CIVILIAN EMPLOYEE NEWSLETTER

April – June 2004

This newsletter is a non-directive information publication containing announcements, special notices, or temporary instructions relating to the Civilian Personnel Program.  The Civilian Personnel Flight (CPF) issues it periodically for the BENEFIT OF ALL regular Department of the Air Force civilian EMPLOYEES AND THEIR SUPERVISORS.  We encourage readers to submit comments or material for the Newsletter and to retain copies for future reference.

COMMENTS FROM THE CIVILIAN PERSONNEL OFFICER:  There are lots of changes going on in the Civilian Personnel community.  A reorganization at the Air Force Personnel Center (AFPC) at Randolph plus a shifting of some responsibilities from base level to AFPC has changed who and how some personnel actions are processed.  AFPC has realigned into Career Field Management Teams and will be issuing referral certificates to managers based on the series rather than the location of the position.  Instead of working with one team for Vandenberg AFB, we will be working with several teams.  AFPC also took responsibility for the DoD Priority Placement Program monitoring and placement.  These changes have caused some delays in referrals and processing actions.

The National Security Personnel System implementation is, as I call it, regrouping.  There have been working groups set up in four areas—compensation architecture (job classification, pay banding), performance management, staffing, and employee engagement and appeals.  There are representatives from management, personnel, employees, and OPM.  These working groups will start drafting implementing instructions and work with unions and others for input.  The legislation will be implemented in “spirals” starting sometime in 2005. We don’t know the composition of the spirals yet, not the schedule for implementing.  Lots more to come on NSPS.  Please go to both the AF and DoD websites for information as follows:  www.dp.hq.af.mil/dpp/dppn/nsps/   and  www.cpms.osd.mil/nsps/index.html









SIGNED









PATRICIA L. GRIJALVA









Chief, Civilian Personnel Flight

Calendar of Events

Federal Employees' Group Life Insurance Open Season – 1 through 30 September 2004

Thrift Savings Plan Open Season - 15 October through 31 December 2004

Federal Employees Health Benefits Open Season - 8 November through 13 December 2004

Flexible Spending Account Open Season - 8 November through 13 December 2004

Federal Employees' Group Life Insurance (FEGLI) Open Season:  The Office of Personnel Management (OPM) has announced a FEGLI Open Season will be held 1 – 30 September 2004.  This is the first FEGLI Open Season since 1999.  During the open season, Federal employees on eligible positions may enroll in the FEGLI program or increase/change current coverage without having a physical or answering any questions about their health.  Open season elections will be effective on the first day of the first full pay period beginning on or after 1 September 2005, which will be 4 September 2005 for most Air Force-serviced employees, providing they meet the pay and duty status requirements.  As with all benefits elections, Air Force-serviced employees will submit FEGLI Open Season elections via the web-based Employee Benefits Information System (EBIS) available at www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm or the Benefits and Entitlements Service Team (BEST) automated phone system at 1 800 616-3775 or TDD 1 800 382-0893 for the hearing impaired.  It’s recommended that you check out the information posted on the BEST Homepage (http://www.afpc.randolph.af.mil/dpc/best/menu.htm), which includes information on eligibility, persons on workers' compensation or in a nonpay status, pay and duty requirements and exceptions.  

(30 MSS/DPCE, 6-5847)

OPR:  30 MSS/DPCE   Newsletter posted on web site:  http://www.vandenberg.af.mil/30sw/organizations/30msg/mss/civilian_personnel/index.html
WEINGARTEN RIGHT:  Federal civilian employees who are members of a bargaining unit have the qualified right to union representation during investigatory interviews/meetings.  This Weingarten right is mandatory when the following four (4) conditions are met:

     a.  The meeting between the employee and management official(s) must be an examination;

     b.  The examination must be in connection with an investigation;

     c.  The employee must reasonably believe that disciplinary action may result from the meeting; and

     d.  The employee must request representation.

