[image: image1.png]CIVILAN
l’l CENTER



[image: image2.wmf][image: image3.wmf][image: image4.wmf][image: image5.wmf][image: image6.wmf][image: image7.png]CIVILAN
l’l CENTER




                                           Civilian Personnel News

   Issue Number 09-01

A bulletin published by CPAC, Fort Leonard Wood

        September 2001

In This Issue:

* Message from the Director

* Cancellations

* Hours of Operation

* Civilian Use of Shoppettes and Other Eating Establishments

* 2001 Health Fair

* FEHB Program 2001 Open Season

* On-the-Job Injuries – Workers’ Compensation Forms

* Army Establishes New Email Accounts

* Applicant Process and Selecting Officials’ Responsibilities

* Selecting Officials – Did You Know?

* The Challenge of Filling Positions

* New Leadership Survey

* Army Civilian Attitude Survey

* Easy Acces

* It’s Time Again! (Use or Lose Annual Leave)

* Leave Recipient Program

* Emergency Leave Transfer Program

* Overtime/Compensatory time

* Severe Weather Policy

* ABC-C New Point of Entry

* STAIRS/Resumix Questions & Answers

* Food for Thought

* NAF Corner

* FY 02 ACTED Training Catalog

* Training Opportunities

* Tips to How to Partner with Unions

* DRM Tidbits - Government Travel Card Changes

* Glad You Asked 

* CPAC Customer Feedback Form
[image: image8.wmf]
In light of the recent tragedy, there isn't much I can add to the many commentaries already written describing this appalling act.  The shock that our great country was invaded and damaged by terrorists is still hard to imagine.  

I'm taking this opportunity to tell you about the extraordinary support I've witnessed from our installation's civilian workforce during these troubled times.  From early morning until late at night (and some of you all night), you have been there.  You have shown and continue to show personal courage, loyalty, and selfless service.  You have true grit.  I am so proud to be part of the U.S. Army Maneuver Support Center and know that we are a family of a great civilian workforce at this installation, within Training and Doctrine Command, and the Department of the Army.  I know that you can be counted on for the long haul.  Thanks also to the military with which we work side-by-side and the labor unions for their support during this turbulent time.  It is true partnership on a daily basis.  We are a community and country of excellence.

For many of us, the oath we took upon being hired may be a faint memory, so I'm also taking this opportunity to reprint the oath and ask that you rededicate yourself to its purpose.  

"I will support and defend the Constitution of the United States against all enemies, foreign and domestic; that I will bear true faith and allegiance to the same; that I take this obligation freely; without any mental reservation or purpose of evasion; and that I will well and faithfully discharge the duties of the office on which I am about to enter.  So help me God. "

You are already doing thing these things. Thanks for all you do.

God Bless America

Sandra L. Kruse

Director

Civilian Personnel Advisory Center
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The following were cancelled due to the 30-day period of respect for all that were touched by the terrorist acts and for safety reasons.

MANSCEN Road March - 3 Nov


November Deer Firearms Season - 10 thru 20 Oct

Archery Season - 1 Oct thru 9 Nov 


December Black Powder Hunt - 1 thru 9 Dec

Oktoberfest - 5 Oct




December Historic Weapons Hunt - 22 and 23 Dec

October Turkey Fall Firearms Season - 8 thru 21 Oct
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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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If you haven't heard, effective September 19, 2001, civilian employees are now permitted to buy necessity items, non-alcoholic beverages and snacks at all shoppettes on the installation.  Tony's Dining Facility, PX Food Court, Pershing Club, Audie Murphy Club, and the two Burger Kings are open to the civilian workforce as well.

 

The 2001 Health Fair will be held on 15 November from 0900 to 1500 hours in Building 470, Room 2212.  Health insurance company representatives will be present to offer information about their plans and to answer questions.

The 2001 Federal Employees Health Benefits (FEHB) Open Season, during which employees may elect to enroll or make changes to existing enrollments, will begin November 12, 2001 and continue through December 10, 2001. For the Department of Army, the effective date for FEHB Open Season elections is January 13, 2002. 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. More information regarding Premium Conversion may be found at http://www.opm.gov/insure/health/pretaxfehb/index.htm. Employees can find in depth information about FEHB and the upcoming Open Season at http://www.opm.gov/insure/health/hr.htm.



