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February 28, 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: image3.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/>>  


[image: image4.wmf] 



1.  [image: image5.wmf] 

 ( is an automated service that provides instant employment and income verification.  This fast, secure service is used when applying for a mortgage or loan, for reference checking, leasing an apartment or any other instance where proof of employment or income is needed.  You benefit from having control of the process – authorizing others access to your information.

The Work Number can be used anytime, anywhere - available 24 hours a day, 
7 days a week

· Access The Work Number via www.theworknumber.com or 
1-800-367-2884
· Available Client Service Center at

           1-800-996-7566  or

           1-800-424-0253  (TTY – Deaf)

           Monday-Friday, 7 a.m. - 8 p.m. (CST) 

STUDENT SUMMER HIRE 2003 PROGR
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This year’s program will run from 2 June – 22 August 2003.  The purpose of the program is to provide valuable work experience for students while giving base units assistance in basic job skill areas.

SCHRIEVER AFB WILL BE CONDUCTING A STUDENT SUMMER HIRE PROGRAM SEPARATE FROM PETERSON AFB.  For information go to www.afpc.randolph.af.mil/afjobs or contact Annie Pascua at 567-4184.

FOR PETERSON COMPLEX SUPERVISORS/MANAGERS:  We are asking units to determine their summer hire needs by submitting a hard copy SF 52 to 21 MSS/DPCS, ATTN: Sharron Merrifield , STOP 1142.  Two types of positions are available:  Clerk, GS-303-01, and Laborer, WG-3502-01.   Annotate Clerk or Laborer in Block 15 (TO: Position Title and Number).  Work schedules may be full-time, 40 hrs/week or part-time, 20 or 30 hrs/week.  Annotate number of biweekly hours on Page 4, Part D.  Supervisors may make “by-name” requests for students who previously worked by entering the student’s name in Part B – 1. Name (For Preparation of SF 50).  However, the “by-name” request must be submitted with the PAR.  Remember students will not have a security clearance for this program.

FOR STUDENTS:  Students ages 16+ as of 3 June, enrolled in school at least half-time, are eligible to apply.  Qualifying school enrollment includes middle and high schools, vocational/technical schools, junior colleges, colleges and universities.  Students must have a letter or documentation stating they will be enrolled in the fall semester.  The dates for accepting resumes for the summer hire program are 10-21 March 2003.  You may pick up a Job Kit prior to that either in the Civilian Personnel Office, 135 Dover St, Room 1116, Peterson AFB CO or by going to the Civilian Personnel Website at www.peterson.af.mil/21mssdpc, and downloading the Job Kit.  Resumes will only be accepted during the open announcement period of 10 – 21 March 2003.  Bring or mail resumes to the Civilian Personnel Office at 135 Dover Street, Room 1116, Peterson AFB CO. 80914. 

In the interest of fairness, we will use a lottery system to select the number of students to match the number of fill actions received.  Once sufficient students are selected, Civilian Personnel Flight staff will determine where to place the students.  POCs:  Nancy Nowacki, Sharron Merrifield or Jessica Lohse.
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The Special Emphasis Programs consist of the Black Employment Program (BEP), Hispanic Employment Program (HEP), Federal Women’s Program (FWP), People with Disabilities Employment Program (PDEP), Asian American/Pacific Islander Employment Program (AA/PIEP) and the American Indian/Alaskan Native Employment Program (AI/ANEP).  They are established at Air Force installations to assist in the development of civilian affirmative employment initiatives and address the problems and concerns of underrepresented groups in the civilian work force.  The committee members develop recommendations to enhance personnel processes affecting the recruitment, selection, utilization, training and advancement of underrepresented groups.  

Each Special Emphasis Program (SEP) has a program manager (SEPM) that develops and administers their SEP.  The SEPMs are appointed to work with the Chief, Affirmative Employment on a collateral duty basis, spending approximately 20% of their duty time working their programs.  Peterson Civilian Personnel Flight (CPF) is “recruiting” volunteers to be the program managers for the following special emphasis programs:  Black Employment Program (BEP), Asian American/Pacific Islander Employment Program (AA/PIEP), and the American Indian/Alaskan Native Employment Program (AI/ANEP) .  If you are interested in volunteering for a program manager position, please submit a short resume that outlines your interests and objectives/goals for the program.  Attached in information that outlines responsibilities of the SEPMs.  Resumes should be received in 21 MSS/DPCS no later than 15 Dec 02.  Questions may be addressed to Candy Cuadra, Chief, Affirmative Employment, Candace.Cuadra@peterson.af.mil.  The CPF being established at Schriever AFB will establish their own SEPMs.  Individuals located on Schriever that are interested in this program should contact Kim Wright, Kimberly.wright@schriever.af.mil. 
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As a reminder ALL real estate claims submitted to this office must be submitted with an original and TWO copies.   

