CIVILIAN PERSONNEL NEWS LETTER

SPECIAL EDITION 

(20 DECEMBER 2002)

The Civilian Personnel staff wishes each of you a safe and joyful holiday season and a peaceful new year.

1. HALF DAY HOLIDAY, TUESDAY, DEC 24, 2002.  The President has signed an Executive Order excusing Federal employees from duty for the last half of the scheduled workday on Tuesday, December 24, 2002, except those who, in the judgment of the head of the agency, cannot be excused for reasons of national security, defense, or other essential public business.  This one-half day will be treated as a holiday for pay and leave purposes.  An employee who was previously scheduled to take annual leave on December the 24th will not be charged annual leave (or any other form of paid leave, compensatory time off, or credit hours) for that one-half day.  (This policy does not apply to employees who receive annual premium pay for standby duty under 5 U.S.C. 5545 ( c ) (1) or to firefighters who are covered by the special pay provisions of 5 U. S. C. 5545B.)
- GENERAL PAY AND LEAVE ADMINISTRATION INSTRUCTIONS FOR 24 DEC 2002.
  -- Excusing Employees from Duty 

--Covered full-time employees who can be spared from their usual duties, and for whom Tuesday, December 24, 2002, is a regularly scheduled workday, will be excused from duty for any regularly scheduled non-overtime tour of duty beginning on the last half of their scheduled workday, without loss of pay or charge to leave, except as provided below. 
--Part-time employees also will be excused from duty for any regularly scheduled tour of duty on 24 December.  However, part-time employees are not authorized “in lieu of” holidays like full time employees.
--Special rules apply to employees on flexible or compressed work schedules and in determining “In Lieu of” holidays.  Supervisors having specific questions regarding unusual application of the “in Lieu of rule” should call their servicing Employee Relations Specialist, or the Workforce Effectiveness hot line at 556-4737.  

     
--- When a holiday falls on a regularly scheduled workday (Mon-Fri), that day is the day the employee is excused from work or receives holiday premium pay for performing non-overtime work.  


--- The “In Lieu of” rule must be used for full-time employees with a basic workweek other than Monday through Friday.  When a holiday falls on a non-workday, the “in-lieu-of” holiday, that is the day on which the employee observes the holiday, is the workday immediately before the non-workday.  Leave and attendance will be documented like any normal holiday:  scheduled work hours are coded “LH” for holiday leave.  Employees who are required to work are entitled to holiday premium pay:  hours actually worked are coded “HG” for holiday worked. -  Employees in a NONPAY status on the workday before AND the workday after the holiday are not entitled to pay for the holiday.  To be eligible to be paid for time not worked on the holiday, employees must be in a pay status at the close of the workday before or at the beginning of the workday following the holiday.

-  As noted above, employees on regular work schedules, who have scheduled leave for 24 Dec 02, will only be charged for one-half day leave for 24th of Dec.  Employees in situations involving the scheduling of “use or lose” leave are advised to work with supervisors to reschedule their leave. The current leave year ends on 11 Jan 03.
· BELOW IS OPM’S GUIDANCE ON SUBJECT HOLIDAY AND RELATED FACT SHEETS.

http://www.opm.gov/oca/compmemo/2002/2002-16-xmaseve.asp
2. REQUIRED SUPERVISORY COURSES, LAST CHANCE TO ENROLL THIS YEAR.  Contact Beverly Sagapolutele, 6--7073,  ASAP if you need these classes.  The next course offerings will be in June 2003 as noted below.  
- MILITARY PERSONNEL MANAGEMENT COURSE (MPMC):  This course is required for civilian supervisors of three or more military personnel unless an equivalent course has been taken and entered in your civilian data record. 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 : 6-7 JAN 03, 23-24 JUN 03
- AIR FORCE SUPERVISOR'S COURSE (AFSC).  This course is required for civilian supervisors of three or more civilian employees unless an equivalent course has been taken and entered in your civilian data record. 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:  8-10 JAN 03, 25-27 JUN 03 

POC, Beverly.Sagapolutele@peterson.af.mil  

3.   IMPORTANT  LEAVE YEAR  CONSIDERATIONS.  Supervisors and employees are reminded to pay attention to the following leave year considerations. 

