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March 14, 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/>>  
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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:  Hispanic Employment Program (HEP), 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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2. TIMELY SUBMISSION OF CIVILIAN AWARDS

The Time-Off Award (TOA).  


a.  Please ensure that all Time-Off Awards are presented to the Awards and Decorations section as soon as is feasible after the approving authority has approved, signed and dated the AF Form 1001.  Headquarters Air Force Personnel Center, Randolph AFB, Texas desires that the TOA's be processed during the same pay period during which they are approved.  The  Awards and Decorations office has been making a serious effort to update the TOA'S on the same day as received basis or as soon as possible to ensure the civilian members' TOA's are reflected in the ORACLE system in a timely manner.


b.  It is very important that TOA's be turned in to the Awards and Decorations section as soon as they are approved by the approving authority. A trend is developing where the TOA's are signed and dated by the approving authority and then not turned in to the Awards and Decorations Section in a timely manner.  We have many situations where the TOA's are signed and dated and then turned in weeks and months later.


c.  The problem with the late turn-ins is that the ORACLE system is set up for the Time-0ff Award to be updated using the approving authorities signing date as the effective date of the Time-Off Award.  The rules state that the member has 1 year from the "effective date" to use to Time-Off Award.  If a TOA is not turned in immediately after the effective date, the civilian member will not have the full year in which to utilize the award.  The later the award is turned in to the Awards and Decorations section, the less time the civilian member has to actually use the award.  After one year from the effective date entered into the system, the Time-Off Award disappears from the LES as usable leave.

The Special Act or Service Award (SASA).  The Special Act or Service Award must be submitted within 60 days after completing the special act or service.  Timely turn-in of the SASA to the Awards and Decorations section is crucial to ensure the member receives the monies within the same pay period as the approval date. 

The Notable Achievement Award (NAA).  The Notable Achievement Award must be submitted within 30 days of the act.  Timely turn-in of the NAA to the Awards and Decorations section is crucial to ensure the member receives the monies within the same pay period as the approval date.

Lost Time-Off Awards, Special Act or Service Awards and Notable Achievement Awards.  Many incentive awards seem to have been lost in our BITS system.  This office is often contacted by a unit trying to ascertain the status of an incentive award that was forwarded to this office via BITS.  Many times, this office has no record of ever receiving the incentive award.  Hand-carry of the award to this office is a sure way to ensure the award is received, however, If you do not hand-carry the incentive award directly to this office, please call or email the Awards and Decorations office a few days later to ensure that the incentive award was received. This will help preclude late updates of lost incentive awards.

Please contact your Awards and Decorations Monitor, Timothy L. Keck, 21 MSS/DPHA, ext. 6-9220 if you have any questions on these matters.  
3. If you’ve ever sent a Request for Personnel Action (RPA) to the Civilian Personnel Office, whether electronically through CIVMOD or with a SF 52, you may have been told you need to include more information or documents.  In fact, your action may be held-up for eons without the proper information.  Here’s some information to help you decide what to include:
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
If this is a Review of a current employee’s position:  Supervisor completes Supplemental Information Required for Position Review Action.  Click on <http://www.peterson.af.mil/21mssdpc/> then navigate to the Main Page, then Classification Section, and finally on Supplemental Information Required for Position Review Action.


SSAN/Name:  If requesting an action on a current employee, make sure the employee’s name is shown on the RPA.


Establish/Fill:  Has Manpower/Resources Management approved?  Has FM approved (funding available?)  For example, all 21st Space Wing positions must be coordinated through Manpower if new position or Core Personnel Document (CPD) is significantly revised.  Other organizations have their own process.


Attach the proposed CPD to the RPA.  You can also attach any documents relevant to the action being requested (org chart, review doc, etc).  An organization chart will need to be included with a review action.


Fill/Recruit (Vice: Manila, Sam) or Cancel/Estab/Fill (Vice: Manila, Sam):  Where did Manila go and when?  Put in Part D (Remarks by Requesting Office) of the RPA or put the information in the Notepad portion of the RPA.


To:  Position Title:  Type in the Position Title, or if done through CIVMOD, use the LOV button (based on access) to show all positions.  Then select the Position Number/Sequence Number combination for the desired position.  The position information will automatically be entered.


Work Schedule and Part-Time Hours Per Pay Period:  Data can be entered in these fields if requesting the establishment of a new position or changing an employee’s work schedule.  Indicate the number of hours a part-time employee is scheduled to work during a two-week pay period.


Part D Remarks Section:  Include manpower number, Vice:  Manila, Sam; AFSC; Core Personnel Document Number; Program Element Code (PEC); Functional Account Code (FAC); Organizational Structure Code (OSC); and Office Symbol.  If this is a detail of an employee to another position, or a temporary promotion, temporary or term appointment, or overhire position, please include an explanation for the action. 


