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As we begin the fall season, and FY 02 draws to a close, I saw the year as one that brought both anxiety and hope to the civilian workforce.  I witnessed many happy moments from those of you who were promoted or rewarded in some other way for the hard work you do.  We still have much to experience together.  

Now that we have one of the six contracting out studies finalized which resulted with an in-house decision and two other initial decisions that were also in-house, I am hopeful that the disruption by the FY 03 reduction-in-force (RIF) will be minimal.  The CPAC staff and I will work hard to make that happen.  Please refer to the RIF Booklet and other items pertaining to RIF located on the CPAC website, which is: www.wood.army.mil/CPO/A76.htm. 

The Transformation of Installation Management (TIM) is on the horizon and only time will tell what TIM will mean to us as individuals, as an installation, and how all of us will adjust to this change.

The Commanding General made a very significant and positive change by reinstating the appropriated fund monetary awards program.  I look forward to getting that program rolling again.  It’s another way to reward your excellent work.

The South West Civilian Personnel Operations Center (CPOC) Director will visit us sometime in October.  It will be his first visit to Fort Leonard Wood.  I will be happy to pass on any questions or issues you have for him.  Call the CPAC at 6-0927 or email your questions to me at: atztcp@wood.army.mil.

Continue to be alert to anything that is suspicious or doesn’t look quite right.  We live in different times today and must always keep up our diligence to stay safe.  Best wishes.
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                 Director

                 Civilian Personnel Advisory Center
Top
[image: image6.wmf]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 596-0927.
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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 determined by the employer.

Also available within the Career Center is a resume service for job seekers that may 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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The U.S. Army Maneuver Support Center and Fort Leonard Wood will celebrate
Oktoberfest on Friday, 4 October 2002, at Nutter Field House. This event
is scheduled from 1100 to 2230 and is open to the general public.
 
In accordance with Fort Leonard Wood, Civilian Personnel Regulation, 690-12, Chapter 8, supervisors may approve excused absence up to 59 minutes. Civilians who desire to spend greater amounts of time than their meal period plus whatever short periods of time are excused by the supervisor should take annual leave, compensatory leave earned, approved time off award hours, or leave without pay. Consistent with Army policy on alcohol use on CONUS installations, civilian employees should not drink alcoholic beverages while in a duty status, during their meal period for the duty day, or if returning to duty that day after attending the
Oktoberfest.
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Hispanic Heritage Month will be celebrated from 15 September to 15 October 2002.  Cooking classes and workshops will be offered, as well as many other activities during this time period.  On 15 September there will be a Hispanic bilingual mass held at the Soldier Memorial Chapel from 1610 to 1710 hours, with refreshments afterwards.  The Garrison Commander will present the opening remarks.

There will be fun, food, dancing presentations, singing, a DJ with music for dancing and a guest speaker at the Main Event on 5 October from 1130 to 1700 hours at Nutter Field House.

A calendar of events for Hispanic Heritage Month will be published in the GUIDON.
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(Promotions For Civilian Employees)

1.  Where do I find promotion opportunities?

a.  Missouri Career Center


     b.  www.cpol.army.mil
c.  www.usajobs.opm.gov


     d.  all of the above

2.  How do I apply for a promotion?

a.  Comply with announcement instructions     b.  Call the Commanding General

c.  Talk to my supervisor



 d.  Visit the CPAC

3.  What is the best method to use to submit my resume to the CPOC?

a.  Submit it to the CPAC 

b.  Use the Army Resume Builder 

c.  Fax to the CPOC 


d.  Email to the CPOC

4.  How do I know my resume was received?

a.  Call the CPOC




b.  Use ANSWER

c.  Ask my supervisor



d.  Call the CPAC

5.  When can I be noncompetitively promoted?

a.  When additional duties and responsibilities are assigned

b.  Temporarily for 120 days or less

c.  A new job standard is issued

d.  I am eligible to be repromoted

e.  All of the above

6.  What are the number of competitive/noncompetitive promotions processed since this time last year?

a.  67/25


b.  72/31

c.  52/10

d.  31/70
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7.  Which of the following are necessary for promotion?

a.  Meet Office of Personnel Management’s Qualification Requirements

b.  Good looks

c.  Meet the CPOC and CPAC criteria

d.  Play golf and be a team player

8.  What is a federal civilian employee worth over the duration of their career?

a.  $1.5 million




b.  priceless

c.  $750,000




d.  $500,000

Go to Page 28 for the answers.
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Q:  What is Centralized Resumix?

A:  Army is consolidating all the resumes maintained by the Northeast, Southwest, South Central and North Central Civilian Personnel Operations Centers into one central database.  Only one resume will be needed to apply for any of these Regions’ Resumix announcements.  This consolidation is happening in stages and will be completed in early September 2002.

Q:  Aren’t Resume Builder, RESUMIX, and ANSWER / ROAR / SOARS all the same thing?

A:  No, they are distinctly different things used for different purposes, and sometimes in different physical locations.

