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Setting the pace through innovation, quality products, and customer-focused relationships.


Director’s Perspective

WELCOME TO THE INAUGURAL EDITION

From

Janice A. Carbone

North Central Regional Director

     Welcome to the inaugural edition of the Civilian Human Resources Agency (CHRA) North Central Regional Newsletter –The PACESETTER.  Although the North Central Region stood up a year ago, we have taken our time to develop a viable communication tool that embraces the needs of our community.  Our goal is to publish a newsletter that provides useful human resources information with a Regional focus.  We chose the name PACESETTER because that is what we always strive to do – set the pace in providing innovative automation tools, quality and professional products, and maintain responsive and  customer-focused relationships. 
     Since the restructuring of the human resources community last year, the Civilian Personnel Advisory Centers (CPACs), Civilian Personnel Operations Center (CPOC) and the Nonappropriated Fund (NAF) personnel offices have rejoined as a human resource service provider under the auspices of the Civilian Human Resources Agency.  As the North Central Regional Director, it is my commitment to continue providing the same high level of quality and timely service to our customers, continue to foster open communication with commanders, managers, and customers, and strive to exceed the customers’ expectations. 
     During the next year, we will embark upon many changes and challenges.  We look forward to implementing the National Security Personnel System, the release of the Army Portal which will allow employees to review their personnel data online via Army Knowledge Online (AKO), and continuing to address the issues raised in the CHRA Assessment Survey.

     I welcome your suggestions and comments about this newsletter and any other recommended formats for sharing information.  Recently, I began sending out short, monthly informational notes in an attempt to provide updated civilian human resources news, but this is only one avenue of communication.  Please let me know what method works best for you.  Send your comments or suggestions to Karen Huebner at email: Karen.huebner@us.army.mil.
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Special Features
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     False Rumor Regarding Destruction of Veterans Records Rumor Hinders National Personnel Records Center's Ability to Answer Veterans’ Reference Requests

Washington, DC . . . There is a false rumor circulating on the Internet, in e-mails, and among veteran service organizations that Official Military Personnel Files (OMPFs) at the National Personnel Records Center (NPRC), operated by the National Archives and Records Administration, will be digitized and then destroyed.  This rumor is NOT TRUE.  Neither the Department of Defense (DoD) nor the National Personnel Records Center intends to destroy any OMPFs stored at the Center.  The purpose of any electronic scanning would be to help preserve the originals and increase efficiency in handling reference requests.

     The National Archives and Records Administration preserves and protects OMPFs that were transferred from the military service departments because they are permanently valuable records that document the essential evidence of military service for the veterans of our nation.  NPRC stores and services OMPFs for retired, discharged, or deceased military personnel. The National Personnel Records Center responds to approximately 4,000 requests pertaining to military records each day, totaling more than one million requests each year.  Many of those requests are for Separation Documents (usually DD Form 214) and the Center answers the majority of those inquiries in ten days or less.

     Requests resulting from this false rumor will have a negative impact on NPRC's ability to respond to requests from veterans with real immediate needs, such as medical treatment, employment, retirement, etc.

National Security Personnel System (NSPS)
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The FY 04 National Defense Authorization Act authorized the Department of Defense to develop a new human resources management system for the DoD civilian workforce.  NSPS will bring more flexible and streamlined processes for:


>  Staffing to include recruiting, hiring, advancement, and promotion                      


>  Pay administration and performance management                    


>  Job classification                                                                            


>  Labor management relations


>  Discipline, adverse actions and employee appeals

     The NSPS design and implementation process is underway and includes the involvement of key stakeholders (managers, labor unions, and focus groups).  Phased implementation of NSPS will commence with Spiral One beginning in July 2005.  The next phase of NSPS, Spiral Two, is proposed for January 2006.  Finally, full implementation is scheduled for July 2007/2008.  The criteria for participation in Spiral One is being finalized and Component nominations are currently under consideration.

