV/SVB, Peterson AFB CO.  Mr. Poulin recently had surgery for lung cancer and is undergoing medical treatments.  Individuals wishing to donate annual leave or wishes additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email at http:Theresa.Dickson@peterson.af.mil.

4.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP);  Civilian annual leave donations are needed for Ms. LaNesa Howard, assigned to 10 MDOS/SGOMHF, Peterson AFB CO.  Ms. Howard recently gave birth and needs postpartum recovery time.  Individuals wishing to donate annual leave or wishes additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email at http:Theresa.Dickson@peterson.af.mil.

5.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP);    Civilian annual leave donations are needed for Ms. Joan L. Ronda, an employee assigned to the 81st Comptroller Squadron, Kessler AFB.  Ms. Ronda is suffering from a serious medical condition, requiring an extended leave of absence.  Individuals wishing to donate annual leave or wishes additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email at http:Theresa.Dickson@peterson.af.mil.

6.            
[image: image1.wmf]“HELLO PERSONNEL, I’D LIKE TO PROMOTE MS. SANDY BEACH, SHE’S DOING SUCH AN OUTSTANDING JOB!”
Isn’t this exactly what you’d like to do as a manager or supervisor of an outstanding employee?  Certainly the employee is more than capable.

Let’s examine some of the areas that are generally misconstrued as being grade-controlling aspects of a job.  


Position-to-position comparison.  For example, you may know another employee in another organization or at another base who has the same title and series, and seems to be doing the same duties AND at a higher grade.  But, in reality, you don’t know.  Each position must stand on its own merits by comparison to classification standards and guides, not to other positions in other locations.  Your position may not have the same duties or have the same responsibilities.  


Volume of work.  A big misconception is that the more work you have, the higher graded your position should be.  If that were the case, we’d all be GS-15s.  However, more of the same work does not mean a higher grade.  In other words, more GS-5 work is still a GS-5.  The work must be evaluated against the classification standards.  


Length of service.  Although an employee has been in a position for a very long time, it does not mean that the complexity and responsibility of the position has increased to merit a higher grade.


Scarcity of new employees.  Some positions are just hard to fill.  In fact, there may be very few candidates available to refer to a supervisor.  Part of it could be the low grade level and lower salary.  But if the duties dictate the lower grade, no change can be made.

Unusual qualifications.

Now let’s look at some of the grade-controlling aspects that do matter:


Levels of knowledge, skills and abilities required and used in doing acceptable work in the position.


The authority the employee has for making final decisions and commitments about the work in the office.


The nature of the assignment; the difficulty in identifying what needs to be done; and the difficulty and originality involved in performing the work.


How the work is assigned; the employee’s responsibility for carrying out the work, and how the work is reviewed.


How much help is available from regulations, manuals, written instructions, etc.?  To what extent must the employee figure out new ways of doing things?


The purpose of the work, and the impact of the work product or service.  What is the ultimate goal to be achieved in the position?  Who or what benefits from the employee’s work?


How important and difficult are personal contacts with people outside of the office?

Classification of positions is regulated by law.  Any upgrade of a position must meet criteria set out in the law and guided by Position Classification Standards published by the Office of Personnel Management.  You can view the classification standards at www.opm.gov/fedclass and click on General Schedule Documents or Federal Wage System Documents.  Contact your Classification Specialist if you have any questions.

   REPEAT ARTICLES  

1.  CERTIFICATION OF PERFORMANCE WORKPLANS
Supervisors and employees are reminded to discuss, update (if necessary), and certify performance workplans within 30 days of the beginning of the rating period (i.e., NLT 30 Apr 01) or within 30 days of an employee's assignment to a new position.  If an employee is assigned to a Core Personnel Document (AF Form 1003), there is no need to create a separate performance plan.  The rating official, reviewing official and employee can simply certify the first page of the document.  A copy of the plan should be provided to the employee and the original is filed in the Supervisor's Employee Work Folder (i.e., 971 file).

2.  UPDATE ON PERFORMANCE APPRAISALS AND AWARDS
Performance appraisals, time-off awards (TOA), and cash performance awards will be effective on 1 Jun 01.  The effective dates of quality step increases (QSI) will vary.  Generally, QSIs become effective the pay period following approval; however, some exceptions may apply.  For instance, if an employee did not have the "highest performance rating" last year, their QSI will be effective on 1 Jun 01.  In addition, the effective date of a QSI can be delayed up to 4 pay periods to give the recipient the greater pay advantage.  

3.  IMPORTANT INFORMATION ON THE USE OF TIME-OFF AWARDS (TOA)
A TOA granted in conjunction with an annual performance appraisal becomes effective on 1 Jun 01.  Supervisors and employees are reminded to schedule the use of a TOA within 90 days of this effective date.  Employees must use a TOA within 1 year of the effective date or they forfeit it!  A TOA cannot be converted to a cash payment and does not transfer to another DoD component or another federal agency. 
4.  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. 

5.  MILITARY Personnel Management Course (mPMC) - 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, <mailto:Beverly.Sagapolutele@peterson.af.mil>  


 -  

6.  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,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: TSgt Glenn 567-3722 or > <mailto:Glenn.John@Schriever.af.mil>
7.   ADDITIONAL SUPERVISORY TRAINING
Conflict Management & Confrontation Skills         PryorResources
  9 Jul 01

Creating Optimism in the Workplace                   PryorResources
20 Aug 01

(POC:  Beverly Sagapolutele, <mailto:Beverly.Sagapolutele@peterson.af.mil>
8.  CIVILIAN RETIREMENT SEMINARS:
PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  (Full, call for waiting list) 12-13 JUL 01

(POC:  Theresa Dickson,mailto:Theresa.Dickson@peterson.af.mil
9.  ADDITIONAL EMPLOYEE TRAINING
Business Writing Basics/Tongue & Quill*


SkillPath

11 Jun 01 (Full, Call for Waiting List)
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, <mailto:Theresa.Dickson@peterson.af.mil>
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