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        You have probably heard by now that we lost two employees a couple of weeks ago.  One chose to take his life and the other was trying to improve the quality of her life.  Both were tragic losses and their families, friends and co-workers will sorely miss them.  I wonder if it is possible, once the grieving process is worked through, to look at these losses from a more positive aspect.  The Suicide Protection Task Force team meets on a quarterly basis and discusses ways to educate our military and civilian workforce on this subject.  However, this team can’t do it all.  What can be learned from these losses?  What can we all do collectively and individually to make our lives and the lives of those we know and care for a more rewarding experience?  One thing that crossed my mind is to take time to listen to those who need help.  There are many of us who choose to take care of everything on our own and consider it a sign of weakness if we ask for help.  In this day and time, we all need one another.  If it appears one of your co-workers needs assistance, offer your ear.  Don’t ignore situations because they are uncomfortable.  We never know how small acts of kindness can help one from feeling like there is nothing that can be done to help out in a difficult situation.  

    If any of you feel you need someone to talk to about personal problems, there are several alternatives.  Seek out a trusted relative or friend.  The Chaplain’s office will find someone to meet with you.  You can also call the Employee Assistance Program (EAP) Coordinator at      6-1093.  If you aren’t eligible to receive military healthcare, you will be helped to find someone to assist you.

    If any of you are preparing to undergo surgery, please put your affairs in order.  Even simple surgeries can have devastating outcomes. 

    A note about the upcoming reduction-in-force (RIF).  We are still working on and analyzing the MOCK RIF.  This procedure is being conducted to determine what job series can be used and offered for Voluntary Early Retirement Authority (VERA).  The Voluntary Separation Incentive Program (VSIP) will also be considered to determine which encumbered positions can receive an additional incentive for those who occupy them to retire or resign.  A message will be sent from the CPAC when these opportunities rise.

    Lastly, I wish all of you a great summer.  From the CPAC perspective, schedule and take your annual leave.  If you put this off, trying to use your use or lose leave gets to be more of a challenge as the year progresses on.

Director

Civilian Personnel 

Advisory Center
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************************************************
The Civilian Personnel Advisory Center (CPAC) is open for business from 0900-1130 and 1230 to-1630.  Appointments are encouraged in order that we may better serve your personnel needs.  You can reach the advisor for your organization at 
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596-0927.
The business hours for the Missouri Career Center (formerly Missouri Job Service), located in Building 470, Room 2203 are now 0800 to 1630 hours.  The Missouri Career Center provides a variety of services related to employment and training. 

The Career Center has a “Self-Service” option available to job seekers in their resource center. Job seekers may search for jobs, complete resumes, take a typing test, complete an aptitude/skills survey or view a variety of printed and on-line information. 

The Career Center utilizes an automated job match system that is designed to match applicant skills with employer requirements. Matches are made by identifying an applicant’s skills, knowledge, abilities, salary requirement and location availability to the requirements of the position as dictated by the employer.

Also available within the Career Center is a resume service for job seekers who require a resume. Resumes are stored in the database and are used with the on-line job matching system. A computer software package is available to provide applicants with the option of preparing their own professional looking resume.     
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Written by:  

David Snyder, Assistant G-1 for Civilian Personnel Policy, Army Department
This is in response to the letter from the Justice Department's Patrick Petrell, in the April 29 edition of FCW. His letter was titled "Civilian Recruiting Bogged Down" and described his frustration in applying for Army civilian jobs. I agree with his observations and would like to describe what we're doing to standardize and centralize recruiting in the Army.

It is the Army's goal to have a single-portal, centralized employment process by the end of 2002. When this system is implemented, job seekers will have one set of instructions for applying for almost any civilian job in the Army. Applicants will send their résumés to a central site, where they will be processed and maintained in a central database. Résumés submitted through the Army Civilian Résumé Builder will flow automatically into the centralized Resumix database and provide online confirmation to the applicant. Army regional Civilian Personnel Operations Centers will use this database as the primary means for filling job vacancies.

Using a new tool called Applicant Notification Web Enabled Response (ANSWER), applicants will be able to go to one place to obtain information about their résumés and the status of the vacancies for which they were considered. ANSWER will notify applicants of the receipt, status and final disposition of their applications. ANSWER will replace the online applicant response systems currently used at the individual regions.

The first phase of this effort is to consolidate the résumé databases maintained by four of our continental U.S. Civilian Personnel Operations Centers into one central Resumix database. This consolidation will happen in stages, beginning with the Northeast region. The Southwest, South Central and North Central regions will be merged incrementally thereafter. The second phase will bring in the remaining regions (West, Europe, Pacific and Korea).