(30 MSS/DPCE, 6-5847)

EMERGENCY DATA SYSTEM (EMDS) for Next of Kin (NOK) notifications:  The purpose of the EMDS web application is to provide appropriated fund Air Force civilian employees the capability to update the required information for NOK notification in case of an emergency!  You use this extremely important form to show the names and addresses of your spouse, children, parents, and any other person(s) you would like notified if you become a casualty or for any other emergency.  Please remember, its each employee’s responsibility to keep this form current!  Only you will have update/change capability to the data on the NOK emergency form, which is stored in AFPC’s EMDS Personnel Automated Records Information System (PARIS) library.  Civilian Personnel Flight (CPF) representatives and the Air Force Personnel Center Casualty Notification Office (HQ AFPC/DPW) will have view-only capability, if access to emergency data is needed.  Employees are strongly urged to update emergency data in the EMDS and ensure that supervisors have current emergency data information.  You can obtain instructions on how to access EMDS via this web address:  https://ww2.afpc.randolph.af.mil/emds/HowToAccessEMDS.pdf .  If you have questions or need assistance in accessing the site, contact your Employee Relations Specialist in the CPF at 6-5847.  (30 MSS/DPCE, 6-5847)

CLASSIFICATION APPEALS:  Employees have the right to appeal the classification, at any time, of the position to which they are officially assigned.  An employee can appeal the pay plan, title, series or grade of the position they occupy.  The employee should meet with the supervisor, if there’s a problem.  If the supervisor cannot resolve the problem to the employee’s satisfaction, the employee and supervisor should make an appointment with the appropriate Human Resources Specialist (Classification).  A written analysis of how the position was classified will be provided to the employee, if there is still a disagreement.  If the employee remains dissatisfied and wants to appeal, the Classification Specialist will prepare a package that includes whatever submission the employee wants to include.  Classification appeals are filed through the servicing classification office.  The supervisor and employee must certify to the accuracy of the position description.  If the position is covered under the WG, WL, or WS pay system; the appeal must initially go to DoD Civilian Personnel Management Service (CPMS) for a decision before proceeding to the Office of Personnel Management (OPM).  If the position is covered under the GS pay system, the employee may elect to appeal through either DoD CPMS or directly to the OPM.  However, we advise all employees to appeal through DoD CPMS first.  If the appeal goes to OPM first, OPM’s decision is final and DoD CPMS can no longer act on the matter.  DoD Civilian Personnel Manual, Subchapter 511, Classification Program, can be found on the CPMS web site (www.cpms.osd.mil).  (30 MSS/DPCC, 6-4792)

HAZARD AND ENVIRONMENTAL DIFFERENTIAL PAY:  According to directives provided by OPM and HQ USAF, the objective of the Environmental Differential Pay (EDP) for Federal Wage System employees and Hazard Pay program for General Schedule (GS) employees is to make the workplace safe.  If an unsafe condition is identified and EDP or Hazard Pay is requested, the Civilian Personnel Flight gives it to the 30 SW Ground Safety Office and the BioEnvironmental Office for investigation and action.  If they find an unsafe condition, they will require equipment and procedures to be instituted and used to make it safe to do the work.  Only when a condition cannot be made safe will additional pay be authorized.  Environmental Differential Pay is currently approved for Fire Fighting (for duties performed by non Firefighters on an active wild land fire line).  There are no work situations approved for Hazard Pay.  (30 MSS/DPCC, 6-4792)

UNION DUES:  Federal civilian employees who are covered by a labor union and wish to become dues paying members, have the statutory right to do so by Public Law.  Employees deciding to pay union dues may authorize deductions from their pay for such dues by submitting a SF 1187, Request for Payroll Deductions for Labor Organization Dues, to the local payroll Customer Service Representative.  Employees must not be coerced to either pay, or not pay union dues.  This decision must be left to each individual bargaining unit employee.  Once an employee authorizes a deduction for union dues, the authorization may not be revoked for a period of one (1) year, except under special circumstances.  Reference Article 34 of the base-wide Memorandum of Agreement, and Article 9 of the Firefighters’ Agreement for detailed procedures on payment and revocation of union dues.  (30 MSS/DPCE, 6-5847)
QUALITY STEP INCREASES (QSI) GRANTED:  Forty-Nine (49) General Schedule (GS) employees, out of 854 GS employees rated at Vandenberg, were granted QSIs as recognition for the contributions they made to their organizations during the 1 April 2003 through 31 March 2004 appraisal cycle.  The grade levels and the number of employees receiving QSIs are as follows:  GS-04 received 1; GS-05 received 1, GS-06 received 4, GS-07 received 4; GS-08 received 1; GS-09 received 4; GS-11 received 16; GS-12 received 9; GS-13 received 5; and GS-14 received 4.  “CONGRATULATIONS” to the QSI recipients.  (30 MSS/DPCE, 6-5847)

