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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 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: image3.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.  NATIONAL ORGAN AND TISSUE DONOR AWARENESS WEEK, 2002.   The attached memorandum from the Director, Office of Personnel Management (OPM), announces the awareness week of 21 through 27 April.  Although the week has passed, the memorandum contains information of continuing importance, including the growing need for donors and donor leave benefits.  You may want to seriously consider becoming an organ and/or tissue donor.


[image: image5.wmf]National Organ and 

Tissue Dono...


2.  PERFORMANCE APPRAISAL GREIVANCE PROCEDURES:   The annual rating period is often a stressful time for both supervisors and employees.  This stress is often increased by several factors.  Often the supervisor and reviewing official are faced with issuing a less than glowing performance rating to an unsuspecting employee.  This situation may be alleviated by improving communication and/or understanding between the supervisor and the employee, throughout the rating period.  Supervisors should frequently and clearly communicate performance expectations to employees, and employees should discuss their performance concerns with supervisors, at the time the issue is evident.  We also find in many cases, supervisors repeatedly verbalize performance issues with employees, but do not provide or maintain documentation.  Performance feedback forms are an excellent tool for this purpose and may be used as frequently as deemed necessary.  This provides a clear and concise understanding of the current performance status of the employee, identifies what the employee needs to do to improve performance, and is written acknowledgement by both the supervisor and the employee that the issues are understood.  In turn, this documentation supports the supervisors’ annual performance rating completion and avoids end-of-year surprises to employees. 

However, even with the best of efforts, some employees will be disappointed with their annual performance rating.  The Administrative Grievance Process can be used by non-bargaining unit employees to raise their concerns through the management chain.  The process is outlined in AFI 36-1203 and the 21 SW Supplement.  Bargaining unit employees fall under the Negotiated Grievance Procedure as outlined in Article 31 of the Negotiated Agreement.  Complaints containing allegations of discrimination are referred to the Equal Employment Opportunity (EEO) office.  Grievances should identify the specific issue(s) being grieved, provide evidence of why the employee believes it should be changed, and state a personal remedy desired to resolve the situation.  Bear in mind there are specific time frames for filing and responding to grievances.  Management Officials receiving employee grievances should immediately consult with your servicing Employee Relations Specialist (ERS), who will assist you in the response process.  Employees with questions regarding rights and procedures may also contact their servicing ERS. Attached are local Fact Sheets on grievance and Alternative Dispute Resolution (ADR-mediation) procedures.  While the grievance process is available to resolve employee concerns, open communication and feedback sessions through out the performance period are the best remedies for both supervisors and employees and should be exercised diligently.
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3. Air Force Personnel Center, Directorate of Civilian Career Management, Career Management Information #FY 02-08 
Career Programs Deployment to Modern:  The Air Force deployed the Modern Defense Civilian Personnel Data System (DCPDS) on 15 February 2002 with the exception of Robins, Tinker, and Wright Patterson AFBs.  We are pleased to announce Career Programs will join the Air Force effective 15 April 2002 in using the modern system to fill covered positions.  On this date, career programs will begin using vacancy announcements to accept self-nominations for internal Air Force wide recruitment.  All career program vacancies will be announced on the AFPC Employment Home Page effective 19 April 2002. 
All AF employees must self-nominate for positions for which they are interested.  This includes employees at Wright-Patterson, Tinker, and Robins.  
To restate, the process is the same whether the employee is located at Wright-Patterson, Tinker, and Robins or any other AF installation - all must self-nominate.  Employees will be able to self-nominate via the internet or through Interactive Voice Response System (IVRS).  This process can be accomplished by accessing the Air Force Personnel Center Employment Homepage https://ww2.afpc.randolph.af.mil/resweb/ or IVRS at 800-997-2378 (within area code (210) 527-2378).  Additional information on Self-Nomination for Career Program covered positions and the Modern DCPDS can be found at: http://www.afpc.randolph.af.mil/cp/Civmod/CIVMOD-Info.htm.  
Career program registration is no longer required to apply and compete for covered positions.  While external applicants are required to submit a resume for employment consideration, current permanent AF employees do not need to submit a resume with their self-nomination unless a resume is requested in the announcement for use in making the selection.  Detail information in determining what constitutes an internal candidate Vs. external candidate can be found at https://ww2.afpc.randolph.af.mil/resweb/docs/welcome_new_users.htm.  
The CPFs should encourage employees to subscribe to the Civilian Announcement Notification System (CANS).  CANS provides a state-of-the-art system that searches Air Force vacancies for employees.  Information on how to subscribe is found at: http://www.afpc.randolph.af.mil/afss/ . Note that subscribing to CANS is not the same as self-nominating for a position.  The CANS system simply notifies employees of vacancies for which they may be interested.  The employee must self-nominate if they are interested in the vacancy.  Vacancies are posted weekly on Fridays.  Vacancies for internal AF positions are posted at the Air Force Personnel Center Employment Web Page.  
Please visit the AFPC career program page web periodically for current updates and news on deployment.    We appreciate your patience as Career Programs implements this new personnel system.    
4. CAREER MARKETING STRATEGY/CIVILIAN PERSONNEL UPDATE/PLANNING FOR THE FUTURE

The AAP/I Employment Program Committee will be sponsoring the following seminars on 9 May 02, 0800-1600 hours at the Peterson Chapel, room 1 & 2.  

