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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
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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! 

UPDATED PETERSON CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY: 

<http://www.peterson.af.mil/21mssdpc/function.htm>
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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/  
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1. AFPC Call Centers Closed 5 Jul 02   The Air Force Personnel Center (AFPC) Commander has designated 5 Jul 02 as "Family Day".  On this day it is important to offer all AFPC/DPC employees the opportunity to be with their families.  Because of this, Benefits and Entitlements Service Team (BEST) Counselors and the Recruitment Service Center employees will be afforded the opportunity to take leave on 5 Jul 02.   Although employees will not have access to Benefit Counselors, they will be able to access the WWW ( www.afpc.randolph.af.mil/dpc ) and the BEST automated system (1-800-997-2378 or 527-2378 if calling within the San Antonio TX area) to conduct any business the automated system allows.  In addition, the Recruitment Service Center customer representatives will not be available; however, applicants may access the automated system (external 1-800-699-4473 or internal 1-800-997-2378) or the employment homepage ( www.afpc.randolph.af.mil/afjobs)  to access vacancy announcements, self-nominate, or submit resumes.
AFPC will have a voiced message on the system that will alert employees and applicants right away that counselors and operators are not available.
Happy 4th of July!  [image: image4.png]



2. VERIFICATION OF EMPLOYMENT

Are you buying a home? [image: image5.png]


   

Making home improvements?? [image: image6.png]



Buying a new car?  [image: image7.png]



 Are you working with a lending institution? Then let us tell you how to make it easier to secure that loan!  Now it is no longer necessary for your bank to send out a verification of employment letter requesting information on your financial picture. Just a few easy steps can save you and your bank a great deal of time and work!  All you need to do is contact  The Work Number for Everyone at http://www.theworknumber.com  (or phone 1-800-367-2884) and secure a “salary key”, which is something like a PIN number. This salary key, along with the Department of Defense code 10365 will allow your bank to get the information it requires to process your loan. What does this mean for you? In most cases, your loan can be processed quickly using this method.  Most lending institutions are familiar with The Work Number for Everyone, as the Department of Defense has been using it for more than a year.  The expense is minimal and is usually absorbed by the bank.  Visit the web site for further information.  

3.  EMERGENCY-ESSENTIAL AND KEY POSITIONS:  [image: image8.png]



I’m really confused.  I keep hearing about emergency essential and key positions…what ARE they?    

E-E or Key positions are part of the Civilian Readiness (Mobilization) program which is the program used to ensure a sufficient number of qualified Air Force federal civilian employees are available to meet worldwide mission requirements during periods of national emergency, mobilization, war, military crisis, or other contingency. 

E-E Position Information[image: image9.png]gL




An E-E civilian position is located overseas or is one that could be relocated overseas during a crisis situation, or which requires the incumbent to perform temporary duty assignments overseas during a crisis in support of a military operation.  The position ensures the success of combat operations or supports essential combat systems after a mobilization, evacuation order, or other military crisis.  The position cannot be converted to military because it requires uninterrupted service in support of a combat operation, or because the position maintains and repairs essential combat systems.

Currently there are no civilian positions at Peterson Complex that are designated as E-E positions.

Key Position Information[image: image10.png]



A Key civilian position is a civilian position in the United States or US territories that must be filled during a national emergency or mobilization, and which, if vacant, would seriously impair the functioning of a federal agency or office.

Designating a position as Key is done by the organizational manager during Base-Level Assessment.  Criteria for designating Key positions are:

· Employees cannot vacate these positions during national emergencies without seriously impairing the capability of the Air Force to function effectively.

· Employees occupying these positions must have unique or scarce managerial or technical skills that the wartime mission requires.

· The position would be very hard to fill after mobilization.

· No alternative arrangement is available that will fulfill these functions during a mobilization.

The criteria for designating Key employees are:

· The employee has unique or scarce managerial or technical skills that the wartime mission requires.

· The employee would be very hard to replace during a mobilization.

· No other qualified employee exists who could assume the Key position during a mobilization.

· You cannot reassign the incumbent to a vacant “non-Key” position or locate an eligible replacement who is not subject to recall.

In the performance of duties during a Contingency, management would request removal of the Key employee from any military mobilization obligation and arrange for Key employees to perform in Key positions throughout the contingency.  

It will state on the PD/CPD/SCPD of Key positions, “This is a Key Position.”  Incumbents must be removed from their military recall status if alternatives for filling the position during an emergency are not available.”

Note:  There are approximately 70 civilian positions within the Peterson Complex that are designated as Key.

WAIT, STOP!!!! [image: image11.png]


  Okay, I think I understand EE and Key positions.  But what is MISSION ESSENTIAL?    [image: image12.png]


  

Generally speaking, employees normally considered non-essential are those whose services may not have an immediate requirement to be performed.  However, those same employees may become mission essential based on a change in the mission or unexpected circumstances (as the recent emergency crisis).  

All PAFB personnel are essential to our mission.  However, “Mission Essential Personnel” include the minimum number required to keep critical base support and mission activities functioning until additional support arrives.  This includes, but is not limited to, fire fighters, security forces, command and control, power plant operators, snow removal, medical personnel, dining facility workers, selected child care workers, and shift workers.  While in contrast, non-essential personnel are those that could be delayed for short periods of time (hours to days) without serious mission impact.  Commanders identify mission essential and non-essential positions and ensure the personnel are properly notified.  Mission Essential positions should be documented in the employee’s AF 971 file.  There are occasions when management may recall non-essential employees because of a mission requirement.  Circumstances can change in a matter of minutes or hours requiring mission essential status to change.  