We are making other improvements to our recruiting processes. Our objective is to increase the visibility of the Army as a major employer of civilians and attract top- quality candidates. The Army has more than 200,000 civilian jobs in a broad range of occupations with exciting career opportunities available worldwide. I encourage Mr. Petrell and other prospective applicants to seek jobs with the Army as a future employer.
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[image: image9.wmf]Please be advised that a new log-on procedure has been implemented to allow access to the Employee Benefits Information System (EBIS) web application.   

If you are a new user, you will need to create a Point of Entry (POE) account.  

Please ensure you are entering the correct information (SCD, civilian pay plan, grade, step, etc) to identify yourself as a user of this application.  

Additionally, please follow the guidance provided in creating your password.  

Your password must contain 8-10 characters, cannot match any portion of your SSN, and must contain at least 3 of the following 4 characters:  an upper or a lower case letter, or a number, or a special character.  

Please review the examples that are provided on the POE "Create Password" screen. 

If you are an existing user, your SSN will replace the "User-ID" field.  The password previously created is valid. 

The email notification feature is not yet available when a successful or unsuccessful attempt to recreate or change your password has occurred. 

If you have any problems creating your POE, please contact an ABC-C counselor at 1-877-276-9287 or call the Southwest Civilian Operations Center (SWCPOC) Help Desk at DSN 856-2000 or commercial 1-785-239-2000 during normal business hours for assistance. 

Please click here for step-by-step instructions on creating POE accounts!
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Thrift Savings Plan (TSP) open season dates are May 15th through July 31st.  To enroll or change your contribution amount, you should contact the Army Benefits Center at 1-877-276-9287 or visit https://www.abc.army.mil.  The next open season will be from 15 October 2002 until 31 December 2002.
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Effective April 1, 2002, Thrift Savings Plan (TSP) participants can transfer or roll over funds from any eligible retirement plan into the TSP, including funds from an eligible employer plan like a 401(k) plan or a traditional individual retirement account (IRA). However, you should be aware that because the TSP cannot accept balances on which income taxes have already been paid, transfers must consist only of balances on which income taxes have not yet been paid. For more information, see Form TSP-60,  Request for a Transfer Into the TSP.  For more information, click on http://www.tsp.gov.
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The Office of Personnel Management and the Office of Federal Employees’ Group Life Insurance (OFEGLI) have revised the FE-6 form to make it easier to read, understand, and complete.  The revised form is dated September 2001 and can be downloaded from the FEGLI forms page at http://www.opm.gov/insure/life/pubslist/index.htm in a fillable version.  Previous editions of the form are unusable.  You should discard old forms since the information contained is outdated and incorrect.
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Rates and benefits for early enrollment are now available at www.opm.gov/insure/ltc and at www.ltcfeds.com.  All of the benefits and rates from early enrollment will be available during open season (July 1 - December 31 2002).  Open season will also have other benefits available, and rates for those benefits will be announced much closer to the start of open season.  You can talk to a certified long term care insurance specialist at 1-800-582-3337 from 8:00 am - 8:00 pm, Eastern Time, Monday - Friday. 

[image: image16.wmf]
The Southwest Civilian Personnel Operations Center (SWCPOC) will no longer search the South Central Civilian Personnel Operations Center (SCCPOC) database for resumes.  If you do not have a resume on file with the SWCPOC, you should submit a current resume before self-nominating for any vacancies at Ft Leonard Wood.  The website for the SWCPOC Job Kit is: http://cpolrhp.belvoir.army.mil/swr.  Please follow the instructions in this job kit when applying for vacancies.

If you use the Army Resume Builder, be sure to submit your resume to the SWCPOC.  Resumes currently on file with SCCPOC will not be transferred.
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Automatic Password Reminder has been added to the current Army Resume Builder.  Resume Builder patrons who have forgotten their passwords and who either have not created a question/answer hint or have forgotten their answer will be presented with

this new option screen.  Patrons are asked to enter their Social Security Number and the e-mail address they used when they created their resume in the Resume Builder.  If the SSN and e-mail address match what's in the Resume Builder database they will receive two e-mails automatically - one with their user id and the other with their password.  If the SSN and e-mail address don't match, the Webmaster will be notified automatically to provide assistance.
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The automated database is now available to document your Emergency Contact Data  (next of kin notification) in the event of an emergency or death.  Have you registered and entered your data?  If not, please take a moment to do so.  It is important to do both.  Simply registering without entering the data could result in delays in an emergency situation.