CIVILIAN SUPERVISORS OF ACTIVE DUTY ENLISTED MEMBERS:  If you are a supervisor of an active duty enlisted member, AFI 36-2201, Air Force Training Program on the Job Training Administration, volume 3, requires you to attend the Air Force Trainers Course.  This course is offered on-site through the Base Training Office.  It covers your responsibilities as a supervisor, documentation of training records, training programs and policies, the theories of learning, individual training requirements, as well as other aspects of the training program.  If you would like to attend this course please contact the Base Training Office.  (30 MSS/DPHE, 5-5911)

CIVILIAN SUPERVISORS OF ACTIVE DUTY MEMBERS:  If you supervise an active duty member who is selected to attend an Air Force Formal Training Course there are certain procedures that must be followed in order for that member to receive their orders and attend the course.  It is imperative that the suspense established by the Formal Training Office be met so that the quota can be confirmed in a timely manner and the allocation is not cancelled.  This applies to both central and unit funded quotas.  Rental cars are always unit funded.  The individual’s supervisor must approve leave, leave outside the local area will be placed on the TDY orders and leave in the local area must be submitted via Leave-Web or an AF FM 988.  The Formal Training Office will accomplish the orders for centrally funded quotas and cannot cut orders until 30 days prior to class start date.  It is mandatory that the individual provide the orderly room with a copy of their TDY orders.  (30 MSS/DPHE, 5-5912)

CIVILIAN TUITION ASSISTANCE (TA):  You may be eligible for base funded TA if you are not eligible for a career program, not receiving TA through other means (i.e. GI Bill, VEAP, etc), or your Career Program does not have TA funds available.  A standard rate of 75% of tuition costs not to exceed $187.50 per semester hour or $124.50 per quarter hour and will be limited to $3,500 per fiscal year.  Number of classes funded by TA may be limited due to funding.  For further information contact the Education Office at 5-5904.  (30 MSS/DPH, 5-5904)  

TUITION ASSISTANCE FOR CAREER PROGRAM ELIGIBLES:  Civilian career program registrants are eligible for tuition assistance through their individual career programs.  A standard rate of 75% of tuition costs not to exceed $187.50 per semester hour or $124.50 per quarter hour and will be limited to $3,500 per fiscal year.  A DD Form 1556, Request for Training, signed by the immediate supervisor, course description and cost are required to be submitted to the appropriate career program for each course.  More information on Career Program Tuition Assistance can be found at http://www.afpc.randolph.af.mil/cp/dpkd/guide/sec-3.htm.  (30 MSS/DPHE, 5-5913)

SUPERVISORY TRAINING FOR THOSE WHO SUPERVISE CIVILIANS AND MILITARY:  Did you know that according to AFI 36-401 it is mandatory for civilians who supervise civilians to attend the Civilian Personnel Management Course and civilians who supervise military to attend the Military Personnel Management Course within 6 months of being assigned to the position.  The Civilian Training Office holds these classes at least twice a year.  If you would like to be put on the list for the next class please contact the Civilian Training Office at 5-5913.  (30 MSS/DPHE, 5-5913)

