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The Civilian Personnel Advisory Center Staff and I wish you a very happy holiday season.  This year we experienced events that none of us imagined were possible.  Let’s take this time to celebrate and give thanks for the wonderful privilege we have to live in the United States. Whether you travel over the holidays or stay at home, be safe and have a Happy New Year.  The CPAC staff will be here next year to serve your personnel needs in the best manner we can.  








Sandra L. Kruse

Director

                    




Civilian Personnel Advisory Center
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As a reminder to the workforce, 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 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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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 45 days after the rating periods end.  Why not take the holiday period (if you are not taking leave) and get caught up?  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:  Birth month
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By Jim Caldwell


FORT MONROE, Va. (TRADOC News Service, Nov. 7, 2001) – Mobilization of Reserve members and units for Operation Enduring Freedom may affect 1,300 Training and Doctrine Command employees.


They represent Army, Navy, Air Force, Marines and Coast Guard Reserves.


“If you’re a reservist and you’re called to active duty, you have some options,” said Diana Skelton, personnel management specialist with TRADOC’s Civilian Personnel Directorate.


Those options are included in the U.S. Office of Personnel Management Civilian Personnel Manual 2001-09, Sept. 14, 2001, “Rights and Benefits of Reservists Called to Active Duty.”  The CPM is based on the Uniformed Services Employment and Reemployment Rights Act of 1994.


The 1994 act was passed by Congress to eliminate some inequities in the law that came to light when reservists were activated for Operations Desert Shield and Storm.

Reservists called to active duty for Enduring Freedom are being activated for 12 months, with a possible 12 months extension.


“If any of our reservist employees are called back to active duty, they will be retained on personnel rolls and have reemployment rights,” Skelton said.  “But they and their supervisors should learn how their leave, pay, health benefits, retirement and other benefits are impacted.”

Following are highlights of some benefits:

· Annual leave – an individual called to active duty for Enduring Freedom will eventually have to be placed in a Leave Without Pay status.  The person has three choices for handling earned annual leave.  Annual leave can be used at the same time you’re on active duty, and will be paid along with military pay.   Annual leave also can be sold for a lump-sum payment, or it can be retained as credit for the employee.

· Health benefits – Federal Employment Health Benefits can be retained for up to 18 months.  During the first 365 days, the individual can make arrangements to continue paying the bi-weekly employee share of the premiums.  During the next six months, he or she will have to pay both the employee and the government’s share of the premiums.  “The government’s share of the premiums can range from $80 to $225 every two weeks, depending on the health care plan,” said Barry Buchanan, director of the Fort Monroe, Va., CPAC.

· Retirement – An activated reservist in a LWOP status will continue being covered by the appropriate retirement law – Civil Service Retirement System (CSRS) or Federal Employees Retirement System (FERS).

· Thrift Savings Plans – Reservists who are in LWOP do not make contributions to the TSP.  However, once a person returns to civil service employment, he or she can make up for those missed contributions.  When that is done, retroactive one percent Agency Automatic Contribution and Agency Automatic Contributions will be made to the employee’s TSP account.

· Return to Civilian Duty – When a reservist who is a permanent civil servant returns to work, the person will be treated as if her or she never left.  The time spent on active duty will be counted toward within-grade increases, leave accrual rate, career tenure, seniority and will be considered for career ladder promotions.

· Most reservists activated for Enduring Freedom will have served more than six months on active duty, and will have 90 days from release of service to reapply for employment at their previous jobs.  Shorter periods of military service result in less time to reapply.  If there has been a reorganization or a reduction in force (RIF) affecting an employee’s position during military service, the reservist is guaranteed one full year of employment at previous grade and salary.  At the end of the year, the employee will receive the same job placement assistance provided to employees caught in a RIF.


Again, these are only highlights of some of the benefits of TRADOC civilian employees in the reserves.  