Resume Builder is a tool for your personal use in creating and sending out resumes.  No one sees your record there but you.  If you do not send it out, it is comparable to building a resume with your word processor and saving it to your own computer – no one will see it if you do not send it somewhere.
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RESUMIX is the database of received resumes either in the central RESUMIX database or at the other regions (Europe, Korea, Pacific, and West). (RESUMIX is not a verb.  You do not “RESUMIX”, you send a resume or a self nomination TO RESUMIX.)

ANSWER/ROAR/SOARS are “views” into the RESUMIX databases, allowing you to review the status of your record there, i.e., resume, self-nominations, status, etc.

Q:  Am I required to submit a new resume to the Centralized Resumix database if I currently have a resume(s) with one or more of the current CPOCs?

A:  No, your most recent resume will be the resume of record in the Centralized Resumix database.

Q:  How many resumes may I have on file at one time? 

A:  There can be only one resume on file per person at any given time.  When you submit an updated resume, your previous resume will be replaced.  The new resume does not delete any history, notes, or self-nominations you may already have on file.


Q:  If I do not have a resume in the Centralized Resumix database, how do I prepare a resume?

A:  The Army Civilian Resume Builder is the preferred method for preparing your resume and supplemental data sheet.  The use of the Army Resume Builder ensures that your resume is developed in a uniform manner and conforms to the proper format for processing.  It is also the most efficient way to get your resume into the Central Resumix database.

Q:  How do I find the Army Resume Builder?

A:  The Army Resume Builder can be accessed through the Army Home Page at http://www.cpol.army.mil.  Click on Employment, then Resume Builder.
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Q:  How do I get assistance resetting my Resume Builder password?

A:  Automated Resume Builder Userid and Personal Identification Number (PIN) help is available at: https://cpol.army.mil/411/rb_pass_remind.cgi  

If you enter your SSN and an e-mail address that matches the one in your resume, you will be e-mailed an automatic reply with your Userid and PIN.  If the e-mail address does not match, it will generate a message to a queue and you will receive a manual e-mail response with your Userid and PIN in about a day.

Q:  What if e-mail is down, or the web site is unavailable?

A:  There are times when the Army Civilian Resume Builder or Vacancy Announcement Board may be unavailable.  However, this should not prevent you from preparing and submitting a resume with the required supplemental data.   We encourage you to submit your resume now so it is in the database and ready for consideration when a position you’re interested in is announced.  You should use the hardcopy submission only as a last resort.  Plan ahead!  Do not wait until a position is announced.  Prepare and submit your resume with the required supplemental data today!  Likewise – don’t wait until the closing date of the announcement to submit your resume or self-nomination.

Q:  I spent hours creating my resume and when I saved it to the database, nothing happened.  What was wrong?

A:  If you use an Internet Service Provider (ISP) who will disconnect you for an extended period of inactivity, you need to save your resume as you work on it, and then return to edit it until you have finished.  Remember that your ISP sees all that time you are spending filling out the form as inactivity.  Unless you are actually submitting data over the network, your ISP does not know what you are doing, and if they are inclined to disconnect you, they will!

Q:  Why do I get an Oracle error when I try to self nominate, create or edit my resume or try to find vacancy announcements?

A:  The databases are taken down for maintenance about a weekend a month. Notices are always posted in a pop-up window on the CPOL home page at least a week prior to the scheduled downtime.  If you get this type of error, check the CPOL home page for such a notice.
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Q:  Is it necessary to send Supplemental Data with my resume? 

A:  Yes.  If you do not submit the Supplemental Data, or the Supplemental Data is incomplete, your resume will not be processed. 


Q:  Is Supplemental Data included in the three-page maximum limit on my resume? 

A:  No.  The Supplemental Data is in addition to your three-page resume.


 
Q:  Should I submit my DD214 or college transcripts with my resume?  

A:  No. Supporting documentation is not needed when you submit your resume unless specifically required by the announcement.  Depending upon the type of position being filled, you may need to specify in your resumes a list of courses completed and/or information about degree completion.  If you are selected for a position where transcripts or other supporting documentation is needed, you will be asked to provide it within 5 working days from notification of selection. 


 
Q:  How do you determine my qualifications for a position without supporting documentation? 

A: The information in your resume and supplemental data are used to determine whether your resume will be forwarded to the selecting official for consideration.  Your resume should include the necessary experience, education, and training that will qualify you for positions for which you have self-nominated.

Q:  So I shouldn’t submit a resume each time I want to apply for a position? 

A:  You should submit only one resume with the required supplemental data.  When you self-nominate for a position, this one resume will be used to determine your qualifications and eligibility for the position for which you are considered.  It is not necessary to submit multiple resumes. 
Remember that when you submit an updated resume, your previous resume will be replaced.
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Q:  What is a self-nomination?

A:  After you have a resume on file, you will submit self-nominations to indicate your interest in announced positions.  Each time you wish to “apply” for a position, you will submit a self-nomination.   The self-nomination contains information related to the position you are applying for (announcement number, position title, series, and grade).  In addition, it contains your name and Social Security Number that are used to match the self-nomination to your resume. 

 
Q:  How do I prepare a self-nomination? 

