CIVILIAN PERSONNEL NEWSLETTER
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.  
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>>

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>>
NEW ARTICLES

1.  AF SES 01-13; DIRECTOR, CONTRACTING; ELECTRONIC SYSTEMS CENTER; HANSCOM AFB MA; OPENS: 8 AUG  01; CLOSES: 7 SEP 01; CLOSING DATE EXTENDED: 28 SEP 01
The Director is responsible for formulating policy and providing acquisition management, direction, guidance, and control for all phases of contracting for systems acquisition, research and development, services and operational support activities at ESC.  Activities encompassing acquisition planning, business and contract strategies, and evaluation of solicitation offers in terms of promoting competition for large scale acquisitions for unique, unprecedented communication and electronic systems with performance periods extending over several years and an annual multi-billion dollar budget.  The incumbent is the principal focal point for the Commander regarding systems acquisition and contracting policy matters and oversees an assigned workforce of over 450 military and civilian personnel located at Hanscom AFB and six geographically separate units servicing product center programs and tenant activities.  The Director must be skillful in managing high priority issues of natio!

nal importance.  Additionally, the incumbent must possess the executive leadership ability and the professional stature to support and defend contracting and policy decisions at the highest levels of government and industry.
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2.  The next meeting for the Asian American/Pacific Islander (AAPI) Employment Program will be 12 Sep 01, 1500 hours, at the Peterson AFB MPF building's atrium.  These meetings are open to all interested Peterson complex (Peterson AFB, Cheyenne Mountain AFS, and Schriever AFB) civil service and military personnel.  One of our goals is to improve civilian employment opportunities for AAPI personnel within underrepresented occupational categories and help with progressions into upper mobility positions within the Federal employment market.  We also want to assist military AAPI personnel who will be retiring or separating and plan to pursue civil service employment.  Please feel free to join us each month, either to listen or to participate in the listed agenda for that particular meeting.  The committee wants your concerns/ideas.  For more information, contact Ms. Yong Sharp at 567-4501. 

3.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP).  Civilian annual leave donations are needed for a Peterson AFB CO employee.  Individuals wishing to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email at Theresa.Dickson @Peterson.af.mil ,( POC, 21 MSS/DPCE, Theresa Dickson.) 

4. LEAVE PROGRAMS. Annual and sick leave programs provide most employees with a total of (a) 13 days of sick leave each year (which accumulates without limit in succeeding years) and (b) 13, 20, or 26 days of annual leave, depending on years of service.  (A maximum of 240 hours may be carried over to the next leave year.)  Under expanded sick leave policies, employees may use up to 12 week of paid sick leave each year to care for a family member with a serious health condition.  In addition, an employee may use limited amounts of sick leave each year to care for a family member who is incapacitated by illness or injury, accompany family members to routine health care appointments, arrange for or attend the funeral of a family member, and for absences related to adopting a child.  (POC, 21 MSS/DPCE, Theresa Dickson, 6-9231).

5.  SCHEDULING ANNUAL LEAVE. Supervisors should establish annual leave schedules, in writing, by 15 February of each year (AFI 36-815, para 2.3.1). The OPM 71 or any other appropriate format may be used for this purpose.  This schedule will change, and should be updated throughout the year.   Supervisors should verify the established leave schedules not later than 30 August of each year, to ensure all employees are given a reasonable opportunity for a vacation and to use any leave they would otherwise forfeit at the end of the leave year.  Previously approved annual leave may be canceled only when the employee's absence would adversely affect workload or production.  When a request for annual leave cannot initially be approved, or is subsequently denied, then every effort should be made to reschedule the annual leave commensurate with the needs of the organization and the desires of the employee.  Employees have a responsibility to properly schedule and request leave.  Except in cases of emergency, annual leave must be requested by the employee and approved by the appropriate leave approving official in advance of the absence. Supervisors must ensure that all employees are informed of the procedure to be followed in requesting and obtaining approval of leave.  Supervisors should maintain employees’ leave schedules in their Supervisor’s Employee Work Folder (971 file).(POC, 21 MSS/DPCE, Theresa Dickson, 6-9231).