NSPS Latest News

     The NSPS Working Groups recently concluded a nearly 2- month effort to develop and evaluate over 200 potential design features for the Human Resources (HR) Management System. These options will be briefed to the Senior Advisory Group and will be submitted to the Overarching Integrated Product Team in mid-October for consideration and decision. Along with other related NSPS information, broad, pre-decisional HR, Labor Relations and Appeals design options may be reviewed at http://www.cpms.osd.mil/nsps/overview.html.

     On September 17, 2004, Working Group members concluded their efforts to explore options and alternatives that will provide the basis for the NSPS design.  A pre-decisional summary for some of the design options being considered have been posted on the Office of the Secretary of Defense NSPS website at: http://www.cpms.osd.mil/nsps/index.html
     Army has just concluded an initial series of NSPS Town Hall Meetings.  Twenty-four sessions were conducted worldwide.  Attendees received information on the current status of NSPS, key milestones, and were given the opportunity to ask questions.  The latest version of the briefing charts used for these briefings may be found at the following link: http://cpol.army.mil/library/general/nsps/index.html.
     Officials from the Department of Defense (DoD) and the Office of Personnel Management (OPM) met with the United DoD Workers Coalition, a coalition of union officials representing many DoD civilians who are bargaining unit employees.  This is the fourth union consultation meeting hosted by DoD and OPM seeking input from the unions regarding the design and development of NSPS.  (A separate meeting was held with the non-coalition union representatives on September 9.)  The focus of the September 10 meeting was on potential design options for the human resources system.  Discussion centered on pay banding, pay for performance, and hiring.

Military To Civilian Conversions And Modularity

     On September 16, 2004 the acting Secretary of the Army, the Honorable R. L. Brownlee, approved conversion of 8360 military positions to civilian performance in fiscal year (FY) 2005. In December of 2003, the Office of the Secretary of Defense released Program Budget Decision 712 directing the services to convert 20,070 (10,000 Army) positions from military positions to civilian and/contractor positions. The increased operational tempo of U.S. Forces require the Department of Defense to maximize use of human resources and ensure that military personnel perform "military essential" tasks. Concurrently, the Army initiated action to build and sustain at least 10 (and potentially 15) new active component combat modular brigades. This initiative enhances Army force capabilities, reduces stress on the current force, and spreads the operational tempo over more units. The army will transition to a modular, brigade-based Army that is more responsive to regional combatant commanders' needs. As a result, the Army increased its goal of military to civilian conversions from 10,000 to 15,000. This will move an additional 5,000 soldiers to the operational units.

     The Army's September 16th decision to convert 8360 military positions to civilian will help alleviate stress on the operating forces. Converting these 8360 military positions to civilian jobs is a critical link to kick-starting the additional modular brigades (rapidly deployable, self-contained units capable of full spectrum operations). Each Major Command and Army functional proponent submitted a proposed list of positions for conversion while using the inherently governmental commercial activities (IGCA) database to identify positions that were not military essential.

     The Army has reserved one-half work year funds for each conversion planned for FY 05. Total allocation will be based on the MACOM average salary and civilian manpower execution. Funds for FY 05 will be allocated in the FY 05 Funding Letter. Additional funds are being programmed for FY 06-11. However, MACOMS and agencies should begin to recruit for these positions immediately. Expenditure of FY 05 funds can be controlled by managing entrance on duty dates of civilians selected for these positions.  Of the 8360 positions approved for conversion in FY 05, 1,507 are on hold pending further discussions between the applicable MACOMs and Headquarters, Department of the Army (HQDA).  HQDA will notify applicable MACOMs of final decisions on the remaining 1,507 conversions.

Reprinted from the HQDA Civilian Personnel Bulletin, Number 04-19
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Benefits

Army Benefits Center – Civilian (ABC-C)

            
     Have you checked out the ABC-C Website lately?  There is a wealth of information available right at your fingertips.  Would you like to obtain a personal statement of benefits that provides information about your retirement, insurance, social security, TSP, death and disability, and leave balances?  Maybe you would like information about Post-56 Military Service Deposits, or the TSP Loan Program.  Perhaps you would like to access to the Retirement Annuity Calculator to determine what your annuity will be if you retire at 64 instead of 60.  All this plus much more can be found on the ABC-C website at https://www.abc.army.mil.