A:  The preferred method for preparing your self-nomination is on-line by clicking on the self-nomination button in the vacancy announcement located in the Army’s Vacancy Announcement Board at http://cpol.army.mil (Click on Army’s Vacancy Announcements). 


Q:  How will I know if my resume or self-nomination has been received? 

A:  Resumes and self-nominations submitted through www.cpol.army.mil will receive an on-line confirmation.  Resumes and self-nominations sent by email with the word "Resume" or Self Nomination" in the subject line will trigger an automatic acknowledgment to the sender of the email.  The acknowledgment lets the sender know the resume or self-nomination has been received. Status of your resume and self-nomination can be reviewed in ROAR, SOARS or ANSWER.

Q: Why don’t I see my self-nominations in my “review resume activity summary” in the Resume Builder?

A:  You will not see self-nominations in the ‘review resume activity summary’ because your resume does not go with a self-nomination.  Sending a resume from the Resume Builder is one event.  Sending a self-nomination merely sends a “note” to use the resume you already have on file and consider it for a specific vacancy announcement.

Q:  How long does it take to process a resume? 

A:  Resumes are normally processed within 3-5 working days following receipt.   If you sent your resume from the Army Civilian Resume Builder into the Centralized Resumix database, your resume will be processed immediately.  You will receive an on-line confirmation that your resume has been added to the database. 
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Q:  How long does it take to process a self-nomination? 

A:  If your resume has already been processed into the Centralized RESUMIX database, and you submit your self-nomination electronically from the Vacancy Announcement Board, your self-nomination will be posted immediately to your resume record.  Otherwise, the self-nomination form will be processed manually.  The manual process can take up to 5 working days. If a properly prepared resume with required supplemental data has not been received on or before the cutoff or closing date of the announcement, you will not be considered for the vacancy.







Q:  How will I know if there is a problem with my resume or self-nomination? 

A:  If you have submitted your resume or self-nomination to the Central Resumix database you should check ANSWER for the status.  You will see if your resume and/or self-nomination have been accepted or the reason it was not accepted.  

If you have submitted your resume or self-nomination to a region that has not yet moved to the centralized database you will receive additional notification only if your resume or self-nomination cannot be processed.  The notification will tell you that we cannot process your resume or self-nomination and the reasons for rejection.   If you have received an acknowledgment of receipt of your resume or self-nomination and receive no further notifications, you may assume your resume or self-nomination has been processed.  

The best way to be sure your resume and self-nomination information is current is to check ANSWER, ROAR or SOARS.   









                                               
Q:  How will I know if my resume or self-nomination was processed?

A:  To determine if your resume has been processed, or to view the resume you currently have on file in the RESUMIX database, you may access ROAR, SOARS or ANSWER.  Please see the following series of questions and answers concerning the online applicant response systems.  
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Q:  How can I check on the status of a resume and/or self-nomination I submitted through The Army Civilian Resume Builder?

A: The Army has three different notification systems:  

ANSWER – Army Notification System Web Enabled Response System that will be used Army-wide when the regional resume databases are centralized.

ROAR – Resumix On-line Applicant Response that is currently used to check status of vacancies announced by the Northeast, North Central, South Central and West regions prior to centralization.

SOARS – Standard On-line Applicant Response System that is currently used to check the status of vacancies announced by the Pacific, Europe, Korea and Southwest regions prior to centralization.

Q. How do I know which Applicant Response System to access?

A:  Department of the Army is centralizing four of the regions into a central Resumix database.  Please use the following schedule to determine which Applicant Response System to use to see the status of your resume and self-nominations you have submitted to those regions.   

	If you applied to:  
	If the Vacancy  Announce-

ment you applied for closes:
	Resume Database
	Notification System to Review
	ROAR, SOARS & ANSWER will not be available:

Access ROAR/SOARS/ANSWER through: http://www.cpol.army.mil

	Northeast CPOC
	On or Before 

Jul 10
	Local CPOC
	ROAR
	5:00 p.m. Jul 11 – 

9:00 a.m. Jul 15 Eastern Time

	
	On or After    

Jul 11
	Centralized
	ANSWER
	

	Southwest CPOC
	On or Before 

Jul 31
	Local CPOC
	ROAR/SOARS
	5:00 p.m. Aug 1 – 

9:00 a.m. Aug 5 Eastern Time

	
	On or After    Aug 1
	Centralized
	ANSWER
	

	South Central CPOC
	On or Before Aug 14
	Local CPOC
	ROAR
	5:00 p.m. Aug 15 – 

9:00 a.m. Aug 19 Eastern Time

	
	On or After    Aug 15
	Centralized
	ANSWER
	

	North Central CPOC
	On or Before Aug 28
	Local CPOC
	ROAR
	5:00 p.m. Aug 29 – 

9:00 a.m. Sep 2 Eastern Time

	
	On or After   Aug 29
	Centralized
	ANSWER
	


If you have resumes on file with the West, Europe, Pacific or Korea CPOCs, you will need to access their ROAR or SOARS systems by way of their Home Pages or from the link you received in your acknowledgement from them.  

Q:  What is ANSWER? 

