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1 MARCH 2004

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: image2.wmf]  REMINDER…UPDATING CURRENT DUTY (DAYTIME) PHONE NUMBER:  We are each responsible for updating our duty (daytime) phone number.  By calling the Benefits & Entitlements Servicing Team (BEST), 1-800-616-3775, and following the instructions on the Interactive Voice Response System (IVRS) you can update your duty phone number.  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>>
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PERFORMANCE APPRAISALS AND CERTIFICATION OF PERFORMANCE PLANS

Supervisors are encouraged to review each of their civilian employees’ performance plans to verify that they have been certified by the employee, the rating official and the reviewing official for the current civilian rating period.  The current rating period started on 1 Apr 03 and closes on 31 Mar 04.  

At the beginning of each rating period, supervisors should meet with each employee to review and discuss the employee’s performance elements and standards.  In addition, each employee who enters a new position or who is temporarily assigned for 120 days or more should be given a written performance plan.  These plans should be certified within 30 days of the beginning of each appraisal cycle, and within 30 days of the date an employee enters a new position or is temporarily assigned for 120 days or more.  

If performance plans have not been certified for the current (1Apr03-31Mar04) rating period, supervisors should do so now, and contact your servicing Employee Relations Specialist to discuss completing the annual performance rating.  An AF Form 860 should be used unless an Air Force Core Personnel Document (COREDOC) has been created for the position.  In this situation, the COREDOC should be used to evaluate the employee’s performance and a separate work plan should not be developed since this defeats the purpose of a COREDOC.  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 (after 31 Dec 03).  

Finally, supervisors are encouraged to contact their servicing Employee Relations Specialist as soon as there are indications of a performance problem.  Do not wait until the end of the rating period to take action.  Please call (719) 556-4737 for the name and telephone number of your organization’s servicing Employee Relations Specialist.
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Change in Procedures on Updating Education, Licenses, Languages & Certifications:  Effective 1 Feb 04, civilian employees who are serviced by AFPC are no longer required to submit update/correction requests for education, licensing, languages, and certificates through their local Civilian Personnel Flight; they may fax these requests directly to AFPC/DPCMC at DSN 665-2937 or Commercial 210-565-2937.  Documentation required is the OF612 with copies of certificates (as appropriate) attached to the OF612.  AFPC will update employee records within 90 days of receipt unless a Collective Bargaining Agreement requires an earlier time frame.  Employees verify their information has been updated via the Web Career Brief located on the AFPC Secure Web Site.  
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Air Force Personnel Center New Single 1-800 Number:  The purpose of this E-mail is two-fold:  (1) to notify you the Recruitment Service Center (RSC) and Benefits and Entitlements Service Team (BEST) are now part of a single 1-800 number and (2) to provide you a copy of the PA release (attached).  The new Air Force Customer Service Center 1-800 number was established as a part of the Air Force Customer Transformation effort to link together personnel and payroll call centers for appropriated fund civilians (and applicants for appropriated fund employment), active duty military and reservists.  In addition to the RSC and BEST, the other players of the Air Force Customer Service Center single 1-800 number are: 

- Employment Verification (Voices to callers the "Work Number Employment Verification" toll free number) - AFPC Technical Assistance Center (TAC) (Technical support for applications such as AFPC Secure Password) 

- AFPC Contact Center (Personnel Inquiries for Military Active Duty, Reserve, Guard, vMPF assistance, Discrimination and Sexual Harassment Concerns) 

- ARPC Denver (Air Force Reserve and Guard personnel inquiries) 

- DFAS-Cleveland (Air Force Military Pay Inquiries, myPay navigation, iPIN) 

Once employees (or applicants for employment) call the new 1-800 number and press the appropriate prompt for civilian, the system will voice options for Employment Opportunities, Benefits and Entitlements and myPAY.  Once the employee (or applicant) selects the appropriate prompts for Employment Opportunities or Benefits and Entitlements, it will take the caller to either the Employment or BEST automated phone system.  If the employee presses the prompt for myPay, the DFAS contact center assists with PIN resets and issues associated with the myPay web application -- the DFAS Contact Center representatives are not able to help civilian employees with pay-related matters.  Civilian employees with pay-related matters will continue to contact the local CPF, their DFAS Customer Service Representative, or BEST (if benefits related).  The Air Force Customer Service Center toll-free number is 1-800-616-3775 for all stateside callers (to include those calling within the San Antonio Texas area).  Employees (or applicants for employment) calling from foreign areas will continue to use our existing 1-800 numbers for now.  International access issues to the Air Force Customer Service Center 1-800 number are being worked.  Hearing impaired callers will continue to reach the RSC and BEST using our current TDD numbers (1-800-382-0893 or, if calling within San Antonio TX, 565-2276).
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UPDATED CIVILIAN PERSONNEL FLIGHT PHONE ROSTER:
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The vacancy announcement for the Defense Senior Level Intelligence position of Senior Intelligence Engineer, Directorate of Data Exploitation, National Air and Space Intelligence Center, Wright Patterson AFB, OH is open 10 Feb 04–10 Mar 04.
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[image: image11.wmf]Vacancy Announcements: In an effort to streamline the process of filling vacancies, the Air Force Personnel Center (AFPC) has established the use of 90-day certificates for filling all GS-2XX, WG 8XXX , and all administrative positions.  This means that the vacancy announcements used for filling GS 2XX, WG8XXX and administrative positions will not list a particular organization or other things that would tie that announcement to a one-time use. Each of these announcements will indicate this information to prospective candidates.  AFPC will reissue the same list (minus the previously selected candidates) for each vacancy within the 90-day period.  Applicants that didn’t meet the qualifications and/or eligibility at the time the vacancy announcement opened, but who become qualified/eligible during the 90 day period will be reviewed each time a certificate is issued, and if they are then determined qualified, will be referred on that certificate.  Please be sure and apply for all vacancies in a particular series/grade to assure that you do not miss consideration for any vacancy that might arise.