For further information, you can access Air Force Instruction 36-507 or contact your Position Classification Specialist at 556-5729. 

WHEW!!  I’m glad you cleared that up.  [image: image13.png]



4. LONG TERM CARE INSURANCE (LTCI) OPEN SEASON,  1 JULY - 31 DECEMBER 2002.  The Air Force Personnel Center (AFPC) has developed the attached question and answer flyer providing updated information on LTCI.  A copy of the flyer was mailed to all Air Force-serviced employees on 24 June.  The flyer is also included here to ensure maximum dissemination.  Employees with specific questions about LTCI should call Long Term Partners at 1-800-582-3337 or TDD 1-800-843-3557. 
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5.  CSRS MID-CAREER RETIRMENT PLANNING COURSE, 11-12 JULY.   Seats are available for this important and informative seminar.  Contact Ms. Theresa Dickson, 6-9231, today to reserve a seat. 

 

6.  PAYMENT OF FEHB PREMIUMS FOR EMPLOYEES CALLED TO ACTIVE MILITARY DUTY.   Employees who elected to continue Federal Employees Health Benefits (FEHB) coverage while on active military duty had FEHB premiums deducted from the award payment.  The Office of the Assistant Secretary of Defense (OASD) in coordination with the Office of Personnel Management established a policy authorizing Federal agencies to pay the employee's share, in addition to the Government's share, of the FEHB premiums for any covered employee who is called to active duty in support of a contingency operation.  Under this policy, FEHB premiums are deducted from the employee's pay during any period pay is sufficient to cover the cost of the premiums.  The employee is not eligible to be reimbursed for premiums deducted while in a pay status.  Since receiving an award payment is not the same as the employee being in a pay status, Air Staff and payroll are working together to determine if the deduction of the premiums was appropriate.  If the deductions should not have been taken, the employee must apply for reimbursement under the procedures covering retroactive reimbursements for premiums paid for their FEHB coverage.  OASD is developing these procedures and, to date, BEST has not received the final guidance.  For now, BEST recommends affected employees keep a copy of the LES reflecting the FEHB premium deduction.   Also, the policy authorizing agencies to pay the employee's share of the FEHB premiums does not provide employees who originally elected to terminate their FEHB coverage an opportunity to re-enroll prior to restoration to their civilian position.  However, if employees who qualify for payment of FEHB premiums wish to change their decision to terminate FEHB, BEST will review the requests on a case-by-case basis.  If approved, the employee has the option to have FEHB reinstated either retroactively or prospectively.  The employee should complete the attached request to change his/her FEHB termination election and forward to BEST.  BEST will review the request and notify the employee of our decision.  
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7.  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, Theresa.Dickson@Peterson.af.mil <mailto:Theresa.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. Marsha Crisman, Hq USSPACECOM/J33, Peterson AFB CO.  Ms. Crisman is undergoing chemotherapy treatment.  

Mr. Amos Bond, 302MXS/LGMPE, Peterson AFB CO.  Mr. Bond underwent emergency quadruple heart by-pass surgery.

Ms. Myra Escue, Hq USAFA/RRSM, Air Force Academy, CO.  Ms. Escue has a serious medical condition.

Ms. Nancy Bottari, ESC/ND Hanscom AFB MA.  Ms. Bottari is required to care for a serious ill family member.

Ms. Ethel Carter, USTRANSCOM, Scott AFB IL.  Ms. Carter is undergoing treatment for colon cancer.

Ms. Janet Brown, Scott AFB IL.  Ms. Brown is suffering from severe pancreatitis.

Mr. Terry Meadows, 99 MSS/DPC, Nellis AFB NV.  Mr. Meadows will be undergoing surgery.


1.  SUPERVISORY TRAINING CLASSES.  The following training seminars are offered to civilian employees serviced by the Peterson AFB Civilian Personnel Flight (CPF). With one exception noted below, all classes will be held in the Mission Support Building, Bldg 350, Civilian Personnel Flight Training Room, Room 1113.  Seminar times will normally be 0830-1630.  You may sign up no sooner than two months prior to the start date.  Each seminar will seat 28 students. To reserve a seat, please email the individual identified as the point of contact (POC) for each seminar grouping.  Once classes are filled we will develop a waiting list of interested employees. In the past we have been  able to accommodate most employees and supervisors with their requests.  Please ensure that if you reserve a seat and must later cancel that you let us know ASAP so we can schedule others to attend. CPF POC: Beverly.Sagapolutele@peterson.af.mil
CIVILIAN PERSONNEL MANAGEMENT COURSE (CPMC) - This course is 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: 23-26 JUL 02

MILITARY PERSONNEL MANAGEMENT COURSE (MPMC) - This course is designed 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), Leave Management Program, Promotions/Recognition, Officer Performance Reports /Enlisted Performance Reports (OPRs/EPRs), Professional Military Education (PME), Discipline/Standards, Retention Issues, Mentoring, Weight & Management Program and Military Administrative Issues. Instructor: Ms. Sandra King. 
Course dates are:  19-20 AUG 02 & 16-17 SEP 02

AIR FORCE SUPERVISOR’S COURSE (AFSC).  This course is designed 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 are: 21-23 AUG 02 & 18-20 SEP 02.
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