A:  ANSWER is the Army Notification System Web Enabled Response System and is designed to allow you to obtain information on the status of your resume.  You can review your Resume Status, Referral Preferences, Jobs Applied and View your Resume and Supplemental Data.  ANSWER will eventually replace ROAR and SOARS.

Q:  How do I access ANSWER?

A:  Log on the Army Home Page at www.cpol.army.mil, click on Employment and then click on ANSWER.  You will have to log into the system using your Userid and PIN.









 
Q:  When is ANSWER updated? 

A:  ANSWER pulls directly from the Resumix database and displays the information as soon as it is updated in Resumix.

Q:  When I submit my resume, will I be automatically considered for positions where I qualify? 

[image: image25.wmf]A:  No, with the exception of the West region that uses an Inventory Based method for referral.  For all other regions, submission of a resume does not automatically entitle you to consideration for positions.  In order to be considered you must submit a self-nomination for positions you are interested in.  When you see an announcement posted on http://www.cpol.army.mil and you are interested in applying for it, simply click on the self-nomination button, complete the self-nomination information and submit.  You must complete one self-nomination for each position you are interested in.  For you to be considered for the position, we must have received your properly prepared resume with supplemental data and a self-nomination form on or before the closing or cut-off date of the announcement.
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Q:  How long is my resume kept on file?

A:  If you are an Army employee, your resume will be kept on file until you retire, resign, are separated for any reason, provide false information, or request removal from the database.  Additionally, if you accept a permanent position offered through a Resumix referral, your resume is automatically deactivated.  Resumes from applicants external to the Army are kept on file for one year from the date they last self-nominated.

Q:  When should I update my resume?

A:  There are four important events that would cause you to update your resume:  

1) A change in position or duties such as a promotion, reassignment, detail or work schedule.   

2) A change in your personal information:  Name, Phone and Address.  

3) A change in your training and/or educational courses or degree programs.  

4).Your resume will automatically be deactivated when you have accepted a permanent position offered through a Resumix referral.  Once you are again available for consideration, you MUST submit a new resume at that time.

Q. How can I change or update my resume?

A:  Log on to the Army Home Page at www.cpol.army.mil, click on Employment then Army’s Resume Builder.  You will then select Edit existing resume from the menu.  You will have to log into the system using your Userid and PIN.  Once you enter the Userid and your existing resume will be retrieved from the database and you can edit any or all of the information.  DON’T FORGET TO SAVE CHANGES.  Once you have completed this step you will then be prompted to send your resume to a specific CPOC.




Q:  Does the Resumix system actually do all the rating, ranking and referral?

A:  No.  The staffing specialist in the Civilian Personnel Operations Center enters criteria into Resumix and does a skills match. Resumix produces a list of names in score order of those applicants who self-nominated or met the Inventory Based criteria (West CPOC) for a position.  This score may be used as a tool by a staffing specialist in the Civilian Personnel Operations Center (CPOC) to determine which applicants may or may not be referred.  Resumix is simply a software tool used to assist in the recruitment and referral processes.  Managers, Civilian Personnel 
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Advisory Center (CPAC), and Civilian Personnel Operations Center specialists all work together to establish sound recruitment strategy and criteria to produce the best list of qualified candidates.  The staffing specialist at the CPOC is still responsible for determining the qualifications of the selected candidate.

Q:  May I get a copy of my resume after I submit it?

A:  No.  Applicants should keep a copy of the resume they submitted for their personal use.  You may also retrieve a copy of your resume from ANSWER, ROAR or SOARS.  Or, you may send (e-mail) yourself a copy of the resume you have stored in the Army Civilian Resume Builder.

Q:  Who should I contact when I have questions about RESUMIX?

A:  You may contact your servicing Civilian Personnel Advisory Center (CPAC), or the CPAC who services the organization where the vacancy you are interested in applying for is located.

Q:  I am a former Federal employee and need to obtain copies of my personnel actions.  Who should I contact to get these copies?

A:  Civilian personnel files of former Federal employees are stored at the National Personnel Records Center for Civilian Records.  Contact information and instructions on how to request records are at http://www.archives.gov/facilities/mo/civilian_records.html.  Since all requests for records must have a signature, we cannot forward email requests to them.
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By memorandum for Operating Human Resources Offices, dated 1 July 2002, USAJOBS Update No. 02-8, subject: Redesign of USAJOBS in Support of Recruitment One Stop, the Office of Personnel Management (OPM) announced that the USAJOBS website at www.usajobs.opm.gov has undergone a major redesign.  Processes for job searching, building on-line resumes and job applications, providing feedback on basic eligibility screening factors, on-line application status tracking, and integration with agency automated assessment systems have been introduced or improved.  USAJOBS now includes “Featured Job” and “Featured Employer” sections on the home page; the memorandum asks that addressees 

consider advertising their jobs or agency/organizational components and states that OPM soon will send out specific instructions on how to do so.  In addition, USAJOBS now implements the Career Exploration module from the USA Careers program and has relocated the Employer Services link to the bottom navigation bar on the home page.
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Effective 1 September 2002, Army Benefits Center-Civilian (ABC-C) Counselors will be available on line from 0600 CDST to 1800 CDST Monday through Friday except holidays.  