The website is www.cpol.army.mil.  From there, look under “What’s New” and select “Emergency Contact Data” from the menu.  After reviewing the instructions, return to the first screen and select the form.  Following the instructions, you will be able to register as a new user, and immediately afterwards enter your data as a current user.  If there is a need to update or modify your emergency contact data, you can do so by accessing your account, making the changes, and saving those changes.

Remember the 3 important steps (1) register; (2) enter your data; and (3) keep your data current.  If you experience problems at any time while registering or attempting to enter or modify your data, please respond via email to ECHELP@asamra.hoffman.army.mil. 


Top


Leave Without Pay (LWOP) is a temporary absence from duty without pay requested by the employee and approved by the supervisor.   

An employee does not have to exhaust annual or sick leave before requesting LWOP.  

By law, the supervisor should grant LWOP to: 

· Disabled veterans (EO5396) for medical treatment for a service-connected disability 

· Members of the Reserves or National Guard for military training duties

By DA and FLW policy, supervisors should grant LWOP to: 

· Career and career-conditional employees or excepted employees with competitive status who are relinquishing their positions because the family or the head of household is moving from one area to another and who intend to seek federal employment in the new area may be granted LWOP for a period not to exceed 1 year. 

· LWOP and extensions, thereof, are at the supervisor's discretion and should be approved only when the interests of the government are best served thereby; based on mission requirements and workload. Positions should not be filled on a permanent basis until LWOP has ended, unless the employee requested LWOP to extend the date of their resignation AND submitted a resignation to be processed at the end of the LWOP period. 

· LWOP in other cases should be granted only when it is apparent that it will result in a benefit to the government and will result in increased job ability, protection or improvement of employee's health, or retention of a desirable employee. 

· LWOP for any reason or any circumstance cannot go beyond a 2-year period. Employees should be separated and re-employed when they become available for duty 

· LWOP of more than 30 consecutive days must be documented on a Request for Personnel Action.  For periods of less than 30 days, an OPM Form 71 may be used.

HOW LEAVE WITHOUT PAY (LWOP) EFFECTS YOUR BENEFITS.

LEAVE:  While in a nonpay status, you will not accrue any annual or sick leave.  

WITHIN GRADE INCREASE (WGI):  Excess LWOP will affect your WGI waiting period.  The chart below describes how much LWOP you can take before your WGI waiting period will be extended.  

	STEP IN GS GRADE
	MAXIMUM # OF HOURS LWOP

	1,2,3,4
	80 Hours

	5,6,7
	160 Hours

	8, 9, 10
	240 Hours
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FEDERAL EMPLOYEES HEALTH BENEFITS (FEHB):  You may continue coverage for up to one year while on LWOP.  However, you will be responsible for your portion of the FEHB premium.  You may pay the premium direct to the Customer Service Representative at Directorate of Resource Management, while in LWOP status, or after your return to duty and pay status.  You must indicate whether or not you choose to continue or cancel FEHB coverage.  Should you decide to cancel your FEHB coverage, you may do so by completing Health Benefits Registration Form SF 2809 and submitting it to the CPAC.  If you cancel FEHB coverage, your reenrollment opportunities may be limited.  

FEDERAL EMPLOYEE GROUP LIFE INSURANCE (FEGLI):  Life insurance is continued without cost to you for up to one year while in a nonpay status.  After one year of LWOP, your life insurance will be terminated.

SERVICE COMPUTATION DATE ADJUSTMENTS:  All LWOP in excess of 180 days in a calendar year will affect your retirement and leave service computation date.

LWOP FOR RELOCATION:  If you are requesting LWOP to accompany a military or DoD sponsor, contact your CPAC advisor for further guidance.  You must keep your supervisor, organization, and CPAC informed of your status while on LWOP.  Contact your supervisor if you want an extension to your LWOP.  Your organization must submit a Request for Personnel Action (RPA) for any extension.  If you accept another federal position, contact your CPAC advisor immediately to prevent erroneously processing your resignation.



IAW AR 690-400, all new supervisors of civilian personnel are required to receive a total of 80 hours of basic supervisory training.  These 80 hours are divided into two phases:  
Phase I -- The Supervisor Development Correspondence Course must be completed within six months.  This course can be found at http://www.atsc.army.mil/accp/aipd.htm.   Go to the bottom of the page and select "Department of Army Civilian Training."  Then click on "Supervisor Development" block.
Phase II -- The Leadership Education and Development Course (LEAD) must be completed within twelve months of becoming a supervisor.  Call 6-0280 to register for the LEAD Course.
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The Civilian Personnel Advisory Center (CPAC) has established the following procedures to be used when employees separate from their positions at Fort Leonard Wood.  Our goal is to make clearing easy as employees separate.  Although the clearing procedure is a voluntary process, it is advisable for all employees to clear so they receive the appropriate information concerning their rights regarding compensation, insurance conversions, and retirement.  It is important that CPAC and CPOC know employees' forwarding addresses in order to mail any correspondence concerning their prior employment. 

