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A MESSAGE FROM THE DIRECTOR
Mary Rodriguez

    Can you believe it’s already December?  Seems like just the other day we were celebrating the beginning of the New Millennium!  

    And we’ve been soooooo busy.  Amidst all this hustle and bustle let’s not forget to make and take time for what’s important -- quality time with family and friends, personal self renewal and growth, sharing of self with others, and continuing to be the best we can be in our personal and professional lives.  
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    Speaking of our work lives here at the West CPOC, we just completed transitioning from the former Staffing Services and Classification Divisions into our new Customer Focused Divisions/Branches/Teams.  We had a few unexpected obstacles to overcome -- contract workers who failed to report when scheduled to accomplish the physical movement of furniture and equipment, longer than expected computer and telephone re-hookup time,  network problems after computers were reconnected, etc.  But in the good old West CPOC can-do spirit, everyone remained flexible and pitched in to help wherever they could.  We are now in our new configuration and operating smoothly.  As was our intent, our customers are the primary benefactors.  The expected benefits for them include:  more timely and improved responsiveness, shared knowledge of customer’s mission, consolidated services in one branch, enhanced staffing/classification interaction and coordination, and single Branch Chief point of contact.

    Last month we hosted a CPAC/CPOC 

Partner Meeting.  Our CPAC Directors 

received information on such key issues as Review and Analysis, productivity, SF50 quality, our new customer focused teams, fill time, Resumix referral procedures, DCA roles and responsibilities, classification advisory database, the new gatekeeper concept, and the newly developed training package for managers and supervisors.  They also received a demonstration of the new automated reports and tools available for their and their managers’ use on our web page.  All in all, it was a very productive meeting -- a lot of information was shared and much was accomplished.  But the most important thing was the mutual understanding by all of how far we have come in our partnering efforts.  We have truly gotten over the hump, as they say, and are firmly on our way to fine tuning and improving our processes together.  And that’s something to really be proud of!  I thank all of you for your part in this -- without each of you being personally committed to making our partnerships work, we would not be where we are today!

    And if we weren’t in such good shape today, dealing with all the challenges of tomorrow would be that much harder.  We’ve got our plates full -- migration to Resumix 5.3G, hosting our next Commanders’ Civilian Personnel Advisory Council (CCPAC), deployment of Modern System, and incorporation of a standard Army-wide recruitment process, while at the same time continuing to provide the best  quality  and timely  services to our 
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customers.  But we can do it!  I know it in my head and I can feel it in my heart -- you always come through and never let me or each other down.  It is truly an honor and my distinct privilege to serve as your Director -- I pray every day I don’t let you down.  

FROM THE DESK OF THE DEPUTY DIRECTOR

Lisa Lessard

[image: image3.wmf]    November was a very eventful month for the WCPOC team.  On 5 November, we merged the Staffing Services and Classification Divisions into two Customer Focused Divisions.  Under this new concept, there are six Customer Focused Branches responsible for providing the full range of CPOC services in classification, staffing and processing to assigned installations or activities.  The physical transformation was a tremendous challenge, and we can now happily report that the entire WCPOC staff has a desk, computer, and a telephone!  We appreciate all of your patience during this turbulent period and particularly the CPOC staff who stayed the course and kept their sense of humor.  We are confident that this new one-stop concept will enhance our service capability.  

    We also received the long-awaited approval from OSD for Modern System deployment in the West region.  We will deploy Modern System 13 through 30 April 2001.  Planning and preparations are in fast forward.   You will be seeing a lot of information about Modern System in this and future newsletters and on the WCPOC web site under local news.  Stay tuned!

    Due to conflicting schedules, we decided to re-schedule the West region Commanders’ Civilian Personnel Advisory Council to 13 February 2001.  However, the CPAC Directors and CPOC leadership team were able to get together in November for a Partner Meeting.   The meeting was very productive.  I was particularly pleased to have the opportunity to meet with the CPAC Directors -- some of you for the first time -- and I look forward to working with you in the future.

