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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 questionnaire 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. INFORMATION FROM AFPC/BENEFITS & ENTITLEMENTS SERVICING TEAM (BEST):  Beginning with this newsletter, we will no longer mail paper copies to employees.  We will automatically forward the newsletter via E-mail to employees who have subscribed to the BEST Newsletter Subscriber Service.  The Subscriber Service allows us to reduce printing and postal expenses, shorten the newsletters, distribute them quarterly, and provide more timely information.  The response to our subscription service has been very good but with approximately 138,000 employees serviced by BEST, there are many who are not benefiting from this excellent source of benefits information.  As you are the best gauge of your work force, please make further distribution as you see necessary, for example, forward to organizational liaisons to distribute electronic/hard copies as necessary, have supervisors download a paper copy for employees without internet access, post on official bulletin boards, and forward to orderly rooms for distribution. 
Those employees who do not have a computer or Internet access, can obtain our newsletter via the BEST telephone automated system fax-back.  Employees dial the BEST Employee Line number (1-800-997-2378 or commercial 210-527-2378 if calling within the San Antonio TX area), select menu option "6" for fax-back documents, and then request document # 6002 for the August 2001 Newsletter.  
The newsletter is also available on the BEST homepage at http://www.afpc.randolph.af.mil/dpc/BEST/newsletters.htm.   Employees will need Adobe Acrobat Version 4.0 to view the newsletter.  We have provided employees with information on how to obtain the most current version of Adobe on the same web site.
Employees can subscribe to the BEST newsletter by accessing our home page at http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm and click on "Newsletter Subscription Service".  The attached newsletter contains more specific information about signing up.  

We look forward to sending you our next newsletter in November 2001 -- just before the Federal Employees Health Benefits and Thrift Savings Plan Open Seasons!  (Cindy Birge, Chief, Special Operations Division Air Force Personnel Center 

2. EMERGENCY-ESSENTIAL AND KEY POSITIONS


In light of the recent world events, questions have arisen regarding Emergency-Essential (E-E) and Key Positions and how the designation of E-E or Key affects you - the employee.  This article will define each term, explain how a position is designated as E-E or Key, and what affect this designation has on a position.  

E-E or Key positions are part of the Civilian Readiness (Mobilization) program which is the program used to ensure a sufficient number of qualified Air Force federal civilian employees are available to meet worldwide mission requirements during periods of national emergency, mobilization, war, military crisis, or other contingency. 

E-E Position Information

An E-E civilian position is located overseas or one that could be relocated overseas during a crisis situation, or which requires the incumbent to perform temporary duty assignments overseas during a crisis in support of a military operation.  The position ensures the success of combat operations or supports essential combat systems after a mobilization, evacuation order, or other military crisis.  The position cannot be converted to military because it requires uninterrupted service in support of combat operation, or because the position maintains and repairs essential combat systems.

Designating a position as E-E is done by a functional manager at the organizational level during operational plan (OPlan) development.  The functional manager must follow instructions in Air Force Instruction 36-507, 21 July 1994, as well as DoD Criterion when appointing a position as E-E.

The specific contingency duties, responsibilities, and physical requirements of each E-E position are documented on the appropriate Position Description (PD), Core Personnel Document (CPD), or Standard Core Personnel Document (SCPD).

Once a position is identified as E-E, the employee in the position must accept the E-E conditions of employment and sign an agreement to that affect.  These conditions may include:


Performing temporary duty or relocating to duty stations in overseas areas.


Continuing to work in overseas areas after non-E-E US citizens evacuate the area.


Working in the E-E position during a crisis until proper authority relieves them.


Taking part in readiness exercises.


Unavailability for military recall.  Employees in military recall status must be removed from that status.

If the employee declines to sign the E-E agreement, the Civilian Personnel Office, in conjunction with management, must reassign the employee to a non-E-E position without loss of grade or pay, as soon as possible.

Note:  There are no civilian positions at Peterson Complex (e.g. Peterson, Cheyenne Mountain, Schriever) that are designated as E-E positions.

Key Position Information

A Key civilian position is a federal civilian position in the United States or US territories that must be filled during a national emergency or mobilization, and which, if vacant, would seriously impair the functioning of a federal agency or office.

Designating a position as Key is done by the organizational manager during Base-Level Assessment.  Criteria for designating Key positions are:


Employees cannot vacate these positions during national emergencies without seriously impairing the capability of the Air Force to function effectively.


Employees occupying these positions must have unique or scarce managerial or technical skills that the wartime mission requires.


The position would be very hard to fill after mobilization.


No alternative arrangement is available that will fulfill these functions during a mobilization.

The criteria for designating Key employees are:


The employee has unique or scarce managerial or technical skills that the wartime mission requires.