[image: image7.wmf]Providing this additional information will save many hours researching or guessing what you might want to do with the action.  In some cases, your action may be returned until the required information is provided.  

Our goal is to continue to improve delivery of our Classification services to our commanders, managers, supervisors, and employees.  If you have questions, please do not hesitate to contact us at 6-5729.
4. CIVILIAN APPRAISALS FOR EMPLOYEES ON LEAVE WITHOUT PAY-UNIFORMED SERVICE
In order to be assigned a rating of record, an employee must have performed in the official position for 90 days or more during the appraisal period (1 Apr 02 through 31 Mar 03).  Employees, such as reservists on LWOP-US, must also meet this criteria in order to be assigned a rating of record at the end of the appraisal period.  If an employee has not worked at least 90 days against an approved performance plan, the appraisal period should be extended, when feasible, until the 90-day requirement has been satisfied and then a rating should be prepared within 30 days.  When it is not feasible to extend the appraisal period, for administrative purposes, the last rating of record and merit promotion factors are extended for the length of the active duty tour or until the employee’s restoration rights have expired, whichever occurs first.  Supervisors are responsible for submitting an “extended” Rating of Record (AF Form 860A) for each employee on LWOP-US and informing their organization’s Quality Control Monitor (QCM) and the Civilian Personnel Flight when an “extended” rating is submitted since these are not ratings of record for reduction in force (RIF) purposes.    

LEAVE WITHOUT PAY-UNIFORMED SERVICE (LWOP-US) AND RETURN TO DUTY (RTD) PERSONNEL ACTIONS

As a reminder, LWOP-US and RTD requests for personnel action must be submitted in a timely manner.  Late submission of these types of actions could impact an employee’s pay, cause benefits to be erroneously terminated and result in employees paying retroactive premium deductions.  POC:  Beverly Sagapolutele, 6-7073.  

FEDERAL EMPLOYEES HEALTH BENEFITS (FEHB) DEDUCTION ISSUES FOR RESERVISTS

Reservists who were on Leave Without Pay-Uniformed Service (LWOP-US) and had FEHB premiums erroneously withheld from their pay are asked to contact the Benefits and Entitlement Service Team (BEST) at 1-800-997-2378, not Civilian Pay.   Verification memos/remedy tickets will be issued by BEST only and will be sent to the FEHB Debt team (Pensacola) for further processing.  You may check the status of the process thru BEST.  

5. MILITARY RETIREES 

Generally military retirees cannot use their Service Computation Date-Leave (SCD) to determine civilian retirement eligibility.  Certain campaign service is creditable toward the SCD-Leave for active duty military retirees, but will usually not be creditable toward a civilian retirement.  No military retiree’s active duty military service (even campaign service) is creditable toward a civilian retirement unless: the military retired pay was awarded on account of a service-connected disability incurred in combat or incurred in the line of duty and caused by an instrumentality of war, or the military service is part of a reserve retirement under 10 U. S. C 1223 (receipt of retired pay delayed until age 60).  An employee, however, may choose to credit military service that was included in a regular active duty retirement by making the necessary military deposit and waiving receipt of the military annuity.  The military deposit must cover all periods of active duty, e.g., all 20 years, not just campaign service.  Crediting an active duty retiree’s military service toward a civilian retirement is usually only cost-effective for a moderate-to-high grade CSRS  (> GS-11) employee who retired as an enlisted member (< E-8).  Retired military employees considering crediting their active duty service toward the civilian retirement should request two retirement estimates, one counting only civilian service and one counting all military service and civilian service, to determine if combining the service into one annuity will exceed the amount received in two separate annuities.  POC:  Bill Bartlow, 6-6557.  

6. VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP) – DONATIONS REQUESTED  

Civilian annual leave donations are needed for the following employees.  If you have questions regarding the program or would like to donate annual leave, please contact 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.

Mr. Carl Moreno, SMC, DET 11 OL-AC, Schriever AFB CO.  Mr. Moreno is being treated for a recurrent rectal cancer.

Ms. Barbara Robinson, 810 MDOS/SGOMP, Peterson AFB CO.  Ms. Robinson suffers from acute Myocardial Infarction with complication due to diabetes, asthma, hyper lipidemia, and systemic Lupus.

Ms. Christi Clark, 302 MXS LGMN, Peterson AFB CO.  Ms. Clark suffers from vertigo due to uncontrollable hyperthyroidism.

Ann Sheets, 21 SW/MOW, Peterson AFB CO.  Ms. Sheets is recovering from knee replacement surgery 

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.
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