Reservists activated for Enduring Freedom should consult veterans’ counselors at the Veteran Affairs Office, Building 312, phone number 563-8090 for other benefits earned with their military service, such as lower loan interest rates.
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Have you updated your beneficiary forms lately? Completing beneficiary forms is an option that every civilian employee may choose. However, if you complete beneficiary forms, it becomes your responsibility to ensure the accuracy of those forms. A change in marital status or family status does not automatically change a beneficiary form that you previously submitted, nor does it prevent the benefactor from receiving the death benefits that you designated. The most common mistake is when the employee names a spouse and later divorces that spouse; but,  forgets to change the beneficiary form. There are several types of beneficiary forms that you can complete to designate your after death payable benefits. These forms include the Standard Form 2823, Designation of Beneficiary, Federal Employee’s Group Life Insurance (FEGLI),

Standard Form 2808, Designation of Beneficiary Civil Service Retirement System, Standard Form 3102, Designation of Beneficiary, Federal Employee’s Retirement System, Standard Form 1152, Designation of Beneficiary, Unpaid Compensation of Deceased Civilian Employee, and TSP-3, Thrift Savings Plan, Designation of Beneficiary. 

You may access these forms electronically by clicking on the Office of Personnel Management’s (OPMs) web site at http://www.opm.gov for the SF 1152, 2808, 2823, and 3102. You can obtain a copy of the TSP 3 from the Thrift Savings Plan (TSP) Homepage at http://www.tsp.gov. Once you complete your forms, you should submit the SF 1152, 2823, & 3102 to your servicing CPAC. You will submit the SF 2808, if applicable, to OPM at the address on the reverse side of the form. 

The TSP 3 should be sent to the National Finance Center at the address on the reverse side of the form. You should make copies of your beneficiary forms prior to submitting them to the appropriate offices. 

If you do not complete beneficiary forms, your death benefits will be distributed in the order of precedence. The order of precedence is as follows: 

1. Court order property settlement (if applicable). 

2. To the widow or widower. 

3. If none, to the child or children in equal shares, with the share of any deceased child distributed among the descendants of that child. 

4. If none, to the parents in equal shares or the entire amount to the surviving parent. 

5. If none of the above, to the executor or administrator of the estate of the decedent. 

6. If none, to the next of kin under the laws of the state in which the decedent was domiciled at date of death. 

If you have any questions regarding the completion of beneficiary forms, you may contact the Army Benefits Center-Civilian (ABC-C) at 1-877-ARMY CTR (276-9287). Hearing impaired employees can contact a Benefits Counselor at 1-877-ARMY TDD (276-9833).
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· Many FEHB enrollees think that their health plan and/or Medicare will cover their long term care needs.

· Unfortunately, they are WRONG!

· How are YOU planning to pay for the future custodial or chronic care you may need?

· You should consider buying long term care insurance.

The Office of Personnel Management (OPM) will sponsor a high-quality long term care insurance program effective in October 2002. As part of its educational effort, OPM asks you to consider these questions:

What is long term care (LTC) insurance?

( It's insurance to help pay for long term care services you may need if you can't take care of yourself because of an extended illness or injury, or an age-related disease such as Alzheimer's.

( LTC insurance can provide broad, flexible benefits for nursing home care, care in an assisted living facility, care in your home, adult day care, hospice care, and more. LTC insurance can supplement care provided by family members, reducing the burden you place on them.

I'm healthy. I won't need long term care. Or, will I?

( Welcome to the club! 76% of Americans believe they will never need long term care, but the facts are that about half of them will. And it's not just the old folks. About 40% of people needing long term care are under age 65. They may need chronic care due to a serious accident, a stroke, or developing multiple sclerosis, etc.

(We hope you will never need long term care, but everyone should have a plan just in case.  Many people now consider long term care insurance to be vital to their financial and retirement planning.

Is long term care expensive?

(Yes, it can be very expensive. A year in a nursing home can exceed $50,000. Home care for only three 8- hour shifts a week can exceed $20,000 a year. And that's before inflation!

( Long term care can easily exhaust your savings. Long term care insurance can protect your savings.

But won't my FEHB plan, Medicare or Medicaid cover my long term care?

( Not FEHB. Look at the "Not covered" blocks in sections 5(a) and 5(c) of your FEHB brochure. Health plans don't cover custodial care, a stay in an assisted living facility, or a continuing need for a home health aide to help you with other activities of daily living.  Limited stays in skilled nursing facilities can be covered in some circumstances.