DETAILS:  Details are intended for meeting temporary needs of an organization when it cannot be provided by any other means.  It can be used in such situations as temporary shortage of military or civilian personnel, emergency work situations or special projects.  An employee temporarily assigned to a different position or set of duties for 30 days or more, should have the detail documented with the submission of a Request for Personnel Action (RPA).  There is no formal position change and officially the employee continues to hold the position from which detailed and keeps the same status and pay.  For those employees who were detailed to another position for 30 days or less, an RPA is not required.  The employee may simply complete an OF 612, inclusive with the dates of the detail and either document the additional duties on the form or attach the core document of the detailed position.  First line and second line supervisor’s signature must be on the OF 612 concurring with the detail.  The OF 612 is then submitted to the Classification section of the Civilian Personnel Flight for review.  The duties are also documented in the Supervisor Employee Work Folder.  Details do not give an employee Time In Grade (TIG) credit, but will give them credit for the additional skills if warranted by the position.  An employee who continues to carry out the duties of the position to which permanently assigned and also performs some of the duties of another position for a limited time generally is not considered to be on detail.  A detail is processed in 120-day increments up to one year.  Details to a higher graded position must be competitive after the initial 120 days.  Generally, an employee does not have to meet the basic qualifications of a position under a detail, unless it requires a positive education, licensure or certification requirement.  A fully qualified employee eligible for noncompetitive temporary promotion who has been detailed to a properly classified set of duties for more than 30 days will be temporarily promoted for the remainder of the detail.  (30 MSS/DPCS, 6-3641)
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MILITARY RESERVISTS:  The following information is provided for reservists and their supervisors.  Employees must be in an appropriate leave status from their Federal civilian position while serving on active duty.  Appropriate leave(s) includes:  military leave, annual leave, compensatory time, leave without pay (LWOP) or combinations of these leave categories.  When an employee requests military leave a copy of the certified orders, with Statement of Tour of Duty (when available), must be attached to the applicable timesheet as supporting documentation and a copy faxed to the Civilian Payroll Office at 6-9147.  Employees interrupting a period of paid civilian employment, to perform military duty, must be placed on Leave Without Pay - Uniformed Services (LWOP-US) unless they choose to be separated (Separation-US).  A Request for Personnel Action, SF 52, requesting LWOP-US or Separation-US must be submitted, with a copy of the active duty orders, to the local Civilian Personnel Flight.  An SF 52 is required for all periods of LWOP-US regardless of the duration.  Additional information can be found on the BEST web site:  www.afpc.randolph.af.mil/dpc/BEST/res-emp-full.htm.  Please contact the Work Force Effectiveness Section, 30 MSS/DPCE, at 6-5847, prior to entering active duty.  (30 CPTS/FMFC, 6-1851/30MSS/DPCE, 6-5847)

RESERVISTS:  On 20 April 2004, the Office of the Under Secretary of Defense, issued procedures covering retroactive reimbursement to DoD civilian employees for premiums paid for their Federal Employees Health Benefits (FEHB) coverage.  The reimbursement affects DoD civilians while on active duty in support of a contingency operation on or after 8 December 1995.  After a little fine-tuning between DoD Components and payroll offices, acceptance of claims for retroactive reimbursement of FEHB premiums can now begin.

In order to be eligible for reimbursement of FEHB premiums, the employee or former employee must meet the following requirements:

· Must have been a civilian employee of the Department of Defense at the time called to perform active duty.

· Must have been enrolled in FEHB and paid the employee share of the premiums, either by payroll deduction after returning from active duty or by direct payments to the payroll office during the period of active duty.

· Must have been a member of a Reserve component of the U. S. Armed Forces.

· Must have been called or ordered to active duty (voluntarily or involuntarily) in support of a contingency operation as defined in section 101(a)(13) of title 10, United Stated Code.

· Must have been placed on leave without pay or separated from Federal civilian service to perform active duty.

· Must have served on active duty for a period of more than 30 consecutive days for each period for which reimbursement is claimed.

For more information and the procedures for filing a claim for retroactive reimbursement of FEHB premiums, visit the BEST Website at www.afpc.randolph.af.mil/dpc/best/res-emp-info.htm.  The website provides information on eligibility, how and where to file the claim, required supporting documentation, as well as an actual claim form.  Please read carefully.