-  SCHEDULING OF ANNUAL LEAVE:  The leave year end date is 11 Jan 03.  Supervisors should have already verified established leave schedules as of 30 Aug 02 to ensure that all employees are given a reasonable opportunity for a vacation and to use any leave they would otherwise forfeit at the end of the leave year.  Positive action must be taken before the beginning of the third full pay period [01 Dec 02] prior to the end of the leave year to schedule or reschedule canceled leave so as to avoid situations where employees approach the end of the leave year with a significant amount of annual leave that must be used or forfeited.  Written leave schedules will be used to certify proper scheduling had been accomplished when requesting restoration of forfeited annual leave. Supervisors should maintain their employee’s leave schedule in the Supervisor’s Employee Work Folder (971 file).  Failure on the employee's part to schedule annual leave does not relieve management of its responsibility to assure that the leave is in fact scheduled for used.  However, when employees choose not to request or use annual leave to avoid forfeiture, they are not entitled to have forfeited leave restored for later use.
- VOLUNTARY LEAVE TRANSFER PROGRAM [VLTP]:  Each year many employees with use-or-lose annual leave submit applications to donate leave to employees who have been approved to receive donated leave.  Are you one of those employees with use-or-lose leave that you would like to donate?  If so, you should be aware that the law says the maximum amount of annual leave you may donate is the lesser of (1) one-half of the amount of annual leave you were entitled to accrue during the leave year in which you make the donation or (2) the number of hours remaining in the leave year, as of the date of leave transfer, for which you are scheduled to work and receive pay.  For example, if you are entitled to accrue 160 hours of annual leave in 2002 then the maximum amount of annual leave you may donate under restriction (1) would be 80 hours.  However, if on the date of leave transfer you have 80 hours of use-or-lose leave, and if you are scheduled to work only 16 more hours during the remainder of the leave year, then you may not transfer more than 16 hours of annual leave because of restriction (2).  Since you may not donate more than the lesser of these two amounts, you would only be able to donate 16 hours of annual leave.  Furthermore, if you can’t use all of the remaining 64 hours (80-16 = 64) of use-or-lose leave before the end of the of the leave year you will forfeit the unused hours. The 2002 leave year ends on 11 January 2003.   Donations must be received not later than close of business on Friday, 27 Dec 2002.  The Civilian Personnel Flight maintains a current listings of recipients for the VLTP.  If you have use-or-lose leave that you would like to donate, please take the above rule into consideration when determining how much leave to donate and when you may donate it.  
- LEAVE RESTORATION FOR CIVILIAN EMPLOYEES:  Normally the maximum amount of annual leave which may be carried forward from one year to the next is 30 days or 240 hours.  Hours in excess of this amount are normally forfeited.  In the case of Senior Executive Service employees (SES), the maximum amount that may be carried forward from one year to the next is 90 days or 720 hours.  However, in some cases the 90 days could be adjusted to reflect a ceiling set on 13 Oct 94.   Also, for U. S citizens employed at installations outside the United States, the maximum annual leave accumulation is 45 days {360 hours} or the amount to the employee's credit at the beginning of the leave year, which ever is greater.  Upon return from an overseas assignment employees should coordinate with the local DCPS Liaison or Civilian Payroll office any change in maximum carry over limitation resulting form the overseas assignment. Annual leave, which would otherwise be forfeited, may be restored when it is lost because of sickness of the employee or exigencies of the service.  Before forfeited annual leave may be considered for restoration, use of the annual leave must have been requested, approved, and scheduled in writing before the start of the third biweekly pay period before the end of the leave year.  The third biweekly pay period before the end of the leave year for 2002 starts on 01 Dec 02 and the leave year ends on 11 Jan 03. 
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. Earl Brewster, 50 CONS/LGCZ, Shriever AFB CO.  Mr. Brewster present is needed out state to care for his terminally ill father.

Ms. Kathy Lollar, 21 CONS LGC, Peterson AFB CO.  Ms. Lollar is recovering from gallbladder surgery.

Mr. Ricardo Santo, 21 SOPS SFOS, Onizuka AFS CA. Mr. Santo is recovering from quadruple coronary bypass surgery.

Ms. Mary Shepherd, HQ AFRC/DPM, Robins AFB GA.  Ms. Shepherd has health problems.

Ms. Annie Easton, 89 MSS/DPC, Andrews AFB MD.  Ms. Easton suffered a major stroke.

Ms. Jacquelyn Schmidt, USAFA/PA, Academy, CO.  Ms. Schmidt due to a serious medical problems.

Ms. Jane Kelsey, AFSOC/XPQS, Eglin AFB FL.  Ms. Kelsey is suffering from Bell’s Palsy (Neurological facial paralysis).

Ms. Gail Knitter, 440 SPTG CS, Air Reserve Station, Milwaukee, WS.  Ms. Knitter is suffering from Multiple Sclerosis.

Mr. Kevin Hanson, 440 SPTG SF, Air Reserve Station, Milwaukee, WS.  Mr. Hanson is under doctor’s care pending disability retirement.

Mr. Anthony Karas, 440 Maint Gp, Powered Spt Sys, Air Reserve Station, Milwaukee, WS.  Mr. Karas is suffering from broken vertebrae and bruise spinal cord.
