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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 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.htm>>


[image: image2.wmf]
NOTICE:  THE CIVILIAN PERSONNEL FLIGHT WILL BE CLOSED THE DAY AFTER THANKSGIVING (FRIDAY, NOVEMBER 23rd). 

We Wish all of you a Safe and Happy Thanksgiving!
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1. Federal Women’s Program:  The Peterson Complex Federal Women's Program (FWP) meets the first Thursday of each month at the Peterson AFB Chapel at 1500. Our next meeting will be on the 8th of December. All interested personnel are invited to attend our meetings.  For more information please call Karen Fiorillo at 554-6983.
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2.  Attached is the Benefits and Entitlements Service Team (BEST) Newsletter for November  2001 as a Microsoft Word document.
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Newsletter-Nov01.doc


3. AF Wide announcement for an Environmental Engineer, NH-0819-III - This is an Acquisition Demonstration Project position equivalent to GS-12/13 located at Edwards AFB, CA.  


[image: image7.wmf]AF Wide 

Announcement.doc


4. AF Wide announcement for an Air Traffic Control Specialist (Terminal), GS-2152-11 TARGET GS-12, located at Edwards AFB, CA.
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Announcement (10-31).d...


 5. AFPC Employment Homepage - New Features, Eff 5 Nov 01 - Searching for a civilian job with the Air Force just became easier with the latest job search features now available.  On 5 Nov 01,  AFPC/DPC launched the latest enhancements to its Civilian Employment Web Site, providing customers with the option to search for jobs by state, region, country, career program or by various other advanced options.

- Also added is the new "My Account" feature combines all employment options into one central menu for the applicant, providing a one-stop employment shop.  Applicants may access "My Account" to self-nominate, check the status of self-nominations, delete self-nominations, and view or update a resume and supplemental data.

  -- All permanent Air Force employees have access to the "My Account" option and may log in using the same User ID and password established for their Benefits and Entitlements transactions

  -- External applicants may access the "My Account" option only after their resume becomes active 

- With the intent of being responsive to the needs of our customers, these enhancements are the result of customer comments and suggestions.  We hope that these enhancements will provide our customers with a more efficient job search experience.  

- Please visit our web site at <http://www.afpc.randolph.af.mil/afjobs> and select "View job announcements" to see these enhancements for yourself.  Should you have any questions or concerns, our POC is Ms. Hong Miller, DSN 665-3069 ext. 4270.

6. Message from the Benefits and Entitlements Service Team (BEST)/AFPC:  On 23 November, Air Force families throughout the world will be spending time together.  This is a fitting time for all to recognize the importance of the family unit.  The Air Force Personnel Center (AFPC) Commander has designated 23 November as "Family Day."  On this day it is important to offer all AFPC/DPC employees the opportunity to be with their families.  Because of this, Benefits and Entitlements Service Team (BEST) Counselors and the Recruitment Call Center employees will be afforded the opportunity to take leave.  Although employees will not have access to Benefit Counselors, they will be able to access the WWW (www.afpc.randolph.af.mil/palacecompass) and the BEST automated system (1-800-997-2378) to conduct any business the automated system allows.  Recruitment Call Center operators will not be available; however, applicants may access the automated system (external 1-800-699-4473 or internal 1-800-997-2378) or the employment homepage (www.afpc.randolph.af.mil/afjobs) to access vacancy announcements, self-nominate, or submit resumes.
7.  OFFICE OF PERSONNEL MANAGEMENT (OPM) INFORMATION WEB SITE AVAILABLE FOR MANAGERS AND EMPLOYEES.   A new OPM web portal is now available which provides quick access to practical, timely resources to help managers carry out their responsibilities in these challenging times. The web address is <http://www.opm.gov/ehs/terrorism.htm>. 

8.  CIVILIAN THRIFT SAVINGS PLAN OPEN SEASON, NOV 15 - JAN 31. Civilian employees have the opportunity to participate or change their contributions in the Thrift Savings Plan during the current open.  Employees may once again increase their contribution amounts by one percent during this Open Season.

 TSP is a voluntary retirement savings and investment plan for Federal civilian employees which offers before-tax savings and tax-deferred earnings. This means the contributions employees make to TSP come out of their pay before taxes and the earnings are not taxed until they withdraw their account. Other features of the plan include a choice of investment options, interfund transfers, loans from your own contributions and earnings, in-service withdrawals, and portable benefits if you leave Federal service. Contribution limits set by the Federal Retirement Thrift Investment Board are based on an employee’s retirement system. Beginning this open season, and effective in January, the following contribution rates apply:

-- Federal Employees’ Retirement System employees (FERS) may contribute up to 12 percent of their basic pay each pay period with the government providing matching funds of up to four percent. The government also automatically contributes one percent to the employee’s account each pay period whether the employee contributes or not, bringing the maximum government contribution to five percent. 