In order to ensure proper treatment and compensation for on-the-job injuries, Workers’ Compensation forms must be completed correctly and in a timely manner, by supervisors and treatment personnel.

The supervisor completes Part A, CA-16, detailing the history of the injury. The supervisor also completes   Side A,  CA-17, describing tasks normally performed by the employee.  This information is essential for the physician to make a decision concerning the employee’s capability to return to duty.  Both forms must accompany the employee when treatment is requested.  

If physically able, and if during Occupational Health Clinic hours of 0730-1630, the injured employee should report to the Occupational Health Nurse (OHN) on the first floor, GLWACH.  The OHN will evaluate the 

employee’s condition and refer to the proper clinic for treatment.  If after hours for the OHN, or if the injury is life threatening or disabling, the employee may report directly to the Emergency Room.  The employee’s supervisor will notify the OHN of the injury.

The CA Forms must be completed at the time the employee is seen by the physician.  The physician will complete Part B, CA-16, giving his findings, treatment, and recommendations.  The physician will also complete Side B, CA-17, stating what tasks he feels the employee is capable of performing, keeping in mind that most job sites have light-duty tasks for persons who are not able to perform their usual job.

The employee returns to the OHN for clearance, and returns to the supervisor with completed CA-16 and CA-17.  The supervisor forwards CA Forms to Linda Anthony, the Workers’ Compensation Representative at CPAC.

In a strategy to transform the Army into a "network-centric, knowledge-based force", the Department of the Army is setting up Army Knowledge Online (AKO) e-mail accounts for every soldier, reservist and civilian employee.  If you haven't already, you can set up your new account, by going into http://www.us.army.mil, clicking on "I'm a New User", and completing the on-line form.  Don't procrastinate.  You must establish your AKO email account no later than 1 October 2001!  You will get an e-mail account that you can use for the rest of your career with the Army and even after retirement, regardless of your geographical location.  

You can still use your current email account, but to avoid having to manage 2 email accounts, you will want your AKO email forwarded to your current email address. After you have set up your new account, just go to the "Edit Personal Info" link in the "My Army Portal" channel in the upper left corner and complete the required information. If you run into a problem, you can contact the AKO helpdesk, email help@us.army.mil or call 

1-877-AKO-USER (256-8737).  


Reference Collective Bargaining Agreement - Merit Promotion Policy Article 19, and 

Command Policy # 24-01.

A sound merit promotion program, properly administered and fully supported by management officials and employees at all levels, is essential to the staffing of an effective and highly motivated civilian workforce. 

The goals, responsibilities and duties of selecting officials are to develop and maintain a fair and competitive selection process from which to select the individual who is determined to be best qualified in their judgment, and whose qualifications demonstrate the best potential for successful performance in the position.

Usually, selecting officials make selections from referral lists they receive from the Civilian Personnel Advisory Center.  Frequently, recommendation panels are established to assist selecting officials with identifying applicants who possess the job related knowledge, skills, experience, and attributes necessary for successful performance in a position.  It is this process that is addressed below.

Recommendation panels generally follow plans provided by selecting officials. This plan establishes the criteria to be used and the process to be followed in providing recommendations on those whom, in their view and based on merit, rise to the top for consideration for selection.  The panel's efforts are to recommend, not deciding for the selecting official.  

While recommendation plans are designed with as much structure as possible, they are not intended to be mechanical processes, nor are they a simple arithmetic function of paper review and interview scoring/assessment. A selection procedure is any measure, combination of measures, or procedures used as a basis for an employment decision.  Panel scoring is a tool that may be used to identify relative standings and clustering among competing candidates. Other approaches used however, forego scoring in favor of more subjective determinations, such as using color bands (red, green, amber) to describe their findings.  Regardless of the methods used, the panel must afford selecting officials reasonable choices from among the highest qualified candidates in their recommendations. The final decision authority must have the latitude to apply subjective judgment.  Obviously, all evaluations and selections must be made free of any discrimination in areas related to political, religious, labor organization affiliation, marital status, race, color, sex, national origin, non-disqualifying physical or mental handicap, age, or any other non-merit factors.