Air Force-serviced appropriated fund civilian employees who have additional questions may contact a Benefits and Entitlements Service Team (BEST) counselor by calling 1-800-616-3775, Press 2 for Civilian, and then Press 2 for Benefits and Entitlements.  Hearing impaired employees may reach a counselor by calling TDD 1-800-382-0893.  Benefits counselors are available Monday through Friday, 7 a.m. to 6 p.m. Central Standard Time.  Please share this information with anyone you know who may have been on active duty on or after 8 December 1995.  (30 MSS/DPCE, 6-5847)

MEMORANDUMS OF AGREEMENT (LABOR CONTRACTS):  Negotiated Articles in the Memorandums of Agreement (MOA) govern the relationship between the Air Force, local labor unions and bargaining unit employees at Vandenberg AFB.  The rights and obligations of all parties are defined in the MOAs, which provide for amicable discussion and adjustment of matters of mutual interest, including matters affecting general conditions of employment, to both management and labor.  We have two negotiated MOAs here at Vandenberg:  one with the International Association of Firefighters (IAFF), which covers civilian firefighters; and one with the National Federation of Federal Employees (NFFE), which covers all other appropriated fund employees covered by a bargaining unit and serviced by our Civilian personnel Flight (CPF).  Some employees are excluded from coverage under labor contracts.  These include managers, supervisors, persons performing federal personnel work in other than a purely clerical capacity, and confidential employees.  Failure to comply with the terms of negotiated MOAs could be the basis for the filing of unfair labor practice (ULP) charges against either management or the union.

Management and/or supervisory officials who have responsibility for civilian employees covered by one of the bargaining units may obtain a copy of the relevant MOA by contacting the Work Force Effectiveness Section in the CPF.  Bargaining unit employees should contact the appropriate union office to obtain a copy of the MOA.  (30 MSS/DPCE, 6-5847)

SEXUAL HARASSMENT is a form of sex discrimination.  Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when this conduct explicitly or implicitly affects an individual's employment, unreasonably interferes with an individual's work performance, or creates an intimidating, hostile, or offensive work environment.

Sexual harassment can occur in a variety of circumstances, including but not limited to the following:

· The victim as well as the harasser may be a woman or a man and the victim does not have to be of the opposite sex.

· The harasser can be the victim's supervisor, an agent of the employer, a supervisor in another area, or a co-worker.  Clients, patrons, or customers of the employer may also be guilty of sexual harassment.
· The victim does not have to be the person harassed, but could be anyone affected by the offensive conduct.

· Unlawful sexual harassment may occur without economic injury to or discharge of the victim.

· The harasser's conduct must be unwelcome.

Sexual harassment is unprofessional and illegal; and Air Force policy on it is the same as the policy on any other type of discrimination:  No amount of sexual harassment of any kind will be tolerated.  Any employee offended by the behavior of another, should:  (1) without hesitation, report the discriminatory act to your supervisor, (note:  the person discriminated against is not required to let the offender know the behavior is unacceptable), you may opt to write the harasser a letter if you can’t confront him/her, again you are not obligated to do so; (2) make a record of what happened, where and when it happened and names of witnesses, if applicable; (3) if the offensive behavior doesn’t stop after the harasser has been warned that the conduct is unacceptable, report the incident to your supervisor or someone else in your chain of command, if the immediate supervisor is the harasser; (4) contact an Employee Relations Specialist, or the EEO Manager for guidance and assistance.  Bargaining unit employees may also contact a Union representative.  Supervisors/managers must promptly and thoroughly investigate any reports of sexual harassment and take appropriate action as warranted.  Never ignore such complaints and treat every reported incident seriously.
The above does not cover all of the details of sexual harassment issues.  It’s intended to alert everyone to the seriousness of this form of discrimination, and provide general guidelines for reporting and dealing with sexual harassment in the workplace.  For additional information contact the EEO Manager at telephone 606-8780 or the Employee Relations Office at telephone 606-5847.  (30 SW/CCD, 6-8780)
PAY POLICIES:  The following are general pay setting policies, per AFI 36-802 (Pay Setting).


All new appointments, first appointment in the Federal Service, are made at the minimum step (Step 1) rate of the grade.  Unless an employee is entitled to a higher rate by reason of promotion regulations or grade and pay retention regulation, the maximum payable rate of basic pay is set in accordance with the highest previous rate rule.


The pay of an employee who is promoted from one General Schedule (GS) grade to a higher GS grade is set at a rate that exceeds the employee’s existing rate of pay by at least two within-grade increases.