    The holiday season reminds me of all of the things I have to be grateful for.  Serving as the Deputy Director in the West region with such a talented and committed staff is certainly on my list.  Warmest wishes to all of you for a wonderful holiday season.    
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Janet Yarnell, Chief, Functional 

Automation Branch, ISD, WCPOC

    It's official...our deployment date to Modern DCPDS is 13 April 2001!  In order to ensure a smooth transition, we have a lot of preparation to do.  Headquarters, Department of the Army has provided the West Region with a 41 page task list!  This task list can be found on the Army's CPOL website (http://cpol.army.mil/) under Modernization, Deployment:  General and Regional  Info.   Training   the   personnel
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community and customers is one of our biggest challenges.  To ensure we are well prepared to provide the training, the West CPOC has put together a train the trainer team known as the "Mod Squad."  The members of the Mod Squad meet regularly to learn how to process personnel actions in Modern DCPDS and develop the necessary skill and expertise to train others on the system.  For additional information on Modern DCPDS, please visit the West Mod News Center at:

http://www.wcpoc.army.mil/_NewSite/WestCPOCHome.htm.

MODERN SYSTEM DEPLOYMENT - IMPORTANT DEADLINES FOR

SUBMITTING PERSONNEL ACTIONS

Lisa Lessard, Deputy Director, WCPOC

During the Modern System deployment between 13 and 22 April 2001, there will be no automated personnel processing capability in the West Region.  Accordingly, we have published deadlines for submitting civilian personnel actions to the CPOC as follows: 

ACTIONS TO BE EFFECTIVE  

On or Before 22 APRIL 2001

(*except as noted below)
DATE DUE IN CPOC

Changes in UICs
12 Jan

Organizational Structure 

   Changes/Realignments
23 Feb

*Retirements (to be effective 

   1 Apr – 3 May)
1 Mar

Non-competitive Accretion of 

   Duties Promotions
16 Mar

Position Classification Reviews
16 Mar

Establish/Fill Actions
16 Mar
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30 Mar

Reassignments
30 Mar

Changes in Work Schedule
30 Mar

[image: image6.wmf]Changes to Life Insurance
30 Mar

Quality Step Increase (QSI)
30 Mar

Leave without Pay/Resignations
30 Mar

*Extensions  (to be effective 

   13-27 Apr)
30 Mar

Non-competitive Career Ladder 

    Promotions
30 Mar

Recruit Fill Actions
30 Mar

Termination of Temporary 

   Appointments
30 Mar

Training Requests (through the 

   TRAIN FPI)
30 Mar

Awards (except for QSI)
30 Mar

*Suspensions  (to be effective 

   13-27 Apr)
30 Mar

    These dates are contained in the MS Bulletin #2, dated 22 November 2000 and may be supplemented with local CPAC cut-off dates.  The bulletin is available on the WCPOC web site under MS local news.  Personnel actions that are not in the CPAC or CPOC in-boxes by the published  cutoff  dates  will  be 
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automatically dropped out of the system.  We appreciate your cooperation in assuring a smooth conversion to the Modern System in the West Region.

DA ANNOUNCES “THE WORK

NUMBER FOR EVERYONE©”
From Department of the Army Civilian Personnel Bulletin, 1 Dec 00

    Requests for employment and salary information will soon be directed to “The Work Number for Everyone©”, an automated employment verification service that allows you to have your employment and salary verified within a matter of minutes.  This fast, secure service is used for mortgage applications, reference checks, loan applications, and apartment leases.  Anything you need that requires proof of employment.  It is quick, accurate and best of all it’s easy.

    “The Work Number for Everyone©” will speed up this process by giving you and your verifier access to employment information 24 hours a day 7 days a week.  “The Work Number for Everyone©” is a cost effective and environmentally smart way for Department of the Army employees to have their employment verified confidentially.

    What are the benefits of this service?

   - Faster, more efficient, and more complete responses to employment verification requests

   - Increased security for sensitive salary information

   - Standardized verification procedures

   - An audit trail to insure proper verification procedures

   - Longer hours of accessibility to employment verification information

   - Dedicated Client Service Center

    This service is now available.  DA will be forwarding detailed brochures to Civilian Personnel Advisory Centers.  You may also visit DA’s website on CPOL.  From the home page at

http://cpol.army.mil click on “Links” at top of the page; then click on “Employment Verification Service TALX” for more information, or call 1-800-996-7566 to speak with a Work Number Customer Service Representative.