( Medicare only covers skilled nursing home care (the highest level of nursing care) after a hospitalization for those who are blind, age 65 or older or fully disabled. It also has a 100 day limit.

( Medicaid covers long term care for those who meet their state's poverty guidelines, but has restrictions on covered services and where they can be received. Long term care insurance can provide choices of care and preserve your independence.

When will I get more information on how to apply for this new insurance coverage?

(Employees will get more information from their agencies during the LTC open enrollment period in the late summer/early fall of 2002.

(Retirees will receive information at home.

How can I find out more about the program NOW?

(Our toll-free teleservice center will begin in mid-2002. In the meantime, you can learn more about the program on our web site at www.opm.gov/insure/ltc.

Is the Federal Long Term Care Insurance Program (FLTCIP) part of the Federal Employees Health Benefits Program (FEHBP)?

( No. It is an entirely separate, unrelated program.

Why is this page in my health benefits brochure? How does it relate to the long term care benefit that my plan or other organization (unions, etc.) offers outside of the FEHB Program?

(In general, people eligible to enroll in the FEHB Program will be eligible to apply for coverage under the FLTCIP (except District of Columbia employees and retirees. They are not eligible for the FLTCIP). So OPM thought that FEHB brochures and open season materials were natural vehicles for beginning to get the word out about an important new benefit that is coming later in 2002. The FLTCIP has no relationship to long term care insurance policies that may be sponsored or sold by organizations associated with the FEHB Program, or any other organization for that matter.

Do I need to be enrolled in the FEHB Program in order to sign up for the new LTCIP?

( No.

Should I cancel my FEHB enrollment if I'm enrolling in the FLTCIP?

( No. It is a separate program providing separate benefits. Your FEHB enrollment doesn't cover long term care services. That's what the FLTCIP covers. Conversely, the FLTCIP isn't designed to cover health care costs - it provides reimbursement for chronic care services.

Can I choose a self-and-family option for the FLTCIP?

(No. Self-and-family has meaning in the FEHB program, but not in the FLTCIP. In the new FLTCIP program, you apply for your own coverage and any of your eligible family members apply for their own individual coverage separately. Any of your eligible family members can apply for coverage even if you don't. Also, unlike the FEHB Program, the FLTCIP doesn't cover minor children but eligible adult (age 18 or over) "children" can apply for coverage.

Can my spouse sign-up separately?

( Yes. He/she can apply for coverage even if you don't. Your spouse must answer the applicable underwriting (health-related) questions. You cannot apply for his/her coverage yourself.

Can I sign up for the FLTCIP now, during the current FEHB open season?

( No. The program won't be available by the current FEHB open season (November 12 -December 10, 2001).

When will this new program be available?

( The FLTCIP will definitely be available by October 2002, and we sure hope significantly before then. We will have an early enrollment period sometime during the first half of 2002. People who don't need the benefits of an educational and marketing campaign can apply for the coverage and if they pass the underwriting (health questions), their coverage will be effective. And we will have an open season sometime during the second half of 2002. As soon as we have more details we will post them on the web and also communicate them through agency FLTCIP implementation coordinators and Federal retirement programs.

Do I have to be enrolled in the new FLTCIP for the 5 years immediately before my retirement (or from my first opportunity to enroll), just like with FEHB, in order to have the coverage in retirement?

( No. The coverage is fully portable. That means that if you quit your job or retire, you still have the long term care insurance coverage, as long as you continue to pay the premiums.

What insurance company is offering the long term care insurance coverage under this

program?

( We will publicize this information as soon as we've finalized a contract.

Does that insurance company have a toll-free number to call about the new Program and/or a website?

(We will publicize the FLTCIP contractor's toll free number and website on the OPM website and through Federal agencies and retirement programs as soon as the number is set up.

How can I find out more about the FLTCIP?