5.  NASA SES VACANY ANNOUNCEMENTS - The following NASA Glenn Research Center Senior Executive Service announcement for 2 positions opened February 12, 2003 and close March 14, 2003:  Director of Space; Deputy Director of Research & Technology. 

6.  DEVELOPMENTAL OPPORTUNITY PROGRAM (DOP)/UPWARD MOBILITY POSITION ANNOUNCEMENT;  
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7.  MSPB CALLS FOR AGENCIES TO USE STRUCTURED INTERVIEWS IN ASSESSMENT OF CANDIDATES FOR FEDERAL JOBS.  In a report released on February 20, 2003, the Merit Systems Protection Board urges Agencies to use structured interviews in assessment of candidates for Federal jobs. According to the Board’s website, the report, entitled “The Federal Selection Interview: Unrealized Potential,” finds that structured interviews are twice as effective as unstructured interviews in predicting on-the-job performance. The Board Chairman, Susanne T. Marshall, is quoted as saying, “Selecting the wrong person for a Federal job can be an expensive mistake…According to research cited in our report, the costs can vary from $5,000 for an entry-level employee to $300,000 for an employee who makes a $100,000 salary. These estimates take into account such factors as wasted salary, benefits, severance pay, training costs, and the value of time spent in the hiring process. It is obvious, then, that agencies should use the best available tools when selecting a new employee.” The report in its entirety can be downloaded from the “Studies” area on the Board’s website, http://www.mspb.gov.

8.  ISSUANCE OF REFERRAL CERTIFICATES:  The Air Force Personnel Center (AFPC) is revising their procedures in the issuance of referral certificates for filling vacant positions.  Referral certificates will continue to initially be valid for 30 days however, extensions will only be granted in 2 week (calendar day) intervals.  When asking for an extension, management must articulate WHY they need an extension AND the status of the selection process (what has been accomplished thus far in the selection).  It is incumbent upon us as managers/supervisors to ensure we make a selection from a certificate in a timely manner.
NEW ARTICLES
1. INCLEMENT WEATHER PROCEDURES:  The attached 21 SW/CC letter dated 8 Nov 2002 is retransmitted to ensure widest dissemination.  The letter provides current policies, procedures and definitive guidance for units residing on Peterson AFB.  Included is a “Decision Table for Charging Civilian Leave”  addressing the appropriate granting of administrative leave, charging annual leave, etc.  Please share this information with all concerned managers, supervisors and employees.  Please contact your servicing Employee Relations Specialist for the DPCE customer support line at 6-4737 if you have questions.     
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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.  MILITARY DEPOSITS:  Military deposits are required in many cases to ensure that the civilian employee can “count” military service toward a civilian retirement.  Employees retiring from civil service before the age of 62 who were first hired into a CSRS-covered position prior to 1 Oct 82 receive full credit (title and annuity computation) for CSRS-component active duty service without making a military deposit.  However, unless a military deposit was completed prior to the civilian retirement, OPM will recomputed the annuity when the employee turns 62 to take out credit for the military service if the employee is eligible to receive Social Security at that time.  This is often referred as “Catch-62.”  OPM looks only at eligibility for Social Security, not whether or not the employee actually applies for Social Security.  Military service is not creditable for annuity computation purposes if the Social Security-eligible employee retires after reaching age 62 unless a military deposit is completed.  Employees first hired in a covered position (CSRS/FERS) on or after 1 Oct 82 must make a military deposit in order to receive service credit for any purpose (title or annuity computation).  POC for additional information is Mr. Bartlow.

REPEAT ARTICLES
4.  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. 

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

Ms. Jennifer McCullar, US Naval Hospital, Keflavik NAS, Iceland.  Ms. McCullar suffers from high risk pregnancy, cervical incompetence during pregnancy.

Mr. Jeff Moody, 920th Rescue Group, Patrick AFB FL.  Mr. Moody is in need of donated leave due to a severe medical situation.
Mr. Michael Zarbo, 723d AMS (AMC), USAFE, Ramstein AB.  Mr. Zarbo is in need of donated leave due to a severe medical situation.

5.  SCHEDULING ANNUAL LEAVE. Supervisors should establish annual leave schedules, in writing, by 15 February of each year (AFI 36-815, para 2.3.1). The OPM 71 or any other appropriate format may be used for this purpose.  This schedule will 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 for a vacation and to use any leave they would otherwise forfeit at the end of the leave year.  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, then 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 that all employees are informed of the procedure to be followed in requesting and obtaining approval of leave.  Supervisors should maintain employees’ leave schedules in their Supervisor’s Employee Work Folder (971 file).(POC, 21 MSS/DPCE, Theresa Dickson).

6. 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.

     a.  SUPERVISORY SEMINARS:  POC is Ms. Sagapolutele (Bev) at <mailto:beverly.sagapolutele@peterson.af.mil>>

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

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

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 

     b.  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:

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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