-- Employees covered by the Civil Service Retirement System (CSRS) may contribute up to seven percent of their basic pay each pay period, but do not receive any agency contributions.

Due to a recent change in federal law, the amount FERS and CSRS employees may contribute will increase by one percentage point each year through 2005, then contributions will be restricted only by the Internal Revenue Code’s annual limit, currently $10,500 for 2001 and $11,000 for 2002.

TSP participants can choose to invest any portion of their TSP account in one or more of the five TSP funds: the Government Securities Investment (G) Fund, the Common Stock Index Investment (C) Fund, the Fixed Income Index Investment (F) Fund, the Small Capitalization Stock Index Investment (S) Fund, and the International Stock Index Investment (I) Fund. 

Specific information on the TSP funds is available from the Thrift Savings web site at <http://www.tsp.gov/> or the BEST homepage at <http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm>. 

Employees already contributing to TSP are encouraged to review their TSP participant statements and TSP Highlights pamphlet for current account balances, investment ratios, fund performances, and other TSP information.

All Peterson AFB serviced civilian employees must make their TSP contribution elections (amount an employee wants to contribute from their basic pay) or changes through the BEST automated phone system or web application by Jan. 31. The BEST phone system may be reached at 1-800-997-2378.  Hearing impaired employees may contact BEST by calling TDD 1-800-382-0893.  Counselors are available Monday through Friday, 7 a.m. - 7 p.m. Central Standard Time. The BEST Employee Benefits Information System web application is located at <http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm>.

Contribution allocations (how an employee chooses to invest their money among the five funds) are made directly with the Thrift Savings Plan by calling the TSP automated ThriftLine at 1-504-255-8777 or on the TSP web site at <http://www.tsp.gov/>.
9. VOLUNTARY LEAVE TRANSFER PROGRAM [VLTP]:  Each year, as the end of the leave year for civilian employees approaches, many employees with use-or-lose annual leave submit applications to donate leave to employees who have been approved to receive donated leave.  Are you one of those employees with use-or-lose leave that you would like to donate?  If so, you should be aware that the law states the maximum amount annual leave that you may donate is the lesser of (1) one-half of the amount of annual leave you were entitled to accrue during the leave year in which you make the donation or (2) the number of hours remaining in the leave year, as of the date of leave transfer, for which you are scheduled to work and receive pay.

For example, if you were entitled to accrue 160 hours of annual leave in 2001 then the maximum amount of annual leave you may donate under restriction (1) would be 80 hours.  However, if on the date of leave transfer you have 80 hours of use-or-lose leave, and if you are scheduled to work only 16 more hours during the remainder of the leave year, then you may not transfer more than 16 hours of annual leave because of restriction (2).  Since you may not donate more than the lesser of these two amounts, you would only be able to donate 16 hours of annual leave.  Furthermore, if you can’t use all of the remaining 64 hours (80-16 = 64) of use-or-lose leave before the end of the of the leave year you will forfeit the unused hours.

The 2001 leave year ends 12 Jan 2002.  Donations must be received not later than close of business on Friday, 28 Dec 2001.  The Civilian Personnel Flight maintains a current listing of recipients for the VLTP.  If you have use-or-lose leave that you would like to donate, please take the above rules into consideration when determining how much leave to donate and when you may donate it.  

10.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP) ASSITANCE NEEDED:  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 <<mailto:Dickson@Peterson.af.mil>>.  POC 21 MSS/DPCE, Theresa Dickson.    

Ms. Linda Orlicky, HQ AFSPC/CVYA, Peterson AFB CO.  Ms. Orlicky will undergo reconstructive knee surgery.

Ms. Shanon Bowman, 10th Air Base Wing, USAF Academy CO. Ms. Bowman is recovering from a serious medical condition

Ms. Alberta Perry, 325th Contracting Squadron, Tyndall AFB FL.  Ms. Perry is recovering from spinal surgery.

Mr. Richard Fuller, 325 CS/SCMT, Tyndall AFB FL.  Mr. Fuller is recovering from a stroke.

Mr. Mackey Tyndall, Tyndall AFB FL.   Mr. Tyndall has severe orthopedic problems with muscular disease.
REPEAT ARTICLESREPEAT ARTICLESREPEAT ARTICLESREPEAT ARTICLES
1. 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> <<mailto:angeline.horn@peterson.af.mil>> .

Here is a copy of the SF256 FormFlow file:
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2.  NAME CHANGES - Due to heightened security awareness, please remember to report any name change to your servicing civilian personnel office.  Normally an individual will request a name change as a result of marriage, or court action, such as a divorce or legal name change.  We must confirm that you have reported the name change to the Social Security Administration (SSA) prior to processing the name change action, therefore we are required to review appropriate SSA documentation prior to accomplishing the change.  We are also required to review the document authorizing the name change, i.e., marriage certificate or divorce decree or other court document.  As a reminder, you may be eligible to make a change in health benefits, you will need to change your name with your current health plan carrier, and you may want to review any designations of beneficiary filed under the old name.  