NEW INFORMATION TECHNOLOGY

(IT) PAY SCHEDULE
From Department of the Army Civilian Personnel Bulletin, 1 Dec 00

    The Office of Personnel Management has released the draft 2001 annual salary tables for the General Schedule (GS) and draft special rate tables for certain IT workers at:  

http://www.opm.gov/oca/01tables/GSannual/index.htm.  The rates of pay shown in the draft salary tables will not be official until the President issues an Executive Order later this year.

GOVERNMENT TRAVEL ETHICS RULE

From FedAmerica

    As a result of a district court of appeals decision in favor of EPA employees’ claims for travel expenses, the Office of Government Ethics published an interim rule last week which says certain federal employees can be reimbursed for travel expenses related to unofficial speaking.  Prior to 1995, a provision  in  the  Standards  of  Ethical 
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Conduct prohibited federal employees from accepting compensation--including travel reimbursement--for teaching, speaking or writing on matters relating to their official duties.  However, two EPA employees successfully challenged that provision, citing a concurrent General Services Administration rule that allows federal agencies to permit employees to accept travel reimbursements for official speech.  The disparity was noted by the district court of appeals, and the travel part of Office of Government Ethics rule was determined to be unconstitutional.

DELEGATED CLASSIFICATION AUTHORITY

Severin Johnson, Chief, Branch D, 

CFD II, WCPOC 

    The Department of the Army (DA) policy is expressed in an Assistant Secretary of the Army (Manpower and Reserve Affairs) Civilian Personnel Policy (SMAR-CPP) dated 17 November 1997.  The stated purpose of delegation of classification authority (DCA) is to enhance the personnel management authority of supervisors by providing maximum control over the positions in their organizations.

[image: image7.wmf]    This DCA is set against the backdrop of governing laws such as the Classification Act of 1949, and the Position Classification Standards (PCS) that have been developed by the Office of Personnel Management (OPM).  Exercise of DCA must be consistent with applicable law, regulations, and PCS.  Requisite to the exercise of DCA is first training of the individual supervisor,  and secondly a 

delegation letter from the Commander/ Director.

    Within the organizations and installations serviced by the WCPOC, there are varying degrees of delegation.  Some organizations have delegated authority down to a specific level on the installation.  Other  Commanders/     Directors have retained the authority.  Still other organizations have retained the delegated authority at a headquarters level.  There are no organizations that have delegated the authority to the WCPOC.

    The operational theory behind DCA is that the manager with delegated authority sends a classified job description through the local CPAC to the WCPOC.  The WCPOC classification specialist reviews the manager's classification and, if there is agreement with the evaluation, the action is processed and coordinated to the staffing specialist for further processing.  If there is disagreement which does not impact on the grade requested by the manager, a verbal advisory is provided to the manager for resolution.  These types of disagreements could be such things as the title requested is not appropriate under OPM PCS; a factor level is not supportable, but the grade is still supportable; the series requested is not appropriate.  If the disagreement rises to  impact  the  grade  identified,   the 

                                                                     6

verbal advisory is followed by a formal written advisory to the manager, if requested.  If the manager disagrees with the written advisory, then the manager initiates "overrule" procedures.  "Overrule" procedures vary from installation to installation.  Several installations retain overrule authority only in the Commander/Director, Deputy Commander, Chief of Staff, or some other position in the Command Group.  In those cases where the Commander/  Director has chosen to retain DCA, then only that individual can overrule.  Some MACOMs require a higher level in the chain of command make the overrule decision.  If the Commander/Director has retained DCA, then any overrule in those MACOMs would have to leave the installation to the next higher Commander/Director.  Department of the Army's (DA's) Business Process Map (BPM) gives the manager ten calendar days for the review/overrule of the advisory.  Please see your local CPAC for the procedures for your installation.

    One final note:  There are organizations that have ascendant authority over classifications made by local DCA managers.  Through inspection visits, or appeals, DA's Civilian Personnel Evaluation Agency (CPEA), DOD's Field Advisory Service (FAS), and the OPM could direct the correction of a miss-classified job.