The Employee Benefit Information System (EBIS) is a Web application that allows you to access general and personal benefit information, and conduct electronic transactions using a computer.  The system contains comprehensive information and personalized benefits statements.

The second option for benefits services are provided by the Interactive

Voice Response System (IVRS).  IVRS is an automated self-service system

you can access from a touch-tone telephone.  Unlike the Web, the IVRS allows you to transfer to a benefits counselor for additional assistance.  The IVRS toll free number is  1-877-Army Ctr  (1-877-276-9287).    For hearing impaired access, call 1-877-Army TDD (1-877-276-9833).

Both the Web (EBIS) and telephone (IVRS) automated systems are available 21 hours per day, 7 days a week.  
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TSP TRANSITIONING TO A NEW SYSTEM.  The Thrift Savings Plan has started the transition to its much-awaited and long-delayed new computer system, which is set to launch 15 September. Through 15 September, the TSP is not accepting interfund transfer requests filed electronically; those who file them on paper (form TSP-50) will have their requests held for processing until September 16, the first business day under the new system. 

KEEP THAT STATEMENT!  As of the end of August, the TSP is closing out its old computer system and will issue participant statements (and loan statements, if applicable) as of 31 August. The TSP advises that investors keep that statement; the ending dollar balance on that statement should match the beginning dollar 
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balance on the next statement, which will cover the period September 1 through December 31.  If the balances don't match, notify the TSP service office. Starting in calendar year 2003, the TSP will issue participant statements, including loan activity if applicable, for the quarters ending March 31, June 30, September 30 and December 31.
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Will you need long term care? 
· Approximately 60% of people who reach age 65 will need long term care at some point in their lives 

· 40% of people receiving long term care are between ages 18-64

(Source: Conning & Company, Long-Term Care Insurance, Baby Boom or Bust? 1999 
Are your finances at risk? 
· The national average annual cost of nursing home care is $52,000* and is expected to rise to $190,600 by 2030** 

· Home health care costs are high as well. The national average annual cost of home health care is $20,000 (that's $18/hour*, five hours a day, five days a week for a home health aide) and is expected to rise to $68,000 by 2030** 

* MetLife Market Survey of Nursing Home and Home Care Costs, April 2002 
** "Can Aging Baby Boomers Avoid the Nursing Home?", Stucki, B. and Mulvey, J., American Council of Life Insurers, March 2000, page 15 
Did you know that many financial advisors recommend long term care insurance as part of a client's total financial plan? 
Whatever your age, long term care can be one of the best and most economical ways to help pay for long term care, should you ever require it. 
"Don't let the high cost of long term care jeopardize your savings - or burden the lives and finances of those who care about you most! Find out if the new Long Term Care Insurance Program is right for you!" - Kay Coles James, Director, U.S. Office of Personnel Management. 
4 Great Reasons to Learn More!
· The Program Is Sponsored by the U.S. Office of Personnel Management (OPM) and Backed by Two Leading Insurers 
· You Can Save with Group Premiums 

· Care Provided by Family and Friends Is Covered 

· You're Covered in the U.S. and Abroad 
Act Smart! Get a FREE Open Season Information Kit and application. 

Call 1-800-LTC-FEDS (1-800-582-3337) (TDD 1-800-843-3557) or visit www.LTCFEDS.com. 
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Log on to www.LTCFEDS.com to see a listing of on-site Program Educational Meeting meetings near you. Please note that the application for Open Season is different from Early Enrollment. Only Open Season Applications may be used to apply. 
The Federal Long Term Care Insurance Program Sponsored by the U.S. Office of Personnel Management and Offered by John Hancock and MetLife.  The Federal Long Term 

Care Insurance Program is administered by Long Term Care Partners, LLC, and offered by: John Hancock Life Insurance Company, Boston, MA 02117 Metropolitan Life Insurance Company, New York, NY 10010.
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[image: image31.wmf]The Office of Personnel Management has published a report on current agency efforts to help federal employees with their elder care responsibilities as well as making recommendations for future efforts by the agencies and OPM.  Of the 1,472 employees OPM interviewed as part of their review of human resource programs, 21.7 percent said they currently had elder care responsibilities and 42.9 percent indicated they reasonably expected to have such responsibilities within the next three years. For a look at how this initiative might help you, go to http://www.fedweek.com/HotFreeNews/default.asp for the full story in the info section.


The 2002 FEHB Open Season will be held from November 11, 2002 through December 9, 2002.  During this time, employees may elect to enroll or make changes to their existing FEHB coverage.  The effective date of FEHB 2002 Open Season elections for Department of the Army civilian employees will be January 12, 2003.  Employees can also find in-depth information about FEHB and the upcoming open season at http://www.opm.gov/insure/health/hr.htm. 

Open Season elections may be made via the Army Benefits Center – Civilian 

(ABC-C) using the Employee Benefits Information System (EBIS) at https://www.abc.army.mil or by calling 1-877-276-9287 and accessing the Interactive Voice Response System (IVRS).  Counselors are available through the IVRS.   Employees who need to establish a Personal Identification Number (PIN) and or password should have a copy of their most recent Leave and Earnings Statement or Notification of Personnel Action to refer to for the Service Computation Date and correct pay grade.
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The health fair will be held on 18 November 2002 in Building 470, Room 2224 from 0900 to 1500 hours.  Representatives from several health insurance providers will be present to answer questions and provide information.

