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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>>>
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1. EMPLOYMENT VERIFICATION:  The AF uses the Theworknumber  (<http://www.theworknumber.com/>) to provide employment verification for its employees.  Theworknumber provides four types of verifications that "verifiers" can obtain.  They are:  1.  Basic Verification, 2.  Basic Plus Salary, 3.  Full Salary History, and 4.  Audit.   

The way it’s designed to work, companies (verifiers) with internet access can go in to "theworknumber" website and obtain "Basic Verification" on employees without having to request permission from the employee or anyone.  They simply enter their company code, the individual identifying information and the information is provided instantaneously.  

In cases where the verifier is requesting salary information (Basic Plus Salary & Full Salary History Verifications), the system will ask the verifier to enter a "Salary Key."  The Salary Key must be supplied to the verifier by the employee.  This Salary Key acts as an electronic signature, authorizing the release of salary data to the verifier.    

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 .

Here is a copy of the SF256 FormFlow file:
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3. FEDERAL WOMEN’S PROGRAM OCTOBER NEWSLETTER: 
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4. CAREER PROGRAM REGISTRATION <http://www.afpc.randolph.af.mil/cp/Civmod/default.htm>:  Career Program registration has served as the vehicle for Air Force employees to participate in all Career Program activities, to include automatic consideration for Career Program covered vacancies, and participation in centrally funded training and development opportunities. Currently, Career Program registration consists of registration in a particular Career Program (e.g., I=Civilian Personnel), as well as the geographic preference (aka geoloc) code(s) to indicate the location and type of position the individual is interested in. The modernized system, once deployed, will change the way employees are considered for Career Program vacancies. In the future, employees will be required to self-nominate for Career Program vacancies, and will be able to do so whether they are a Career Program registrant or not. Registration will consist of the Career Program identifier, absent the geolocs. Although registration will not be mandatory for Career Program referral purposes, it will remain for training, development, and leadership development assessments. More detailed information regarding Career Program registration is available on our homepage, under the title, "Coming Soon....(To a Career Near You <http://www.afpc.randolph.af.mil/cp/Civmod/default.htm>)." 

5.  RECALL OF RESERVE MEMBERS TO ACTIVE DUTY:  Accurate identification of civilian employee Military Reserve/Guard/Retiree category (AF Form 3598) is essential for mobilization planning.  If you are a civilian employee who has not self identified reserve component status or whose reserve component status has changed, please prepare AF Form 3598 and FAX to 556-6228 or 556-4474, ATTN: MOBILIZATION.  Please call your servicing personnel Staffing Specialist if you have any questions.  A copy of the staffing phone roster is provided below for your convenience. 
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6.  MILITARY LEAVE / NOBLE EAGLE:  Employees must be in an appropriate leave status from their civilian position while on active duty.  Appropriate leave includes: military leave, annual leave, compensatory time, credit hours and Leave Without Pay (LWOP).  Employees who are Reservists and are called to active duty will request LWOP-US unless they choose to be separated (Separation-US).  A Personnel Action Request (PAR) or SF-52-B requesting LWOP-US/Separation-US must be submitted with a copy of the active duty orders.  A PAR/SF-52 is required for all periods of LWOP-US regardless of the duration.  Employees may use accrued military leave prior to LWOP-US or Separation-US.  Under the law, an eligible full-time employee accrues 15 days (120 hours) of military leave each fiscal year.  In addition, an employee may carry over up to 15 days (120 hours) of unused military leave from one fiscal year to the next.  When the 15 days of military leave that are carried over are combined with the 15 days of military leave accrued at the beginning of the new fiscal year, this produces a maximum military leave benefit of 30 days in a fiscal year.  However, since an employee cannot carry over more than 15 calendar days to the next fiscal year, any unused military leave in excess of 15 days will be forfeited at the beginning of the next fiscal year. Employees who elect to use military leave will receive full compensation from their civilian position for each hour charged to military leave, in addition to their military pay for the same period.  Employees who enter into active military duty may choose to (1) request accrued annual leave prior to      LWOP-US, (2) have their annual leave remain to their credit until they return to their civilian position, or (3) receive a lump-sum payment for all accrued and accumulated annual leave.  Full-time employees do not earn annual or sick leave in a pay period in which they have accumulated 80 hours of LWOP.
7.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for the following employees. Individuals wishing to donate annual leave or are seeking 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.    

