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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 LAST CHANCE !! FOR SUPERVISORY COURSES THIS YEAR. The following September course offerings have seats available at this time. The courses will not be offered again until January 2003. New supervisors needing these courses should call or email now to reserve a seat in the class. POC is Ms. Sagapolutele (Bev), 556-7073 or email  <mailto:beverly.sagapolutele@peterson.af.mil> 
a. 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: 16-17 SEP 02
b. 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: 18-20 SEP 02 
2. VIDEOS AVAILABLE ON LONG TERM CARE (LTC). Videos providing guidance on the 6 basic considerations for making your election decision are available for check out at the front counter of the Civilian Personnel Flight, Building 350. Please call 556-4775 for reservations prior to coming to the office. Organizations and employees are encouraged to take advantage of this video either for group or personal viewing. The enrollment open season period ends 31 December.
3. LONG TERM CARE BRIEFINGS FOR MILITARY AND CIVILIAN EMPLOYEES TO BE HELD IN OCTOBER. Long Term Care Partners, the organization administering the Federal Long Term Care Insurance Program, will provide employee briefings at the following places, dates and times. All interested members are encouraged to attend one of these briefings.
Peterson AFB, Base Auditorium, 7 & 8 October, four briefings daily, one hour each, starting at 0900, 1100, 1300 and 1500. 
Schriever AFB, Bldg 300 Auditorium, 11 October, three briefings, one hour each, starting at 0800, 1130 and 150
4. TSP’s NEW RECORD SYSTEM TO BE DELAYED. The Thrift Savings Plan (TSP) is delaying its change to a new record-keeping system. The change is now scheduled to be this November rather than September as previously announced. TSP will continue business under the current record keeping system, which includes monthly valuation of accounts and transactions, until transition to the new system. However, new TSP Open Season dates will be 15 Oct - 31 Dec and 15 Apr - 30 June. More information will be provided in late September regarding the TSP open season beginning 15 Oct 02. POC, Beverly Sagapolutele, 21MSS/DPCE, 6-7073. 
5. PRE-RETIREMENT SEMINARS. All Federal employees should begin retirement planning early in their careers. The following comprehensive two-day seminars will provide valuable information about retirement planning and ways to ease the transition into retirement. If you are within ten years of your retirement eligibility date, these seminars will give you answers and recommendations to make informed decisions. The seminar speakers, all experts in their field, will challenge you to ask tough questions. Seminars are broken down into a number of components that discuss considerations necessary for planning for retirement, including: Federal Retirement Benefits, Thrift Savings Plan, Insurance, Medicare and Social Security Benefits, Financial and Tax Planning, Estate Planning, Life After Retirement and Second Careers. Seminar dates are:
PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 10-11 OCT 02
PRE-RETIREMENT SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 07-08 NOV 02
PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 05-06 DEC 02
POC for sign up is Ms. Theresa Dickson at 6-9231 or email Theresa.Dickson@Peterson.af.mil <mailto:Theresa.Dickson@Peterson.af.mil>
6. 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 <mailto:Theresa.Dickson@Peterson.af.mil> .
Mr. Gary McDonald, USSPACECOM, N-SP/FDO, Peterson AFB CO. Mr. McDonald suffered 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. Barbara Robinson, 810 MDOS/SGOMP, Peterson AFB CO. Ms. Robinson's mother has terminal lung cancer and cannot be left alone.
7. VOTING AND REGISTRATION. As a general rule, employees requesting time off to vote are excused without charge to leave for the amount of time necessary to permit them to vote, not to exceed three hours. Normally, where the polls are open either 3 hours before or 3 hours after the employee's regular duty hours, no time off is granted. (This is the case in most jurisdictions.) Employees on flexible work schedules can be excused only for those hours which cannot be accommodated by their flexible schedule. Tuesday, 5 November 2002 is Election Day throughout Colorado. The last day to register to vote is 7 October 2002. Polls in Colorado Springs normally open at 7 AM and close at 7 PM. The majority of Peterson Complex civilian employees can readily vote at their local polling place either before coming to work or immediately after work. Excused absence provisions are available to permit voting in special circumstances. Two common examples are; when an employee’s polling place is unusually distant from the work location, or an employee has an unusual work schedule that would not allow him/her to arrive at the polling place during voting hours. If excused absence is required to permit voting, the employee needs to make arrangements in advance with their supervisor. Reference: AFI 36-815 paragraph 8.4. 