Retirement Estimates

     Now you can obtain a retirement estimate anytime without sending in a written request to the Army Benefits Center (which may take up to 14 days to get back).  It is so easy to do.

     To obtain a retirement estimate you can call ABC-C toll free at 1-877-276-9287.  All you need is your social security number and your Personal Identification Number (PIN).  If you have never created your PIN, you will need to first create a temporary 4-digit PIN that consists of your mmyy of birth (e.g., July 1945 is 0745) and then enter/verify your duty telephone number.  Instructions on how to access the telephone are available at the following link:                                       

https://www.abc.army.mil/Information/ABCGeneral/Information/ABCMenu.htm.
     You may also obtain a retirement estimate online at https://www.abc.army.mil by logging into the Employee Benefits Information System (EBIS).  In additional to your EBIS user ID and password, you will need your social security number and PIN.  The retirement estimate will provide information about Voluntary/Optional Retirement Benefits, Early Retirement Benefits, and FERS MRA + 10 Retirement Benefits.  Federal Employee Retirement System (FERS) employees are eligible to retire voluntarily at their minimum retirement age (MRA) with a minimum of 10 years (but less than 30) of creditable civilian service.  More information may be found on the website or by calling ABC-C at the toll free number.


Flexible Spending Accounts
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     The Federal Flexible Spending Account Program (FSAFEDS) is a flexible spending account program for Federal employees that can result in savings on health care and dependent care by setting aside pre-tax dollars to pay for eligible expenses.  Two programs are available and employees can choose to enroll in either or both accounts.

     The Health Care Flexible Spending Account allows employees to contribute up to $4,000 to a health care FSA to reimburse for medical expenses not covered by health benefits plans, including many over-the-counter medicines and products.  The Dependent Care Flexible Spending Account permits a contribution of up to $5,000 to an FSA which can be used to pay for eligible expenses for the care of dependent children under age 13 and/or persons of any age whom are claimed as dependents on the federal income tax return and who are mentally or physically incapable of caring for themselves.

     Federal employees who are eligible for FEHB may enroll in the Heath Care FSA.  Except for intermittent employees who are expected to work fewer than six months, all employees may enroll in a Dependent Care FSA, even if they are not eligible for FEHB.  Employees can draw upon the FSAFEDS account for reimbursement as eligible expenses are incurred. By setting aside money for eligible expenses before taxes are deducted from the paycheck, the employee pays less tax on less income and the savings translate into a significant discount on what is paid for care – usually between 20 – 40%, depending on the contribution level and individual tax situation. Current eligible employees may enroll in FSAFEDS online during the health benefits open season, currently scheduled for Nov 8 – Dec 13, 2004.  More information will be made available as open season approaches.  Information can also be obtained at https://www.fsafeds.com/fsafeds/index.asp.

MyPay Update

     myPay has been updated with new capabilities that provide employees greater flexibility. Employees may now establish a view-only Restricted Access Personal Identification Number (RAPIN).  The RAPIN allows the employee to provide a spouse or trusted individual with a view-only PIN. This is a great tool for those who are deployed.  Here’s how it works:      
     - Set the RAPIN by signing into myPay and from the main menu and clicking on the "Personal Settings" page.  Then click on the “Restricted Access PIN".      
     - Input the RAPIN and provide it to the spouse or another trusted individual.

     For the spouse/family member to use the RAPIN, they simply sign into myPay with the employee’s SSN under "LoginID" and then enter the provided RAPIN.  Remember, with the RAPIN the spouse or family member can view and print the LES and W2 but CANNOT make pay changes.

     myPay also now allows employees to enter a personal email address for future correspondence.  The email address will be used to keep notify employees of future events and capabilities, e.g. notification of pay changes. Use the “Personal Preference” page to provide the email address.  Don't have a myPay PIN?  
Go to www.dfas.mil.
 

· Under Civilian Pay click on MyPay - control your pay.

       -
Click on "Need a New PIN". Request the PIN, and a temporary PIN will be sent directly to your email account.

