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15 OCTOBER 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
THRIFT SAVINGS PLAN (TSP) OPEN SEASON TO BEGIN 15 OCTOBER 2004

Civilian employees can sign up or change their Thrift Savings Plan contribution amounts during the "open season" scheduled for 15 October - 31 December 2004.  The maximum employee contribution amount for this open season is 14% for FERS employees and 9% for CSRS employees.  To make a TSP election, change/terminate the amount of contributions, employees must go to the web automated system – Employees Benefits Information System (EBIS)

http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm/ or the call the Benefits and Entitlements Service Team (BEST) at 1-800-616-3775 at AFPC, Randolph AFB, TX.  All TSP elections/changes are made thru the web/telephone automated systems; therefore the Civilian Personnel Flight will not accept TSP-1 forms.  Employees can access the TSP website to determine what the best personal allocation of their contributions among the five funds would be at http://www.tsp.gov/ or call the Thrift line at 1-877-968-3778.
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ELIGIBLE THRIFT SAVINGS PLAN (TSP) PARTICIPANTS CAN MAKE CATCH-UP CONTRIBUTIONS INTO TSP.  TSP participants age 50 and older, who are already contributing the maximum amount to the TSP, without exceeding the $13,000 IRS limit, are able to make a “catch-up” contribution of up to $3,000 in 2004.  As with normal TSP contributions, catch-up contributions will be made from pre-taxed salary dollars.  
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CIVILIAN MID-YEAR PERFORMANCE REVIEW
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PLANNING FOR CIVILIAN RETIREMENT
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DRIVING SEMINARS

FOR MORE INFO CALL CALVIN AT 556-4481
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VOTING AND REGISTRATION. As a general rule, employees requesting time off to vote are excused without charge to leave for the amount of time necessary to permit them to vote, not to exceed three hours. Normally, where the polls are open either 3 hours before or 3 hours after the employee's regular duty hours, no time off is granted. (This is the case in most jurisdictions.) Employees on flexible work schedules can be excused only for those hours, which cannot be accommodated by their flexible schedule. Tuesday, 2 November 2004 is Election Day throughout Colorado. Colorado Springs Polls normally open at 7 AM and close at 7 PM.  The majority of Team Pete civilian employees can readily vote at their local polling place either before coming to work or immediately after work. Excused absence provisions are available to permit voting in special circumstances. Two common examples are when an employee's polling place is unusually distant from the work location, or an employee has an unusual work schedule that would not allow him/her to arrive at the polling place during voting hours. If excused absence is required to permit voting, the employee needs to make arrangements in advance with their supervisor. Reference: AFI 36-815 paragraph 8.4. 

REMINDER TO ALL FEDERAL EMPLOYEES TO BE CAUTIOUS ABOUT USING THE INTERNET AT WORK

The use of Internet and electronic mail is second nature to almost everyone, and has become a favorite and effective campaign tool, even more so perhaps, than four years ago.  However, I want to remind federal employees to be vigilant about following the Hatch Act, including the specific prohibition against sending partisan political e-mails from work or while on duty. This could constitute electronic leaf letting.

The Hatch Act prohibits federal executive branch employees from engaging in political activity while on duty, in any room or building occupied in the discharge of official duties by an individual employed or holding office in the government, while wearing a uniform or official insignia identifying the office or position of the employee, or using any vehicle owned or leased by the government. Political activity has been defined as activity directed toward the success or failure of a political party, candidate for a partisan political office or partisan political group. 

WEINGARTEN RIGHTS (Appropriated Fund Civilian Employees Who is Bargaining Unit Members)
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Category Rating for positions filled under Delegated Examining Authority:  AFPC is anticipating Category Rating to be implemented by 1 November 2004:  There will be a training “module” placed on the AFPC/DPC Homepage for access by new managers for training purposes.

Key points of Category Rating:
· Candidates will be rated in one of three Quality Categories:  Qualified (Category 1), Highly Qualified (Category 2), Best Qualified (Category 3) 
· Additional points will not be awarded for veterans' preference 

· Compensable 10-point veterans will still "float" to the top of the referral list, except for scientific and professional positions GS-09 and above (no different than current rating process) 

· All other veterans will be listed at the top of each category (no different than current rating process) 

· The "rule of three" is not applicable; however all veterans in a quality level must be selected before non-veterans can be considered 

· The rule eliminating a veteran based on three considerations resulting from appointment of three veterans remains the same - 5 USC 3317(b) 

· When there are fewer than three candidates remaining in the highest quality group referred, candidates from the next group may be merged 

The decision to use Traditional Rating or Category Rating will be a joint decision made by the manager and DEO staffer.  Until managers are fully versed on the "ins and outs" of Category Rating, the DEO staff will be available to answer questions and provide advice.  At this point, due to system limitations, we will not use Category Rating for FWS positions.  In essence, the biggest benefit to Category Rating is that it may provide a larger pool of candidates for consideration by eliminating the "rule of three"; however, there may be instances where it could pose a disadvantage.  Because use of Category Rating must be pre-identified in the vacancy announcement, once the decision to use Category Rating has been made, it must be used.  Point of contact at the CPF is Sherry Crank, 556-7179
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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.

Ms. Sharon K. Ahner, 21 CES/CES, Peterson AFB, CO.  Ms. Ahner is in need of leave due to (Hysterectomy Surgery).

Ms. Connie D. Daily, 721st MSG/TC, Cheyene Mountain, CO.  Ms. Daily is in need of leave due to recovery from Child Birth.  

Ms. Carolyn E. Wallace, 18th Air Refueling Sq, McConnell AFB, KS.  Ms. Wallace suffers from 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. 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. Carol Vilcek, Dean of Faculty, USAF Academy, Colorado.  Ms. Vilcek has 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 suffered severe head trauma due to a fall.

