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JUNE 17, 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.  ENROLLMENTS BEGIN FOR FEDERAL FLEXIBLE SPENDING ACCOUNT (FSA) PROGRAM. The following AFPC/BEST article is provided for your information and action if you wish to participate in the FSA program 1 September through 31 December 2003.  The next available opportunity to enroll will be during the FEHB open season, 10 November - 8 December 2003, with participation starting 1 January 2004.

On Monday, 16 Jun 03, the Office of Personnel Management (OPM) announced in Benefits Administration Letter 03-804 that SHPS is now accepting enrollments for the Federal Flexible Spending Account Program (FSAFEDS) through their web site (www.fsafeds.com) and toll-free number (1-877-FSAFEDS).  Additionally, OPM has extended the initial open season, in which employees may make any change to their enrollment, through June 27.  After that date, employees may only make changes if they experience a Qualified Status Change or during the next Open Season, 10 Nov thru 8 Dec 03.  As a reminder, employees must enroll thru SHPS by 27 Jun 03; however, because the DFAS system won't be ready until sometime in September to accept enrollments, the plan year for Air Force employees who enroll during this current open season will be 1 Sep-31 Dec 03.
OPM delayed accepting enrollments while they considered whether agencies had the authority to pay the negotiated administrative fees on behalf of their employees ($4 per month for participant for a health care FSA (HCFSA); 1.5% of the annual allotment per participant for a dependent care FSA (CDFSA)).  While OPM's Director, Kay Coles James, sent a memorandum on June 13, 2003, to heads of departments and agencies urging the payment of fees for their employees, the decision is up to each individual employing agency.  Until the decision is made, employees will be asked to agree to the following statement as part of the enrollment process:
I understand that my agency has been offered the opportunity to pay my administrative fees.  If my agency chooses not to cover these fees, I also understand that I am personally responsible for payment of administrative fees, and that the annual fee amount for my FSA(s) will be deducted in its entirety, from my available account balance, at the beginning of the Plan Year.

Chief, Special Operations Division
AFPC/DPCM
2. THRIFT SAVINGS PLAN (TSP) CATCH-UP CONTRIBUTIONS .  TSP participants aged 50 and older who are already contributing the maximum amount to the TSP, without exceeding the $12,000 IRS limit,  will soon be able to make a “catch-up” contribution of up to $2,000 in 2003.  As with normal TSP contributions, catch-up contributions will be made from pre-taxed salary dollars.  Additional catch-up contributions can be made in the coming years.  Review additional details at this site:   http://www.afpc.randolph.af.mil/dpc/BEST/docs/Catch-Up.pdf   
3. PERFORMANCE  PLAN RE-CERTIFICATION.   DEVELOPMENT REQUIRMENTS FOR DETAILS/TEMPORARY  PROMOTIONS 120 DAYS AND BEYOND.  For most civilian employee the new rating period began on 1 Apr 03 and will close on 31 Mar 04.  By now  supervisors should have reviewed each of their civilian employees’ performance plans and re-certified them for the current rating period.  Also, supervisors are reminded that a written performance plan is required when an employee is temporarily promoted or detailed to a position for 120 days or more.  The performance plan should be prepared within 30 days of the detail or promotion using AF Form 860 unless an Air Force Core Personnel Document (COREDOC) has been created for the position.  When available the COREDOC should be used to evaluate the employee’s performance rather than AF Form 860. Any change to the COREDOC must be coordinated through the Classification Section and no changes to performance plans should be made within the last 90 days of the rating period.