Deployment Pay Entitlement
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     If deployed to South West Asia or another foreign location on a TDY basis, employees may be eligible for danger pay, imminent danger pay, or post differential.  These entitlements are determined by the State Department and may change every two weeks.  Danger pay and post differential are each a percentage of basic pay up to 25%.  Imminent danger pay is a daily dollar amount based on $225 per month. 

     Department of the Army employees are required to submit the SF 1190 and the Foreign Location Record for Deployed Civilians upon arrival at the foreign location.   The NC CPOC strives to complete processing within the pay period in which the forms are received.  Normally, the employee will receive the entitlement pay within 30 days of CPOC receipt of the SF 1190 package.  There is one important exception: post differential is authorized only after the employee has been in-country for 42 days.

     Employees are also required to submit the SF 1190 package upon any change in foreign duty location while deployed.  Travel and duty at different locations may result in different post differential and danger pay allowances so it is important to document and submit in a timely manner to avoid pay errors.  Finally, a complete SF 1190 package, including the Foreign Location Record, travel orders and voucher, is required upon completion of the deployment. 

     A common problem that causes delays in processing is an incomplete Foreign Location Record.  To assure accurate processing, the time of foreign location arrival/departure and the actual foreign location city and country must be identified on the form. Other reasons for processing delays include failure to submit the SF 1190 or misrouting the SF 1190.  The SF 1190 and supporting documentation are the “work order” that begins the entitlement determination and payment process. Additional information on deployment pay entitlements, as well as the required forms, is available at http://cpolrhp.belvoir.army.mil/ncr/FunctionalAreas/benefits/deployment.htm


2005 FEHB Premiums

     The Office of Personnel Management has announced that the average Federal Employees Health Benefits (FEHB) premium increase for 2005 will be about 7.9%.  This will be the first time in five years that the premium increase has been less than 10%.  The new premiums take effect in January 2005. FEHB enrollees who have self-only coverage will pay on average $4.32 more biweekly, while those with family coverage will pay on average $9.99 more biweekly.

     During the FEHB open season, which runs November 8 through December 13, eligible federal employees and retirees can elect a new health plan or stay with their current plan.  Expect to see additional choices that emphasize personal decision-making and maximize the ability manage the cost of financing medical needs.  More information on FEHB – plan options, coverage and costs – is available on the FEHB website http://www.opm.gov/insure/ .
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Staffing

New Strategic Recruitment Website
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     The Civilian Human Resources Agency (CHRA) has developed a web site to assist HR professionals in carrying out the CHRA's strategic recruitment initiatives. On this site https://ncweb.ria.army.mil/Recruitment/Start.asp, which can be accessed through the CHRA web site, you will find guidance and tools to assist you in determining your organization’s strategic recruitment needs; guide you in developing your strategic outreach plans and show you how you can measure the effects of your outreach efforts in terms of return on investment.  Changes in the global environment are driving the imperatives for Army personnel transformation. The civilian personnel community must be ready, flexible and proactive in order to support the Army mission and promote a focused recruiting program to find and hire the best talent available. The HR community must be able to systematically forecast, analyze and develop plans to achieve the civilian work force necessary to support the Army mission. It is essential that a strategic outreach program be developed to attract a skilled and diverse workforce using various analytical tools and partnering with academic institutions, professional associations and other private/governmental organizations.

     In this environment, the need for a Strategic Recruitment Plan is crucial to our ability to attract and hire quality candidates. The plan must focus on not only local requirements and needs, but also those at the regional and Army-wide levels. The strategic recruitment process involves three major areas:

· Perform a strategic needs assessment by occupational skills needed, size, scope and timing of recruitment efforts.

· Develop a comprehensive recruitment strategy plan.

· Measure effects of outreach efforts and provide stakeholders with results.  Visit the site and become familiar with its features. It will help you navigate the challenges ahead in staffing the DA civilian workforce to meet our mission needs.

Recruitment and Retention Incentives - Part 1

(Retention Allowances)

     This is the first in a series on recruitment and retention incentives available to managers. Subsequent articles will cover recruitment bonuses, relocation bonuses, student loan repayment and superior qualifications appointments.