AUTOMATION TOOLS FOR 

CLASSIFYING JOBS

Severin Johnson, Chief, Branch D, 

CFD II, WCPOC

[image: image8.wmf]    To assist managers in their DCA authority, there are three automated tools.  DA has established a Position Description Library (PDL) which includes jobs from all over DA.  It can be accessed through DA's Civilian Personnel On Line (CPOL) at: www/cpol.army.mil.  If you use a PDL job, the CPOC will only perform a quick cursory review.  PDL jobs are not always free of problems, so the review may need to be more substantive, but using a PDL job shortens the time of the manager in creating a new job description.  COREDOC is an automated classification tool that a manager can use to create a job description for use in their organization.  If there is only minor editing done to the contents of the description and the mission of the created job matches the mission of the organization, then the review at the WCPOC should be done expeditiously.  Finally, FASCLASS is a database that includes all current positions in the West Region.  You can do searches for the type of job you are seeking and download the job description into "Word" and make it fit your local situation.  The provided evaluation can also help shorten the evaluation process of the manager.  The chances that a West FASCLASS job has all the required elements is much better than PDL.  You can access through DA's CPOL the FASCLASS databases of the other regions.
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NEW POLICY FOR RETROACTIVE 

CAREER LADDER PROMOTIONS
Joanne L. Weier, Chief, Branch A, 

CFD I, WCPOC

[image: image9.wmf]    The Department of the Army has recently implemented a new policy regarding the effective dates for career ladder promotions.  The policy states that “all non-competitive career ladder promotions will be made effective on the first full pay period after the employee becomes eligible for the promotion”.   This policy became effective for trainees who were eligible for promotion after 31 October 2000.  Eligibility requires that the employee be performing satisfactorily, and that all training and qualification requirements have been met.  

    The effective date of a civilian personnel action is normally set on or after the date the action is formally approved by an authorized approving official.  In a regionalized environment, the approving authority is delegated to the CPOC Director.  Management is still expected to submit a PERSACTION in a timely manner.  Retroactive non-competitive promotions should always be the exception, not the rule.

FEDERAL HOLIDAYS FOR FY 01

09 OCT 00 
Columbus Day

11 NOV 00 
Veterans Day (observance 

on 10 Nov 00)

23 NOV 00 
Thanksgiving Day

25 DEC 00 
Christmas Day

01 JAN 01 
New Year’s Day

15 JAN 01 
Martin Luther King, Jr. 

Birthday

19 FEB 01 
Washington’s Birthday/ 

President’s Day

28 MAY 01 
Memorial Day

04 JUL 01 
Independence Day

03 SEP 01 
Labor Day

WCPOC TRAINING MATERIALS LENDING LIBRARY

Bob Zenda, Chief, HRDD, WCPOC

[image: image10.wmf]    Did you know that our Human Resources Development Division maintains a "Regional Lending Library" of training materials?  Our library includes such "hot" contemporary items as the "FISH!: Catch the Energy, Release the Potential" and "Who Moved My Cheese" videocassettes, as well as many other videos, audiocasettes and books that are available at no cost to you, the user.  Check out our web page at:  

(http://www.cpoc.army.mil/_NewSite/WestCPOCHome.htm) under Functional Areas/Human Resource Development Division for a complete listing of personal and professional development materials that can be checked out for use in your organization.
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USAJOBS

From the 2000 Federal Personnel Guide
    USAJOBS is the government-wide Automated Employment Information System.  All of the components of the system are updated with the Federal Jobs Database of several thousand worldwide job opportunities every business day.  The system is available in a variety of formats to provide easy and convenient access to all job seekers through telephone or computer.  USAJOBS allows the public to go to one place for information about virtually all job opportunities within the Federal Government, many state and local governments, and private sector job listings as well.  The system is available 24 hours a day, 7 days a week.  USAJOBS consists of:

   - USAJOBS Internet Website.  The United States Government's official Website for jobs and employment information may be accessed at www.usajobs.opm.gov.  On the Website, job seekers can access current federal job vacancies, employment information line fact sheets, application forms, online resumes, and apply for some jobs through the online applications process.  Complete job announcements are attached to job listings and can be printed or saved from the screen.  The Website is available 7 days a week, 24 hours a day.