8 CIVILIAN PERFORMANCE DISCUSSIONS: Supervisors should periodically meet with each employee to provide the employee feedback on their performance, review the employee’s performance elements and standards (performance plan), update the employee’s performance plan when changes are needed, and certify the performance plan if the plan was not certified at the beginning of the rating period. Doing this now will allow sufficient time for employees to correct performance deficiencies and/or redirect their efforts based on any changes to their performance plan. 
Performance discussions are a positive approach to improving employee performance and will help eliminate surprise performance ratings at the end of the performance appraisal cycle. At least one progress review of the employee’s performance against all the elements of their performance plan must take place during the appraisal period, normally at the midpoint. Since the appraisal period for civilian employees is 1 April through 31 March, Now is the time supervisors should typically hold the mid-year performance feedback discussions with each employee. Supervisors are not limited to the mandatory once a year feedback, and are encouraged to hold periodic performance discussions throughout the rating period.
Supervisors are reminded there are mandatory forms that must be used to document performance feedback discussions with employees. An AF Form 860B must be used for non-bargaining unit members and a 21 SW Form 860C must be used for all bargaining unit members, e.g., WG, WL, and non-supervisory GS fire fighters. These forms may be filled out before or during the review with each employee. Employees should be made aware the progress review is meant to provide feedback on performance and may impact the rating of record at the end of the appraisal period. A copy of the form is provided to the employee and the original is retained by the rating official in the employee’s Supervisor’s Employee Work Folder (971 File) until after the annual rating is rendered. In some cases it may be necessary to retain the feedback form longer. Supervisors should contact their Employee Relations Specialist as soon as any performance problems develop or if they have questions. (Reference AFI 36-1001) 
9. SCHEDULING ANNUAL LEAVE. Supervisors should have established annual leave schedules, in writing, by 15 February. (AFI 36-815, para 2.3.1). OPM form 71 or any other appropriate format may be used for this purpose. This schedule may change and should be updated throughout the year. Supervisors should verify the established leave schedules not later than 30 August of each year to ensure all employees are given a reasonable opportunity to use any leave they would otherwise forfeit at the end of the leave year (i.e. January 11, 2002). Previously approved annual leave may be canceled only when the employee's absence would adversely affect workload or production. When a request for annual leave cannot initially be approved, or is subsequently denied, every effort should be made to reschedule the annual leave commensurate with the needs of the organization and the desires of the employee. Employees have a responsibility to properly schedule and request leave. Except in cases of emergency, annual leave must be requested by the employee and approved by the appropriate leave approving official in advance of the absence. Supervisors must ensure all employees are informed of the proper procedures for requesting and obtaining leave approval. Supervisors should maintain employees' leave schedules in their Supervisor's Employee Brief, AF Form 971 file.
10. Family Support Sept/Oct "TIDINGS"  - Valuable information for active duty and civilian Air Force employees.
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11. Change in No-Fee Passport Rules  "On 1 May 02, the Department of Defense issued a new policy requiring the submission of PCS orders in conjunction with an application for a no-fee passport or visa. Applications not accompanied by PCS orders, must be accompanied by an Exception to Policy Letter or combined with the Expedite Letter (for a short notice PCS stating the reason orders cannot be obtained), both of which must be signed by the Installation Commander/General Officer or SES equivalent.  See attached sample at  http://www.dp.hq.af.mil/dplp/dplp.htm under "Forms."  For further information please contact Olivia Lira at 556-8287.
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