Generally, an applicant's paperwork is reviewed first, and becomes the basis for determining whether or not the candidate has the requisite technical skills, education, and experience base.  Further, this review typically determines who will be interviewed.  Usually, there are distinct breaks between those who go on to receive interviews and those who do not. If a candidate is on the fence in terms of going forward for interview, erring in favor of the candidate is advised.  When interview assessments are conducted, the intent is to identify any clear breaks between remaining candidates.  Finally, the panel provides their recommendations to selecting officials.  It must be clearly understood that the panel's paper review, interview assessment, and recommendation are never intended to dictate the final selection decision.  In the final analysis, the selecting officials apply all they have learned, and use their subjective judgment to determine who has the highest potential for meeting the needs of the position.   

If you are not doing well in your efforts to be promoted, or would like some advice for improving your chances in the future, consider this: competing and succeeding is not an accident.  For instance, individuals who fare well in interviews are often exceptional in their ability to think on their feet, thorough in their responses, confident in expressing their thoughts, articulate, persuasive, knowledgeable, and self assured.  Too often folks psych themselves out, or assume too much.  For example, assuming that you are a shoe-in because you have been here and are "entitled", or next in line for promotion, is faulty thinking. The competitive process doesn't work that way. When decision-making bodies are gathered to hear you, the dynamic is one of objectivity, fairness in process, and a competitive environment. You're in control of yourself; you'll get out of your resume and interview what you put into it.  Fully embrace the competitive process and leave no stone unturned in seeking out ways to set yourself apart from your competitors.  For instance, ask yourself if you have a resume on file, or is it only a copy of your job description. They aren't the same things!  A resume tells what specifically YOU have done and when, how you did it, what was important about it, and summary of the outcome. A job description simply says what may be expected of you in a position. That doesn’t always mean you do everything in it, and certainly doesn’t talk about how you did it. Don’t copy your job description and call it a resume.

The selection process is not an exact science; there are no magic formulas. The closest thing to a magic formula is perseverance and outstanding preparation.


The longer you take to make a selection from a referral list, the greater your chances are of having a Priority Placement Program (PPP) (aka stopper) match.  When a Request for Personnel Action (RPA) is received by a staffing specialist at the Civilian Personnel Operations Center (CPOC), an electronic request for PPP registrants that "match" the Position Title, Series and Grade of the vacancy is submitted.  The requisition process continues until a selection is made and job is accepted by the selectee - another good reason for making speedy selections!  


Hiring practices on this installation are challenged occasionally.  The following provides information on how jobs are filled and cites the laws and regulations used to fill positions. 

Title 5, United States Code, Sections 2301 and 2302, define the merit systems principles and prohibited personnel practices regarding the recruitment and placement of civilians.  The Code of Federal Regulations, Parts 300+ (excepted service positions are covered by separate laws and regulations) provide the basis for local regulations pertaining to civilian employment.  Fort Leonard Wood Civilian Personnel Regulation 690-10, Internal Placement and Merit Promotion Plan is followed for Fort Leonard Wood.  Three labor union contracts also include articles regarding civilian employment.

The U.S. Army Maneuver Support Center and Fort Leonard Wood has been operating under a hiring freeze for quite a while ranging from a complete freeze to graduated states of thaw.  Directives on how to fill, how not to fill, and when to fill positions from Department of Defense are the norm.  You may remember that in one week last winter, several messages were received from the President and on down the chain of command, directing that we have a complete hiring freeze and finally allowing installations to fill positions using their discretion.  There are continual challenges on how to uphold Department of Defense directives, laws, Department of the Army regulations, local regulations and union contracts to fill positions.  In other words, filling positions to satisfy all of the regulatory requirements can be a minefield.   There are a variety of ways to fill positions and at the same time stay within the legal framework.  Unfortunately, it sometimes appears that proper and correct procedures are not followed.  And once in a while human errors occur which must be corrected.  

The A76 process further complicates filling positions, due to the fact that the permanent workforce must be protected as decisions are made to contract out activities being studied or to convert to their most efficient organizations (MEO).  Either decision (contract or MEO) can result in an overall reduction in force (RIF).  

The current policy on filling positions is to first determine if the labor pool is sufficient to fill a position on a temporary basis.  If qualified candidates are not found, the position is advertised to fill on a term basis.  If the position is determined to be hard to fill, or it is determined that those impacted by a reduction in force would not be able to fill a position, it may be advertised to fill on a permanent basis.  