Mr. Wayne Glenn, HQ AFSPC/SCX, Peterson AFB CO.  Mr. Glenn is recovering form knee replacement surgery.
Mr. David Crabtree, 21 SW/MO, Peterson AFB CO. Mr. Crabtree is recovering from spinal 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

8.  FEDERAL EMPLOYEES HEALTH BENEFITS (FEHB) OPEN SEASON 2001.  The 2001 FEHB open season will be held from 12 November through 10 December.  All elections and changes will be made electronically thru the Benefits and Entitlements Service Team (BEST) 1-800-997-2378 and will take effect on 13 January 2002.  The 2002 FEHB Guides, plan brochures and the new premiums will be available on the OPM’s FEHB website (<http://www.opm.gov/insure>).  Federal employees may visit the Health Fair on Peterson AFB, Thursday, 15 November at the Enlisted Club Ballroom (1230-1500).  POC, Beverly Sagapolutele, DPCE, 6-7073.

9.  CIVILIAN PERFORMANCE DISCUSSIONS:  Supervisors should periodically meet with each employee to provide the employee feedback on their performance, review the employee’s performance elements and standards (performance plan), update the employee’s performance plan when changes are needed, and certify the performance plan if the plan was not certified at the beginning of the rating period.  Doing this now will allow sufficient time for employees to correct performance deficiencies and/or redirect their efforts based on any changes to their performance plan.  

Performance discussions are a positive approach to improving employee performance and will help eliminate surprise performance ratings at the end of the performance appraisal cycle.  At least one progress review of the employee’s performance against all the elements of their performance plan must take place during the appraisal period, normally at the midpoint.  Since the appraisal period for civilian employees is 1 April through 31 March, now (October) is the time supervisors should typically hold the mid-year performance feedback discussions with each employee. Supervisors are not limited to the mandatory once a year feedback, and are encouraged to hold periodic performance discussions throughout the rating period.

Supervisors are reminded there are mandatory forms that must be used to document performance feedback discussions with employees.  An AF Form 860B must be used for non-bargaining unit members and a 21 SW Form 860C must be used for all bargaining unit members, e.g., WG, WL, and non-supervisory GS fire fighters.  These forms may be filled out before or during the review with each employee.  Employees should be made aware the progress review is meant to provide feedback on performance and may impact the rating of record at the end of the appraisal period.  A copy of the form is provided to the employee and the original is retained by the rating official in the employee’s Supervisor’s Employee Work Folder (971 File) until after the annual rating is rendered.  In some cases it may be necessary to retain the feedback form longer.  Supervisors should contact their Employee Relations Specialist as soon as any performance problems develop or if they have questions.  (Reference AFI 36-1001)

10.  The following Senior Executive Service vacancy announcements opened 9 Oct 01. If you have any problems reading the attached or have questions concerning this announcement or the information required to apply, please contact Shaun L. Stafford at 216-433-2518 or Rick J. Bailer at 216-433-2481. Also, the announcement can be accessed through the USA Jobs web site: <http://www.usajobs.opm.gov/WFJIC/JOBS/IX5034.HTM> <http://www.usajobs.opm.gov/WFJIC/JOBS/IX5058.HTM>
<http://www.usajobs.opm.gov/WFJIC/JOBS/IX5088.HTM>
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11. The following AFMC Senior Executive Service vacancy announcement opened 4 Oct 01.  If you have any problems reading the attached or have questions concerning this announcement or the information required to apply, please contact Debi Lippincott, HQ AFMC/DPK, at 71094 or DSN 787-1094.  Also, the announcement can be accessed through the HQ AFMC/DPK Home Page (http://www.afmc.wpafb.af.mil/HQ-AFMC/DP/dpk).   We rely on you as senior leaders and mentors to ensure widest dissemination to potential candidates within your organization and through your external contacts.   Corporately, we are seeking the highest quality leaders, with particular emphasis on the recruitment of members of underrepresented groups.

