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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.htm>>>>
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                     INFORMATION.   LOAD THIS INTO YOUR "FAVORITES":  <http://www.peterson.af.mil/21mssdpc>
New Articles
1. Modern Systems Deployment:  On 15 February 2002, the Air Force will deploy the modern Defense Civilian Personnel Data System.  To help employees become familiar with the changes that are associated with the modern system, HQ USAF has developed guides designed to provide employees with information on the new system and how they can compete for vacancies. 

These Guides will help employees understand new terms, such as, “Vacancy Announcements,” “Self Nom,” “IVRS,” and “CANS,” and give them a better understanding of the new staffing process.  These are posted on the AFPC Web site (www.afpc.randolph.af.mil/dpc <http://www.afpc.randolph.af.mil/dpc> <<http://www.afpc.randolph.af.mil/dpc>>) under Marketing Materials .  

For easier retrieval, the documents were reformatted and are accessible using the following URLs or by visiting the Career Programs Home page (<<http://www.afpc.randolph.af.mil/cp>>).  CPFs should ensure this information is distributed to managers and the civilian workforce through your local bulletins, email distribution lists, and formal meetings:

          - Information Handbook For Air Force Civilian Employees <<http://www.afpc.randolph.af.mil/cp/docs/EmployHndbkInternalDec7-6.doc>>:  HQ USAF designed this handbook to provide detailed information on how to apply for vacancies under the new Air Force Merit Promotion Plan. The big change is you do not  have to be a career program registrant to apply for a Career Program covered position. 

         - Interactive Voice Response System (IVRS) Quick Reference Handout <<http://www.afpc.randolph.af.mil/cp/docs/IVRS%20CALL%20FLOW(EXTERNAL)2Oct01.doc>>:  HQ USAF designed this handbook to provide detailed information on how to use your telephone to get the latest employment information. 

        - Air Force Civilian Employee Career Management Guide <<http://www.afpc.randolph.af.mil/cp/docs/Internal_Applicants.doc>>:  AFPC/DPCTD designed this pamphlet as a quick reference on the new method of  filling vacancies. It’s a synopsis of the Information Handbook for Air Civilian Employees.   

        - Air Force Civilian Employment News <<http://www.afpc.randolph.af.mil/cp/docs/External_Applicants.doc>> (Non-Air Force Applicants Only): AFPC/DPCTD designed this pamphlet as a quick reference for external candidates on how to apply for Air Force jobs. 

Career Program Registration:   After deployment to the modern system, career program registration will not be used for filling career program vacancies.  We prepared this guide to explain career program registration under the modern referral system (Career Program Registration Guide <<http://www.afpc.randolph.af.mil/cp/docs/Deployment-Registration1.doc>> ). 
2. Civilian Performance Appraisals - The current, civilian performance appraisal period will close on 31 Mar 02.  Supervisors are encouraged to contact their servicing Employee Relations Specialist immediately if they have an employee with performance problems.  All appraisals and awards are due to the Civilian Personnel Flight (CPF) by 15 Apr 02 to ensure timely processing.  As a reminder, supervisors departing between 1 Jan 02 and 31 Mar 02, must complete an appraisal for each of the civilian employees they have supervised a minimum of 90 calendar days.  Supervisors must also complete an appraisal for each employee they have supervised for a minimum of 90 calendar days, who transfers to another position within the Air Force during this period, and forward the appraisal to the CPF for appropriate action.  

Civilian Performance Appraisals - Quality Control Monitors - Each year, organization commanders are asked to appoint a Quality Control Monitor (QCM) in their organization to serve as a liaison between the Civilian Personnel Flight (CPF) and organization supervisors and employees.  Two briefings are still available to train appointed QCMs.  New QCMs should attend one of the remaining sessions.  The briefings are optional for QCMs who received training last year.  A briefing is scheduled at Peterson AFB on Wednesday, 20 Feb 02, at 1400 hours.  This session will be held in the Mission Support Conference Room of Building 350.  Another briefing will be held at Schriever AFB on Tuesday, 26 Feb 02, at 0900 hours in the OSF training room.   

CIVILIAN/MILITARY TSP ACCOUNTS:  If an individual separates from civilian service and has a uniformed services Thrift Savings Plan (TSP) account, the individual may ask the TSP to transfer the civilian account to his or her uniformed services account.  In contrast, if an individual separates from the uniformed services and has a civilian TSP account, the individual may ask the TSP to transfer the uniformed services account to his or her civilian TSP account.  However, the TSP will not transfer tax-exempt combat zone contributions to a civilian TSP account.  To request the transfer, a participant must complete Form TSP-65 and submit it to the TSP Service Office.  Participants can obtain Form TSP-65 from the TSP Web site or from the TSP Service Office (telephone number: (504) 255-6000).

