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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>
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/   


1. [image: image2.wmf] “HELLO PERSONNEL?  I’D LIKE TO UPGRADE SARA BELLUM’S POSITION SINCE SHE’S DOING SUCH AN OUTSTANDING JOB!”  

Isn’t this exactly what you’d like to do as a manager or supervisor for your outstanding employee?  Certainly the employee is VERY capable.

Wouldn’t you know it…there are established guidelines for ensuring an upgrade of the position is warranted.  The following are some of the areas that are generally thought to be grade-controlling aspects of a position.  However, they are not appropriate:

· Position-to-position comparison.  For example, you may have the same title and series as another employee who is higher-graded.  Each position must stand on its own merits by comparison to classification standards and guides.  Your position may not have the same duties or have the same responsibilities.  Each position must be looked at individually without comparison between like positions.

· Volume of work.  A big misconception is that the more work you have, the higher graded your position should be.  However, more of the same work does not mean a higher grade.

· In order to retain or reward a valued employee.  There are several ways to reward star performers, but requesting a promotion is not one of them.  You can recognize them with time-off or cash/performance awards.

· Length of service.  Although an employee has been in a position for a very long time, it does not mean that the complexity and responsibility of the position has increased to merit a higher grade.

· Scarcity of new employees.
· Unusual qualifications.
· Relative efficiency.
When the personnel office receives a request for a position review, the following are some of the grade-controlling aspects that ARE appropriate:

· Levels of knowledge, skills and abilities required and used in doing acceptable work in the position.

· The authority the employee has for making final decisions and commitments about the work in the office.

· The nature of the assignment; the difficulty in identifying what needs to be done; and the difficulty and originality involved in performing the work.

· How the work is assigned; the employee’s responsibility for carrying out the work, and how the work is reviewed.

· How much help is available from regulations, manuals, written instructions, etc.?  To what extent must the employee figure out new ways of doing things?

· The purpose of the work, and the impact of the work product or service.  What is the ultimate goal to be achieved in the position?  Who or what benefits from the employee’s work?

· How important and difficult are personal contacts with people outside of the office?

[image: image3.wmf]Classification of positions is regulated by law.  Any upgrade of a position must meet criteria set out in the law and guided by Position Classification Standards published by the Office of Personnel Management.  Want to know where you can find the Standards?  Go to:  www.opm.gov (then to Quick Index, Classification, General Schedule Documents or Federal Wage System Documents).  

2. CHANGE IN PAYROLL OFFICE DESIGNATION:  This is an FYI notice to alert you to a change in designation (cleartext change only) that has already taken place on the SF-50s.   This only affects those bases that are currently under Denver (DE) that will be changing Database Ownership effective 2 Jun 02.  The realignment of payroll servicing being accomplished by DFAS will result in the re-designation of the Denver Payroll Center primary databases to the Pensacola Payroll Center.  In order to reflect the correct payroll servicing location on SF-50s and for other documents, the literal value for the Denver Payroll Office IDs has been modified. The Table translation was done during Patch 34.3 on 19 May 02 - which means that the clear text translations are already showing.  This is NOT a problem and does not need to be fixed.  No corrections are required.  For the next two weeks, until the actual re-designation takes place on 2 Jun 02, Block 44 of the SF-50 will show Pensacola instead of Denver.   Employees under DE (Denver) are still under DE (Denver) and are still being paid out of DE (Denver) until this move takes place.  At that time, DE (Denver) will become DE (Pensacola) in the true sense of the move.  

3. FEDERAL LONG TERM CARE INSURANCE PROGRAM (FLTCIP):  Long-term care (LTC) can be expensive, depending upon the amount and type of care needed and the setting in which it’s provided.  LTC costs vary widely across the country.  For instance, the average daily rate for nursing home care in Colorado Springs is $125.70 per day and $16.86 per hour for home health care.  As you consider your options during the forthcoming FLTCIP open season (1 Jul -31 Dec 02) you may want to compare costs based on the geographical location where you plan to retire.  To help you determine the cost of LTC services, visit the following site:  

http://www.ltcfeds.com/NASApp/ltc/do/assessing_your_needs/costofcare?action=costofcare

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, Thersa.Dickson@Peterson.af.mil <mailto: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.

Ms. Judi McCarty, 850th CS/SCYC, Schriever AFB CO.  Ms. McCarty underwent orthopedic surgery.

Ms. Patricia Murphy, 10 DS,OL-A/SGDA, Peterson AFB CO.  Ms. Murphy is required to care for her terminal ill mother.