6.  (FOR BARGAINING UNIT MEMBERS AND SUPERVISORS OF BARGAINING UNIT MEMBERS) WEINGARTEN RIGHTS.  “Weingarten Rights" is the popular name given to a section of Federal Labor-Management Relations Statute formally known as Title 5, United States Code, § 7114 (a) (2) (B).  This provision reads as follows:

 " An exclusive representative of an appropriate unit in an agency shall be given the opportunity to be represented… at any examination of an employee in the unit by a representative of the agency in connection with an investigation if - (i) the employee reasonably believes that the examination may result in disciplinary action against the employee; and (ii) the employee requests representation." 

  Breaking down this provision, the following five conditions must all be present:


a.  The employee is a member of the bargaining unit;


b.  The employee is being questioned in connection with an investigation;


c.  The questioner is a representative of the agency (such as, supervisor, JA, IG, or OSI);


d.  The employee reasonably believes that the questioning may result in disciplinary action against him or her; and

e.  The employee requests his/her Union representative.

  If all of the conditions are present, the supervisor (or other agency representative) must stop the questioning immediately to give the employee a reasonable opportunity to arrange for a Union representative to be present.  After a reasonable delay to arrange for a representative, the interview may proceed.  Alternatively, the Employer may cancel the interview, or offer the employee the choice of continuing the interview without representation or having no interview at all.

  Some frequently asked questions regarding Weingarten rights:


a.
What is an "examination in connection with an investigation?"  Generally, it means a meeting in which employee is questioned regarding his/her own conduct, or the conduct of another where employee may have been somehow involved.  It includes all investigations conducted by an agency, including criminal investigations.  "Examination" means questions are being asked and information is being solicited.  Examinations do not include performance evaluation discussions, counseling meetings, “remedial” sessions, and meetings where discipline is announced.  An examination can be written, such as a memorandum or e-mail designed to elicit information and have an employee explain his or her conduct.  The employee's right to representation also applies to either a written or oral response.


b.  Does Weingarten apply to all employees?  No.  Only to members of the bargaining unit.  At Peterson AFB, this means any nonsupervisory Federal Wage System employees (WG/WL), and nonsupervisory firefighters (GS-0081). General Schedule employees (other than the firefighters mentioned), managers, and supervisors are excluded from coverage under the contract and the Statute. Non-unit employees are not entitled to representation.


c.  Do I have to pay dues to use Weingarten?  No.  All employees in the above positions are members of the bargaining unit, whether they are dues-paying members of the Union or not.


d.  What does "reasonably believes….may result in disciplinary action" mean?  That a normal person being asked the same questions could reasonably conclude that either: the questioner's purpose is to discipline the employee; or the employee's answers could reveal misconduct.


e.  What if the supervisor has no intention of disciplining the employee being questioned?  You can inform the employee of this, and the interview can proceed without waiting for a representative.  Granting immunity eliminates reasonable belief of discipline.  Of course, you then can't use the employee's answers to discipline the employee, even if his/her answers reveal misconduct. 


f.  Does the supervisor (or other representative) have to inform the employee of Weingarten before or during the interview?  No.  The only requirement is that employees must be informed of their Weingarten rights annually.  This article is fulfilling that requirement.


g.  Does the supervisor (or other representative) have to inform the employee of his/her rights to a representative before or during the interview?  No.  As long as the annual notification has been done, it's the employee's responsibility to request a representative.


h.   Does the employee have to specifically request his/her Union representative?  No.  A general request “to speak to a lawyer or someone to advise him” was found to be an effective request for union representation.  On the other hand, the employee does not have a right to demand a specific person.  The nearest available authorized representative may be used.


i.  Is this like Miranda warnings?  Not exactly.  After the employee has the opportunity to have a Union representative present, he/she must still answer the questions.  He/she cannot refuse to answer (or, of course, answer untruthfully).  Note that, if the investigation may lead to criminal prosecution, the employee must be given Miranda warnings as well, and the employee could refuse to answer under certain conditions.  Alternatively, the Employer could grant immunity from criminal prosecution, and require the employee to answer the questions.