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.

Mr. Lonnie Dunbar, 11 LRS, Washington, DC.  Mr. Dunbar is undergoing intense chemotherapy and radiation treatments for esophageal cancer.

Ms. Karla Weaver, 50 CONS/LGCZW, Schriever, CO.  Ms. Weaver is recovering from major spine surgery.

Mr. Kenneth Pearce, 10 MDG.SGQ, USAF Academy, CO.  Mr. Pearce has a serious medical condition.  

Ms. Jill Rector, 35 SVS, Misawa AB, Japan.  Ms. Rector is in need of leave due recovery from an illness.

Ms. Julie Norman, 36 CES, Andersen AFB, Guam.  Ms. Norman has been diagnosed with Stage 3 breast cancer

Ms. Angel Sablan, 36 CES, Andersen AFB, Guam.  Ms. Sablan is undergoing physical therapy from a stoke.

Mr. Don Cook, HQ AFRC/DOTF, Robins AFB, GA.  Mr. Cook is in need of leave due to cervical disk surgery.

Mr. Daniel Romero, 10th Air Base Wing, USAF Academy, CO.  Mr. Romero is in need of leave due to a serious medical condition.
Ms. Julie Martin, 7 MDSS/SGSB Dyess AFB TX.  Ms. Martin is in need of leave due to the premature birth and having surgery performed for ovarian cancer.  She is now currently undergoing 18 wk cycle of chemotherapy.
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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.

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.  Course dates: 25- 27 JAN 05; 19-21 APR 05; 19-21 JUL 05 and 20-22 SEP 05.

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

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, Professional Military Education, Retention Issues, Discipline/Standards, Mentoring, Fitness Programs and Military Administrative Issues. Instructor: Ms. Sandra King. Course dates: 14-15 FEB 05 and 20-21 JUN 05.

Please contact Bonnie Rivera at Bonnie.Rivera@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:
PRE-RETIREMENT SEMINAR – FERS EMPLOYEES (SEATS AVAILABLE) 21-22 OCT 04
MID-CAREER SEMINAR – FERS EMPLOYEES (SEATS AVAILABLE) 18-19 NOV 04
PRE-RETIREMENT SEMINAR – CSRS EMPLOYEES (SEATS AVAILABLE) 09-10 DEC 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 dates are 19 OCT 04 and 16 NOV 04.  POC for sign up is Ms. Sadie Petersen at Sadie.Petersen@Peterson.af.mil.
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 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.  Course Dates: 16-18 FEB 05 and 22-24 JUN 05.  Please contact Bonnie Rivera at Bonnie.Rivera@peterson.af.mil 
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WEINGARTEN RIGHTS


(Appropriated Fund Civilian Employees Who is Bargaining Unit Members)


1.  What are Weingarten Rights?  The term "Weingarten Rights" is the popular name given to a section of Federal labor law formally known as Title 5, United States Code, § 7114.(a).(2).(B).  This provision reads as follows:


"An exclusive representative of an appropriate unit in an agency shall be given the opportunity to be represented… at any examination of an employee in the unit by a representative of the agency in connection with an investigation if - 


(i) The employee reasonably believes that the examination may result in disciplinary action against the employee; and 


(ii) The employee requests representation." 


2.  Breaking down this provision, the following conditions must be present:



a.  The employee is a member of the bargaining unit;



b.  The employee is being questioned in connection with an investigation;



c.  The questioner is a representative of the agency (such as, supervisor, JA, IG, or OSI);



d.  The employee reasonably believes that disciplinary action may result; and



e.  The employee requests his/her Union representative.


3.  If all of the conditions are present, the supervisor (or other agency representative) must stop the questioning immediately to give the employee a reasonable opportunity to arrange for a Union representative to be present.  After a reasonable delay to arrange for a representative, the interview may proceed.


4.  Some frequently asked questions regarding Weingarten rights:



a.  Does Weingarten apply to all employees?  No.  It applies only to members of the bargaining unit.  At Peterson AFB Complex, this means non-supervisory Federal Wage System employees (WG/WL), and non-supervisory firefighters (GS-0081)*.  


*Note: Peterson AFB Complex includes all appropriated fund civilian employees serviced by the 21 MSS Civilian Personnel Flight, which includes positions at Cheyenne Mountain Air Station. 



b.  Do I have to pay dues to use Weingarten?  No.  All employees in the above positions are members of the bargaining unit and are entitled to Weingarten rights, whether they are dues-paying members of the Union or not.



c.  What does "reasonably believes….may result in disciplinary action" mean?  That a normal person being asked the same questions could reasonably conclude that either: the questioner's purpose is to discipline the employee; or the employee's answers could reveal misconduct.



d.  Does the supervisor (or other representative) have to inform the employee of Weingarten before or during the interview?  No.  The only requirement is that employees must be informed of their Weingarten rights annually.  This article is fulfilling that requirement.



e.  Does the supervisor (or other representative) have to inform the employee of his/her rights to a representative before or during the interview?  No.  As long as the annual notification has been done, it's the employee's responsibility to request a representative.



f.  What if the supervisor has no intention of disciplining the employee being questioned?  The supervisor can inform the employee that no disciplinary action will result from the interview, and the interview can proceed without waiting for a representative.  Of course, the supervisor then can't use the employee's answers to discipline the employee, even if his/her answers reveal misconduct.



g.  Is this like Miranda warnings?  Not exactly.  After the employee has the opportunity to have a Union representative present, he/she must still answer the questions.  He/she cannot refuse to answer (or, of course, answer untruthfully).  If the investigation may lead to criminal prosecution, the employee must be given Miranda warnings as well.
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