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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.
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IN OUR CONTINUING EFFORTS TO PROVIDE YOU QUALITY SERVICE, THE PETERSON CIVILIAN PERSONNEL FLIGHT (CPF) REQUESTS ALL CUSTOMERS CALL AHEAD TO MAKE AN APPOINTMENT. the sECTION TELEPHONE NUMBERS ARE LISTED BELOW:
 

sTAFFING
556-8050
CLASSIFICATION
556-5729

WORKFORCE EFFECTIVENESS
556-4737

MAIN DESK
556-4775
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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. AIR FORCE PERSONNEL CENTER DIRECTORATE OF CIVILIAN CAREER MANAGEMENT 

INFORMATION SHARING:
On-line Registration: We are pleased to announce that the On-line Registration is up and running. 
- Where Can I Register? You can access the online registration at <http://www.afpc.randolph.af.mil/dpc/cpreg/cpreg.htm>.  To register, you access the Online Registration Web Site through the AFPC Secure website login, where you will enter your account information.  Once you enter the AFPC Secure website select the OCPR option.  The process for registration will remain essentially the same with emphasis on using Online Registration - the electronic Web-based capability.  Online Registration is quick and easy and is accessible 24 hours a day from any computer hooked up to the Internet -- at home or at work.  

- I was registered under the old system, do I have to resubmit a new registration? If you were registered under the legacy system, you do not have to submit a new registration. All registrations under the legacy system that were in effect as of 31 Dec 2001 will transfer over to Resumix.
- Contact your Career Program Representative if you need assistance in registering online or if you have any questions regarding the requirements for registration.
- Do I have to register to apply for jobs?  Registration is no longer required to apply and compete for a Career Program position.  Career Programs will continue to use registration for training nominations and selections, management and leadership development, assessments, interviews, career counseling, and workforce analysis.  Learn more about Career Program Registration at http://www.afpc.randolph.af.mil/cp/2675.htm.

2. CAREER PROGRAM SPONSORED TRAINING:  We are getting to that time of year when I will be sending out call letters for individuals enrolled in the Career Program to give us their wish list for Career Program funded courses.  That call should be coming out shortly.  Would suggest individuals in the Careers Program start thinking about these courses.  They should also be checking the AFPC web site  at http://www.afpc.randolph.af.mil for Career Program information.  

Another area I need your help in spreading the word is the Defense Leadership and Management Program (DLAMP) and the Air Force Civilian Competitive Development Program (CCDP). The DLAMP program is a Department of Defense (DOD) program designed to prepare future civilian leaders (GS13 through GS-15) through systematic management training, education and rotational assignments.  The second program CCDP, is an Air Force program designed to select the right person at the right time for the right training, and put that training to work in appropriate follow-on assignments.  Employees in grades GS-12 through GS-15 are eligible to be selected for these programs.  Call for these programs will come out early June.  Individuals can check these web sites for additional information and application procedures: CCDP www.dp.hq.af.mil/dps/CCDP.htm and DLAMP www.dp.hq.af.mi/dps/DLAMP.htm
Civilian PME is also available by correspondence through the base education office.  In some cases individuals can take PME in-residence.  Check out the AFPC web-site at http://www.afpc.randolph.af.mil/pme/ for information on various forms of PME.  (21 MSS/DPH, Rick Gropp)

3. CIVILIAN PERFORMANCE APPRAISALS: The civilian performance appraisal period closed 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.  Questions regarding the performance appraisal and awards process should be directed, first to your organization’s Quality Control Monitor (QCM), then to your servicing CPF, Employee Relations Specialist.  

4. 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 rating period which ended on 31 Mar 02. 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 DSN 665-4608 or at hector.corella@randolph.af.mil.

5. CIVILIAN PERFORMANCE PLANS:  The civilian rating period started on 1 Apr 02.  Supervisors are reminded they should meet individually with each employee at the beginning of each appraisal cycle to review and discuss the employee’s performance elements and standards.  In addition, each employee who enters a new position or who is temporarily assigned for 120 days or more should be given a written performance plan.  These plans must normally be certified within 30 days of the beginning of each appraisal cycle, and within 30 days of the date an employee enters a new position or is temporarily assigned for 120 days or more.  An AF Form 860 is used unless an Air Force Core Personnel Document (COREDOC) has been created for the position.  In this situation, the COREDOC should be used to evaluate the employee’s performance and a separate work plan should not be developed as this defeats the purpose of a COREDOC.  Any change to the COREDOC must be coordinated through the Classification Section.      
6. LONG TERM CARE INSURANCE (LTC):  Rates and benefits for early enrollment are now on the two updated websites at  www.opm.gov/insure/ltc and at www.ltcfeds.com . It is worth spending some time at both sites, even if you aren’t planning to enroll during early enrollment.  As you probably know by now, early enrollment is targeted to those who have already done their homework and know about long term care and long term care insurance.  The same benefits and rates will also be available during open season (July 1 - December 31). Open season will also have other benefits available, and rates for those benefits will be announced much closer to the start of open season.  And best of all-you can now talk to a certified long term care insurance specialist at 1-800-582-3337 from 8:00 am - 8:00 pm, Monday - Friday, Eastern time.  Early Enrollment is March 25 - May 15, 2002.  Open Season is July 1 - December 31, 2002.
7. PAY INCREASE FOR FEDERAL WAGE SYSTEM (FWS) EMPLOYEES

Just a little background:  The Federal Wage System was developed to make the pay of Federal workers comparable to the rates paid by private industry for similar jobs in the local wage area.  The pay plans (WG, WL, WS) cover most trade, craft, and laboring employees in the executive branch, but not Postal Service employees, legislative branch employees, or employees of private sector contracting firms.  The Office of Personnel Management (OPM) prescribes basic policies and procedures to ensure uniform pay setting.  OPM specifies procedures for agencies to design and conduct wage surveys, to construct wage schedules, to grade levels of work, and to administer basic and premium pay for employees.  The Department of Defense (DoD) is the lead agency responsible for issuing FWS wage schedules.

Where can you find the new wage schedule?  You can find the most recent wage schedule, which became effective 24 March 2002, at http://www.cpms.osd.mil/wage.  Once you enter the web site, scroll down to “Latest Released Appropriated Fund Wage Schedules,” then scroll to “023R Southern Colorado,” then click on “023R-19 Mar 2002.html.”

8.  Position Announcement: Technical Advisor, Aircraft Structural Integrity, Wright-Patterson AFB
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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 556-9231 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

2. RETIREMENT SEMINARS:

PRE-RETIREMENT SEMINAR - FERS EMPLOYEES  

(FULL, CALL FOR WAITING LIST)  11-12 APR 02

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  

(SEATS AVAILABLE)  9-10 MAY 02

MID-CAREER RETIREMENT SEMINAR – FERS EMPLOYEES
(SEATS AVAILABLE)  6-7 JUN 02

POC:  Theresa Dickson,   Theresa.Dickson@peterson.af.mil 

3. 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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