     The Department of the Army is faced with a significant challenge to meet the staffing needs demanded by our many critical missions. The NC Region is supporting the Corp of Engineers as it staffs the Gulf Region Division and the Multinational Force in Iraq, for example, and the military to civilian position conversions are beginning to flow through the system, to name three of the current major initiatives. Incentives can be, and often are, effectively used by our MEDCOM customers to lure skilled medical professionals, as well. Not only must managers recruit new employees, but we need to do what we can to retain current staff. Our governing regulations afford us several tools to use to increase our retention results. Over the coming issues we will explore several of the most effective. One of the most successful is the retention allowance.  A retention allowance of up to 25% of basic pay may be offered to certain current employees to retain their services.

     A current employee is eligible for a retention allowance based on the unusually high or unique qualifications of the individual, or a special need of the agency for the employee’s services.  Prior to approval of any retention allowances, a plan must be established that designates who has the authority to review and approve such allowances. The plan must also address the criteria to be considered when authorizing a retention allowance (including the amount of the allowance), procedures for paying the allowance, requirements for the service agreement, and documentation and record-keeping procedures.

     Normally, retention allowances are approved on a case-by-case basis, though management may approve a group retention allowance of up to 10%. Any group retention allowance over 10% must be approved by the Office of Personnel Management.

     Before paying a retention allowance, the recommending official determines the basis for the allowance, identifying the unusually high or unique qualifications of the employee, the special need for that employee’s services, and that the employee would likely leave Federal service in the absence of a retention allowance.  Retention allowances continue as long as the conditions warranting the allowance continue to exist. At least every 12 months, approving officials will review the initial documentation to ensure that the allowance is still warranted and that the conditions still exist. Retention allowances may be decreased or terminated, depending on the circumstances.

A retention allowance is paid at the same time as basic pay (every two weeks), although it is not considered part of basic pay. The action is processed effective the date proposed by management on the Request for Personnel Action (RPA) or the first pay period after its receipt in the CPOC Staffing, whichever is later. They are not processed retroactively.  The governing regulation for Retention Allowances is 5 CFR 575.301.
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Classification

Federal Wage System Job Description Formats

[image: image17.wmf]
 Federal Wage System (FWS) job descriptions are written in two basic formats, non-supervisory and supervisory.  For a non- supervisory job, list the MAJOR DUTIES with percentages of time and add the unnumbered statement, “Performs other duties as assigned.”  After the major duty portion, use four paragraphs to describe the SKILLS AND KNOWLEDGES, RESPONSIBILITY, PHYSICAL EFFORT, and WORKING CONDITIONS required for doing the work of the positions. The Job Grading Standard (JGS) for Federal Wage System Supervisors prescribes the format and evaluation criteria for FWS Supervisory positions.  Each job description contains a paragraph on SUPERVISORY CONTROLS, a numbered list and description of the MAJOR DUTIES (again with percentages) and the “Performs other duties as assigned” unnumbered statement.  Supervisory descriptions then address three FACTOR LEVELS: Nature of Supervisory Responsibility, Level of Work Supervised, and Scope of Work Operations Supervised.  Each Factor Level is assigned a point count.  Points are then totaled at the end of the job description and the grade of the job is determined by using the grading tables in the JGS.  Other JGS functional standards provide additional guidance on evaluating and describing Helper, Leader, Intermediate, Inspector, and Production Facilitating jobs.   Federal Wage System Job Grading Documents may be found at http://www.opm.gov/fedclass/html/FWSDOCS.asp.       
By Ruby Martin, NC CPOC

Fair Labor Standard Act (FLSA)

     An article in the FASTRACK NEWSLETTER, Number 2004-2, May-June 2004 has an issue related to the Fair Labor Standard Act (FLSA).  It explains a new provision in the law, under the National Defense Authorization Act for FY 2004, changing the method on how to calculate General Schedule (GS) employees overtime pay entitlements. The law now provides for GS exempt employees to be paid one-and-one half times the hourly rate of basic pay for GS-10, step 1 (including locality pay) or the employee’s hourly rate of pay.         
By Dennis Brickhouse, NC CPOC
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Human Resources Development Division (HRDD)
NCCPOC Mentor Program – Growing Leaders