( Visit our website at www.opm.gov/insure/ltc. Be sure to click on the Frequently Asked Questions. And even if you don't have Internet access, you'll still find out more about our program because we will also publicize the FLTCIP contractor's toll free number through Federal agencies and retirement programs as soon as we have established the number to call.
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The 2001 Federal Employees Health Benefits (FEHB) Open Season, during which employees may elect to enroll or make changes to existing enrollments, continues through December 10, 2001. For the Department of Army, the effective date for FEHB Open Season elections is January 13, 2002.  To enroll or make changes, you should contact the Army Benefits Center - Civilian by calling 1-877-276-9287, or by visiting www.abc.army.mil.   Employees can find in depth information about FEHB at http://www.opm.gov/insure/health/hr.htm.
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Employees should be aware of the effect participation in Premium Conversion may have on opportunities to enroll, make changes in existing FEHB enrollments, or disenroll.  Premium Conversion allows Federal employees to use pre-tax dollars to pay health insurance premiums, thereby reducing individual taxes. During the Federal Employees Health Benefits program open season that runs through December 10, you may enroll or disenroll from FEHB “premium conversion”—the arrangement that allows active (but not retired) enrollees to pay their premiums with pre-tax dollars. Since premium conversion started only last year, this is the first open season during which enrollees may change previous decisions to participate or not participate. 

Participation does have disadvantages for some.  Most active employees find it to their financial advantage to participate in premium conversion because it can be worth several hundreds of dollars to them a year, depending on their tax brackets and the amount of FEHB premiums they pay. But low-paid employees may wish to consider a potential negative effect on any Social Security benefits they will earn (because the pre-tax status lowers the tax base on which Social Security payroll withholdings are made and because Social Security benefits are weighted toward low-income earners). Also, employees participating in premium conversion may not cancel their coverage or change from family to self-only without a “qualifying life event” outside an open season. Some individuals may find the freedom to make such changes at any time more valuable than the dollar savings from the tax break.

More information regarding Premium Conversion may be found at http://www.opm.gov/insure/health/pretaxfehb/index.htm. 

[image: image13.wmf]The open season dates for Federal civilian employees are November 15, 2001 - January 31, 2002. During this time, all FERS and CSRS employees may enroll in the TSP, and current participants may change the amount they contribute to the Plan. FERS employees can now request to contribute up to 12 percent of their basic pay. CSRS employees can request to contribute up to 7 percent of their basic pay.  To enroll or change your contribution amount, you should contact the Army Benefits Center - Civilian by calling 1-877-276-9287, or by visiting www.abc.army.mil.   
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President Bush has signed the 2002 Treasury-Postal Appropriations bill into law, which includes a 4.6 percent pay raise for federal civilian employees next year. The 4.6 percent pay raise - instead of the 3.6 percent pay raise President Bush proposed for federal civilian employees - is due largely to the efforts of Members of Congress, who pushed for pay parity for civilian and military employees. Members of the military will also receive a 4.6 percent base pay raise next year, although certain military personnel will receive pay increases of five to ten percent. By the end of this year, President Bush will determine how much of the 4.6 percent civilian pay increase will be allocated to an across the board pay raise, and how much will be allocated for locality pay. Previous administrations have allocated 1 percent of the federal civilian pay raise to locality pay. If President Bush uses the same formula, then federal civilian employees can expect a 3.6 percent across the board pay raise next year, with the extra 1 percent going to locality pay increases. 

If you would like to calculate what your salary might be for next year, visit http://www.fpmi.com/pr/calculator.shtml. 
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The Defense Finance and Accounting Service (DFAS) strongly encourages civilians and military to use  the Employee/Member Self-Service (E/MSS) to print their own leave and earnings statements (LESs), due to the possibility for substantial agency savings.  Currently, only 11.34% of the DFAS serviced population have customized their PINs.  

In order to view and/or print your LES, you must have established your account in E/MSS and customized your PIN.  Only 2.5% of all DOD civilians have opted to "turn off" their LESs, meaning they have requested to no longer receive their hard copy LES at home.  DFAS reported that E/MSS is not being used as much as they had anticipated.  