[image: image33.wmf]Premium Conversion allows Federal employees to use pre-tax dollars to pay health insurance premiums, thereby reducing individual taxes.  However, participation in Premium Conversion may impact opportunities to enroll, make changes in existing FEHB enrollments or cancel enrollment.  An employee’s participation in premium conversion is automatic unless waived by the employee.  Participation is reflected in the remarks section of the Leave and Earnings Statement by showing the amount of pre-tax dollars saved, typically the amount of the FEHB premium for that pay period.  More information regarding Premium Conversion may be found at http://www.opm.gov/insure/health/pretaxfehb/index.htm.  Information about waiving Premium Conversion may be found at the Army Benefits Center – Civilian (ABC-C) website at https://www.abc.army.mil and selecting “Information” then “Health”.  

[image: image34.wmf]A Federal Employee Safety and Injury Initiative, establishing improved timeliness of injury reporting as a major goal for all Federal agencies, was announced in 1999.  As part of the initiative, all agencies were expected to improve timeliness of reporting of injuries and illnesses by five per cent each year.  Each year, the Secretary of Labor reports to the President the timeliness of CA-1 and CA-2 submissions to OWCP.

In addition, the Initiative calls on agencies to reduce the occurrence of injuries by 3 percent per year, and reduce the rate of lost production days (days employees spend away from work) by 2 percent.
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Statistics for April 1, 2002 through June 30, 2002 show that TRADOC installations had a 52.8 timeliness rate and US Army Medical Services Command had a 31.4 timeliness rate.

To improve our timeliness rate I am furnishing the requirements for submitting worker’s compensation forms.  The guidelines for submitting the CA-1, traumatic injury claim form, is to have it hand carried or delivered to Linda Anthony at CPAC within 3 days of the date of injury.  The CA-2, illness/disease claim form, is to have it hand carried or delivered to Linda Anthony within 3 days of receipt from employee.  

Supervisors or employees with worker’s compensation questions should call 596-0293.
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The installation’s work force is represented by three labor unions: The American Federation of Government Employees Local 908 (AFGE), the National Association of Government Employees Local R14-32 (NAGE), and the International Association of Fire Fighters Local F-108. 

Recently, the Federal Labor Relations Authority approved amendments of the exclusive recognition of these unions to change the name of the activity to the U.S. Army Maneuver Support Center and Fort Leonard Wood and to clarify the description of the bargaining units.  Appropriated fund civilian employees of the Chemical and Military Police Schools were determined to be included in the bargaining units represented by AFGE and NAGE.  

The AFGE represents two bargaining units consisting of GS employees.

(1) Unit one is a unit described as:

All non-professional General Schedule employees of the Department of the Army, U.S. Army Maneuver Support Center and Fort Leonard Wood, and the Department of the Army, U.S. Army Medical Activity and the U.S. Army Dental Activity with duty stations at Fort Leonard Wood, Missouri.  

(2) Unit two is a professional bargaining unit described as:

All professional General Schedule employees of the Department of the Army, U.S. Army Maneuver Support Center and Fort Leonard Wood, and the Department of the Army, U.S. Army Medical Activity and U.S. Army Dental Activity with duty stations at Fort Leonard Wood, Missouri.
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NAGE represents employees in four separate bargaining units:  


(1) Appropriated Fund Wage Grade and Wage Leader employees activity-wide; 


(2) All non-appropriated Fund employees;


(3) All Commissary employees; and


(4) All AAFES employees.

IAFF represents General Schedule Firefighters, Lead Firefighters and Fire Protection Inspectors.  

All bargaining units exclude management officials, supervisors, confidential employees, personnelists, employees in the intelligence career field, employees engaged in investigation or audit functions, and employees engaged in administering any provision of law in relation to labor-management relations.

Bargaining unit employees have the right to be accompanied by a union representative during an examination by a representative of the agency in connection with an investigation if: (1) The employee reasonably believes that the examination may result in disciplinary action against him or herself, and (2) the employee requests representation.  If representation is requested, no further questioning will take place until the Union has been given a reasonable opportunity to provide representation.  Or, the meeting may be canceled and either rescheduled or the supervisor may proceed with action based on the information available.

The recognized union must be given the opportunity to be present during any formal discussion between one or more representatives of the agency and one or more bargaining unit employees, if the discussion concerns any grievance, personnel policy or practice, or other general condition of employment. 

Union officials are entitled to represent employees in these exclusive bargaining units in matters affecting conditions of these employees.  Management officials must inform the union, through the CPAC Labor Relations Officer, so that appropriate collective bargaining may be completed before changes to working conditions or personnel policies and practices affecting employees in the bargaining units are made.  