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 Sadie Petersen at Sadie.Petersen@Peterson.af.mil or Theresa.Dickson@Peterson.af.mil.

Ms. Linda Willert, JPPSO-COS, Peterson AFB CO.  Ms. Willert is suffering from small cell cancer treatable however not curable. 

Ms. Joan Yarrell, 302 MSF/DPM, Peterson AFB CO.  Ms. Yarrell is suffering from preterm labor and will need recovery time after giving birth.

Ms. Lisa Harvey, SMC Det 11/IS, Peterson AFB CO.  Ms. Harvey is undergoing treatment due to Breast Cancer.

Ms. Roberta Clark, 45th Space Wing Safety Office, Patrick AFB FL.  Ms. Clark needs an undetermined amount of leave due to extensive injuries sustained in an automobile accident.

Ms. Herlene Thurman, 61MSS/DPET, Los Angeles AFB, CA.  Ms. Thurman is in need of leave donations for medical absence to major surgery requiring prolonged recovery.

Mr. Mike Weatherly, Jr. 482 MXS, Avionics Flight, at Homestead ARB, is in need of leave donations due to critically injured in a motor vehicle accident and suffered severe crushing of his foot.

Ms. Mary Maurer, 920 Maintenance Squadron at Patrick AFB, is in need of an undetermined number of hours of donated leave due to Cervical Fusion surgery/recovery.

Ms. Cheryl Scott, SMC/AXL, Los Angeles Air Force Base, California, is in need of leave donations to cover her absence in order to provide full time care for a family member with a terminal illness.

Mr. Dionisio F. Estebar, 21 SOPS.SFOC, Onizuka AFS CA, is in need of over 300 hours of donated leave due to a stroke he suffered and required hospitalization 
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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, CPF 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 26 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 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.

Stress Management Workshop - Helping Manage Personal and Work Stress:  This 1 day workshop will help to improve performance and increase satisfaction, while providing valuable feedback on stress and coping in four interconnected areas of life: Personal, Work, Couple and Family.  The Coping & Stress Profile by Inscape Publishing helps people in organizations:
· Discover stress issues in each life area and capitalize on coping strengths

· Learn to minimize or eliminate common daily stressors

· Identify areas for coping skills improvements

· Develop flexibility in responding to stress

· Provides critical insight into how stress impacts work performance

· Helps to balance the urgent demands of work like and personal life without sacrificing either

Class Date: Tuesday, 30 Mar 04, 0800-1630, Civilian Personnel Flight Training Room, BLDG 350, Mission Support on Peterson AFB.  For more information on course content ONLY, contact Sandra King @ 638-8081, Monday thru Friday 09:00 to 5:00.  To register for the workshop, please contact Beverly Sagapolutele at Beverly.Sagapolutele@peterson.af.mil.
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 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.  POC for sign up is Ms. Sadie Petersen at Sadie.Petersen@Peterson.af.mil.  The following is a partial listing of upcoming seminar dates:

MID-CAREER SEMINAR - FERS EMPLOYEES (FULL, CALL FOR WAITING LIST) 11-12 Mar 04

MID-CAREER SEMINAR – CSRS EMPLOYEES (SEATS AVAILABLE) 08-09 Apr 04

PER-RETIREMENT SEMINAR – FERS EMPLOYEES (SEATS AVAILABLE) 06-07 May 04

MID-CAREER SEMINAR – FERS EMPLOYEES (SEATS AVAILABLE) 08-09 Jul 04

Early Career Retirement Planning Seminar (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 date is 09 Mar 04.  POC for sign up is Ms. Sadie Petersen at Sadie.Petersen@Peterson.af.mil.
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