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1 SEPTEMBER 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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FEDERAL EMPLOYEES’ GROUP LIFE INSURANCE (FEGLI) OPEN SEASON-FIRST IN 5 YEARS

The FEGLI program was established in 1954, and is now the largest group life insurance program in the world, with over 4 million Federal employees, retirees, and family members.  To celebrate the 50th anniversary, the Office of Personnel Management (OPM) announced the first open season in five years to be held September 1-30, 2004.  During the open season, Federal employees will be able to enroll in the FEGLI program, increase or change current coverage, without having a physical or answering questions about their health.  The newly elected coverage will be effective September 4, 2005.  Information materials, including an interactive worksheet to estimate life insurance needs and a calculator to price various combinations of coverage, will be on OPM’s special Open Season website at http://www.fegli2004.opm.gov/ Current Air Force-serviced appropriated fund civilian employees will make Open Season elections via the web-based Employee Benefits Information System (EBIS) or the BEST automated phone system.  Hard copy enrollment forms will not be accepted.  If you are not yet familiar with these access systems, review the How to Access the BEST Automated System http://www.afpc.randolph.af.mil/dpc/best/automated.htm web page.  For additional information on the open season, access the BEST website on the FEGLI Open Season http://www.afpc.randolph.af.mil/dpc/best/FEGLI%20Open%20Season%20SEP%2004.htm POC, Bonnie Kemp, 556-7073, Bonnie.Kemp@Peterson.af.mil 
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OFFICE CLOSURE ON 3 SEP 04

The Civilian Personnel Flight will be closed Friday, 03 September 2004 for Family Day 

THE BENEFITS AND ENTITLEMENTS SERVICE TEAM (BEST) NEWSLETTER FOR AUGUST

http://www.afpc.randolph.af.mil/dpc/best/Newsletters/BEST_Newsletter_Aug_04.pdf 

SCHEDULING LEAVE FOR CIVILIAN EMPLOYEES

Civilian employees are reminded that generally the maximum amount of annual leave they may carry forward from one leave year to the next is 240 hours.  Current law requires forfeiture of annual leave, in excess of the ceiling limitation, at the end of the leave year 08 Jan 05.  The provisions for restoring forfeited leave are strictly enforced.  For this reason, employees are encouraged to take appropriate action to prevent the forfeiture of their annual leave.  If leave is forfeited, it may be possible to request restoration.  The first requirement for restoration is that the leave must have been originally requested, approved, and scheduled in writing prior to the start of the third biweekly pay period before the end of the leave year.  Thus, all use-or-lose annual leave for year 2004 must be requested, approved, and scheduled before 28 Nov 04, to be eligible for restoration should it be forfeited.  

Before forfeited annual leave may be restored there must also be a determination that either an exigency of major importance occurred or sickness of the employee caused the forfeiture.  As soon as a supervisor learns that leave subject to forfeiture must be canceled due to an exigency, s/he must initiate 21 SW Form 298 (Request for Approval of Exigency) to the appropriate official requesting approval to cancel the scheduled leave.  At a minimum, the request should include a description of the exigency, which shows that it is of such importance that the employee could not be excused from duty.  If appropriate, an employee then initiates a written request for restoration within 30 calendar days after the end of the leave year.

Leave restorations are coordinated with the Civilian Personnel Flight to ensure that the conditions for restoration in governing directives are met, and that submitted documentation supports the requests.  Restoration of forfeited annual leave is addressed in AFI 36-815, Absence and Leave, Chapter 2.  
POC:  Sadie Petersen at 556-7523.
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INJURY COMPENSATION OVERVIEW FOR SUPERVISORS AND EMPLOYEES:  Most work-related medical conditions fall into two categories (1) traumatic injury (Form CA-1), and (2) occupational disease (Form CA-2).  Supervisors and employees need to be familiar with these categories to ensure the correct documents are processed in a timely manner.

Traumatic Injury (Form CA-1):  If the condition happened in the course of one work shift, the condition is an injury.  Examples: cut finger; tripped and fell; hit by forklift, etc.  NOTE:  For Traumatic Injury, ask your employer to authorize medical treatment on (Form CA-16) BEFORE you go to the doctor.  Take Form CA-16 when you go to the doctor, along with FORM OWCP-1500, which the doctor must use to submit bills to Office of Workers’ Compensation Programs (OWCP).