Effective 2 Dec 01, Phase II of E/MSS was implemented with the installation of DCPS Release 

01-4.  This allows employees to make state tax changes, start/stop/change bond allotments, and download and print their W-2 forms.  If you want to establish an account in E/MSS, you must obtain a temporary PIN from DFAS.  To do this, you should fax a note (signed and dated) to DFAS requesting a temporary PIN along with your full name and address and a copy of a picture ID (driver's license is okay).  The quickest way to get your temporary PIN is to provide an email address where DFAS can email it to you.  If you don't provide an email address, they will mail your PIN to your address of record.  If you encounter problems or have questions about obtaining your temporary PIN, please contact the DFAS' Centralized Customer Support Unit.  Their phone numbers are:

Toll free - 1-800-390-2348    Commercial - (216) 522-5122     DSN - 580-5122

The Customer Support Unit is available Monday through Friday between 7:00 A.M. and 7:30 P.M. Eastern Time. 

W-2 forms will be mailed 15 Jan 02.  The last pay date for this year is 27 Dec 01. For the first time, employees will be able to obtain W-2s using E/MSS.  If you want to file your taxes early and not wait for your W-2 to come through the mail, DFAS expects to have the W-2s available on E/MSS prior to 15 Jan 02 where you can print it.  Remember, you can only do this if you have an established account with E/MSS!  If you need to have your W-2 reissued, Denver Payroll Office will handle those requests.
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The following employees are approved leave recipients:

The current list of recipients is available for viewing at www.wood.army.mil/CPO/leavetra.htm.   At that site you will find general information about the leave transfer program and a sample form to submit through your supervisor to the Customer Service Representative to transfer leave.
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Each year the weather presents interesting challenges on how and when we come to work.  This year the weather is the same but the announcements broadcast by the local radio stations are a little different than what we are used to hearing.  

Last year, employees who worked flexible schedules were somewhat rare and those who worked them understood their responsibilities for reporting for work during adverse weather conditions.  This year we not only have adverse weather conditions upon us, but also security barriers to negotiate.  

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.

Recently, radio announcements indicated that there was a two-hour delay for reporting to duty.  For those working flexible work schedules, the announcements meant for those 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.  

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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If you have recently moved, update your address with NAF Personnel Office.  The end of the year is drawing near and W-2 forms will be mailed out before we know it.  If you have not corrected your address, it may cause some delays in filing your taxes.  See your Personnel Office as soon as possible to get this done.
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The Directorate of Common Leader Training (DCLT) Professional Development Center, is offering the following training events:  

Courses are open to all military and DoD civilian employees of Fort Leonard Wood unless otherwise noted.  All courses have limited seating and will be filled on a first-come first-served basis.  Most courses are held in the MANSCEN Complex.  Attendees will be notified of meeting place after registration has taken place.  There is no cost to attend any of the below mentioned courses.

For information on how to register for any of these courses, please see your organization's training coordinator or contact Sandra Barrera at 563-5924 or via e-mail at barreras@wood.army.mil.  

Please visit the Professional Development Center’s website for information on all the courses offered at www.wood.army.mil/dcltsf.

	
Microsoft PowerPoint (Basic) 97   
11-13 December, 1200-1600 daily
	
	

	
	Provides an interactive introduction to the MS PowerPoint electronic presentation software and it's capabilities. Those who complete the course will gain the skills necessary to create dynamic on-screen or printed presentations that include text and pictures, as well as animation, charts and graphs.


	
Microsoft FrontPage (Basic) 2000  
11-13 December, 0730-1130 daily
Enrollment for this class must be coordinated through Ms. Cathy Holland, MANSCEN Computer Lab, 3-5679.
	
	

	
	* Prerequisites:  (1) Student must be on Additional Duty Orders as Primary or Alternate Webmaster for their organization.  (2) Student must have a licensed copy of FrontPage 2000 all ready installed.

	
Microsoft Outlook (Basic) 2000 
18-20 December, 0730-1130 daily
	
	

	
	This course is for the novice e-mail user.  Learn how to get started by learning how to open Outlook, use Help and work with the Outlook toolbar.  Also learn how to work with e-mail, use the mail management tool, work with contacts, manage time with the calendar, use tasks and use notes.

	
Microsoft Excel (Basic) 97
18-20 December, 1200-1600 daily
	
	

	
	Introduces the fundamentals of using a spreadsheet program.  You will learn how to use formulas and functions, relocate and reuse data, explore formula construction and format worksheet appearance. 