Policy letter 23-00, Temporary Fill of Vacancies to Ease Impact of A-76 Decisions, was developed by the CPAC, approved by the Labor-Management Partnership Council and by the previous Commanding General.  An updated policy letter is being prepared for Major General Aadland's signature.  There have been and will continue to be exceptions to the policy, but they will be reviewed carefully before approval is given.

Working together with the managers of this installation, the CPAC staff will continue to assist you in filling your positions with quality candidates in the most expeditious manner available.  


The Department of the Army (DA) designed a new survey tool for tracking upper level positions for possible training needs.  The purpose of the survey is to ensure that with the aging workforce, new employees will be able to receive the upper level training that is needed.   When a new job description is classified by the CPOC at or above the GS-11 grade level, the supervisor/manager receives an email notifying them of the requirement to complete a survey through FASCLASS.  The new job description will not be available in FASCLASS until the survey is completed and submitted.  After the supervisor completes the survey, DA then has the ability to track the results of the survey and make a determination of the future training needs of the Civilian Work Force.  

The completion of the survey in no way means that there will be a requirement for the incumbent of the new job to attend any training. If the survey reflects that the position needs certain training, this is only a recommendation. All procedures for applying for training are still required. No one will be automatically enrolled into any training.  Also this training is not a requirement that must be completed before a position can be filled.  
If you are a supervisor and you receive an email instructing you to complete the survey, but discover you are unable to access the survey through FASCLASS, you may not be properly coded into the MODERN system.  Please contact the CPAC at 6-0927 for assistance.

To access the survey, go to:  www.cpol.army.mil and click on the following:

Tools


FASCLASS


South Central


Restricted Access (located in the blue bar near the top of the page)


Log In


Request FASCLASS Account

Complete the form and submit.


Every day over 225,000 Army civilians serve all over the world supporting America's finest.  They are committed to supporting Army values and "making transformation happen."  Measuring their attitudes and opinions about the Army is very important. 

This year, for the first time, the Army Civilian Attitude Survey 2001 is being administered online to the entire population on a secure Army website.  All US-citizen appropriated and non-appropriated fund employees, excluding Army National Guard (title 32), will have the opportunity to assess where we stand in regard to our vision, business practices, and working conditions. Employee privacy is protected - no names are collected and only group results will be reported. 

Findings from this survey will be provided to the Secretary of the Army, Thomas E. White, other senior leaders, and local commanders.  Results will be provided by MACOM and by region.  What differs this year is that  installation-level results will be provided to local commanders.  It is recommended that senior leaders and local commanders use the results in conjunction with strategic planning to manage change.  Civilian Human Resource advisors will assist at all levels. 

The national unions have been notified concerning this survey.  The local unions on Fort Leonard Wood have also been notified.  The survey takes about 20 minutes to complete.  The link to the Army Civilian Attitude Survey is www.cpol.army.mil/survey/dasurvey/. 


The Army Civilian Career Evaluation System (ACCES) provides information on how to apply for certain DA Career Program positions.  It is a cumbersome tool and takes a lot of thought and time to complete.

A bottom-up review of Easy ACCES was performed by DA. The review resulted in identification of interim improvements that will be transitioned in phases. These are: 

· employee accomplishment write-ups and associated ratings will be eliminated; 

· supervisors will no longer need to assign weights to core and supplemental knowledge, skills, and abilities when requesting referral lists; 

· individuals interested in lateral referral only will not be required to provide ratings -- only basic information, referral desires and geographic availability. Ranked lists of lateral candidates will no longer be issued; and

· an electronic interest and availability feature ensures that all candidates have expressed availability before a referral list is issued. 


It is time to schedule any “use or lose” annual leave to avoid possible forfeiture at the end of the leave year, 

12 January 2002.  Restoring forfeited annual leave each year is based on whether you have scheduled the “use or lose” annual leave at least three biweekly pay periods in advance and documented the scheduling on an SF 71, Application for Leave. This year your use or lose leave must be scheduled not later than 1 Dec 2001.  

Annual leave that is scheduled and then forfeited can be restored only in these circumstances:  

· an administrative error,

· an exigency of the public business (work situation requiring immediate action) is declared by the command, or

· illness that occurs so late in the leave year that the leave cannot be rescheduled and used. 

Your request for restoration of leave must be made no later than 30 days after the end of the leave year in which the forfeiture occurs.