3.  (EXTREMELY IMPORTANT)  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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4. 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. 

5.  FEDERAL EMPLOYEES HEALTH BENEFITS (FEHB) OPEN SEASON 2001 & PREMIUM CONVERSION INFORMATION. The 2001 FEHB open season will be held from 12 November through 10 December.  Federal employees will have the opportunity to enroll/cancel enrollment, change health plans or options, and change participation in premium conversion (waive or begin) during open season.  Reminder; employees participating in premium conversion, must have experienced a qualifying life event (i.e., marriage, birth of a child, have moved away from the area serviced by their health maintenance organization (HMO), or moved to an overseas post of duty) in order to make changes or cancel enrollment outside an open season.  Employees not participating in premium conversion can change from a self and family enrollment to a self only enrollment or cancel enrollment at any time.  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 (www.opm.gov/insure <http://www.opm.gov/insure>).  For more information contact POC, Beverly Sagapolutele, 6-7073.
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6. 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).
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7.  IMPLEMENTING AIR FORCE STANDARD CORE PERSONNEL DOCUMENTS (SCPDS)

-- SCPDs combine in one document the duties and responsibilities normally found in a position description (PD), the performance work plan needed for the appraisal process, and the knowledge, skills, and abilities needed for recruitment purposes.  To streamline the classification of common positions across the Air Force, over 600 SCPDs have been developed to date on the AF Form 1003 (Air Force Core Personnel Document); this new format replaces the AF Form 1378 (Civilian Personnel Position Description).  Each SCPD was coordinated and approved by functional representatives at the Air Staff level; however, minor changes to the document can be made locally.  Air Force Instruction 36-1401, Position Classification, explains the importance of using SCPDs.  You can find a list of SCPDs at www.afpc.randolph.af.mil/dpc <<http://www.afpc.randolph.af.mil/dpc>>, then go to Classification and SCPD Library.

-- A performance plan sets forth the performance expectations of an employee.  Because the performance plan is incorporated into each SCPD, an AF Form 860, Civilian Performance Plan, is not used; that form becomes obsolete each time Air Force issues an SCPD for positions.  The SCPD can be modified to fit the local requirements of a position, as long as the changes do not affect the pay plan, title, series, grade, or staffing patterns of the position.  Supervisors must still review the SCPD (or AF Form 860 for positions that have not been converted to standardized core personnel documents) with employees and encourage the employee to provide oral and/or written feedback concerning the performance plan contained in the document.

-- A successful transition from using AF Forms 1378 and AF Forms 860 to using SCPDs should occur when supervisors involve and encourage employee input during this process.  Supervisors are urged to provide employees with copies of the appropriate documents for their positions, and solicit input to gain their perception whether the document fits the local position requirements.  Supervisors should also explain to their employees why an SCPD is being used, that the form was not created locally, why a separate performance plan is unnecessary, and how portions of the form may be tailored to meet local mission needs.  Prior to certifying an SCPD, give due consideration to any issues the employee raises, and document this involvement in the AF 971 file maintained on the employee.  If further clarification is needed, please contact your servicing Position Classification Specialist.  If you are unsure who your specialist is, call 556-5729 for this information.
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DPCS STAFF DIRECTORY

		ORGANIZATIONS SERVICED

		POINT OF CONTACT

		E-MAIL



		Chief,
Staffing Section

		Candace Cuadra

		candace.cuadra@peterson.af.mil
556-4733



		USSPACECOM, NORAD

		Irene Naukam-Specialist


Olivia Lira-Assistant

		irene.naukam@peterson.af.mil

556-9228


Olivia.lira@peterson.af.mil

556-8287



		50th Space Wing 


(50 SW)

		Pat Conner-Specialist


Brenda Linton-Assistant 

		Patricia.conner@peterson.af.mil

556-4730


Brenda.linton@peterson.af.mil

556-7072



		HQ AFSPC

		Angie Horn-Specialist


Brenda Linton-Assistant

		Angeline.horn@peterson.af.mil

556-4703


Brenda.linton@peterson.af.mil

556-7072



		Det 5, Det 11, 21 CS

		Caroline Wheat-Specialist


Olivia Lira-Assistant

		Caroline.wheat@peterson.af.mil

556-6553


Olivia.lira@peterson.af.mil

556-8287



		302nd, tenants

		Ronna Merenda-Specialist


Sharon Bowman-Assistant

		Ronna.merenda@peterson.af.mil

556-3203


Sharon.bowman@peterson.af.mil

556-4556



		21 SW (except 21 CS)

		Nancy Nowacki-Specialist


Sue Pence-Assistant

		Nancy.Nowacki@peterson.af.mil

556-6188


susan.pence@peterson.af.mil

556-4741
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