j.  What are some of the rights and limitations on union representation in a Weingarten Meeting?  Though the meeting is not meant to become adversarial, the union representative can comment on the form of questions, help the employee express views, seek clarifications, and suggest other avenues of inquiry.  The employer may place reasonable limitations on the union rep’s role to prevent adversary confrontation, but aggressive behavior by management exceeding reasonable bounds would interfere with right to representation.  An employee also has the right not to be represented by the exclusive representative.  The meeting is not a forum for collective bargaining.  There is no duty to bargain with any union representative who attends an investigatory interview.  A union’s representational rights may not interfere with an employer’s legitimate interest and prerogative in achieving the objective of the examination, or compromise the integrity of the employer’s investigation. 


     k.  How long does management have to wait to continue the interview?  There is no set time limit.  However, when an employee fails to bring a representative after a meeting has been postponed several times to allow time to obtain a rep, the employer may continue the investigation (interview) without violating the law.
(POC for additional information is Mr. Loren Yukawa, DPCE, ext 6-4715) 

7.  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).   

8.  SELF IDENTIFICATION OF DISABILITY - People with disabilities are the most underemployed minority group in our country.  The Air Force, along with other federal agencies, has a renewed commitment to employing people with disabilities.  To evaluate local and agency progress toward this goal, we must rely on data provided by individual employees on the Standard Form SF256, Self-Identification of Handicap.  The accuracy of data gathered through the self-identification approach has a direct and substantial impact on program planning.  This information is used for assessment and reporting purposes only and the privacy of this information is strictly guarded.  The disability status of individual employees is never revealed to anyone who does not have a need to know.

Over time the disability status of people can change.  People who previously indicated themselves as not disabled may become disabled or the nature of an individual’s disability can change from less to more severe.  Some people are not comfortable accurately identifying their disability.  We encourage all employees to submit a SF256 to ensure data maintained is correct.  If you have any questions concerning your current or proposed disability coding  please contact the People With Disabilities Program Coordinator, Angie Horn at 6-4703.  Hazel Lowe, Chief EEO Counselor, is also available to advise you at 6-7564.  Forward a corrected SF256 to angeline.horn@peterson.af.mil <mailto:angeline.horn@peterson.af.mil> .

Here is a copy of the SF256 FormFlow file:
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9. AF SES 01-14 VACANCY ANNOUNCEMENT; DEPUTY COMMAND CIVIL ENGINEER; HEADQUARTERS AIR FORCE MATERIEL COMMAND; WRIGHT-PATTERSON AFB OH; OPENS: 29 AUG 01; CLOSES: 28 SEP 01

The Deputy Command Civil Engineer is the principal assistant to the Command Civil Engineer and advisor to the Commander of AFMC on all matters concerning civil engineering, to include direct oversight of two of the three product lines for the Installation and Support Mission Area (I&SMA).  The Deputy Command Civil Engineer ensures all AFMC military civil engineers are fully prepared for worldwide deployment.  Develops and executes policy, plans, and programs to operate and maintain a $45 billion physical plant, the largest for an Air Force Major Air Command.  Acquires new and replacement facilities to support AFMC missions at 11 major AFMC installations, 9 government owned, contractor operated (GOCO) plants, and where AFMC units are tenant organizations.  Directs all AFMC environmental protection programs, representing over 40 percent of the Air Force environmental budget.  Oversees and manages Foreign Military Sales (FMS) facility acquisition and construction programs for!

the United States Air Force.  The Deputy Command Civil Engineer is authorized to decide all civil engineer matters, to state civil engineer positions over his/her signature, to commit resources and manage assigned Air Force resources, and to oversee and evaluate AFMC strategic civil engineer decisions. 

[image: image3.wmf]01-14.doc



[image: image4.wmf]
10. TO BE OR NOT TO BE AN SCPD (Standard Core Personnel Document)? 