Annual leave that is restored must be scheduled and used not later than the end of the leave year ending two years after:

· the date of restoration of annual leave forfeited because of administrative error;

· the date of termination of the exigency of the public business; or

· the date the employee recovers from sickness and is able to return to duty.  

If an extended exigency is declared because of the current threat conditions, special circumstances for use of restored leave may be invoked.  

It is an honorable goal to not lose one hour of leave since there are many employees who could benefit from your donation of leave.  Donate any annual leave you might lose or be able to spare to those employees under the Voluntary Leave Transfer Program.


The following employees are approved leave recipients:

Patricia Allen, MEDDAC - daughter's open heart surgery

Patricia Brashear, MEDDAC - personal battle with illness

JoLeah Cleveland, DCLT - personal battle with illness

Jo A. Crooks, MEDDAC - personal battle with illness

Paula Dye, DRM - knee surgery/physical therapy

Bernard Easton, 43rd AG – personal battle with illness

Rick Haas, DOIM – personal battle with illness

Ron Hodges, DPTM - personal battle with illness

Jack Hunt, DOTD – personal battle with illness

Michael P. Landers, DCLT - personal battle with illness

Ron Pemberton, DPW, Energy Branch - personal battle with illness

Douglas Wagner, DCLT – personal battle with illness

Steve Winchester, Engineer School – personal battle with illness

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.


The President has directed OPM to establish an emergency leave transfer program to assist employees affected by the recent terrorist attacks.  The emergency leave transfer program will permit employees in an executive agency to donate unused annual leave for transfer to employees of the same or other agencies who have been adversely affected by the attacks and who need additional time off from work without having to use their own paid leave.

The emergency leave transfer program is authorized under 5 U.S.C. 6391 and is separate from the Federal leave-sharing program established under 5 U.S.C. 6332 and 6362.  Under the emergency leave transfer program, the use of donated leave is not restricted to medical emergencies, and approved leave recipients are not required to exhaust their own accrued and accumulated annual and sick leave before using donated annual leave.  Employees may use leave donated under the emergency leave transfer program for personal needs or to care for a family member (as that term is defined in 5 CFR 630.902) who was affected by these attacks.  In addition, donated leave may be substituted retroactively (beginning no earlier than the date of the emergency) for any period of leave without pay used as a result of the emergency or to liquidate an indebtedness incurred by an employee for advanced annual or sick leave used as a result of the emergency.  Instructions on how to donate annual leave are found in FLW CPR 690-12, Chapter 11, Voluntary Leave Transfer Program, paragraph 11-6e.


As a general rule, overtime work means each hour of work in excess of eight hours in a day or in excess of forty hours in an administrative workweek that is officially ordered and approved by management and is performed by an employee.  It is work that is not part of the employee’s regularly scheduled administrative workweek for which an employee may be compensated.  Supervisors should provide written approval for overtime before the hours are worked or, when this is not feasible, as soon as possible after the overtime is worked.

Employees who are non-exempt under the Fair Labor Standards Act (FLSA) must receive overtime pay unless they request compensatory time off in lieu of payment.  (This includes WS, WL and WG employees.)  

Exempt employees under the General Schedule (GS) paid at the rate of GS-10/Step 10, and below, receive overtime compensation or compensatory time off by choice.  Those paid at the rate that exceeds the rate of 

GS-10/Step 10 may receive compensation or compensatory time off; however, management makes the determination.  Commanders/Directors are authorized to require employees whose rate of basic pay is in excess of the maximum rate of GS-10 to take compensatory time off in lieu of overtime pay.  This does not apply when the employee is non-exempt under FLSA and the overtime is derived from FLSA provisions.

Compensatory time off is time off with pay in lieu of overtime pay for irregular or occasional overtime work (defined as work that is not part of an employee’s regularly scheduled administrative workweek). 

There is no limit on the maximum number of hours of compensatory time an employee may accumulate.  However, compensatory time must be used by the end of the 26th pay period after it is earned or it will be paid to the employee at the overtime rate at which it was earned.

When a DOD employee separates or transfers to another Military Department or Defense agency, unused compensatory time balances shall be paid at the overtime rate at which it was earned.  Employees who change positions but remain with the same Military Department or Defense Agency will have their compensatory time balance transferred with them. 