All three unions are members of the Labor Management Partnership Council (LMPC) that has been in existence since 1994.  The LMPC meets monthly and is chaired by both management and labor on a rotational basis.  
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It’s never too late to develop performance plans for civilian employees in order to assign their annual performance ratings.    Ratings are due to the CPAC 30 days after the rating periods end. 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 

[image: image40.wmf]Rating periods: Birth month
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Each year the weather presents interesting challenges on how and when we come to work.  Many of you are now taking advantage of a flexible work schedule coming to work between 0600 and 0830 and leaving work after completing either an 8- or 9-hour workday, depending on whether or not your are on an approved compressed work schedule.  The labor unions have been very supportive in this effort.  Supervisors and employees may determine if a flexible work schedule will work in their area and may agree to begin the flexible schedule without the normal notification to the labor unions.

When radio announcements indicate that there will be a two-hour delay for reporting to duty, those working flexible work schedules who normally report for work at 0600 to have up until 0800 to report; the 0630 group to report by 0830, and so on.  Flexible work schedules help alleviate the congestion at the entrance gates in the morning. 

One other thing, you may choose to report for duty at your regular time; that’s still okay.  Many employees live on the installation and others very near by.  If you look out your window and the conditions look favorable, come to work.  

There may be unique times when the weather does keep us all hostages at our homes.  I expect these times will be rare.  Notification will be made to the radio stations when these situations occur.

Liberal leave policies will continue to be an option during adverse weather.  However, if you request leave due to adverse weather and do not come to work, leave will be charged for the entire workday.  

Last but not least, keep the communication lines open between yourself and your supervisor.  Supervisors have the responsibility and obligation to correctly account for the time you spend at work, the time permitted for excused absences, and time spent on leave.  
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AREA RADIO STATIONS

These stations broadcast 24 hours a day & will be notified ASAP of changes to Post reporting procedures:

1.  KJEL-Lebanon  103.7 FM

2.  KTTR/KZNN-Rolla   1490 AM or 99.7 FM

3.  KJPW-Waynesville/St. Robert  102.3  FM

These stations start broadcasting at 0500 hrs daily:

1.  KFLW-Waynesville/St. Robert  98.9 FM

2.  KRMS-Lakes area  93.5 FM

3.  KFBD-Waynesville/St. Robert  97.9 FM

4.  KDAY-Rolla  97.5 FM

* Also, individuals can call 563-4141 for Fort Leonard Wood road conditions 24 hours a day, 7 days a week.
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You are about to embark on a new adventure!  You just found out that you have been selected for and offered a position at a new duty station.  You may be experiencing many thoughts regarding this job offer one of, which may be what to expect, when you arrive at your new duty station.  

Are you aware of the availability of The Total Army Sponsorship Program?  This program is designed to allow a transferee to formally request relocation assistance from the gaining organization and alleviate some of the “stressors” involved with relocation.  Civilians may participate in this program through grade 15, who are undergoing a PCS move.  Civilian employees who arrive at an installation without an assigned sponsor will be assigned a reactionary sponsor, unless they decline.  Sponsors for civilian employees are appointed by the supervisor.
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When the job offer is made and you accept the position, where PCS expenses are authorized, your gaining personnel office will query you for information to prepare your PCS orders.  Within three working days of your acceptance, contact the Fort Leonard Wood Civilian Personnel Advisory Center (CPAC) for completion of the DA Form 5434, Sponsorship Program Counseling and Information Sheet.  The completed form will be forwarded to the gaining CPAC to appoint a sponsor at your new duty station.  Sponsors will respond within ten calendar days of receipt of the DA Form 5434 (AR 300-8-8, 1-8(f)).  Your assigned sponsor will assist with your in-processing (when necessary), setting up appointments and introductions to the immediate chain of command and supervisors.  

The sponsor will also ensure an early orientation visit to Army Community Service (ACS) to provide additional information on your new installation and community.  Additional information for can also be found at the Standard Information Topic Exchange Service (SITES) website.  Access to this site can be accomplished through the Fort Leonard Wood website at www.wood.army.mil/mwr/relocation_readiness.htm.

If you are relocating overseas (OCONUS), sponsorship support is identical to those relocating stateside however longer lead times for written communication may be necessary.     


FLW 350-6, Initial Entry (IET) Training Policies and Administration, Chapter 11, provides standards for maintaining the proper relationship between installation personnel and trainees.  Federal civilian employees, appropriated fund and non-appropriated fund (NAF) may be subject to disciplinary action under applicable personnel regulations, and contractor personnel to administrative action, including being barred from post.  The following is an excerpt from 11-3:

· FLW personnel will not verbally degrade or abuse a trainee to include vulgar, obscene, profane, sexual, humiliating, or racially or ethnically slanted language directed to a trainee or language that ridicules a trainee’s religious beliefs.

· FLW personnel will not touch a trainee except when necessary in the performance of official duties, such as instruction or ensuring the safety of the trainee.   Physical contact with trainees for disciplinary reasons is prohibited.

· FLW personnel will not solicit nor accept favors, money or property for themselves or others from trainees or their family members.

· FLW personnel will not serve as an agent or go-between for commercial transactions between trainees and insurance agents, food delivery personnel or commercial vendors.

· FLW personnel will not engage in personal or social relationships with trainees.