The employee would be very hard to replace during a mobilization.


No other qualified employee exists who could assume the Key position during a mobilization.


You cannot reassign the incumbent to a vacant “non-Key” position or locate an eligible replacement who is not subject to recall.

In the performance of duties during a Contingency, management would request removal of the Key employee from any military mobilization obligation and arrange for Key employees to perform in Key positions throughout the contingency.  

It will state on the PD/CPD/SCPD of Key positions that “This is a Key Position.  Incumbents must be removed from their military recall status if alternatives for filling the position during an emergency are not available.”

Note:  There are approximately 70 civilian positions within Peterson Complex that are designated as Key.

For further information, you can access Air Force Instruction 36-507 or contact your Position Classification Specialist at 556-5729. 

3.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for the following employees. 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.
 Ms. Kathy M. Lollar, 21CONS/LGCBA, Peterson AFB CO.  Ms. Lollar is recovering from gall bladder surgery.  
 Ms. La Nesa Howard, 10MDOS OL D/SGOMHF, Peterson AFB CO.  Ms. Howard underwent emergency abdomenal surgery.  
 Mr. Thomas D. Morris, USSPACECOM, J2FPD, Peterson AFB CO.  Mr. Morris suffered two broken arms when he fell off a ladder.  
 Ms. Marsha Crisman, Hq USSPACECOM/J33, Peterson AFB CO.  Ms. Crisman is undergoing chemotherapy treatment.  
 Ms. Sandra Dorman, Preparatory School, USAF Academy CO.  Ms. Dorman is undergoing chemotherapy treatment.

4. REMINDER:  OFFENSIVE OR OBSCENE EMAILS ARE NOT APPROPRIATE USE OF GOVERNMENT EQUIPMENT.
CPF Fact Sheet E18 (attached below), USE OF GOVERNMENT OFFICE EQUIPMENT INCLUDING INFORMATION TECHNOLOGY, provides helpful information on what is or is not appropriate use of the Government-owned computer that you use in your workplace.  This is a reminder to avoid either creating or forwarding Emails that contain materials that are sexually explicit, sexually oriented, or could be considered offensive to fellow employees or the public.  You could be subject to having your computer use privileges limited, or you could even face disciplinary action.  Please refer to CPF Fact Sheet E18 for more detailed information.

[image: image2.wmf]FSE18GovtEquip.do

c


5.  USE OR LOSE ANNUAL LEAVE for CIVILIAN EMPLOYEES:  The recent notification that active-duty military personnel will not lose any accumulated annual leave in excess of 60 days as a consequence of operations resulting from the recent terrorist attacks does not apply to civilian employees.  As you may recall, the Office of Personnel Management (OPM) issued special provisions for restoration of annual leave during the “Y2K” exigency.  Presently OPM has not published any special provisions on civilian “use or lose” leave in regard to the current situation.

Therefore, civilian employees are reminded that generally the maximum amount of annual leave they may carry forward from one leave year to the next is 240 hours.  Current law requires forfeiture of annual leave, in excess of the ceiling limitation, at the end of the leave year (12 Jan 02).  The provisions for restoring forfeited leave are strictly enforced.  For this reason, employees are encouraged to take appropriate action to prevent the forfeiture of their annual leave.  If leave is forfeited, it may be possible to request restoration.  The first requirement for restoration is that the leave must have been originally requested, approved, and scheduled in writing prior to the start of the third biweekly pay period before the end of the leave year.  Thus, all 

use-or-lose annual leave for year 2001 must have been requested, approved, and scheduled before 02 Dec 01, to be eligible for restoration should it be forfeited.  

Before forfeited annual leave may be restored there must also be a determination that either an exigency of major importance occurred or sickness of the employee caused the forfeiture.  As soon as a supervisor learns that leave subject to forfeiture must be canceled due to an exigency, s/he must initiate 21 SW Form 298 (Request for Approval of Exigency) to the appropriate official requesting approval to cancel the scheduled leave.  At a minimum, the request should include a description of the exigency, which shows that it is of such importance that the employee could not be excused from duty.  If appropriate, an employee then initiates a written request for restoration within 30 calendar days after the end of the leave year.

Leave restorations are coordinated with the Civilian Personnel Office to ensure that the conditions for restoration in governing directives are met, and that submitted documentation supports the requests.  Restoration of forfeited annual leave is addressed in AFI 36-815, Absence and Leave, Chapter 2, Paragraph 2.10.
REPEAT ARTICLES
1. 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.  Employees who volunteer but are rejected as donors for that visit must return to duty or elect paid leave.
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. 

 EMPLOYEE TRAINING
How to Become a Better Communicator 


   SkillPath

   15 OCT 01

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

 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

 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 

 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>> 

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