The Classification Staff of the Air Force PersonnelCenter works diligently to create SCPDs for use Air Force wide.  The use of SCPDs is mandatory.  HQ USAF/CV Memo, Streamlining Civilian Personnel Management, dated 30 Sep 96, states, in part, “It is in the best interest of the Air Force to maximize use of the SCPDs.”  As we all know, it would be impossible to standardize every job Air Force wide, however, the ultimate Air Force goal is to place as many common positions as possible on standardized core documents.

We have received many questions from supervisors/managers on the process of implementing applicable SCPDs.  Here’s some answers to your main concerns:

Q:  When is it appropriate to implement an SCPD if an applicable one is available?

A:  Use of applicable SCPDs is required when a Personnel Action Request (PAR) is submitted for any of the following actions:  Establishment of a New Position, Position Review, Recruitment/Fill, Reassignment, Reorganization, or Identical-Additional positions to any of the above.  

Q:  Will the classification process be faster if I use an SCPD?

A:  Absolutely!  Since you won’t have to draft the core personnel document (CPD), the Position Classification Specialist will be able to focus time on ensuring that the duties of the position are appropriately described.  Less time on rewriting/reformatting/correcting the drafted CPD will promote classification consistency and will in turn expedite the recruitment process.  Remember, SCPD’s are classified documents with established title, series, grade and skills.
It’s important to note, however, that the use of an SCPD does not relieve the supervisor or servicing classification specialists of the responsibility to ensure the SCPD accurately describes the position under review.

Q:  Can I make modifications to an SCPD to more appropriately fit my organization?

A:  Since SCPDs are designed to represent typical work situations, you may find them to be more generic than individually prepared position descriptions.  While major editing of SCPDs in not encouraged, minor changes may be made to fit local requirements.  Changes should not be made that will affect title, pay plan, series, grade, or recruiting factors.  Your Position Classification Specialist will assist you in making the determination of the impact of your changes.  

To find the perfect SCPD for your organization go to the SCPD Library at:

<<http://www.afpc.randolph.af.mil/palacecompass/SCPD/ofint1.htm>>
Q:  What if an SCPD is not available and I need to revise the current PD/CPD?

A.  If an SCPD is not available for your use and a Position Description (PD)/CPD needs revision, you may access the applicable template to create a CPD at:

<<http://www.afpc.randolph.af.mil/permiss>>
To get to the templates from this address do the following:

Click on “Civilian Subject Areas”

Click on “Position Management/Classification Program”

Click on “Core Personnel Document Template (FES Format)” for General Schedule work OR

Click on “Core Personnel Document Template (Narrative Format)” for Trades and Labor 

Work.

This address will also provide you with good and in-depth classification information (e.g. Classification Standards information, instructions on preparing a Core Document, Appeals, etc.)

Q:  As a supervisor/manager is there a tool available to assist me in writing an appropriate CPD?
A.  Many times during the revision of a position description it’s helpful to address the applicable classification standard.  You may access the classification standards at:

<<http://www.opm.gov/>>
Click on “Classification” under the Quick Index

Click on either “General Schedule Documents” OR Federal Wage System Documents” 

depending on which is applicable

Click on either “GS Position Classification Standards” OR “FWS Job Grading Standards”

It is important to remember that the use of SCPDs is appropriate only if the document accurately describes the local work situation.  SCPDs are not intended to upgrade or downgrade existing positions, but rather to describe positions as they currently exist across the Air Force.  

Questions should be addressed to your servicing Position Classification Specialist.  If you are unsure who your servicing specialist is, call 556-8050 for this information.
REPEAT ARTICLES
1.  Military Personnel Managers Course (MPMC) Offering.  Do you supervise military personnel?  Want to enhance your knowledge regarding EPRs/OPRs, military decorations, awards packages, and bullet statements (and much more)?   The next MPMC is scheduled on 18-19 September for civilians who supervise military personnel.  The course is a mandatory requirement for civilians who supervise military personnel. Each participate receives a 52-page MPMC Manual with handouts, pertinent  references and other valuable supervisory resources.  This is the last MPMC to be offered this FY.  Sign up now with  Ms. Beverly Sagapolutele at ext 6-7073:
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