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CIVILIAN PERSONNEL NEWSLETTER

January 30, 2003

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! 

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/>>  
New Articles
1. Need Proof of Employment or Income?  Use The Work Number for Accurate, Secure Verification:  Remember as you apply for a car loan, home mortgage or an apartment lease; you’ll need proof of employment or income.  For accurate, secure employment and income verification we offer you The Work Number.  This service enables you to quickly move forward with the loan process, apartment leasing or home ownership.  Persons needing proof of your employment or income may access The Work Number anytime, anywhere at www.theworknumber.com , 1-800-367-5690, or 1-900-555-9675. 
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2.  Civilian Performance Appraisals - Supervisors.  The current, civilian performance appraisal period will close on 31 Mar 03.  Supervisors are encouraged to contact their servicing Employee Relations Specialist immediately if they have an employee with performance problems.  All appraisals and awards are due to the Civilian Personnel Flight (CPF) by 17 Apr 03 to ensure timely processing.  As a reminder, supervisors departing between 1 Jan 03 and 31 Mar 03, must complete an appraisal for each civilian employee they supervised for at least 90 calendar days.  Supervisors must also complete an appraisal for each employee they have supervised for a minimum of 90 calendar days who transfers to another position within the Air Force during this period, then forward the appraisal to the CPF for appropriate action.  

 

3.  Civilian Performance Appraisals – Quality Control Monitors.  Each year, organization commanders are asked to appoint a Quality Control Monitor (QCM) in their organization to serve as a liaison between the Civilian Personnel Flight (CPF) and organization supervisors and employees.  Two briefings are available to train appointed QCMs.  Attendance is mandatory for any new QCM and is optional for any individual who has served as a QCM within the last year.  The training will take place in the 21st Mission Support Squadron Conference Room in Building 350 on Tuesday, 18 Feb 03, at 1200 hours and on Monday, 24 Feb 03, at 1330 hours. 

 

4. NEW CHANGES TO FEDERAL EMPLOYEES GROUP LIFE INSURANCE (FEGLI) PREMIUMS AND BANDS.  See attached publicity article below.  Employees should see affects of the following premium changes in their 31 Jan 03 Leave and Earnings Statement.  Current employees will see a 1/2 cent drop per $1,000 of Basic coverage.  Premiums are reducing for some of the current Option B age bands, while the "60 and over" age band is being expanded into 5 new age bands.  Employees falling into the new Option B age bands will see an increase in their premium now, and in Jan 04 and Jan 05.  There are no changes in current Option C premiums, but there are two new age bands with increased premium amounts. There are no changes to Option A. Employees with questions should contact a BEST Benefits Counselor for assistance.  Additional information is also available in the Nov 02 BEST Newsletter http://www.afpc.randolph.af.mil/dpc/BEST/newsletters.htm or faxback document #6009) and on the OPM web site http://www.opm.gov/insure/life/index.htm).

5.  AIR FORCE CIVILIAN EMERGENCY DATA SYSTEM (EMDS), NEXT OF KIN (NOK) NOTIFICATION  INFORMATION.  EMDS was developed so that NOK contact information would be immediately available in the event of a civilian emergency or casualty.  While entering this information is voluntary we strongly encourage you to enter your emergency contact information in the EMDS and keep it updated.  It’s important!  This article is being published because an employee recently had to be transported to the hospital, and the supervisor had no NOK information available to contact the spouse.  You can access the EMDS module through the Air Force Personnel Center (AFPC) Secure Web Access at: https://www.afpc.randolph.af.mil/afpcsecure/Default.asp
- Click on the above link and log in using your Common Access Card (CAC) pin, DoD Public Key Infrastructure (PKI) certificate password, or AFPC Secure Web user ID and password, or follow instructions if you need to create a new account.  More information about the login process is located at:

https://www.afpc.randolph.af.mil/afpcsecure/PKIInfo.asp
- After successful login, you will be directed to the AFPC secure web sites main menu screen.  From this screen, you may enter one of several different AFPC secure web sites.  Before selecting a module, verify that your Email address and voice and fax numbers are current or correct them if necessary. 

- When you click on the EMDS button, the module should open in a new window.  Follow the instructions at the top of the page and click “Update” to save your entries or changes.  A “Congratulations” page should open, confirming that your changes were successful.  Be sure to print your updated information and give to your supervisor to keep in your 971 folder. 

 

6. CREDITABLE MILITARY SERVICE:  Active duty military service is automatically creditable toward the Service Computation Date (SCD)-Leave and is reflected in the SCD-Leave as it appears on the civilian leave and earnings statement (LES) and SF –50B.  Employees must be aware that this same military service, reflected as creditable in the SCD-Leave, may or may not be creditable toward the potential civilian retirement depending on the employee’s retirement coverage (CSRS/FERS), the dates of military service, and the entered on duty date into a covered position.  A military service credit deposit may be required to count military service after 1956 toward eligibility for a civilian retirement and, in other cases, may be required in order to credit military service toward the annuity computation after age 62.  No deposit is necessary to credit active duty service prior to 1957.  A military deposit may also be required to credit any active duty that occurs during periods of LWOP from Federal civilian employment.  No military deposit is required, however, and none can be made to “buy” additional credit for active duty Reserve service that occurs during periods of Federal civilian employment on workdays in which the employee is in a paid leave status (i.e., military leave, annual leave, comp time, credit hours) or for active duty Reserve service which occurs on civilian non-duty days (weekends, holidays).  POC for additional information is  Mr. Bartlow at 6-6557.

7. VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP) ASSITANCE NEEDED:  Civilian annual leave donations are needed for the following employees. Individuals wishing to donate annual leave or are seeking additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at email Theresa.Dickson@Peterson.af.mil 21 MSS/DPCE, Theresa Dickson. 

Ms. Doris Middleton, 21 SCS/SCMTT, Peterson AFB CO.  Ms. Middleton suffers from Churg-Strauss syndrome, a rare breathing disorder.

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. Gal 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. 

8. FY 03 CIVILIAN PERSONNEL TRAINING SEMINARS: The following training seminars are being offered to civilian employees serviced by the Peterson AFB Civilian Personnel Flight (CPF). All classes will be held in the Mission Support Building, Bldg 350, Civilian Personnel Flight Training 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.

9. SUPERVISORY SEMINARS: 

POC is Ms. Sagapolutele (Bev) at <<mailto:beverly.sagapolutele@peterson.af.mil>>
a. 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: 22-25 APR, 22-25 JUL
b. 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 date: 23-24 JUN 03
c. 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. Date: 25-27 JUN 03 

10. 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 five years of your retirement eligibility date or have ten years of federal services, then 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) 13-14 FEB 03
MID-CAREER SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 13-14 MAR 03

PRE-RETIREMENT SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 10-11 APR 03
PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 08-09 MAY 03
MID-CAREER SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 05-06 JUN 03
MID-CAREER SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 17-18 JUL 03

POC for sign up is Ms. Theresa Dickson at email <<mailto:Theresa.Dickson@Peterson.af.mil>
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