A Federal Wage System (FWS) employee who is promoted from one FWS grade to a higher FWS grade is paid at the lowest schedule rate of the grade to which promoted that exceeds the employee’s existing scheduled rate of pay by at least four percent.


When an employee’s appointment is changed while serving in the same position (GS, GM or FWS) the employee’s pay is set at a rate at least equal to his/her existing rate of pay.


Employees who request a change to lower grade for personal benefit or convenience will have pay set at a rate in the lower grade that is less than the employee’s existing rate so that if repromoted to the previous grade, the new step will not exceed the rate of the grade held before the demotion.  


If a position has been identified as a hard to fill or Developmental Opportunity Program (DOP) position and is targeted for recruiting and filling purposes, the employee who has requested a change to lower grade, may be granted pay retention.  Pay retention would continue until the employee’s pay can be set using the pay chart of the current grade.  An example would be an employee who is currently a GS-06 step 07.  The targeted position is a GS-05 Target 09.  The employee does not qualify for the GS-07 grade level so is competitively placed in the GS-05 position with pay set at the GS-06 Step 07 salary.

Since there are many exceptions, please contact your servicing Staffing Specialist for specific information.  

(30 MSS/DPCS, 6-3641).

MILITARY SPOUSE PROGRAM:  It’s that time again.  The time of year when a majority of active duty military receive their orders and move on to the next duty assignment.  Your sponsor is all set, but you, the family member will have to leave your civil service job in order to maintain stability in your household.  The Military Spouse Program (MSP) is intended to lessen the career interruption of spouses who relocate with their military sponsors.  The MSP is a Department of Defense (DoD) program and it applies only to DoD vacancies.  Section 806 of Public Law 99-145 directed DoD to increase employment opportunities for spouses of active duty Armed Forces personnel.  The spouse preference program derived from this law applies to military spouses who relocate to accompany their sponsor on a Permanent Change of Station (PCS) move to an active duty location.  By giving spouses priority in the employment selection process, it helps to reduce the impact of frequent breaks in spouses’ careers.  Military spouses can exercise their employment preference through Program “S” of the Priority Placement Program, an automated registration and referral system.  The program applies to competitive service positions in the U.S. and its territories and possessions.  It does not apply to positions in the Excepted Service, OPM, DEU certificates or Direct Hire Authority, NAF positions, positions in foreign areas, or positions filled through Career Program procedures.

Spouses must meet certain requirements before they are eligible to register for the MSP.  They must be married to the military sponsor prior to the reporting date of the sponsor’s new assignment and can apply at any Civilian Personnel Office within the same commuting area as the sponsor’s permanent duty location.  In addition to the requirements mentioned, the spouse may register only if he/she accompanies the sponsor who is assigned by a PCS within the U.S. or its territories, relocating after basic or advanced training, or assigned to a service school regardless of the duration of training.  If the sponsor is reassigned to an unaccompanied tour and has a follow-on assignment, the spouse may register at any time during the unaccompanied tour.  Spouses are not eligible for employment preference when their sponsor relocates in connection with a separation or retirement.  Spouses in the U.S. may apply for the MSP 30 days prior to the sponsor’s reporting date to the new duty station.  When registering for the program the following documents are required to register for preference:

· Resume

· Copy of last SF-50 documenting current or previous federal employment

· Copy of last performance appraisal

· Copy of sponsor’s orders

· DD214, Member 4 copy (if applicable)

· 10 pt Pref Letter from VA (if applicable)

The MSP applies to temporary positions expected to last one year or longer.  Preference is lost if the spouse accepts a temporary appointment expected to last one year or longer, or declines an offer after registering for such consideration.  Military spouses may now register for spouse preference when applying under Delegated Examining Unit (DEU) vacancies.  Once a self-nomination is processed for a position, the spouse sends an email to afpc.dpcf@randolph.af.mil.  Indicate “MSP” in the subject line of the email and list the announcement numbers for which the spouse self-nominated.  This information must be received no later than 3 days after the announcement closing date.  If tentatively selected for a position, a copy of the sponsor’s orders must be received within 5 days.  

Spouses applying for positions in foreign areas receive MSP hiring preference consideration under procedures established by the local activity.  

