From:
Allbritton Jeanie A GS-05 21 MSS/DPCS

Sent:
Tuesday, September 16, 2003 11:09 AM

To:
Antinora Richard GS-14 AFOTEC Det 4/CN; Baker Bradley B A1C 52 EMS/MXMWM; Bendrick Lana GS 21 SW/CCS; Bonaldo Dino II Civ 721 CES/CEV; Bormuth Larry Civ ESC /SMIO; Bragado Karen D Civ 50 CONS/LGCZ; Brooks Catherine CIV 20 SVS/CSS; Burnett Sharon L GS-11 NORAD USNORTHCOM J1C; Case Polly GS 21 MSS/DPC; Chavarria Benito R Civ 55 SWXS/DOX; Crow Robert E GM-13 21 MSS/DPCE; Cuadra Candace C GM-13 21 MSS/DPCS; Duenas Carmelita U Civ 50 SW; Fichtel Don Civ JPPSO-COS/DIR; Fitzgerald Rick Jacksonville FL; Foeller Mary GS CAP-USAF RMLR/IM; Garcia Patricia GS-7 544 IOG/CCE; Grassi Brian W Lt Col 810 MDOS/SGZS; Guba Larry M GS AFSPC/LCXF; Haze Linda V GS-05 21 MSS/DPCC; Holden Julie GS 810 MDOS/SGZSAR; Kemp Bonnie M GS-06 21 MSS/DPCC; Kirk Robert E GS-11 21 SCS/SCXI; Kludt Carol A GG-12 NORAD USNORTHCOM J25M; Koeteeuw Carla CIV 367 RCS/F0; Kopman Linda C GM-13 21 MSS/DPCC; Martinez Ruben Civ 50 SW/JA; Matkin Karen GS 21 CONS/LGC; Mayo Jesse W Civ 3 SOPS/MAFV; Merrifield Sharron L GS-05 21 MSS/DPCS; Mirabal Lester GS-13 45RMS/RMA; Myers Lisa GS 21 MXG/CCS; Nadeau David J Capt AFIA/FO; Pagliarello Shelley Civ ESC /NDG; Park Karen L Civ SWC/XRM; Peterson AFSPC Exec/Sec; PETERSON CivPay Help Desk; Petrowske Margaret L GS-08 CMOC/CC; Poole Victoria GS AFSPC/DP; Quay Tina Civ SMC DET 11 /RM; Reed Melonie S Civ ESC /ND; Renehan Jeffrey N Col USSTRATWEST/J5X; Richard Kathleen GS AFSPC/SE; Rochester Robert J Maj 1 SPCS/DOM; Rogers Gilbert W GS-12 21 MSS/DPCD; Sagapolu Lucilla H Civ SMC DET 11 /RM; Sharpe Adam D Amn 62 SFS/SFOD; Sjogren Connie GS Air Force Audit/AFAA; small tina

Subject:
Civilian Personnel  Newsletter 03-11 (resend)
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15 September 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…………………………………………….556-8050/8195
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/>> 

1.  FEDERAL WOMEN’S PROGRAM:  The Federal Women’s Program (FWP) will meet at Perkins Restaurant, Powers & Constitution (southeast corner), on 6 October, 0700 for a breakfast meeting.  NO…FWP is not buying breakfast!  EVERYBODY come join us…military as well as civilian…men as well as women!  We are “re-energizing” the program and need your ideas…What topics do you want us to address?…What time of day would you prefer to meet?…Where would you prefer to meet?  Our goals are to assist in the development of affirmative employment initiatives, addressing the problems and concerns of civilian women in the federal workforce within the Peterson Complex (includes organizations at Peterson AFB, Cheyenne Mountain AFS, and associated units located within the city of Colorado Springs serviced by the Peterson Civilian Personnel Flight); we work to develop recommendations to enhance personnel processes affecting the recruitment, selection, utilization, training and advancement of civilian women within the Complex.  WE NEED YOU!!!  (Please contact Debra Agnew, 4-5265, or Sandy Sharketti, 4-6544 to let them know if you are going to attend…we need to ensure Perkins has enough wait staff on hand!)  THIS IS AN OFFICIAL FUNCTION/OFFICIAL TIME IS AUTHORIZED TO ATTEND THIS FUNCTION (Candace Cuadra, Chief Affirm Employment, 21MSS/DPCS, 6-4733)  Please print and post the attached flyer (looks great in color!)
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2.  WHAT THE HECK IS WOMEN’S EQUALITY DAY?  In 1971, Representative Bella Abzug introduced legislation in Congress to establish August 26 as Women’s Equality Day.  To understand the significance of this day, we need to examine its origin.  This day marks the anniversary of the 1920 passage of the 19th Amendment to the Constitution, granting women the right to vote.  On this day, we remember that women marched, were jailed, and many others dedicated their entire lives to this cause.  In today’s complacent society, we need to stop to ponder that women’s right to vote came after an arduous and frequently tempestuous campaign that lasted nearly a century!