     Mentoring is perhaps the truest form of dynamic learning. It is two people with a commitment to assist each other in furthering their leadership potential.  Most successful people have had a mentor at some point in their career. The title wasn’t always “mentor”; sometimes it was teacher, or friend, or even parent or relative.  In today’s rapidly changing work environment, it is expected that employees seek ways to transfer their skills and knowledge to others in the organization. Organizational mentoring provides leaders with a way to “coach” others to perform tasks and assume responsibilities versus “doing” them themselves and, allows protégés to learn from the leaders’ expertise and capitalize on their life experiences.  The North Central Civilian Personnel Operations Center (NCCPOC) recently began a third iteration of its mentor program. After carefully evaluating two previous iterations, North Central decided to revamp its program.  In preparation for the new program, the North Central Regional Training Center researched some of the larger corporate mentor programs across the country. The research revealed that many corporate programs place a greater emphasis on developing leadership skills rather than on the development of technical competencies.

     The “new and improved” NCCPOC Mentor Program reflects this same theme. The focus is on assisting protégés in developing and enhancing their leadership abilities including critical thinking, communication skills and conflict management skills. Protégés are also given the opportunity to increase their knowledge of the overall Army structure. The program includes the use of an innovative tool that contains a collection of resources and suggested activities specifically designed for both mentors and protégés. It provides participants with a “tool box” full of ideas that can be individually tailored to meet the needs of each of the mentoring pairs. If your organization is interested in beginning a mentor program and would like more information, please contact Michele Fetterley at (309) 782-1800 or email Michele.Fetterley@cpocria.army.mil
FREE Online Courses

     E-Learning has become the Army's primary means of satisfying initial and recurring IT training across the entire spectrum of individual and organizational requirements. The e-Learning program offers 1,500 Information Technology, Business, Leadership and Interpersonal Skills courses to all DA civilians, Army Active Duty, Army National Guard and Army Reserves.  Courses are free to the individuals and their organizations.  In addition to the dozens of IT courses offered you will also find courses covering topics such as Stress Management, Human Resources, Ethics, Customer Service, Workplace Harassment and Mentoring. At present, over 150,000 students are enrolled.

Please follow the steps below to register for the Army’s e-Learning Program: 

Step 1. Log onto: http://usarmy.skillport.com.

Step 2.  Click on “Register”.  

Step 3. Read the directions and click on either “ATRRS Application” or “Register for SkillPort” if you are ready to register.  

Step 4. Read the eligibility requirements on this page before clicking on “continue”.  If you are not eligible for this program the system will not allow you to register.  

Step 5. On the next page: Enter your AKO User Name and AKO password, and click on submit.

Step 6. Once the system accepts your registration you will receive two emails in your AKO email account.  One email has your e-Learning logon id (AKO User Name) and the address you will use to log onto the e-Learning Program, and the second email will contain your password.

Step 7.  When you logon to e-Learning for the first time, it is HIGHLY recommended that you review the “User Guide" of the web site. The icon can be found at bottom right of screen.  This is twelve minutes of very informative information on how to navigate the site and access courses.  

     This article, along with other valuable training information, can also be found in the NC Regional Training Center newsletter, the "Training Wheel" at

http://cpolrhp.belvoir.army.mil/ncr/FunctionalAreas/hrd/Training%20Wheel%20Sep%2004%20Ed.pdf
Leadership Course Tutorial

    The CHRA Tier 1 assessment identified concerns regarding the lack of information available on leadership training.  In response to these concerns, the CHRA NC Region Human Resource Development Division (HRDD) developed a Leadership Course Tutorial Guide.  The book is a “how-to” guide that addresses the requirements and procedures for registration into many leadership classes the Army makes available.  It covers everyone from brand new employees to SES employees. Many of the most frequently ask questions are answered including:  Who may attend the course; How is the course funded; What is the goal of the course; and How do I apply for the course.  The book also includes a Sample Application Checklist, sample DD Form 1556s and information on training regulations, policies and guidance.