4. AFPC INFORMATION ON SELF NOMINATION:  I Did Not Receive a CANS Notification of the Announcement, Can I still be Considered?   Candidates who missed out on a vacancy announcement inquire if they can still be considered.  Their rationale is that CANS fails to notify them of the vacancy announcement.  Candidates must be advised that CANS is an automated system designed to assist employees/applicants in learning about current job listings.  The CANS web page contains a disclaimer stating that "The Department of the Air Force will not be responsible for lost or missed job consideration, because of non-receipt of announcement notifications, due any circumstances including the following:  · Email or Internet Server down at any location · Input of wrong search criteria · Base or location not serviced by AFPC · Subscription expired.   This service is strictly voluntary and is in no way intended to be the sole source for announcement information.  Did I Self Nominate?  Candidates call requesting that we verify their self nomination for a particular announcement.  Employees should be aware they can check for themselves by logging on to the "Civilian Employment Log In" (https://ww2.afpc.randolph.af.mil/resweb/log_in.asp) and navigating to the "Check Self Nomination Status."   If the announcement is not listed, this is an indication that they did not self nominate or their self nomination did not process.  We encourage CPFs to continue to educate their workforce on how to properly use the tools available to them so they can be apprised of the merit promotion process.  My Self Nomination Is Not Listed Can I still be Considered?  We get calls and emails from candidates who say they self nominated or think they self nominated but their self nomination is not showing up on the "Status of Self Nominations."  Some claim they tried to self nominate but the system did not take their self nomination.  These inquiries are brought up after the closing date of an announcement and the intent is to convince us to add them to the list of self nominations.  Caution:  Candidates need to be aware that we do not have the authority nor the capability to self nominate on behalf of applicants.  System Confirmation:  Candidates should be informed that when they self nominate the system will generate a confirmation of their self nomination.   This confirms their self nomination transaction is successful and a copy should be printed or saved as an electronic file.  This proof is required by the AFPC/DPCTDC Recruitment Call Center and by DPK.  If their self nomination does not show up in the "Status of Self Nominations," this means the self nomination did not flow through the system and this confirmation will serve as a means of proving that they did in fact submitted a self nomination.  Self Nominating Via Telephone:  If a candidate self-nominates by phone, the system gives the applicant the option to request a fax or email of the positions for which they have applied.  Problems with Self Nomination:  If a candidate is having problems or does not get a confirmation at the time they self nominated, this would be the appropriate time to contact the Recruitment Center (https://ww2.afpc.randolph.af.mil/resweb/contactus.htm) or their servicing CPF.  The Recruitment Center or CPF should be engaged and verify whether a system problem has occurred.  We encourage CPFs to be involved, our experience has been that the majority of the problems stem from the applicant not being familiar with the self nomination process.  However, occasionally a system problem may prevent an applicant from self nominating.  If this is the case, it may have affected more than one individual in your servicing area and the CPF can serve as mediator and verify that in fact their employees did try to self nominate.            
5. CIVILIAN CAREER BRIEFS:  The Air Force is developing an on-line virtual career brief which will be available (probably sometime in July) to employees through the Air Force Personnel Center (AFPC) Secure website at  https://www.afpc.randolph.af.mil/afpcsecure/default.asp . This new application will be located along with other automated civilian personnel processes such as the employee benefits information system (EBIS) and will be identified as Civ Career Brief  - Virtual Career Brief for AF Appropriated Civilian Employees.  The virtual career brief will contain all the information "real time" found on the standard career brief that now must be requested through CPFs.  The following categories of information will be located in the on-line career brief: Current Position Data, Certification/Language Proficiencies, Appointment Information, Pay/Benefits, Overseas, Special Placement, Career Program, Experience Current, Experience History, Education, Training, Awards, Appraisals, and Acquisition (if applicable).  The information contained in the virtual career brief may be printed using the "landscape" mode.  Once the Virtual Career Brief is available, you should request your own “on line” career brief utilizing the above web site.

6. CIVMOD (ORACLE HR) DOWNTIME DUE TO 11i MIGRATION
What is Oracle 11i Migration and why should you care about this?  Briefly, it’s a software version upgrade to our current HR or CIVMOD application.  This affects how you request and fill your vacancies and how your personnel information is updated in the system.  Oracle 11i will still function much the same way CIVMOD does now, but the overall look and feel (buttons, screens, toolbars) and system navigation will be somewhat different. 

But here’s the real clincher--CIVMOD will be down 18 July 03 through 31 July 03.  Therefore, the Civilian Personnel Flight (CPF) will not be able to process any Requests for Personnel Action (RPA) during that time.  If there are any actions that must be processed, you will need to ensure the CPF has the RPA in sufficient time to forward the action to the Air Force Personnel Center for update.  There will be more information to come on the timelines for submitting personnel actions during the downtime.

If you already use the CIVMOD system, you will need to be trained on the changes to CIVMOD.  The training will most likely be held during the down time.  You will be contacted with the available dates, times, and location of the training.  
REPEAT ARTICLES
1.   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 at beverly.sagapolutele@peterson.af.mil
 

        (1) 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 JUL

 

        (2) 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

 

       (3) 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:  POC is  Ms. Dickson at  Theresa.Dickson@Peterson.af.mil 

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) 10-11 JUL 03

 

 2.  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 at Theresa.Dickson@Peterson.af.mil . 

Ms. Glenda Bennett, 21 SVS/SVYC, Peterson AFB CO.  Ms. Bennett has a herniated disc in her lumbar spine.

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

Mr. Michael Zarbo, 723d AMS (AMC), USAFE, Ramstein AB.  Mr. Zarbo has a severe medical situation.

Ms. Sue A. Sommers, 375 Medical center, Scott AFB IL.  Ms. Sommers has extensive liver damage and is awaiting a transplant.

Mr. Jeff Moody, 920th Rescue Group at Patrick AFB FL.  Mr. Moody due to a severe medical situation.

Ms. Doris Vogel, 30 Comptroller Sq at Vandenberg AFB CA.  Ms. Vogel due to a seriousness illness.

Ms. Yvonne Williams, IMA Travel Office, AFRC, Dobbins, GA.  Ms. William is recovering for surgery

Mr. Richard Porterfield, Transportation Command/TC6-J, Scott AFB IL.  Mr. Porterfield has Stage IV Cirrhosis, Chronic Hepatitis “C” and PEG-Introl/Rebetol therapy is required.

Ms. Kaye Ferguson, SMC/FM, Los Angeles AFB CA.  Ms. Ferguson requires a third surgery due to detached retinas.
Mr. Lester Mirabal, 45th Range Mgmt Sq, Patrick AFB FL.  Mr. Mirabal due to severe brain damage suffered during a heart attack.

Mr. Robert Doom, 10 MSG/LGR, USAF Academy, CO.  Mr. Doom has a serious medical problem.

Ms. Jennifer Biller, 85th Medical Group, NAS Keflavik, Iceland.  Ms. Biller due to a ruptured appendix requiring surgery a prolonged recovery period.

Mr. Frederick Shamonsky 911 Logistic Support Sq, Pittsburgh, PA.  Mr. Shamonsky has suffered loss of lung function and kidney failure.
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