Contact the local CPF for additional information and for a Military Spouse Packet before your PCS to new duty station.  (30 MSS/DPCS, 6-3641)

LEAVE SCHEDULES:  It’s almost that time of the year again for the reverification of leave schedules.  To ensure that the needs of the employees and mission requirements do not conflict, the reverification of leave schedules should be completed in August and again in October to ensure that all employees are given a reasonable opportunity for a vacation and to use any leave they would otherwise forfeit at the end of the leave year (8 January 2005).  “Use or lose” annual leave is the amount of accrued annual leave that is in excess of the employee’s maximum annual leave limitation for carry over into the next leave year.  Employees must “use” their excess annual leave by the end of a leave year or they will “lose” (forfeit) it.  For most employees, the maximum accrued annual leave that may carry over to the next leave year is 240 hours.  An agency may consider restoring annual leave that was forfeited due to an exigency of the service or sickness of the employee only if the annual leave was scheduled in writing, using the Office of Personnel Management Form 71 (OPM-71), before the start of the third biweekly pay period prior to the end of the leave year.  For 2004, the leave year began January 11, 2004 and ends January 08, 2005, therefore “Use or Lose” annual leave must be scheduled in writing by November 27, 2004.  Authority to approve/deny leave requests is normally delegated to the lowest supervisory level having personal knowledge of the work requirements and the employee’s leave record.  

(30 MSS/DPCE, 6-5847)

DISCIPLINE:  Management may take any of several actions intended to make an employee conscious of inappropriate work habits, work methods or behavior, and to ensure acceptable performance in the future.  These measures may be a prelude to taking more serious disciplinary action if the objectionable actions are repeated.  Included are oral admonishments, reprimands, suspensions, removals and, in some cases, reductions in grade or pay.  An oral admonishment is a verbal warning by a management official that a particular action or behavior must change.  A letter of reprimand is the least serious formal disciplinary action that may be taken against an employee.  A letter of reprimand is maintained in the employee's Official Personnel Folder for two years, during which time it may serve as a basis for justifying a more severe disciplinary action should a further infraction of the same type occur.  A suspension is an action which places an employee, for disciplinary reasons, in a temporary status without duties and pay.  A suspension, regardless of duration, is an adverse action and considered a severe disciplinary action.  Removal is the involuntary separation of an employee from employment.  It terminates the employee’s status as an Air Force employee.  Removal is the most sever sanction that the Government may impose.  However, before a decision is made to remove, another disciplinary option may be a more appropriate response to an employee's misconduct - reducing him/her in grade and/or pay.  Constructive discipline is preventive in nature.  The objectives are to:  Develop, correct and rehabilitate employees; encourage employees to accept responsibility; and prevent situations where no alternative to taking discipline exists.  Management plays a major role in minimizing the need for discipline when they establish, clearly communicate and consistently enforce reasonable rules and standards of conduct and performance.  Should it become necessary for a management official to initiate disciplinary action against an employee, Employee Relations Specialists should be contacted for guidance and assistance.  These Civilian Personnel Flight (CPF) representatives share responsibility with managers to ensure disciplinary/adverse actions comply with requirements.  The Staff Judge Advocate’s office review proposal and final decision notices for legal sufficiency.  (30 MSS/DPCE, 6-5847)

PERFORMANCE MANAGEMENT:  The 2004 - 2005 appraisal cycle, for Air Force civilian employees, began on 1 April 2004 and will end on 31 March 2005.  Take a minute now, review your performance plans and Core Personnel Documents (CPDs) to ensure that certification(s) have been completed for the current appraisal period, and the signatures of rater, reviewer, and employee have been obtained.  

     When appropriate, civilian performance plans must include elements and standards to measure and evaluate how employees (managers, supervisors and non-supervisors) carry out their responsibilities.  See AFI 91-301, (Air Force Occupational and Environmental Safety, Fire Protection, and Health (AFOSH) Program) paragraph 2.14.17 and attachment 3 of AFI 36-1001, Managing the Civilian Performance Program. 