· FLW personnel will not engage in personal or social relationships with family members of trainees.

· FLW personnel may continue pre-existing relationships with trainees who are family members, as well as family members of trainees without violating this provision under the following circumstances:

· Normal personal or social interactions between relatives by blood or marriage, or other long-standing relationships such as godparents;

· Interaction not inconsistent with duties and responsibilities or other prohibitions of this regulation (e.g. gating or sexual activity);

· Relationship disclosed to and scope of interaction approved by unit commander of FLW personnel and the unit commander of the IET soldier.

· A trainee’s consent to the acts mentioned with FLW Reg 350-6, and other regulations in no way affects the definition of trainee abuse or diminishes the illegal acts performed by members assigned or attached to FLW against trainees.

· Any person who witnesses or is aware of a violation of this chapter must report it to the first person in their chain of command or supervision.

Commanders/directors will ensure their personnel understand the provisions of Chapter 11 of this regulation.

Commanders or their representatives will give FLW personnel a FLW Form 1225-R-E (Treatment of Trainees at Fort Leonard Wood) during in-processing.  FLW personnel will sign a statement acknowledging an understanding of this chapter.



Harassment is hostility from a supervisor, coworker, and/or subordinate which affects the terms, privileges, and/or conditions of a person's employment.  Harassment is illegal if and only if the supervisor, coworker and/or subordinate engages in hostility because of a the employee's gender, race, religion, age, national origin, disability, and/or prior EEO activity.  As a result, training in the prevention of sexual harassment continues to be mandated by Army as mandatory training for all personnel.  New supervisors must receive the four-hour course, new employees, the two hour initial training. Thereafter, the requirement for all personnel is one hour of refresher training annually.  The EEO Office will conduct both courses on 8 October and 12 November, Building 315, room 227.  The supervisor course, on both dates will run from 0800-1200; the employee course, both days, from 1300-1500.  To register, please call EOP/EEO 596-0602.   
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Visit www.wood.army.mil/CPO/leavetra.htm to find forms to become a recipient, as well as to request advanced sick leave and transfer leave.


NAF CORNER:  We finally have a new AR 215-3 for use.  You may obtain a copy on the following web-site:  http://www.usapa.army.mil/pdffiles/r215 3.pdf 

NAF EMPLOYEE 401(K) SAVINGS PLAN.  Recent Events

Two new funds added


*Dodge & Cox Fund


*T.Rowe Price Small Cap Fund


*Direct Mail Flyer to all Plan Participants in April


FINANCIAL ENGINES:


*Financial Planning/Investment Advice Service


*Free for 401(K) Fund Active Participants


*Access thru NAF Web Site
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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 their website at www.wood.army.mil/dcltsf.


The Government Online Learning Center (GOLC) opened its doors on July 23.  The GOLC is a result of one of the President’s Management Agenda e-Gov Initiatives to create a premier government-wide e-training site that will provide one-stop access to high quality e-training.  The U.S. Office of Personnel Management developed the site in conjunction with its Federal agency partners from the Departments of Defense, Labor, Transportation, and Treasury and the General Services Administration.

The GOLC is being developed in phases.  Phase I of the GOLC contains more than 30 free training courses ranging in topics from Communication to Project Management.  In November 2002, additional products and services will be added to the GOLC – some free and some for a fee – including many new training courses.    

The site is designed as a virtual campus that houses free training courses and knowledge resources in each of its rooms.  Explore the Center by visiting GOLC website at http://www.golearn.gov.  You can navigate by clicking on the doors of the various rooms, which act as gateways to training and information.


The FY03 Army Civilian Training, Education, and Development System (ACTEDS) Training Catalog is now available on-line at http://cpol.army.mil/train/catalog/index.html.  The catalog is the official source of information on significant civilian training programs, such as senior service colleges, Army civilian leadership training core courses including the Sustaining Base Leadership and Management Program (SBLM), competitive professional development opportunities and short-term training courses, developmental assignments, Training with Industry for career program employees, the Defense Leadership and Management Program (DLAMP), and other noteworthy courses.  For user convenience, the catalog is interactive with Department of the Army, federal, and private industry websites and/or e-mail addresses for points of contact.  Check it out now (and often) to ensure you meet the nomination suspense dates! 
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Q.  Do Temporary and Term employees have pay retention if they held their grades for two or more years?

A.  By law, grade and pay retention apply only to employees whose employment is on other than a temporary or term basis (See the definition of “employee” in 5 U.S.C. 5361(1).

******************************************

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

******************************************

1.  d - All are ways in which job opportunities can be found.

2.  a - If you seek any of the other options, you will be referred back to the announcement instructions.

3.  c and d may work, but using the Army Resume is the preferred method.

4.  b - ANSWER is the new method.  It replaces SOARS.  The user ID and PIN is the same one used for Army Resume Builder.




5.  e - Permitted by the Code of Federal Regulations and Fort Leonard Regulation 690-10.

6.  b - Promotions are out there.  Be competitive.  Get qualified and apply.

7.  a - The others may not hurt, but one must first meet the OPM standards.

8. b - Your value is priceless.
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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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