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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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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>
                                     XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
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XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

1. 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.

2. 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.

3. NEW CONTRACTING CAREER PROGRAM TECHNICAL APPRAISAL, AF FORM 2620:  The new Contracting Career Program (CCP) Technical Appraisal form, dated 1 May 01, has been authorized for use to rate employees starting with the end of the current rating period, which ends 31 March 2002. The previous edition of the form, dated July 90, is obsolete. The new form retains its original number (AF Form 2620) and is available on-line in the AF electronic publications library at <http://afpubs.hq.af.mil/>.   

Ratings from the new technical appraisal will be used by the CCP to rank employees for referral for consideration in filling only positions in the 1102 job series and only in grades 12 through 15.  The CCP POC for this information is Mr. Hector Corella.  He may be reached at hector.corella@randolph.af.mil.

4. USING THE PROBATIONARY PERIOD MORE EFFECTIVELY.  In a delegated examining environment, finding even minimally qualified applicants to fill vacancies can pose a challenge.  Since identifying the very best candidates isn't always an option, managers should take great care to use the probationary period effectively.  Doing so allows managers to balance the two goals of hiring someone to get the job done now, versus using good business sense to hire the "best person" for the job.  

A new Merit Systems Protection Board (MSPB) report recommends that managers use the 'safety valve' of the one-year probationary period to give all new employees the opportunity to demonstrate their ability to do the job, and also make sure managers correct selection errors before new employees gain the job protections that follow successful completion of the 

probationary period.  

Despite anecdotal evidence to the contrary, the report cites statistics that seem to show that managers may not be reluctant to remove unsuccessful employees during the probationary period.  In fiscal year 1999, 2,515 individuals were terminated during the probationary period (a 6 percent separation rate).  And a small number of successful appeals of removals during the 

probationary period should further encourage managers to use the probationary period to remove unsuccessful performers:   The MSPB's annual report for 2000 shows that 266 of 296 appeals by probationary employees were dismissed for lack of jurisdiction.  Of the remainder, 28 were settled and only 2 were adjudicated by the Board.

For more information on the other parts of the delegated examining environment equation-the selection process-managers can review the report, "Assessing Federal Job-Seekers in a Delegated Examining Environment," by going to the MSPB Website at <http://www.mspb.gov>.

5. CONTRACTING CAREER PROGRAM (CCP) TECHNICAL APPRAISAL (TA), AF FORM 2620
a. GENERAL INFORMATION. The new Contracting Career Program (CCP) Technical Appraisal (TA) form, dated 20010501, has been authorized for use to rate employees starting with the end of the current rating period, which ends 31 March 2002. The previous edition of the form (dated JUL 90) is obsolete and must not be used. The new form retains its original number (AF Form 2620) and is available on-line in the AF electronic publications library. 

b. FORM USE AND CONTENTS. Ratings from the new TA will be used by the CCP to rank employees for referral for consideration in filling ONLY positions in the 1102 job series and ONLY in grades 12 through 15. 

c. INPUT OF TA DATA.  CPFs must NOT input any TA data until authorized by AFPC/DPK because of an existing CIVMOD limitation that precludes the manual entry of an effective date. The CCP is working with CIVMOD requirements personnel to remove the limitation and will advise when that has been accomplished. Only after that will CPFs be authorized to input TA data. 

d. FUTURE INFORMATION. Authorization to input TA data, instructions, and other pertinent TA information will be posted on this Air Force Personnel Center, Directorate of Civilian Career Management list server. Accordingly, CPFs are strongly encouraged to monitor this site for the latest information. 

e. POINT OF CONTACT (POC).  The CCP POC for this information is Mr. Hector Corella. He may be reached at hector.corella@randolph.af.mil <mailto:hector.corella@randolph.af.mil>.

6. WOMEN’S HISTORY MONTH ACTIVITIES: 
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7. 
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Probably the singular distinguishing feature of the federal personnel system is that it is truly based on the concept of merit.  For more than a hundred years, merit has been the principle concept that governs practically all federal management’s relations with its workforce.  In its practical application, it is also the source of a lot of extra work and effort that must go into upholding its principles.  Merit system principles are found in Title 5 of the United States Code.

What is the concept of merit in the workplace?  For our purposes here, it can be defined in a limited way as the exercise of fair competition to choose the best person for a promotion, career-enhancing training, or a detail to promotion enhancing duties.  Expressed in another way, it is management providing employees equal consideration for training and work assignments that could enhance employees’ chances for promotion in the future.  Likely the most common way we trample on merit system principles in our supervisor/employee relationships is the use (better, misuse) of details.

Here’s how it usually works:  you are a supervisor (say in Contracting) and you have a new, hot, 18-month project that has to be taken care of straightaway.  You assign the workload, which is pretty much full-time, to one of your several GS-11 Contracting Specialists.  Because you are so busy at the time, you assign this new project to the one GS-11 you know you can always count on.  What you don’t do is take the time to examine the nature of the work, or call your classifier, to determine whether or not it may be of a higher grade and whether or not your assignment of it will enhance the employee’s future promotion prospects.  For the sake of this example, let’s say the work is GS-12 level work and that your assignment of this work to your favorite GS-11 Contracting Specialist goes undocumented for over a year.  You finally decide this work assignment needs to be documented as a detail.  You approach the Civilian Personnel Office with a request for a detail retroactive over the past year.  You’ll be shocked to discover that you did something wrong (by omission) that has multiple bad consequences.  Your position classifier will tell you that you denied your other GS-11 employees the opportunity to compete for this promotion enhancing job assignment.  Further, your classifier will tell you your favorite GS-11 Contracting Specialist cannot be given credit for the one year of higher level experience because the work assignment was made in violation of MERIT SYSTEM PRINCIPLES.

Now, we’re not trying to pick on supervisors in general, or Contracting organizations in particular here.  This is a scenario that takes place all too frequently in organizations across the Air Force and across Peterson AFB.  Air Force Space Command is particularly vulnerable to this sort of thing these days, because it is a command going through a major evolutionary phase.  So, please be aware of this kind of work situation in your organization.  Anytime you are assigning new tasks or changing existing work assignments, even in small ways, please call your servicing position classification specialist to help you make sure you’re doing the right thing.

8. SES Position, Director of Engineering, Propulsion, ES 801/1301 at Wright Patterson AFB, OH
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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. 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

2. 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.
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

Civilian Personnel Managers Course (CPMC)


(SEATS AVAILABLE)
  23-26 JUL02

Military Personnel Managers Course (MPMC)


(SEATS AVAILABLE)
19-20 AUG 02

Air Force Supervisors Course (AFSC)



(SEATS AVAILABLE)
21-23 AUG 02

Air Force Supervisors Course (AFSC)



(SEATS AVAILABLE)
 16-18 SEP 02

Military Personnel Managers Course (MPMC)


(SEATS AVAILABLE)
 19-20 SEP 02

POC:  Beverly Sagapolutele,  Beverly.Sagapolutele@peterson.af.mil
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