 

During periods of adverse weather, employees should expect that their offices and activities would open on time each regular workday regardless of any difficult driving conditions that may develop.  If severe weather conditions result in hazardous driving conditions for commuters, the Chief of Staff may authorize a delayed opening and implement the liberal leave policy.

Delayed opening means that an emergency situation has developed during non-work hours that is so severe employees may, in the interest of safety, require extra time to arrive for duty.  The Chief of Staff will determine the amount of time during which some employees may be excused.  Employees not designated as “critical/essential” who arrive at work during the timeframe announced for delayed opening will be granted excused absence.  Those who arrive after that time will be charged appropriate leave. 

When a delayed opening is announced over radio stations in the commuting area, employees not designated as “critical/essential” may choose to take annual leave or leave without pay (LWOP) without the prior approval by their supervisors.  Employees must, however, inform their supervisors if they plan to take annual leave or LWOP.  This is known as a “liberal leave policy.”  

There are certain critical operations that cannot be suspended or interrupted.  Employees in these positions are “critical/essential employees” who are expected to report for work on time in accordance with their established work schedule.  These “critical/essential” employees are identified by their supervisors in advance and notified in writing of the special requirements placed upon them for reporting to work during emergency situations or remaining at their work site until relieved.  

During the normal duty day, when hazardous weather conditions occur, early release of non-critical/essential employees without charge to leave may be authorized only by the installation Chief of Staff, Deputy Commanding General, or Commander.  Once an early release decision is announced, employees may be excused to leave work, without charge to leave, in 15-minute increments.  The time intervals for early release have been established in Chapter 12, paragraph 12-5, FLW Civilian Personnel Regulation 690-12.  To promote safety by reducing the number of vehicles leaving the installation at any one time, supervisors are required to assure the scheduled time intervals are followed.  Deviation is allowed for employees who commute in car pools.  

Need more info????  Call your CPAC Advisor, 6-0927, or NAF Personnel, 6-0283.

AREA RADIO STATIONS
Springfield:

KTTS


1206 AM / 94.7 FM

KWTO

560 AM / 98.7 FM

Waynesville:

KJPW


1390 AM/102.3 FM

KFBD


98 FM

Rolla:

KTTR


1490 AM/99.7 FM

KUMR
 
88.5 FM

KZNN


105.3 FM

Jefferson City:

KLIK/KTXY
 
950 AM / 106.9 FM
Lebanon:

KJEL/KIRK

 750 AM/103.7 FM

KLWT


1230 AM/92.1 FM

KTTK


89.9FM

Osage Beach:

KRMS/KYLC

1150 AM/93.5 FM

Effective 22 August 2001, a new Point of Entry (POE) module was placed into production.  It is anticipated that the new design will make it easier for employees to create their POE account, thus reducing the number of calls that Army Benefits Center for Civilians (ABC-C) and the Southwest Civilian Personnel Operations Center (SWCPOC) Help Desk currently receive regarding POE account creation. 

The module was thoroughly tested.  The email notification of successful or unsuccessful attempts to change a password is not yet available.  The contractor is working on it.  You will be notified when this feature is available.  The following advisory was placed on the Employee Benefit Information System (EBIS) home page, Wednesday, 22 August 2001.  

WEB ADVISORY:

A new log-on procedure was implemented to allow access to the EBIS application.  

If you are a new user, you must create a Point of Entry (POE) account.  Please ensure that you are entering the correct information to identify yourself as a user of this application.  Additionally, please follow the guidance provided in creating your password.  Your password must contain 8-10 characters, cannot match any portion of your SSN, and must contain at least 3 of the following 4 characters: an upper or a lower case letter, or a number, or a special character. 

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

The feature to receive email notifications is not yet available when a successful or unsuccessful attempt in a password change has occurred.

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

NEW POE MODULE CHANGES:
(1) New screen designs were created to provide examples of password combinations.  

(2) The need to create a “USER-ID” was eliminated. You will enter your SSN as the USER-ID.

(3) SSN is masked.  (The SSN does not appear on the screen as it is typed. Asterisks are seen vice numbers.)

(4) If you forget your password, you can re-establish a new one.

(5) You can choose to be notified of successful or unsuccessful attempts of a change to a password.

POE FUNCTIONALITY REMAINS THE SAME:

(1) An eight-day waiting period between password changes is still in effect.  (Compliance with DoD security measures.)