     A copy of the guide is available at:   http://cpolrhp.belvoir.army.mil/ncr/
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> Click on Functional Areas                                                                                                                 

> Click on Human Resources Development                                                 
> Click on Leadership Training

> Click Leadership Course Tutorial Guide. 

If you need additional information on leadership training courses, please contact Ms. Pam Koby, 309-782-5055 (DSN 793), Pamela.Koby@cpocria.army.mil.

HR for Supervisors Hits the Spot

     “Just what the doctor ordered…” is how one participant described the newly renamed HR for Supervisors course (HRFS). The CPACs of the North Central Region have presented six HRFS courses during the 3rd and 4th quarters of FY04, with more scheduled in early FY05. The reviews have been very encouraging; new supervisors as well as those with more experience say they have learned something new and valuable in the course.

     While the course does not take the place of the Supervisory Development Course (SDC), most participants say that it is very worthwhile. One class even recommended the course to each of their managers. The course began as Human Resources for New Supervisors, providing tools on Classification, Labor/ MER, Staffing and Human Resource Development to those who were beginning their supervisory careers. However course reviews soon proved that seasoned supervisors could also gain from the curriculum. In fact many have suggested that a “refresher course “ should also be considered.

     The course is designed as a forty-hour class and while most supervisors indicated that time was a precious resource, a recurring theme on evaluations seemed to be that more time is needed. Other comments included; “This course imparted excellent tools for supervisors.  Well done!” And “I consider this a must for all supervisors, new & old.” 

If you are interested in holding an HR for Supervisors course or have questions about the course content, contact Alex Papke at 309-782-4056, DSN 793 or email alexander.papke@cpocria.army.mil
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Labor/Management-Employee Relations (LMER)
Excused Absences For Voting

[image: image19.wmf]Civilian employees shall be excused for a reasonable time for the purpose of voting as follows:  As a general rule, employees may be granted excused leave which will permit them to report to work three hours after the polls open or leave work three hours before the polls close, WHICHEVER REQUIRES THE LESSER AMOUNT OF TIME OFF.  Employees on flexible work schedules will be excused only for those hours, which cannot be accommodated by their flextime schedules.  Where the general rule does not permit sufficient time, e.g., beyond normal commuting distance, employees may be excused additional time depending on the particular circumstances of each individual case.  Excused absences must be coordinated with the supervisor.

Removal During Probationary Periods

     Given the increased pressures to operate efficiently, agencies should be quick to remove underperformers during the probationary period, according to the newest Issues of Merit Newsletter from the Merit Systems Protection Board. One of the most important times to address performance is during the probationary/trial period. As the final step in the examination process of a new employee, this period-which generally lasts 1 to 2 years-is designed to give supervisors the opportunity to assess how well an employee can perform the duties of a job.

Probationary Period (1 year) = competitive service employees

Trial Period (1-2 years) = excepted service employees

     Employees' performance during this time period usually serves as a good indication of how well they will perform throughout their career. During this period, supervisors should provide assistance to help new employees improve their performance while, at the same time, determine whether or not the employee is suited for a position.

     The supervisor should take the proper steps to document the employee’s poor performance or conduct and notify him or her of the termination date.  It is critical that this process be completed before the end of the probationary period.                             
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NAF NEWS

NAF Employee Benefits Online

[image: image20.wmf]     The US Army Community & Family Support Center, NAF Employee Benefits Office is pleased to announce the introduction of Employee Benefits Online.  NAF Employees can now access their Benefits Record through this new system.  Employees will be able to view and print their Personal Benefits Statement, which includes complete information on benefit elections, the level of benefits elected, an explanation of the cost and value of the benefits, and personal information, including dependent data and beneficiary designations.  NAF employees may access Employee Benefits Online at the following link:  http://nafbenefits.com.
     More information about the benefits program or the new Employee Benefits Online may be obtained by contact the local NAF Human Resources Office.