  
Amendment 19 was referred to as the Susan B. Anthony Amendment due to her monumental efforts to forge the trail towards its fruition.  With each step women take towards a voting booth, the names of Anthony, Elizabeth Cady Stanton, Lucretia Mott, Harriet Tubman, Lucy Stone, and others should be brought to mind in thanks and reverence.  

         Women have the vote; so, why the need to establish Women’s Equality Day?  Because forgetting where we came from negates the necessity to look forward to where we’re going!  We must be ever vigilant that those precious rights won in the past may be denied us in the future.  The introductory paragraph of the Joint Resolution of Congress, 1971, to establish Women’s Equality Day reminds us where we once were.  It begins:  “WHEREAS, the women of the United States have been treated as second-class citizens and have not been entitled the full rights and privileges, public or private, legal or institutional, which are available to male citizens of the United States...”  We’ve fought the good fight and won some battles, but we remain far from equal.  

         Collectively, women in the work force lose over $100 billion annually in wages due to pay inequity.  Among college graduates, women still earn 15.7% less than men in similar positions.  We must continue to work towards parity until we convince American corporations to “pay the job, not the worker”!  Very few women ever reach CEO status in corporate America and, if they do, they quickly learn that the important decisions are usually made on the golf course, a sport most businesswomen have had little or no time to learn.  Women need to examine ways and means of competing alongside men.  Networking is commonplace among businessmen, but almost totally foreign to women.  We need to form supportive networks, bolstering and encouraging each other.  The bottom line is that technology should have been an incredible gender equalizer, but until women learn how to maneuver through the maze of the business game, we cannot expect to be considered an equal on the playing field.            

         Women have come a long way since 1920, but we still face many challenges.  Let us proudly celebrate Women’s Equality Day for the auspicious occasion it is, and remember the tremendous debt owed to those who came before to give us the precious gift of our vote.  May we never take that privilege lightly!     

3.  ON LINE ACCESS TO YOUR CAREER BRIEF:  The Air Force Personnel Reengineering and Development Division developed an on-line virtual career brief which is available to Air Force civilian employees through the Air Force Personnel Center (AFPC) Secure website at https://www.afpc.randolph.af.mil/afpcsecure/default.asp. This new application is located along with other automated civilian personnel processes such as the employee benefits information system (EBIS) and is identified as Civ Career Brief  - Virtual Career Brief for AF Appropriated Civilian Employees.  

4.  CIVILIAN PERSONNEL INFORMATION ON-LINE: Air Force civilians can now easily find links and descriptions of civilian customer self-service and online resources. This web page is designed to give civilian employees and job seekers a 'one-stop' shopping list of the informational pages and web applications available for their use.  Visit the web site at http://www.afpc.randolph.af.mil/dpc/civpersonline.htm for more information.
5.  ATTENTION CAREER PROGRAM REGISTRANTS:  When the Air Force transitioned to the Modern System, a problem occurred with the Position Location Code.  The Position Location Code (PLC) shows where the position is relative to the Air Force Organizational Structure.  It applies only to Air Force jobs...there is no equivalency for jobs at other agencies or non-federal jobs, just as there is no MAJCOM equivalency outside the Air Force.  Some career programs use PLC in their templates to credit experience at varied organizational levels.  Under the Modern System, when an individual changed jobs, the PLC did not properly flow to history.  AFPC has found a way to systematically correct all the invalid Position Location Codes caused by the migration to 11i.  Positions will be corrected at AFPC, therefore there is no requirement to bring in your career brief to the Civilian Personnel Office. 

6. 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,  are 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.  See attached TSP Fact Sheet for additional information.
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7.  FLEXIBLE SPENDING ACCOUNTS (FSAs). (The following article is repeated from the July 2003 BEST newsletter.)  The Department of Defense (DoD) decided to pay the FSA administrative fees associated with enrollment in the FSA program.  Air Force-serviced employees who enrolled during the initial open season will see deductions begin for the pay period 7 - 20 Sep 03, with its corresponding pay date of 26 Sep 03.  For these individuals, the FSA Plan Year is 1 Sep - 31 Dec 03.  Employees who missed the initial open enrollment deadline may contact an FSA counselor at 1-877-372-3337 (TTY: 1-800-952-0450) to discuss the possibility of a belated enrollment. (See attached article for basic FSA program information). 
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8. CIVILIAN MID-YEAR PERFORMANCE DISCUSSIONS: Supervisors should periodically meet with each employee to provide the employee feedback on their performance, review the employee's performance elements and standards (performance plan), update the employee's performance plan when changes are needed, and certify the performance plan if the plan was not certified at the beginning of the rating period. Doing this now will allow sufficient time for employees to correct performance deficiencies and/or redirect their efforts based on any changes to their performance plan. 

Performance discussions are a positive approach to improving employee performance and will help eliminate surprise performance ratings at the end of the performance appraisal cycle. At least one progress review of the employee's performance against all the elements of their performance plan must take place during the appraisal period, normally at the midpoint. Since the appraisal period for civilian employees is 1 April through 31 March, Now is the time supervisors should typically hold the mid-year performance feedback discussions with each employee. Supervisors are not limited to the mandatory once a year feedback, and are encouraged to hold periodic performance discussions throughout the rating period.