(2) You will receive a warning notice if your password has expired.  You must reestablish your password.  You cannot use the same password within a 6-month period.

(3) If you have a password between 80 to 89 days old you will receive a warning notice that your password must be changed every 90-days.  You will be able to select “Change password”.


A STAIRS/Resumix Questions & Answers section has been added to the South Central Civilian Personnel Operations Center’s (CPOC) Homepage.  "Q & A" is listed under "Employment Information" in the "Resumix" column.  You can visit this web site at www.cpol.army.mil.  Click on  “Links,” “Regional Pages,” “South Central,” then “Employment Information.” 


Although there is no official dress code for civilian employees, there are “unwritten rules” to be considered.  Professional dress is a must in today's work world or dressing appropriately for the job you hold.  For many of us, we are the "first string" (aka the first contact) that customers make contact with in our organizations.  If you come to work in clothing that is brief (i.e., open back, spaghetti straps, micro-mini skirts/dresses that are too short), soiled, with "odd" odors, or wrinkled, the customer will focus on what they observe, which will in most cases be a lasting impression of that organization.   While I realize some customers will be delighted with what is worn, it simply detracts from your organization's mission.  If you authorize a dress-down mode on Fridays, it doesn't mean that a green light is given to report for work in sleepwear!  If you have a dress-down day on Friday, make sure the clothes you wear fit well, are ironed and without holes.  Tee shirts/blouses should also be clean, ironed, not be see-through, and navels should be covered (really!).  Take the challenge and dress for your future and the job you would like to have some day.  The customer served today could be your interviewer on a job you want down the road.  If you are wondering if this applies to you, then it probably does!  If you are ever in doubt about what is appropriate dress, look at how others dress in your organization.  If you are the only person who wears brief, soiled, wrinkled clothes or micro-mini skirts, then re-examine the way you dress.  Dressing for success sends the message that you take pride in your appearance your organization and that you are a professional.


· Nonappropriated Fund Open Season will be coming up soon.  Check your leave and earnings statement for dates.  Employee Benefits Branch will also be sending information packets to your home addresses.  Be on the lookout for those.

· We would also like for NAF employees to know that the Hispanic Festival scheduled for 6 October 2001 has been postponed.  It has been re-scheduled for 13 October 2001 at Nutter Field House.  We will let everyone know of any other changes that may occur between now and then.


Although civilian training was curtailed due to funding constraints for this remaining FY, the FY02 Army Civilian Training, Education, and Development System (ACTEDS) Training Catalog is now available on-line at http://cpol.army.mil/train/catalog. The catalog is the official source of information on significant civilian training programs, such as senior service colleges, the Defense Leadership and Management Program (DLAMP), Army civilian leadership training core courses including the Sustaining Base Leadership and Management Program (SBLM), competitive professional development opportunities spanning long and short-term training courses, developmental assignments and Training-With-Industry for career program employees, and other noteworthy courses. For user convenience, the catalog is interactive with Department of the Army, federal, and private industry websites and email addresses for points of contact. Check it now (and often) to ensure you meet the nomination suspense dates! 



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.  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.  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.

Effective Writing

* DoD Civilian Employees Only

25-26 September and 27-28 September, 0800-1600 daily

This course is an overview of writing skills needed by the busy Government employee:  organizing information efficiently and effectively, building strong sentences in reader-centered paragraphs, and editing that information to make it clear and concise.  Information on writing memos, letters and reports will emphasize short and simple, yet strong and effective.

PC Literacy
01-02  October, 1200-1600

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.

Stress Management
04 October, 0800-1630

A one-day workshop discussing stress; identifying what stress is, how to manage it and developing strategies to cope with it.

Microsoft Word (Basic)
09-11 October, 0800-1200 daily

Introduces the fundamentals of the word processing program, as well as provides training to maximize the effectiveness of documents created in Word.  Skills taught include basic word processing commands and formatting, adding pictures, columns and tables.

Conflict Resolution
10 October, 0800-1630

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

Microsoft PowerPoint (Basic)
16-18 October, 1200-1600 daily

Provides an interactive introduction to the MS PowerPoint electronic presentation software and its 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.

Total Army Performance Evaluation System (TAPES)
18 October, 0800-1700 (1 hr lunch permitted)

This is a one-day course brought to us live through interactive distance learning.  Ms. Lucy Gonzalez, Labor Relations Specialist at the Southwest Region CPOC will be providing an introduction to references and objectives of the system, overview of the Senior system versus the Base system, performance plans, early and special appraisals, performance problems and counseling sessions. 