NAF Medical ID Card Fraud

     The recent edition of the DoD NAF Health Benefits Program Newsletter discussed the issue of Medical ID Card Fraud.  The National Health Care Anti-Fraud Association, of which Aetna is a founding member, pursues the prevention and detection of health care fraud with anti-fraud education, training, and professional interaction. They recommend taking the following steps to eliminate the threat of ID fraud:

1) Keep your medical ID card in a safe place and never share with another person.

2) If your card indicates your Social Security Number, you must protect your ID card to avoid unauthorized use of the card. Someone could use your SSN to obtain medical records, prescription drugs, or tamper with your medical records.

3) Report any loss of your ID card to Aetna as soon as possible.

4) Examine your Explanation of Benefits (EOB) statement when you receive it in the mail, or when you receive your EOB statement on-line at Aetna Navigator, https://member.aetna.com/Member_Public/index.html  to verify that the services billed for you are accurate.  
     Aetna's Special Investigations Unit has a toll-free confidential hot line telephone number (800-338-6361) if you have questions, need information, or want to report potential fraud-related problems. The hot line is available seven days a week, 24 hours a day.
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Around The Region

Military Technician News - Fort McCoy

     The North Central Civilian Personnel Operations Center has two Branches dedicated to supporting the Military Technician Program throughout the United States, Germany and Puerto Rico.  Congress establishes a minimum number of Military Technician authorized positions that each Army Reserve Regional Readiness Command is to have on the rolls at the end of the Fiscal Year (FY).  That number is referred to as the “floor”. This number may be exceeded, but the Commands must not drop below it.  The consequence of not meeting the floor is the loss of authorized spaces in the next or later years.  The dollars allotted by Congress have not always been received at the Commands in a timely manner during the year for recruitment purposes, so there has always been a mad scramble at year end to bring Military Technicians on-board.  This year a new strategy was implemented to overhire Military Technicians in areas with large applicant pools.  A very aggressive recruitment effort was launched in May, 2004, with over 350 announcements prepared for different series, grades and geographical locations.  This effort resulted in over 2,500 referrals issued to managers.  This overwhelming joint effort between the Fort McCoy CPAC and NC CPOC paid off; this year’s Congressional floor, year-end strength was not only met, but exceeded.  This successful overhire initiative will be utilized again next year in targeted locations and will be spread out over the entire year with quarterly monitoring among the Regional Readiness Commands.   

Submitted by Rene Vandegejuchte, NC CPOC 

AMSC Offers a More Flexible Version of Leadership Course –
 Fort Belvoir

     The Army Management Staff College (AMSC) on Fort Belvoir is piloting Sustaining Base Leadership and Management (SBLM) - Metro, a yearlong program designed for students working in the D.C. Metropolitan area.  The pilot program runs Jan. 10 through Dec. 16, 2005, offering resident style classes stretched out into monthly sessions.  Students will attend three five-day sessions in full residence, while staying in Fort Belvoir lodging. The rest of the program will require two seminars per month, for eleven months.  Under SBLM-Metro, students must attend 10 guest speaker sessions at the AMSC ranging from senior leaders in the Army to senior leaders in other armed forces.

     Students could attend sessions at National Defense University at Fort McNair in Washington, D.C., congressional hearings on Capitol Hill or speaking programs hosted by other organizations that analyze defense issues.  Those interested in the pilot program or the other SBLM programs can find out more information by visiting the AMSC Web site at http://amscportal.belvoir.army.mil.

Walter Reed's MEO Bids Win Initial Decisions for A-76 Studies

     Walter Reed's base operations systems and hospital housekeeping employees got the news they've been waiting to hear for more than four years -- the government's Most Efficient Organization bids won the initial decisions for commercial activities, or A-76, study at the medical center.  Both initial decisions are subject to the appeals and protest process but that didn't stop employees from enthusiastically applauding the decisions when Walter Reed Health Care System and hospital commander, Col. James K. Gilman, and WRAMC Garrison Commander, Col. Jeffrey W. Davies, announced them Wednesday, 29 September 2004, in the Wagner Sports Center.

     Walter Reed has been involved in the A-76 study since early 2000, looking at nearly 900 positions to determine the most efficient and cost effective way to handle support functions.                                        
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