BONE MARROW OR ORGAN DONOR LEAVE:  An employee is entitled to use 7 days of paid leave each calendar year to serve as a bone-marrow donor. An employee may also use up to 30 days of paid leave each calendar year to serve as an organ donor.  Leave for bone marrow and organ donation is a separate category of leave that is in addition to annual and sick leave. Bone-marrow or organ donor leave may be used for, but is not limited to, such situations as blood testing, tissue testing, counseling, physical examinations, travel time, surgery, and recuperation.  Employees who are screened, but not accepted as donors, are entitled to bone-marrow or organ donor leave for their absences in conjunction with their attempts to be donors.  However, an individual having bone-marrow removed and stored for future use is not a “donor”.  Also, the benefit of  7 days of paid time off is not intended for someone who is undergoing such a procedure for his or her own needs. Other types of leave are available for that type of procedure. (see AFI 36-815, Absence and Leave).
 VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP) ASSISTANCE 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 556-4737 or email to Theresa. Dickson@Peterson.af.mil  
Ms. Susan Gillespie, Hq AFSPC/SCX, Peterson AFB CO.  Ms. Gillespie's spouse is recovering from quad-by-pass heart surgery.

Ms. Marsha Crisman, Hq USSPACECOM/J33, Peterson AFB CO.  Ms. Crisman is undergoing chemotherapy treatment.  

Mr. Wayne Glenn, Hq AFSPC/SCX, Peterson AFB CO.  Mr. Glenn is recovering from knee replacement surgery

3 . STUDENT SUMMER HIRE 2002 PROGRAM
This year’s program will run from 3 June - 23 August 2002.  The purpose of the program is to provide valuable work experience for students while giving base units assistance in basic job skill areas.

FOR PETERSON COMPLEX SUPERVISORS/MANAGERS:  We are asking units to determine their summer hire needs by submitting a hard copy SF 52 to 21 MSS/DPCS, ATTN: Sharron Merrifield , STOP 1142.  Two types of positions are available:  Clerk, GS-303-01, and Laborer, WG-3502-01.   Annotate Clerk or Laborer in Block 15 (TO: Position Title and Number).  Work schedules may be full-time, 40 hrs/week or part-time, 20 or 30 hrs/week.  Annotate number of biweekly hours on Page 4, Part D.  Supervisors may make “by-name” requests for students who previously worked by entering the student’s name in Part B - 1. Name (For Preparation of SF 50).  However, the “by-name” request must be submitted with the PAR.  Remember students will not have a security clearance for this program.

FOR STUDENTS:  Students ages 16+ as of 3 June, enrolled in school at least half-time, are eligible to apply.  Qualifying school enrollment includes middle and high schools, vocational/technical schools, junior colleges, colleges and universities.  The dates for accepting resumes for the summer hire program are 11-22 March 2002.  You may pick up a Job Kit prior to that either in the Civilian Personnel Office, 135 Dover St, Room 1116, Peterson AFB CO or by going to the Civilian Personnel Website at www.peterson.af.mil/21mssdpc and downloading the Job Kit.  Resumes will only be accepted during the open announcement period of 11 - 22 March 2002.  Bring or mail resumes to the Civilian Personnel Office at 135 Dover Street, Room 1116, Peterson AFB CO. 80914. 

In the interest of fairness, we will use a lottery system to select the number of students to match the number of fill actions received.  Once sufficient students are selected, Civilian Personnel Flight staff will determine where to place the students.  

POCs:  

Nancy Nowacki, Nancy.Nowacki@peterson.af.mil; 

Rebekah Rutherford, Rebekah.Rutherford@peterson.af.mil;  or 

Sharron Merrifield, Sharron.Merrifield@peterson.af.mil. 

4. VACANCY ANNOUNCEMENTS at Wright-Patterson AFB, OH

a. Senior Scientist , Air Vehicle Electromagnetic Simulation
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b.Senior Scientist, Computational Fuel Dynamics
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c. Senior Scientist, Multiple Disciplinary Technology
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REPEAT ARTICLES
1. Union Dues Allotment/Termination (Bargaining Unit Employees).  

-  Bargaining unit members can initiate dues allotment at any time by contacting the AFGE Local #1867 office at 333-3213 to complete a SF 1187, Request for Payroll Deductions for Labor Organization Dues.  Allotments become effective at the beginning of the first pay period after receipt of the form by Civilian Pay, and continue in effect until automatically or voluntarily cancelled. 