Target Audience:  all employees.  Managers and supervisors are highly encouraged to attend. 


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 review the information on Investigations and Weingarten Rights at http://www.wood.army.mil/CPO/labor.htm.

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.



     The Government Travel Card is a valuable tool that allows our TDY travelers flexibility; all that is required is for cardholders to be responsible by using the card for official business only and to pay the bill on time. Used properly, the program saves administrative time and provides resources for the government in the form of rebates.  Unfortunately, delinquency rates for individual DoD travel card accounts have been and continue to be high.  Bank of America who currently holds the contract for this service, has also been forced to write off about $1 million per month of bad debt for DoD travelers.

     In April, a task order modification was signed by the contractor and DoD to address these problems.  The task order is intended to encourage DoD members to pay their travel charge card bills in a timelier manner and reduce the financial risk to the contractor.  The task order modification includes several very important changes. The modification commits DOD to:

· Reduce the number of active cards in the hands of infrequent travelers, defined as personnel who travel two or fewer times per year.  Activities have already completed this review; cards to be canceled or deactivated have been identified, your activity APC will notify you if you are impacted.

· Implement “default split disbursement.”  Split disbursement splits a portion of the settlement directly to the travel card contractor, with the balance going to the traveler.  The traveler may specify an amount to be split, but where no preference is indicated, the “default” method of payment will send the portion related to transportation, lodging and rental car directly to the contractor, with the remainder such as meals and incidental expenses sent to the traveler. 

· Establish procedures for salary offset, i.e., the collection from pay of delinquent amounts owed to the contractor.  The contractor submits requests to DFAS for collection of delinquencies that are 90 or more days past due.  DFAS will then accomplish the salary offsets after meeting requirements to afford the cardholder due process.  This is expected to start in October 2001.

· Strengthen in- and out-processing requirements to ensure that travel card issues are addressed in a timely manner. 

· Reduce ATM cash and credit limits to $250 cash and $2,500 credit for standard cards and $125 cash and $1,000 credit for restricted cards.  These lower limits will be phased in over a 6-month transition period.  Where needed to meet mission requirements, the unit travel card coordinator can, with the approval of the cardholder’s supervisor, raise ATM cash/credit limits.  

· Increase the ATM cash fee to 3 percent of the amount withdrawn, or $2, whichever is greater.  This fee is a reimbursable expense to the traveler.  This was effective 10 August.


· Establish a $20 fee for the expedited delivery of cards.  This fee will apply to the expedited delivery of a card to an individual not currently in a travel status.  It will not apply to emergency replacement of cards lost or stolen for an individual in a travel status.  This fee is a reimbursable expense to the traveler.  Effective 10 August.


· Increase the fee for late payment from $20 per month to $29 per month when an account is delinquent by 75 calendar days or more.  The contractor will not penalize travelers if notified by the Government that the payment delay was caused by the Government.  This late fee is an individual cardholder expense and is not reimbursable to the traveler.  Effective 10 August.  

· Increase the fee for returned checks from $20 to $29.   This return check fee is an individual cardholder expense and is not reimbursable to the traveler.  Effective 10 August.


· The contractor can offer a pay-by-phone service, Cardholders may choose to use this service, but the fee is not reimbursable.  They are already charging $10 for pay by phone transactions.

· Requires revision of the Card Application and Cardholder Agreement.  These have been modified and will be distributed to all cardholders to announce the reduction in cash and credit limits; the increased fee for ATM cash advances, late payment and returned checks; and the new fee for expedited delivery of cards.

     It’s important to realize that these changes were brought on by our high rate of cardholder delinquency and the large amounts being written off by the contractor.  These changes are necessary to ensure the continued availability of this travel card service to DoD and the Army.  Without the travel card program, Army activities would be forced to rely on older, more expensive travel measures. While these changes impose some costs and burdens on us, not having a travel card program costs much more.  An effective travel card program is in our own best interest, and it is up to all of us -- cardholders and managers -- to make the program work the way it is intended.


No questions were received prior to this edition of the UPDATE.  If you have questions regarding civilian personnel, please forward them to the email address below.  The answer will be provided in the December 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.
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