     AFI 36-1001 also requires at least one progress review of employees’ performance against all elements of the performance plan during the appraisal period, normally at the midpoint of the cycle.  The first quarter of the current cycle ended on 30 June.  Performance discussions with employees covered by the Memorandum of Agreement between Local 1001, National Federation of Federal Employees (NFFE) and the 30th Space Wing are required on a quarterly basis.  Use of AF Form 860B, to document all reviews, is mandatory.  A copy of each 860B should be given to the employee and the original retained in the Employee Performance File (EPF).  Employees must be made aware that the progress review is intended to facilitate communication on performance, and to provide feedback that may impact the rating of record at the end of the appraisal period.  The progress review, intended for employees’ development and help, should always be a private communication between rating officials and employees.

Guidelines for completing performance plans and feedback can be found in AFI 36-1001, or you can call the Work Force Effectiveness Section at 6-5847.  (30 MSS/DPCE, 6-5847)

LENGTH OF SERVICE RECOGNITION:  "CONGRATULATIONS" are in order for the following civilian employees who received length of service recognition during 1 April through 30 June 2004.

(30 MSS/DPMPE, 6-7828)



10 YEARS





     20 YEARS
Maria E. Frazier

30 CES/CEOM


Robert A. Manning

30 LRS/LGRVMP

Kenneth R. Griswold
30 MSS/DPCS


Alfonso Madrigal Jr.

30 CES/CEOVW

Alnetta M. Williams
30 SVS/SVFL


Kevin A. Delany


OGDEN ALC

Ronald T. Edlund
30 CPTS/FMFS


Gregory F. Leptich

30 CES/CEFO

Kristi A. Bonneau
30 SVS/SVYY


John R. Crotty


30 CES/CEFO

Karen L. Cook

30 SVS/SVYY


Myrna L. Cruz


30 CPTS/FMAB

Linda C. Bastine
30 MSS/DPF


Florence P. Pangelinan

30 SW/SEGB

Lawrence E. Davis
30 MSS/DPF


Norris D. Zetmeir

WARNER ROBINS

Jason M. Shewbert
30 CES/CEFO


Robert F. Carpenter

30 CES/CEOF3









Carl A. Boettger


30 LRS/LGRVMF


30 YEARS




      40 YEARS
Raymond K. Depaolo
30 CES/CEOPF


Domingo Zavala
30 CES/CEOE

Frances C. Sarazen
532 TRS/DOAT


Carlos C. Haro

OGDEN ALC

Henry D. Richardson
30 CES/CEOE


Philip S. Szito

30 CES/CEOPF

Marion R. Tirado
30 CES/CEHD

Terence J. Faes
OGDEN ALC

Tony G. Montoya
30 LRS/LGRVMA

Ernest A. Greenwood
OGDEN ALC

Marlene F. Nickerson
30 RMS/RMO

PROMOTIONS FROM 1 APRIL 2004 THROUGH 30 JUNE 2004

(30 MSS/DPCS, 6-3641)

Paul A. Arriola

GS-11

30 CES


Michael H. Huggins
GS-13

30 RMS

Mary L. Avants

GS-07

30 CONS

Michael L. Jantz
GS-09

30 CES

Bridget A. Beil

GS-11

30 SW


Deborah L. Johnson
GS-11

381 TRSS

Barbara J. Bennie
GS-13

30 MSS


Russell C. Johnson
GS-14

2 ROPS

Nun S. Copeland
GS-11

30 SVS


John L. Markley

GS-07

30 CES

Marilyn J. Craig

GS-09

30 CES


Russell Q. Martin
GS-07

30 CES

Mary J. Curry

GS-05

614 SOPS

Coranella Matthews
GS-06

30 CPTS

Lisa G. Davis

GS-09

30 SW


Judith A. Monroe
GS-07

30 MDG

Robert A. Dickson
GS-12

30 SW


Anatia D. Ragland
GS-08

30 SW

Christopher Ghormley
GS-14

30 SCS


Cynthia M. Sergent
GS-05

30 CES

Sean R. Glaser.

GS-08

30 CES


Scott W. Smith

GS-05

30 CES

Lezli D. Hall

GS-06

OGDEN-ALC

James V. Walker 
GS-14

30 RMS

Mitchell D. Hardin
GS-13

30 RMS

Lea A. Ybarra

GS-13

30 SW