Ms. Janice Robinson, 81st Comptroller Squadron, Keesler AFB MS.  Ms. Robinson is undergoing extensive cancer treatment.

Ms. Diane Fowler, USAFE, Izmir, Turkey.  Ms. Fowler will be undergoing a surgical procedure.

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
2. IMPORTANT NEXT OF KIN NOTIFICATION INFORMATION FOR ALL CIVILIAN EMPLOYEES.  In response to next of kin (NOK) notification needs identified following the September 11 attack on the Pentagon, the Air Staff set into motion development of a civilian employee NOK notification system entitled Civilian Emergency Data System (EMDS).  The attached letter contains a brief description of the system and provides web site addresses for inputting your personal notification information.  Employees are highly encouraged to input their notification preferences into the data system and then provide a copy to their immediate supervisor for filing in the employee AF Form 971 folder.  Failure to update the notification data system could result in delayed NOK notification in cases of emergency.   
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 3. AF ANNOUNCES THRIFT SAVINGS PLAN OPEN SEASON, 15 May- 31 July.   AIR FORCE PERSONNEL CENTER (Modified Locally from AFPC release no.33, May 7, 2003) - - Civilian and military employees can sign up for or change their contributions during the Thrift Savings Plan’s “open season” May 15 - July 31.  “TSP is an easy, long-term retirement savings plan, that everyone should consider,” said Lt. Col. David Zeh, chief of the contact center here. “It’s a great supplement to military and civilian retirement plans. And you only contribute what you feel you want to. TSP offers investors the chance for lower taxes each year they contribute while not having to pay taxes on earnings until they reach retirement.”  “Other features of the plan include a choice of five investment options, and an easy way to move your money between those options,” said Janet Thomas, of the center’s civilian benefits and entitlements service team.  “You can take out loans from your own contributions and earnings and make in-service withdrawals,” she said. “Another great benefit is that TSP is ‘portable’ - you can keep it if you leave military or federal service.”  “The investment money can be paid directly out of each paycheck “so that you never have to think about it,” said Col. Zeh. “That makes it so easy to ‘pay yourself first’.” 

The five TSP funds are: the Government Securities Investment (G) Fund; the Common Stock Index Investment (C) Fund; the Fixed Income Index Investment (F) Fund; the Small Capitalization Stock Index Investment (S) Fund; and the International Stock Index Investment (I) Fund. Specific information is available for civilian employees from the Thrift Savings web site at http://www.tsp.gov/ or the BEST homepage at http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm and for Air Force military personnel at http://www.afpc.randolph.af.mil/mpf/TSP/thrift_savings_plan.htm.

Civilian Employee TSP Policies/Limitations:

-- Contribution limits are based on which retirement system an employee has. For the current open season, the following contribution rates apply:


-- Federal Employees’ Retirement System employees may contribute up to 12 percent of their basic pay each pay period. Once eligible, the government provides matching funds of up to four percent as well as an automatic one percent each pay period whether the employee contributes or not. This brings the maximum government contribution to five percent.  


-- Employees covered by the Civil Service Retirement System may contribute up to seven percent of their basic pay each pay period, but do not receive any matching contributions.


-- The amount FERS and CSRS employees may contribute will increase by one percentage point each year through 2005, when they will be restricted only by the Internal Revenue Code’s annual limit, currently $11,000, said Ms. Thomas.  Beginning with the Nov. 15 open season FERS employees can contribute 13 percent and CSRS employees can contribute 8 percent.

  --  All Air Force civilian employees must make their TSP contribution elections (amount an employee wants to contribute from their basic pay) or changes through the BEST automated phone system or web application by July 31. The BEST phone system may be reached at  (800) 997-2378, or commercial 527-2378 within San Antonio. Hearing impaired employees may contact BEST by calling TDD (800) 382-0893 or commercial 565-2276.  Overseas employees will dial a toll-free AT&T access number or MCI direct access number for the country they are in.  Counselors are available Monday through Friday, 7 a.m. - 7 p.m.Central Daylight Time.  The BEST Employee Benefits Information System web application is located at http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm
  --  Contribution allocations (how an employee chooses to invest their money among the five funds) are made by calling the TSP automated ThriftLine at (504) 255-8777 or on the TSP web site at http://www.tsp.gov/. (AFPC is located at Randolph AFB,TX)

4 . RETIREMENT SEMINARS:

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 
5. 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)
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
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