> 

> A Summary of the position vacancy follows:

> 

> AF SES 01-18

> DIRECTOR, PLANS & PROGRAMS

> ELECTRONIC SYSTEMS CENTER  

> HANSCOM AFB MA

> 

> OPENS:  4 OCT  01


CLOSES:  5 NOV 01

> 

> The Director has executive oversight and policy responsibility for all phases of Electronic Systems Center planning and programming, including integration and alignment of the Center's plans and programs with the Center and higher headquarters strategic plans.  Responsible for strategic planning, programming, integration of product and infrastructure plans, and manpower and quality functions for the Electronic Systems Center.  Directs the work of ~60 personnel including support contractors in multiple divisions.  Provides oversight and policy guidance to additional government personnel and support contractors in plans organizations throughout the Center.  Functional responsibilities cover a product center with a Product Support, Information Services Activity Group (SAG), Installation and Support, and Information Management business areas with an annual budget exceeding $4 billion and with more that 9,000 government personnel.  The Director must be skillful in influencing h!

high priority programs of great national importance.  Additionally, the incumbent must possess the executive leadership ability and professional stature to support and defend program and policy decisions at the highest levels of government and industry. 
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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.  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.

3. 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.

Currently there are no civilian positions at Peterson Complex 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. 

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.
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5.  FY 02 CIVILIAN PERSONNEL TRAINING SEMINARS

The following training seminars are being offered to civilian employees serviced by the Peterson AFB Civilian Personnel Flight (CPF). With one exception noted below, all classes will be held in the Mission Support Building, Bldg 350, Civilian Personnel Flight Training Room, Rm 1113.  Seminar times will normally be 0830-1630.  You may sign up no sooner than two months prior to the start date.  
Each seminar will seat 28 students. To reserve a seat, please email the individual identified as the point of contact (POC) for each seminar grouping.  Once classes are filled we will develop a waiting list of interested employees. In the past we have been  able to accommodate most employees and supervisors with their requests.  Please ensure that if you reserve a seat and must later cancel that you let us know ASAP so we can schedule others to attend. 


a. SUPERVISORY CLASSES:

 CIVILIAN PERSONNEL MANAGEMENT COURSE (CPMC) - This course is for military and civilian supervisors of three or more civilian employees.  Supervisors of less than three civilian employees may attend on a space available basis. The course 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 Absences, Awards Program, Constructive Discipline and Adverse Actions, Performance Management, Injury Compensation, Training, and Labor Management Relations, and Grievances and Appeals. Instructor: Ms. Shirley Jack.  Course dates are as follows: 

16-19 OCT 01
      


22-25 JAN 02



19-22 MAR 02  (To be held at Schriever AFB, OSF) 

23-26 APR 02



23-26 JUL 02



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

POC for Schriever:  kimberly.wright@schriever.af.mil <mailto:kimberly.wright@schriever.af.mil> or 7-6688 
 MILITARY PERSONNEL MANAGEMENT COURSE (MPMC) - This course is designed for civilian supervisors of three or more military personnel. Other supervisors may attend on a space available basis only. 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. Instructor: Ms. Sandra King.  Course dates as follows: 

9-10 APR 02



16-17 MAY 02




19-20 AUG 02


19-20 SEP 02



POC: Beverly.Sagapolutele@peterson.af.mil <mailto:Beverly.Sagapolutele@peterson.af.mil>
 AIR FORCE SUPERVISOR’S COURSE (AFSC).  This course is designed for civilian supervisors of three or more civilian employees. Supervisors of less than three civilian employees may attend on a space available basis. The course provides information and an understanding of leadership skills, supervisory skills, communication skills and management skills including conflict resolution, problem solving, performance management and workforce diversity.  Instructor: Ms. Sandra King.  Course dates are as follows;

20-22 Feb 02



13-15 MAY 02


21-23 AUG 02


11-13 SEP 02


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

b.  PRE-RETIREMENT/MID-CAREER RETIREMENT PLANNING 

11-12 OCT 01


CSRS PRE-RETIREMENT

6-7 DEC 01


CSRS PRE-RETIREMENT

9-10 MAY 02


CSRS PRE-RETIREMENT

7-8 FEB 02


CSRS PRE-RETIREMENT

7-8 MAR 02


CSRS MID-CAREER 

11-12 JUL 02


CSRS MID-CAREER 

15-16 NOV 01


FERS PRE-RETIREMENT

11-12 APR 02


FERS PRE-RETIREMENT

10-11 JAN 02


FERS MID-CAREER

6-7 JUN 02


FERS MID-CAREER
      

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