   - Nationwide Telephone System.  Call nationwide (912) 757-3000.

   - Federal Touch Screen Computer Kiosks.  These self-service informaton providers are located in OPM offices, in many federal buildings, and colleges and universities throughout the country.  At the touch of a finger,  job  seekers can 

view vacancy listings, print complete job announcements and print application forms.  Touch Screen Computer Kiosks can be customized to deliver agency-specific job listings and vacancy announcements.

   - Career Transition Information.  Career transistion information can be obtained from OPM's Career Transition Forum at www.usajobs.opm.gov.  OPM's Career Transition Hotline is (202) 606-2425.

   - State Employment Services Offices.  Each office has a list of current open federal examination and vacancy announcements.  The list may be on a printed report, on microfiche, or on a computer.  Most State Employment Services offices can access the systems of the federal government.

   - Federal Employment Info Line Factsheets.  The Office of Personnel Management prepares and issues a series of Federal Employment Info Line Factsheets.  These are nationwide employment information handouts that provide quick, standard responses to inquiries on a variety of subjects related to federal employment.  They are available through all of the USAJOBS components.

    At any given time, there may be many thousands of federal vacancy listings publicized on USAJOBS.  Over half of these opportunities may be open to the public at large.  Opportunities ranging in responsibility from entry level to senior executive are often available to all.  Many special outreach programs exist for minorities, students, the disabled, and veterans.  The federal government is leading the way as  an Equal 
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Opportunity Employer, and all selections are based on individual merit.

    In some cases, applicants may apply for a federal job by making a telephone call.  Although OPM's Telephone Application Processing System is currently limited to a few occupations, this highly successful and easily accessible application process will be expanded to include a greater number of jobs in the near future.  Border Patrol Agent is an example of a complex hiring process that can be started with a telephone call.  Alternate ways of applying for this positions include online applications through Internet or by applying at a local college job fair.

EEOC ISSUES REASONABLE 

ACCOMMODATION GUIDANCE

Re-printed from FEDmanager, a free weekly e-mail newsletter

    The Equal Employment Opportunity Commission (EEOC) has issued guidance to federal agencies on handling requests for reasonable accommodation by employees and applicants with disabilities.  The guidance explains Executive Order 13164, which requires all federal employers to establish effective written procedures for processing reasonable accommodation requests.   It also explains that individuals with disabilities may request reasonable accommodation at any time, and that the requests may be made orally or in writing.  It advises agencies to authorize first-line supervisors to consider and approve requests wherever possible, and states that time limits for deciding whether a request will be granted must be as short as reasonably possible.   The guidance explains 

the circumstances under which the agency can request medical information from the employee or applicant.  It also provides information about what constitutes an "undue hardship" on an agency, allowing it to deny a request for reasonable accommodation.  The guidance may be found at:

http://www.eeoc.gov/docs/accommodation_procedures.html. 

    Questions and answers on the guidance are available at: 

http://www.eeoc.gov/docs/qanda-accommodation_procedures.html.

VETERAN'S BENEFIT

APPLICATIONS NOW ONLINE
Randy Bostwick, Chief, Management Support Office, WCPOC

    The Department of Veteran's Affairs now has two systems available for veterans.  One system allows veterans to apply for health care and the other to apply for compensation, pension, and rehabilitation benefits. The applications for both types of benefits can be reached through the "Veteran On Line Applications" tab at:

http://vabenefits.vba.va.gov/.  The application for health care benefits requires a signature, so after filling out the form online and submitting it electronically, a hardcopy of the form will be mailed to the applicant for signature.  Alternatively, the applicant can print the form, fill it out, and send it to the appropriate VA health care center.  The application for compensation, pension and vocational rehabilitation benefits can be completed online.  The application forms are individually encrypted to ensure the privacy of the veteran's personal data.
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[image: image11.wmf][image: image12.wmf]    On 6 November David Mendias, WCPOC Personnel Staffing Specialist, received a Superior Civilian Service Award from General Hendrix, Commander, USA FORSCOM.  MG Russ, Commander, U.S. Army Signal Command, presented the award.  The award recognized David for his aggressive and successful efforts in improving the quality of the personnel staffing service to Madigan Army Medical Center.
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