	
Microsoft FrontPage (Advanced) 2000  
02-04 January, 0730-1130 daily
Enrollment for this class must be coordinated through Ms. Cathy Holland, MANSCEN Computer Lab, 3-5679.
	
	

	
	Prerequisites:  (1) Student must be on Additional Duty Orders as Primary or Alternate Webmaster for their organization.  (2) Student must have a licensed copy of FrontPage 2000 all ready installed.  (3) Student must have completed basic level FrontPage training at Ft. Leonard Wood.  (4) Student should have a fundamental knowledge of basic FrontPage features. 




	
Conflict Resolution
03 January,  0800-1630
	
	

	
	A one-day workshop discussing communication skills and how to identify and deal with conflict in our daily lives.

	
Microsoft PowerPoint (Intermediate) 2000 *
02-04 January, 1200-1600 daily
	
	

	
	*Prerequisites:  See below for details.

Learn how to set options, use masters and templates, work with WordArt, work with graphics, apply animation features, prepare presentations and design presentation for the Web.

	
Microsoft Outlook (Intermediate) 2000 *
08-10 January, 1200-1600 daily
	
	

	
	*Prerequisites:   See below for details. 

Students will learn how to work with mail templates, create signatures, use the address book, use stationary, flagging, finding and customizing the message window, organize items, use the calendar to schedule events, plan meetings, add and remove attendees, post a web calendar, integrate calendar with Outlook components and customize calendar.  User will also learn how to explore contacts and use the journal, use the task feature and integrate Outlook and Office.

	
Microsoft Excel (Intermediate) 2000 *
15-17 January, 0730-1130 daily
	
	

	
	*Prerequisites:   See below for details.

Student will learn how to rename worksheets, move worksheets, use lists, work with functions (logical, financial, date and paste), format worksheets, use 3-D references, use Excel and the Web, use templates, and use Microsoft Map.


	
Microsoft Word (Intermediate) 2000 *
15-17 January, 1200-1600 daily
	
	

	
	*Prerequisites:   See below for details 

Student will learn how to prepare documents, format page setup, apply borders and shading, work with auto text, use auto correct, understand headers and footers, insert page numbers, insert text from another file, work with indents, use breaks and spacing, insert columns, use outline numbering, work with graphics, create tables, work with WordArt, prepare and print envelopes and labels, prepare a document for the web, work with hyperlinks and send a document via e-mail.


	
Microsoft Access (Intermediate) 2000
22-24 January, 1200-1600 daily
	
	

	
	*Prerequisites:  There is a pre-test given to students enrolling in this class.  Pre-tests must be completed no later than 3 working days prior to the first day of scheduled class.  Pre-tests are given in the MANSCEN Computer Lab, Lincoln Hall, room 2691, and can be taken any time the lab is open.  Prior coordination with lab staff is required to ensure a computer is available.  Contact the MANSCEN Computer Lab staff at 3-5679. 

Student will learn how to examine and modify tables in design view, adjust data types, change field properties, use default values, explore indexes, understand the lookup wizard, use input masks.  Learn how to modify forms using form sections, binding controls, calculated controls and other controls.  Create Queries with the query wizard, add tables and fields, specify criteria, work with query fields, create action queries and create calculated fields.  User will learn how to customize reports, use report sections, modify report controls, change format properties, add controls and use calculated controls.  Learn how to work with HTML and Hyperlinks and perform database maintenance.


	Leadership Skills for Non-Supervisors
30 January, 0800-1630

· DoD Civilian employees only.  Military can be signed up on a space available basis.

· Deadline for registration is 21 December.

	
	

	
	This is a live training session given by Ms. Jamie Walters from Champion Communications.

This is an introductory course targeted for all levels of personnel who seek to improve their leadership skills.  It identifies problems leaders face, tools leaders must use, and qualities leaders must possess. 


	
PC Literacy
11-12 February, 1200-1600 daily


	
	

	
	This course is for the "new" computer user.  Learn how to utilize the PC more efficiently; how to personalize it to meet personal needs and meet government requirements; major components of the computer to include keyboard, mouse, and central processing unit; how to utilize the Windows operating system; and file/folder maintenance.


