oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo


[image: image1.wmf] Civilian Personnel Newsletter
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

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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THE CIVILIAN PERSONNEL FLIGHT MAINTAINS A LOCAL WEB SITE TO PROVIDE YOU WITH ALL THE UP TO THE MINUTE INFORMATION.   LOAD THIS INTO YOUR "FAVORITES":  <http://www.peterson.af.mil/21mssdpc>
New Articles
1. Women's History Month Event. The Peterson Complex FWP (Federal Women's Program) is hosting a special event to commemorate the annual March Women’s History Month.   This year the theme is  “Women Sustaining The American Spirit.”  Please join us at the Peterson Officers’ Club Ballroom on Wednesday, March 20th when Ruth Kay Peterson will provide a very humorous and motivating session 0900 to 1200, immediately followed by a buffet lunch.   Purchase your ticket $8.50 from FWP members.  For tickets or more information, contact the following people:  

Bldg 1470 - Debra Agnew, Jackie Hill, Karen Fiorillo, Debbie Weaver Hartinger Bldg - Dallas, Sandy Sharketti, or Suzanne Lucero; 21-LSS Bea Aquino.
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2.  RUMORED CSRS BUYOUT UNTRUE  -  There are a number of rumors regarding the potential for early outs, buyouts, and related items currently circulating through the halls of federal agencies. However, according to Garry Ewing of the U.S. House of Representatives Civil Service, Census, and Organization Subcommittee, the rumors are untrue.  One rumor includes claims of a bill that would insure that all CSRS employees are retired by the end of fiscal year 2003. It would supposedly add five years of no penalty time to an employee’s tenure and age with a $50,000 incentive bonus. Another version would provide the same provisions with a 75 percent of basic pay provision that would be hard to refuse for most workers. Another buyout bill lists two Congressional sponsors who don’t even exist.  Of course, this does not mean that there could never be another buyout bill passed by Congress. And, several agencies with severe financial constraints may attempt to get buyout/early out legislation passed by Congress for their specific agency. But a government-wide buyout bill remains unlikely. Why? For one thing, with 50 percent of the federal workforce eligible to retire over the next five years, it seems unlikely that the federal government would want to push these individuals “out the door” any sooner than it has to and face the inevitable recruitment problems that would result.  (FPMI's FedNews OnLine for Thursday, February 28, 2002)

3. CIVILIAN PERFORMANCE APPRAISALS.  The current, civilian performance appraisal period will close on 31 Mar 02.  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.
4. CIVILIAN EMPLOYEE HEALTH BENEFITS SERVICE DAY.  Representatives from Blue Cross/Blue Shield, Government Employees Health Association (GEHA), PacifiCare of Colorado and Kaiser Permanente, will be available to meet with Peterson Complex civilian employees to discuss any questions or concerns regarding their health insurance coverage.  Appointments are not required.    Representatives will be available on Tues, 19 Mar 02, 1200-1330 hrs, at BLDG 350, Civilian Personnel Flight Training Room.  POC for additional information is Ms. Beverly Sagapolutele.
5. Senior Financial Advisor position at Wright-Patterson AFB, OH
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*REPEAT ARTICLES*REPEAT ARTICLES*REPEAT ARTICLES*
1. 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. Elizabeth Close, USAF Recruiting Sq, Malmstrom AFB, MT.  Ms. Close is undergoing treatment for lung cancer.

Mr. Russell Casey, 325 Wing Public Affairs, Tyndall AFB FL.  Mr. Casey is battle renal cell cancer and blood clot to the brain.

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
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 

 
b. PRE-RETIREMENT SEMINARS:

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  

(FULL)


06-07 FEB 02

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)  

6. 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 land sick leave. Bone-marrow or organ donor leave may be used, but is not limited to such situation 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,” and 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. (AFI 36-815, Absence and Leave)
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