0800 - 1200 Career Marketing Strategies (by Family Support Center)

1200 - 1300 Lunch

1300 - 1400 How to Apply for Federal Employment (Civilian Personnel

Office)

1400 - 1500 Family Medical Leave Act (Civilian Personnel Office)

1500 - 1530 CIVMOD Update (Civilian Personnel Office)

1530 - 1600 Financial Planning (Mr. Terry Engler of Waddell & Reed Inc)

This seminar is open to all interested Peterson Complex personnel (includes Peterson AFB, Cheyenne Mountain Air Station, and Schriever AFB) civil service and military.  To register, please call the Family Support Center, 556-6141 and for additional information please call Yong Sharp, 567-4501. This seminar is open to ALL CIVILIANS and active duty military.  This is an official function, and civilians are authorized duty time and should not be charged leave to attend.  

5. CREDITIBILITY, COMPOSURE AND CONFIDENCE; a one-day seminar.  The Asian/American Pacific Islander Employment Program and the Hispanic Employment Program will sponsor a one day seminar:  The Essentials of Credibility, Composure and Confidence.  The seminar will present how to project competence and professionalism, how to keep your perspective under pressure, and how to maintain your sense of self-worth and self-assurance.  Seminar will be conducted 22 May, 0830-1600, in the Officers Club Ozone Room.  Lunch is not included in the seminar, but we will need to notify the Officers Club dining room if a large number of individuals plan on eating lunch in the club.  REGISTRATION IS REQUIRED:  e-mail Candace.Cuadra@Peterson.af.mil with the following information:  name, organization, grade, phone number, lunch in club: yes/no. 

6. ELIGIBILTY FOR HOSTILE FIRE PAY, FOR EMPLOYEES WORKING IN THE PENTAGON OR THE WORLD TRADE CENTER BUILDINGS ON 11 SEP 01. The attached documents contain information regarding Hostile Fire Pay for civilian employees. If you were present in the Pentagon or you were present, on official business, at the World Trade Center buildings on 11 Sep 01, please review the attached payment guidance and criteria. If you believe you are eligible for Hostile Fire Pay, contact Ms. Beverly Sagapolutele in the Civilian Personnel Office, ext 6-7073, to begin the claim procedure. 
 
[image: image9.wmf]Eligibility for Hostile 

Fire P...

 


[image: image10.wmf]
7. CLASSIFYING A SUPERVISORY POSITION 
In our current environment of limiting supervisory positions in order to flatten the Federal hierarchy and reduce the number of high-level managerial positions, it’s important to understand what actually constitutes a “supervisory” position AND what unique supporting documentation is needed to complete the classification process for these positions.


[image: image11.wmf]Supervisory positions, as defined by the Office of Personnel Management, are those positions that accomplish work through the supervision of others and require technical competence related to the work directed.  The General Schedule Supervisory Guide (GSSG), which is used to classify these positions, defines supervisory work as requiring accomplishment of work through combined technical and administrative direction of others; work that constitutes a major duty occupying at least 25 percent of the position's time; and that meets specific criteria under supervisory and managerial authority exercised.


[image: image12.wmf]The factors used to classify supervisory positions are somewhat different than those used for non-supervisory positions and include the following:  

1.   Program Scope and Effect

2.
Organizational Setting

3.
Supervisory and Managerial Authority Exercised

4.
Personal Contacts

5.
Difficulty of Typical Work Directed

6.
Other Conditions


[image: image13.wmf]Factor five is key in that it measures the difficulty and complexity of the basic work most typical of the organization(s) directed, as well as other line, staff, or contracted work for which the supervisor has technical or oversight responsibility, either directly or through subordinate supervisors, team leaders, or others.  For Factor Five, the classifier must then determine the highest grade which best characterizes the nature of the basic (mission oriented) nonsupervisory work performed or overseen by the organization directed, and that constitutes 25 percent or more of the workload (not positions or employees) of the organization.  In order to do this, the classifier must arrive at a “grade” for every position supervised, whether civilian or military.  This is why your servicing classification specialist will ask you for a statement of work for any positions that do not have a position description on file in the CPF (usually military).  The classifier must then, in effect, apply the appropriate Position Classification or Job Grading Standard to the statement of work to derive an appropriate GS or FWS equivalent.

So now you know why your classifier requests SO MUCH information when your organization initiates a fill action or a review for a new supervisory position.
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1.  CIVILIAN PERFORMANCE PLAN RECERTIFICATION:  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.
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, Thersa.Dickson@Peterson.af.mil .
Ms. Betty Aona, Hq AFSPC/XPM, Peterson AFB CO.  Ms. Aona’s sister has Brain Metastatic from Breast Cancer and cannot be left alone.

Mr. Thomas Hill, 65th Services Squadron, Lajes Field, Azores, Portugal.  Mr. Hill was diagnosed with Metastatic Renal Cell Carcinoma.

Mrs. Helen Hill, 65th Transportation Squadron, Lajes Field, Azores, Portugal.  Mrs. Hill’s spouse has Metastatic Renal Cell Carcinoma and she need to care for him full-time.

Mr. James > Clifton, 94th Contract Administrator, Dobbins AFB GA.  Mr. Clifton’s spouse is suffers from Lupus.

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 .
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.
Air Force Supervisors Course (AFSC)






13-15 MAY 02 (rescheduled)

Military Personnel Managers Course (MPMC)





16-17 MAY 02 (rescheduled)

Air Force Supervisors Course (AFSC)



(SEATS AVAILABLE)
10-12 JUN 02  (new dates)

Military Personnel Managers Course (MPMC)


(SEATS AVAILABLE)
13-14 JUN 02  (new dates)

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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