* There is a pre-test given to students enrolling in intermediate computer classes unless the student has passed the test at the end of the basic class with at least a 70%.  Pre-tests must be completed no later than 3 working days prior to the first day of scheduled class.  Pre-tests are given in the MANSCEN Computer Lab, Lincoln Hall, room 2691, and can be taken any time the lab is open.  Prior coordination with lab staff is required to ensure a computer is available.  Contact the MANSCEN Computer Lab staff at 3-5679.

[image: image20.wmf]1. GET FAMILIAR WITH LABOR AGREEMENTS - Get a copy of the applicable collective bargaining agreement(s) (also called contracts) and follow their provisions.  It's your local labor relation's bible.  It contains most of what you need to know about the local labor relations program as it applies to the covered bargaining unit employees.  Copies of our three agreements are available at www.wood.army.mil/CPO/labor.htm.

2. AVOID ALLEGATIONS OF UNION DISCRIMINATION - Treat union officials and/or bargaining unit employees the same as other employees.  Treating them differently because they exercised their rights under the labor relation's statute or the labor agreement could be construed as reprisal or union discrimination.

3. THINK BEFORE MAKING UNILATERAL CHANGES - Avoid making unilateral changes in working conditions without checking your labor agreement and/or notifying the union through the Labor Relations Officer, except in a true emergency. 

4. AVOID IMPLEMENTATION OF NEW REGULATIONS PRIOR TO REVIEW - Avoid implementing any portion of a new regulation from any level, to include Department of Defense, Department of Army, and Office of the Surgeon General, without notifying the union through the Labor Relations Officer if the regulation affects working conditions of bargaining unit employees.  If the regulation conflicts with the labor agreement, the terms of the agreement are controlling until the agreement expires or the parties agree to negotiate the changes. 

5. UNION REPRESENTATION AT FORMAL MEETINGS - Give the union the opportunity to attend "formal meetings" with bargaining unit employees over general conditions of employment.  In order to determine if a meeting or discussion is formal and requires union notification, you must determine who will be at the meeting and what will be discussed.  If a meeting is attended by one or more representatives of the agency (supervisors, managers, personnelists, attorneys, etc.) and one or more bargaining unit employees or their representatives, and it concerns a grievance (at any step) under the negotiated grievance procedure or general conditions of employment, then it is considered a formal meeting.  Normal "shop talk" and counseling sessions are not considered formal meetings.  The Federal Labor Relations Authority has identified certain factors that will be considered when determining whether a meeting was a formal discussion.  These include: who and how many agency officials attended; where the meeting took place; was the meeting mandatory; how long did the meeting last; how was the meeting called; and was there an agenda or notes kept.  If the meeting is considered formal, the supervisor must give the union specific notice and the opportunity to attend.   For more information review the reference guide on formal meetings at http://www.cpms.osd.mil/fas/labor/ref/refguide601.htm
6. UNION REPRESENTATION AT INVESTIGATIVE MEETINGS - If an investigative meeting is conducted by any agency official (supervisor, manager, IG, CID, etc.), the union must be given the opportunity to be present if the employee requests representation and the employee reasonably believes that the examination may result in discipline.  If these conditions are met, the official conducting the examination must discontinue the interview until a union representative is present; discontinue the interview and rely on information gathered from other 

sources; or give the employee the option of having an interview with no union representation or no interview at all. The interviewing official does not have to advise individual employees of this right.  They are given an annual notice and it will be in the labor agreement.  This right does not rise in performance counseling sessions or meetings where management actually issues a disciplinary action.  For more information , visit http://www.cpms.osd.mil/fas/index.html.  Select Labor and Employee Relations, Labor Documents and then Investigations and Weingarten Rights.

7. CONTACT YOUR SERVICING CPAC - When in doubt about what to do or if the union requests impact and implementation negotiations, check your labor agreement and the CPAC web page for Labor-Management Relations at www.wood.army.mil/CPO/labor.htm.  Talk to your CPAC Advisor, 6-0927/0282, or the Labor Relations Officer, 6-0295, who can advise you regarding case law and help you interpret the agreement. 

