

[image: image1.wmf] 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 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
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]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>
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1.  Attached is a listing of anticipated vacancy announcements located in Europe (USAFE):
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2.  VOLUNTEERS are needed for the upcoming MONTH OF THE MILITARY CHILD CARNIVAL!  This event will take place on Saturday, the 27th of April, from 1000-1400, at the Base Park, next to the Aquatics Center.

Activities planned include:  Carnival Games; Fire Department display & demonstration; Military Working Dogs demonstration; Face Painting; Hat Making; Bouncers (kids jump inside); Colorado Springs Flames and Skysox sports teams will be present; and lots more (refreshments for sale, organizations with information and give aways, etc.).  Volunteers are needed in many of the areas.  Hours are flexible (anytime between 0800 & 1500).  

Please call Jane Marie Kopycinski at 556-7220 to let her know when and in what area you would like to work.

Thank You for supporting this worthwhile community event!

3. WRIGHT PATTERSON AFB POSITION ANNOUNCEMENT:  TECHNICAL ADVISOR, AIRCRAFT STRUCTURAL INTEGRITY, SL-0861
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REPEAT ARTICLES

1.  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.  In an effort to streamline the classification of common positions across the Air Force, over 600 SCPDs have been developed to date on the AF Form 1003; these replace the AF Form 1378.  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.

-- 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/PDs 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.
2. 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 <mailto:Theresa.Dickson@Peterson.af.mil> .

Ms Teresita Hendricks, 954th Reserve Support Flight, Scott AFB IL.  Ms. Hendricks is undergoing chemotherapy treatment.
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. RETIREMENT SEMINARS:

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  

(SEATS AVAILABLE)  9-10 MAY 02

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

MID-CAREER RETIREMENT SEMINAR – CSRS EMPLOYEES
(SEATS AVAILABLE)  11-12 JUL 02
POC:  Theresa Dickson,   Theresa.Dickson@peterson.af.mil <mailto:Theresa.Dickson@peterson.af.mil> 

4. 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.
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 <mailto:Beverly.Sagapolutele@peterson.af.mil 
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