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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
 [image: image2.wmf] 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>
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.  UPDATE OF TRAINING CERTIFICATIONS:  Based on guidance from AF/DPDEC supported by AFSPC/DPCS the Education & Human Resources Flight will be looking at updating only those training certificates which have a connection to an individuals current position or positions they may be applying for.  Courses taken based on outdated subject matter technology would be of no benefit to the employee and will only take up room on his/her brief.  We need your help to get the word out to your units as well as your help, at times, to determine relevant training.  If the training is not relevant it will not be updated.

2. TEMPORARY SECRETARIAL POOL (TEMPO):  The Civilian Personnel Office is going to establish a “pool” (buzzward TEMPO) of secretarial/administrative support personnel to provide assistance when permanent secretarial/administrative employees are not available to fill permanent positions for a period of time.  Individuals could work in a temporary full-time, part–time, or intermittent (on-call) position. (This is an ideal position for those of us who want to stay at home and take care of families: only work part time going to school: transition into retirement; etc.). The announcement will be posted at www.afpc.randolph.af.mil/dpc  on 26 July. For further information call 556-4775.  

3. FREE ON-LINE GOVERNMENT COURSES: Federal workers can take free online courses on about 30 subjects ranging from project management to coping with stress through a 

government – sponsored web site which debuted on Tuesday.  The launch of this site is the first step in the Bush administration’s plan to make the Gov Online learning Center a “one-stop” shop for e-training in the federal government. Web site address is www.golearn.gov . Please share with members of your organization.

 4.   .[image: image5.wmf] “HELLO, PERSONNEL?  I’D LIKE TO UPGRADE LOTTY DOTTY’S POSITION SINCE SHE’S DOING SUCH AN OUTSTANDING JOB!”  

Isn’t this exactly what you’d like to ask the Civilian Personnel Flight to do for your employee.  Certainly the employee is VERY capable and has been in the job for many years.

It’s not that easy.  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.  We would all be GS-15s if that was true.

· 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?

Managers/Supervisors:  If the mission has changed or additional duties and responsibilities have been newly assigned, contact your Classification Specialist.  Here’s a document that shows you what needs to be submitted. 
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[image: image7.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).  
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1.  LONG TERM CARE (LTC) INFORMATION AVAILABLE.  The Benefits and Entitlements Service Team (BEST) has added a LTC Insurance page to their homepage.  To access, go to  <http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm> and click on Long Term Care Insurance.  The new page contains LTC Insurance open season information, question and answer brochures for civilian and military employees, a PowerPoint slide presentation, and links to OPM's LTCI page and LTC Partners website.  Also, as soon as they are received, open season announcement brochures will be distributed by the CPF using the base distribution system and informational program video sessions will be scheduled for interested employees.  

2.  ANNUAL REMINDER  OF WEINGARTEN RIGHTS (FOR SUPERVISORS OF BARGAINING UNIT MEMBERS AND FOR BARGAINING UNION MEMBERS). The attached statutory information is provided for your edification and action regarding union representation for bargaining unit members during investigations.   
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 3.  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 
a.  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: 22-25 Oct 02, 14-17 Jan 03
b.  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

c.  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
 

4.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP) ASSISTANCE NEEDED:  Civilian annual leave donations are needed for the following employees. Individuals wishing to donate annual leave or seeking additional information should contact Theresa.Dickson@Peterson.af.mil  .
Mr. Gary McDonald, USSPACECOM, N-SP/FDO, Peterson AFB CO.  Mr. McDonald suffer a stroke of the optic nerves (Blindness).

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

Ms. Lori Lazar-Linthicum, HQ AFSPC CSS, Peterson AFB CO.  Ms. Lazar-Linthicum is recovering from anterior cervical discectomy and fusion surgery

Ms. Marsha Crisman, Hq USSPACECOM/J33, Peterson AFB CO.  Ms. Crisman is undergoing chemotherapy treatment.  

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.

Mr. Frank Rohosky, 911 SFS, Pittsburgh IAP-ARS, Coraopolis, PA.  Mr. Rohosky had quadruple coronary bypass and his recovery was complicated leg thrombosis.

Mr. Hiram Johnson, 11WG Air National Guard, Washington, DC Mr. Johnson is undergoing treatment for cancer.
. 
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