8. KNOW YOUR UNION REPRESENTATIVES - Become familiar with the names and telephone numbers of the union officials and stewards that represent your bargaining unit employees.  A current list is available at www.wood.army.mil/CPO/facsht.doc.
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Q.  Would like the issue of Court Leave addressed.  Have there been any new updates to FLW Reg 690-12 (dtd 6 May 75)?  If so, could those be CLEARLY outlined?

A.  The Fort Leonard Wood Civilian Personnel Regulation, 690-12, that includes a chapter on Court Leave was revised on 22 August 2000.  To view, visit www.wood.army.mil/cpo/webpage.htm.  Select Library and Civilian Personnel Regulations. 

Court Leave is the authorized absence from duty of permanent and temporary civilian employees for jury duty or for attending judicial proceedings in a non-official capacity as a witness in behalf of a federal, state, or local government.  The employee is not charged leave and there is no loss of or reduction in pay.  The term “judicial proceeding” includes any action, suit, or other proceeding of a judicial nature, but does not include an administrative proceeding.

When employees are summoned for court service as a witness or juror, presentation of the court order, subpoena, or summons must be presented to their immediate supervisor as soon as possible.

A certificate of attendance that specifies the inclusive dates of attendance and amount of fees the court paid to the employee must be turned in to the Customer Service Representative at the Directorate of Resource Management.  Employees may retain any travel or lodging expenses associated with their court service.

Q.  Who or what determines the minimum time-in-grade levels and why are they different? (i.e., for some GS-07 positions, the announcement will read, “must be in a position no lower than GS-06 for 52 weeks” while others will read, “must be in a position no lower than a GS-05 for 52 weeks.)  Does the hiring official make that determination at what level the candidates will be selected from?

A.  Time-in-Grade (TIG) restrictions are outlined in Chapter 300 of Title 5, U.S. Code of Federal Regulations and apply only to General Schedule (GS) positions and only to current GS employees to avoid "excessively rapid promotions".  

TIG restrictions depend on whether the position to be filled is in a line of work which is classified at 1-grade intervals (GS-5, 6, 7, etc.) or whether the position to be filled is in a line of work which is classified at 2-grade intervals (GS-5, 7, 9, etc).

For advancement to positions at GS-6 or above, candidates for positions in a line of work which is classified at 1-grade intervals must have completed at least one year of service in a position no more than one grade lower than the position to be filled.  Candidates for positions in a line of work which is classified at 2-grade intervals meet time-in-grade restrictions if they have completed at least one year of service in a position no more than two grades lower than the position to be filled.  However, for positions which are classified at 1-grade intervals; if there is no position at the next lower grade in the normal line of promotion to the position to be filled, candidates must have at least one year of service in positions no more than two grades lower than the position to be filled. 

Please note that TIG restrictions are separate and apart from the Office of Personnel Management's (OPM) Minimum Qualification Requirements which outline experience and education requirements.  Current GS employees in the competitive service must meet both TIG restrictions and OPM's minimum qualification requirements to qualify for promotion.   Be sure to carefully read job announcements to determine whether you meet all of the requirements before you decide to apply for a new job.  
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If you have questions regarding civilian personnel, please forward them to the email address below.  The answer will be provided in the March 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. 
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 mailto: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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Tips on How to Partner with Unions
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Open Season - FEHB











Director’s Message





U.S. Office of Personnel Management


Federal Long Term Care Insurance Program (FLTCIP)


Long Term Care Insurance Is Coming 


Later in 2002!








Open Season - Thrift Savings Plan (TSP)

















Missouri Career Center 





Federal Employees To Get 4.6 Percent Pay Raise Next Year �











Premium Conversion Choice





Beneficiary Forms





NAF Corner





Glad You Asked








Hours of Operation





Reserve Mobilization Could Affect 1,300 TRADOC Employees





To Report or Not to Report 


(that is the question…)











DRM Tidbits - Leave Recipient Program





Employee/Member Self-Service





! Ratings Reminder !





Training Opportunities
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