1.  The supervisor has the primary responsibility to help employees follow through with clearance procedures by asking departing employees to make an appointment with CPAC or the organization’s civilian personnel POC to obtain the Employee Clearance Record, FLW Form 4.  At that time any applicable forms to finalize clearing will be given to the employee.     

2.  The supervisor determines what activities employees should visit to obtain initials and dates.  The supervisor should then review the form and if complete, initial and date on the appropriate line.  If a section identified on FLW Form 4 does not apply, please place N/A on the appropriate line.  The supervisor retains the FLW Form 4 for their records.

It’s never too late to develop performance plans for civilian employees for their annual performance ratings.    Ratings are due to the CPAC 30 days after the rating periods end.  Also, don’t forget to perform your mid-point counseling.  If you have questions or need assistance, contact your CPAC Advisor at 6-0927.

Senior System, WS/GS 13 and above.

Rating periods: 1 July – 30 June

Senior System, WS/GS 9 – 12

Rating periods: 1 Nov – 31 Oct

Base System, WL/WS/WG/GS 1-8 

Rating periods:  Use birth month
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Visit www.wood.army.mil/CPO/leavetra.htm to find forms to become a recipient, as well as to request advance sick leave and transfer leave.


For a current copy of the AR 215-3 (governing personnel) supervisors/managers or any NAF employee who needs a copy of the AR can down load it from..... http://wwwusapa.army.mil/pdfiles/r215 3.pdf.

Also a reminder that NAF regular part time and regular full time employees may sign up for 401k anytime.  See your personnel office.
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For information on how to register for courses, please call the Directorate of Common Leader Training (DCLT) Professional Development Center at 563-5924 or visit the their website at www.wood.army.mil/dcltsf.

Q.  Are the jobs that come open at the new Tech Park on Fort Leonard Wood going to be open only to military spouses and family members? 

A.  These will be mostly private sector jobs and everyone will be able to compete for these based on their qualifications.
******************************************

If you have questions regarding civilian personnel, please forward them to the email address below.  The answer will be provided in the September 2002 UPDATE.

Editorial Policy:

YOU ARE ENCOURAGED TO SHARE YOUR OPINIONS, IDEAS, AND SUGGESTIONS. ALL CORRESPONDENCE MUST HAVE THE NAME AND LOCATION OF THE ORIGINATOR IN THE EVENT THERE IS A NEED FOR ADDITIONAL INFORMATION.  PLEASE FORWARD COMMENTS, SUGGESTIONS, OR NEWS ITEMS FOR PUBLICATION TO THE EDITOR, 

E-MAIL:  atztcp@wood.army.mil. 
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CPAC CUSTOMER FEEDBACK FORM

We are very interested in getting your feedback regarding the kind of service we provide.  Our goal is to provide TIMELY, ACCURATE AND PERSONAL service.  We need feedback to analyze how we are doing.  Would you please take the time to complete the following items?


























YES
NO


1.  Was this action completed/service provided in an acceptable time frame?    


___
___

2.  Do you think the product is accurate and represents good staff work?



___
___

3.  Did you get the kind of information you needed to make informed choices?


___
___

4.  Were our interactions with you courteous?





___
___

5. Overall, how would you rate the product/service you received?

___Excellent

___Good
___Adequate
___Unsatisfactory

6. Please provide any suggestions you may have for ways that we can improve our service.  We are particularly interested in specific feedback on any of the items you may have checked “NO”.  Please use additional space if needed.

7. If you would like a personal response to your suggestion or comments, please provide your name, phone number and electronic mail address.

8. Please identify the product or service below:

PERSACTION Number:____________
Award______________
Advice_________________

Referral list number:_______________
Counseling__________
Information_____________

Training________________________
Benefits____________
Other:__________________________

Thank you for taking the time to complete this feedback form.  Please mail it directly to me, send it electronically to atztcp@wood.army.mil, or fax it to 573-596-0289.  If you would like to discuss this or any other matter, I can be reached at 573-596-0280 or via email.  I look forward to hearing from you.


Director








Civilian Personnel Advisory Center








140 Replacement Ave, Ste 2210








Fort Leonard Wood, MO  65473-8935
Army Civilian Personnel Professionals - Helping Leaders Meet the Mission
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