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. CIVILIAN READINESS:  A Key Employee is an incumbent of a CONUS position that cannot be vacated during war or national emergency without seriously impairing the mission; such employees have unique or scarce managerial or technical skills required by the wartime mission. Key positions are identified on the Position Description or Core Personnel Document.  Key employees are normally not Reserve members of the Armed Forces.  Supervisors should notify the Civilian Personnel Flight (CPF) when the Reserve category or military recall status of an employee changes.  Employees who are Reserve members of the Armed Forces have a responsibility to inform their supervisor about their Reserve category and any changes in their military recall status.  Leave of absence to perform duty with the uniformed services is normally processed as Leave Without Pay (LWOP-US) to enter the uniformed services.  Civilian employees, Reserve members, who are recalled to active duty should contact Ms. Beverly Sagapolutele at 6-7073, or the CPF, Workforce Effectiveness Section hotline at 6-4737.   
2. BLOOD DONATIONS  The Air Force encourages its employees to volunteer as blood donors without compensation.  An employee should be excused from work without charge to leave for the time necessary to donate blood or blood products, such as platelets or plasma, for recuperation following blood donation, and for necessary travel to and from the donation site.  The maximum excusable time should not exceed 4 hours, except in unusual cases.  

3. VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Ms. Kathy M. Lollar, 21CONS/LGCBA, Peterson AFB CO.  Ms. Lollar is recovering from gall bladder surgery.  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 <<<mailto:Theresa.Dickson@peterson.af.mil>>>.  POC 21 MSS/DPCE, Theresa Dickson.
4. VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Ms. La Nesa Howard, 10MDOS OL D/SGOMHF, Peterson AFB CO.  Ms. Howard underwent emergency abdominal surgery.  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 <<<mailto:Theresa.Dickson@peterson.af.mil>>>.  POC 21 MSS/DPCE, Theresa Dickson.
5. FEDERAL EMPLOYES RETIREMENT SYSTEM (FERS):  FERS is an outstanding three-tiered plan to provide secure retirement, disability and survivor benefits for employees and their dependents.  In addition to Social Security benefits as a base, FERS offers both an annuity that grows with length (1%) for each year of service of service and a tax deferred savings plan (TSP).  Employees pay less than one percent of salary to qualify for the annuity and are fully vested after five years of service and for disability benefits, after just 18 months.

6. FEDERAL HOLIDAYS:  Full-time federal employees are entitled to 10 paid holidays each year.  These holidays are listed by year on OPM’s web site at <http://www.opm.gov/fedhol/index.htm> .

7.AFPC WEB SITES ACCESS PROBLEMS    We have been notified of a Defense Information Systems Agency (DISA) block that has been placed on all incoming AFPC web site access from a .com, .net, and .edu source. This means our customers will not be able to access our web sites using the normal HTTP web addresses. While we do not know how long the DISA block will remain active, we have developed a workaround for our customers to continue to access our Web site and conduct business as usual. In order to access the following web sites, use the appropriate web address or URL as identified. Please note: in order to access these sites, you will need to have 128-bit encryption on your machine. 
Directorate of Civilian Personnel Operations Web site: <https://www.afpc.randolph.af.mil/dpc> 
Employment Web site: <https://www.afpc.randolph.af.mil/afjobs> 
Benefits and Entitlements Web site: <https://www.afpc.randolph.af.mil/afpcsecure> 
Please ensure the widest dissemination of this information and direct your employees to use the Civilian Employment automated telephone system, 1-800-997-4473 or in the San Antonio local area (210) 527-2377; BEST automated telephone system, 1-800-997-2378 or in San Antonio local area, (210) 527-2378, or access Web sites using the above-referenced URLs. 
8. 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. 

9. EMPLOYEE TRAINING
How to Become a Better Communicator 


   SkillPath

   15 OCT 01

(POC:  Theresa Dickson, <mailto:Theresa.Dickson@peterson.af.mil> 

10. CIVILIAN RETIREMENT SEMINARS: 

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  

(SEATS AVAILABLE)
11-12 OCT 01

PRE-RETIREMENT SEMINAR - FERS EMPLOYEES  

(SEATS AVAILABLE)
08-09 NOV 01
PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  

(SEATS AVAILABLE)
06-07 DEC 01

MID-CAREER RETIREMENT SEMINAR - FERS EMPLOYEES  
(SEATS AVAILABLE)
10-11 JAN 02

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  

(SEATS AVAILABLE)
07-08 FEB 02
(POC:  Theresa Dickson,mailto:Theresa.Dickson@peterson.af.mil

11. 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.  16-19 OCT 01, 22-25 JAN 02, (SEATS AVAILABLE)
(POC:  Beverly Sagapolutele,mailto:Beverly.Sagapolutele@peterson.af.mil 

12. 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.  09-10 APR 02 (SEATS AVAILABLE) 

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

13.  ADDITIONAL SUPERVISORY TRAINING
AF Supervisory Course                        (SEATS AVAILABLE)                  
20-22 FEB 02
(POC:  Beverly Sagapolutele,  <mailto:Beverly.Sagapolutele@peterson.af.mil> 
REPEAT 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.


[image: image1.wmf]01-13.doc


2. 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:


[image: image2.wmf]sf025600.frl


3. 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. 
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4. Civilian Personnel Management Course (CPMC) is now available in Computer Based Instruction (CBI) format.  The course is designed for new, first level supervisors and fulfills part of the mandatory training requirements for supervisors of civilian employees. The course is an updated version of the former Supervisor's Introduction to Civilian Personnel Management.  The Air Force Institute for Advanced Distance Learning will began shipping the course to registrants on 25 July,

2001.  Those interested in registering for the course can do so at the following website: <http://www.maxwell.af.mil/au/afiadl/>
_1063110462.unknown

_1063111225.bin

_1063110459.unknown