Occupational Disease (Form CA-2):  If the condition happened because of events in more than one work shift, the condition is an occupational disease.  Examples: back strain from unloading trucks for the past two weeks; stress due to conflicts with co-workers and supervisors for the last six months; carpal tunnel from daily use of computer keyboard, etc.

Additional information can be found in the WHEN INJURED AT WORK Information Guide for Federal Employees at http://www.dol.gov/esa/regs/compliance/owcp/ca-11.htm.  Forms for filing injury compensation claim can be found at http://www.dol.gov/esa/regs/compliance/owcp/forms.htm.  For additional information, please call Sadie Petersen at (719) 556-7523 or email Sadie.Petersen@peterson.af.mil.
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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. Lisa Harvey, SMC Det 11/IS, Peterson AFB CO.  Ms. Harvey is undergoing treatment due to Breast Cancer.

Ms. D’Sitra Scott, 913 MOF, Willow Grove ARS, PA.  Ms. Scott is in need of leave due to an anticipated long-term medical condition.

Ms. Bernadette Stein, HQ AFPC/DPKR, Randolph AFB, TX.  Ms. Stein is in need of leave due to a serious neck injury. 

Ms. Carolyn E. Wallace, 18th Air Refueling Sq, McConnell AFB, KS.  Ms. Wallace is in need of leave due to extremity swelling and dizziness.

Ms. Melanie Brown, 45th Operations Group, Patrick AFB, FL.  Ms. Brown is in need of leave due to an intercranial hemorrhage, renal failure, and hepatic insufficiency.    
Mr. Richard Hinshaw, 45th Space Communications Squadron, Patrick AFB, FL.  Mr. Hinshaw is in need of leave due to a severe medical condition.

Mr. Earl L. Mikula, 460 CES/CEVP, Buckley AFB, CO.  Mr. Mikula is in need of leave to care for his son who has relapsed with mature B-Cell lymphoma cancer.

Ms. Emily Knecht, 94 AW/RS, Dobbins AFB, GA.  Ms. Knecht is in need of leave due to recovery for surgery from rectal cancer.

Mr. Timothy L. Lovelace, 30 CES/CEOF2, Vandenberg AFB, CA.  Mr. Lovelace is in need of leave due to a severe medical condition requiring a lengthy treatment period.

Ms. Carol Vilcek, Dean of Faculty, USAF Academy, Colorado.  Ms. Vilcek is in need of leave due to a serious medical condition.  

Ms. Donna Norsworthy, Air Force Audit Agency, Little Rock, Arkansas.  Ms. Norsworthy is in need of leave due to treatment for recurrent ovarian cancer.

Mr. William B. Held, AF Audit Agency, Randolph, TX.  Mr. Held is in need of leave due to a fall he suffered severe head trauma.

Ms. Barbara J. Holley, 911 AW Aerial Port Sq, Pittsburgh, PA.  Ms. Holley is in need of leave due to back surgery that requires a lengthy recovery period.

Ms. Traci Teachout, 931 ARG/FM&R, McConnell AFB KS.  Ms. Teachout is in need of leave due to childbirth and six week recovery time.

Mr. Fred (Harry) Haas, 10 MSG/LGROC, USAF Academy, CO.  Mr. Haas is in need of leave due to a serious medical condition.

[image: image10.wmf]
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.

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 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: 28 SEP-01 OCT 04

Please contact Bonnie Kemp at Bonnie.Kemp@peterson.af.mil.

DISC - IMPROVING COMMUNICATION AND REDUCING CONFLICT
 

Course Date: 1 SEP 04
Provides employees with the skills to improve communication, ease frustration and conflict, and develop effective managers and teams.  The workshop helps employees explore behavioral issues across four primary dimensions of behavior.  The workshop can help employees at all levels:

· Understand their own behavior 

· Learn how and when to adapt their behavior 

· Improve communication 

· Promote appreciation of differences 

· Enhance individual and team performance 

· Reduce conflict 

Instructor: Ms. Sandra King. Please contact Bonnie Kemp at Bonnie.Kemp@peterson.af.mil.
SINGLE PARENT’S NETWORKING MEETING ON 1 SEP 04 1200-1300 ENLISTED CLUB
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