-  In accordance with Article 8, Section E, employees may voluntarily terminate allotments during the month of February each year, as long as the employee's allotment authorization has been in effect for at least one year.  Bargaining unit members who wish to voluntarily cancel their union dues allotment should contact the LRO to request a SF 1188, Cancellation of Payroll Deductions for Labor Organization Dues.  The employee must complete the SF-1188 and return it to the LRO by the end of February.  Termination of dues allotment will become effective at the beginning of the first pay period after submission.  Any requests received after the end of February will be returned, and the employee will have to wait until the following February to  voluntarily cancel dues allotment. 

-  Note that the timing of initiating dues allotment can affect when you are eligible to have the allotment terminated.  For example, if you initiated dues allotment in February 2001, you may have the allotment terminated in February 2002.  However, if you initiated dues allotment in March 2001, you may not be eligible to terminate the allotment until February 2003 because in February 2002 your authorization will not have been in effect for one year.
2. CIVILIAN PERSONNEL FLIGHT TRAINING PROGRAM/SEMINARS - The following training/retirement seminars are being offered to all supervisors of civilian employees and 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 0830-1630.  To reserve a seat, please e-mail the individual identified as the point of contact (POC) for each group of seminars.  These courses are funded from appropriated fund dollars, therefore we need to ensure every seat is filled.  Personal schedule conflicts must be reported to the POC prior to course start date to permit attendance by an employee on the course waiting list.   

a. SUPERVISORY SEMINARS:

-  CIVILIAN PERSONNEL MANAGEMENT COURSE (CPMC) - This course is required 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 noted below.

-  MILITARY PERSONNEL MANAGEMENT COURSE (MPMC) - This course is required 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 noted below. 

-  AIR FORCE SUPERVISOR’S COURSE (AFSC).  This course is required 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 noted below.
Air Force Supervisors Course (AFSC)



(SEATS AVAILABLE)
20-22 FEB 02

Military Personnel Managers Course (MPMC)


(SEATS AVAILABLE)
 9-10 APR 02

Civilian Personnel Managers Course (CPMC)


(SEATS AVAILABLE)
23-26 APR 02
Air Force Supervisors Course (AFSC)



(SEATS AVAILABLE)
13-15 MAY 02

Military Personnel Managers Course (MPMC)


(SEATS AVAILABLE)
16-17 MAY 02

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

 

b. PRE-RETIRMENT SEMINARS:

MID-CAREER RETIREMENT SEMINAR - CSRS EMPLOYEES  
(SEATS AVAILABLE)
07-08 MAR 02

PRE-RETIREMENT SEMINAR - FERS EMPLOYEES  

(SEATS AVAILABLE)    11-12 APR 02

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

 “How to submit your Personnel Action Request (par) now that PPIs are gone” or “I THOUGHT WE WERE SUPPOSED TO BE PAPERLESS!” 
It finally happened…PPIs were turned off to users outside the Civilian Personnel Flight on 25 Jan in preparation for the new personnel data system called CIVMOD.  PPIs allowed organizations to submit requests electronically to fill jobs, review positions, reassign and promote employees, etc.
Q:  So now what do I do if I need to fill a job?        
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A:  You’ll just have to start submitting paper copy SF 52s, Request for Personnel Action, to the CPF.  It wasn’t too long ago that this was the norm.  The organization submitted originals to the CPF and kept copies for themselves…just in case…………….  So there was a lot of paper floating around.  
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Q:  Where do I find the SF 52 and what do I need to complete?

A:  The SF 52 is located on FormFlow.  Instructions for completing an SF-52 may be found on the CPF web site at the following URL: <<http://www.peterson.af.mil/21mssdpc/PPI_Docs/sf52guide.doc>>, and also on the CPF main web page (<<http://www.peterson.af.mil/21mssdpc/>>) under HOT TOPICS entitled “A guide for preparing Requests for Personnel Action (RPAs) in hard copy. <<http://www.peterson.af.mil/21mssdpc/PPI_Docs/sf52guide.doc>>  

Q:  How long will I have to submit this paper copy SF 52?

A:  CIVMOD should be up by 8 Mar 02.  Some organizations will be eligible for CIVMOD accounts that will allow them to create an electronic SF 52.  BUT, not every organization will have an account.  In fact, initially, only a fraction of those that had PPI accounts will have CIVMOD accounts.  If you’re organization doesn’t have an account, you’ll have to continue submitting the paper copy SF 52 forever and ever and ever…unless you get an account sooner.  The CPF will create the electronic SF 52 for you based on that paper copy SF 52.


[image: image8.wmf]Remember to include the new Core Personnel Document (job description), if applicable, or provide documentation to the CPF for position reviews.  Call your classification specialist if you need help.  
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