Supervisors are reminded there are mandatory forms that must be used to document performance feedback discussions with employees. An AF Form 860B must be used for non-bargaining unit members and a 21 SW Form 860C must be used for all bargaining unit members, e.g., WG, WL, and non-supervisory GS fire fighters. These forms may be filled out before or during the review with each employee. Employees should be made aware the progress review is meant to provide feedback on performance and may impact the rating of record at the end of the appraisal period. A copy of the form is provided to the employee and the original is retained by the rating official in the employee's Supervisor's Employee Work Folder (971 File) until after the annual rating is rendered. In some cases it may be necessary to retain the feedback form longer. Supervisors should contact their Employee Relations Specialist as soon as any performance problems develop or if they have questions. An electronic copy of 21 SW Form 860C is attached below for supervisors of bargaining unit employees.
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9. SCHEDULING ANNUAL LEAVE. Supervisors should have established annual leave schedules, in writing, by 15 February. (AFI 36-815, para 2.3.1). OPM form 71 or any other appropriate format may be used for this purpose. This schedule may 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 to use any leave they would otherwise forfeit at the end of the leave year (i.e. January 10, 2003). 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, 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 all employees are informed of the proper procedures for requesting and obtaining leave approval. Supervisors should maintain employees' leave schedules in their Supervisor's Employee Brief, AF Form 971 file.

10. 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)  <mailto: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: 13-16 JAN 04, 20-23 APR 04, 13-16 JUL 04

     (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 dates : 22-23 JAN 04, 
17-18 JUN 04

    (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. Dates: 5-9 
JAN 04, 22-25 JUN 04 

     b. PRE-RETIREMENT SEMINARS (partial listing): 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 ten years of your retirement eligibility date, 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 - FERS EMPLOYEES (SEATS AVAILABLE) 09-10 OCT 03

MID-CAREER SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 06-07 NOV 03

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 04-05 DEC 03

PRE-RETIREMENT SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 29-30 JAN 04

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 12-13 FEB 04

MID-CAREER SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 11-12 MAR 04

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

c. EARLY CAREER RETIREMENT PLANNING (FERS EMPLOYEES ONLY):  All federal employees need to get started on financial planning for retirement.  We all must be prepared, and this seminar will help you plan for and make the educated decisions needed that will affect you and your family for the rest of your life.  Early career retirement planning seminar is designed for federal employees with less than five years of federal service.  This seminar will provide the federal employee with information on budgeting and cash management , federal benefits (FERS, TSP, FEGLI, FEHB and LTD), and basic financial planning.  The seminar is scheduled in 4 hours session from 0800-1200 and 1230-1630 the dates are; 7 Oct 03, 4 Nov 03, 27 Jan 04. POC for sign up is Ms. Theresa Dickson at email <mailto:Theresa.Dickson@Peterson.af.mil

11. 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. Lisa Harvey, SMC Det 11/IS, Peterson AFB CO.  Ms. Harvey is undergoing breast reconstruction after having a mastectomy

Mr. Timothy Davis, FAA/ANM COS ATCT, Peterson AFB CO.  Mr. Davis is recovering from knee replacement surgery.

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

Ms. Delores Green, 94 MSS/DPM, Dobbins, GA.  Ms. William is recovering from a major illness.

Ms. Carolyn DeLaGarza, ACC/SVA, Langley AFB, GA.  Ms. DeLaGarza is recovering from back surgery.

Ms. Theresa Currier, 45 CS, Patrick AFB, FL.  Ms. Currier is needed to care for her five year daughter while she undergoes chemotherapy treatment.

Mr. Earle (Rocky) Tasse, AFGE, Eglin AFB, FL.  Mr. Tasse's intensive personal care is by his mother during her hospice care.

Mr. Earl Mikula, 460th CES, Buckley AFB, CO.  Mr. Mikula is needed to care for his son whose undergoing intensive chemotherapy treatment for mature B-Cell lymphoma.

Ms. Stephanie Manning, 82 LRS, Sheppard AFB, CO.  Ms Manning is needed to care for her mother during heart by-pass surgery and removal of her gall bladder.

Ms. M. Eileen Clemmons, 45th Aero Medical/Dental Sq, Patrick AFB, FL.  Ms. Clemmons is recovering from back surgery.

Ms. Dotsy Parnell, 20 MSS/DPC, Shaw AFB, SC.  Ms. Parnell is needed to care for her spouse who has terminal cancer.

Mr. Michael Baca, HQ ARPC/SCMH, Denver, CO.  Mr. Baca is recovering from major surgery.

Mr. Wilson Holloway, OLA Det 1, 347 Rescue Wing, Avon Park AFR, FL.  Mr. Holloway is undergoing treatment for liver cancer. 

Mr. Frank Valentik, OLA Det 1, 347 Rescue Wing, Avon Park AFR, FL.  Mr. Valentik is recovering from a CVA/Stroke.

Ms. Contine Francis, 6 SVS/SVYC, MacDill AFB, FL.  Ms Francis is needed to care for her spouse with lymphoma.
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