	Welcome to the CHRA North Central Region Newsletter!

April 2005
Issue 02-02
[image: image8.jpg]



[image: image9.jpg]W Pacesetter
ol

il

v




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


Director’s Perspective

Looking Backward/Looking Forward

From

Janice A. Carbone

North Central Regional Director
     Things are changing.  Are they ever!  And our organizations and jobs will never be the same.  Changes are based on the global environment, on changing technology, on our changing workforce, on cultural and demographic changes, and on the changing nature of work itself.  The changes are different this time.  They are permanent, and will permanently affect the way our work and our lives are structured.

     During the first half of Fiscal Year (FY) 2005 our concentration has been on supporting many Department of Defense (DoD) and Department of Army (DA) change initiatives; National Security Personnel System (NSPS), Global War On Terrorism (GWOT), Disabled Soldier Support System (DS3), and Army Portal just to name a few. 

     There is a great deal of talk about how the upcoming changes in our workplace will affect our employees’ lives.  Adapting to these changes will require our employees work smarter and improve their work practices to be more effective and productive.  To help our workforce be successful we must continue to foster open communication with them as well as commanders and managers.  We must approach these changes with honor and integrity.

     As the North Central Regional Director, I realize that our role as a service organization is to provide quality and timely service to our customers during these changing times.  I am confident that we can and will do this with your continued support.

Thank you for being our partner and customer!   
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Special Features
Latest on National Security Personnel System (NSPS)
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         The first part of the three part Federal Register notification process for the proposed National Security Personnel System (NSPS), the formal 30-day public comment period ended on March 16, 2005.  There were over 58,000 comments submitted by employees, interested groups, private citizens, elected officials, and national and local union representatives.  Comments received fall under the following categories:  many were interested in hearing more details about the proposed system and were concerned about how the actual implementation of NSPS would work; some welcome the concept of pay being linked to performance; other expressed concern about fairness and consistency in the performance management process, the importance of communicating performance expectations to employees, and the importance of training and proper funding.  Other comments were focused on questions regarding the pay banding structure, including what criteria would be used to determine career groups, and how rate ranges and local market supplements would be set.  In the area of labor relations, many comments centered on the scope of collective bargaining under NSPS, the makeup of the proposed National Security Labor Relations Board, and concerns over employee rights.

     Unions representing Department of Defense (DoD) employees also submitted comments.  The NSPS statute provides for a “meet and confer” period in which employee representatives meet the DoD and Office of Personnel Management (OPM) officials for a minimum of 30 days to discuss the union concerns and recommendations.  These sessions stated on April 18, 2005.  They are being facilitated by the Federal Mediation and Conciliation Service and represent an opportunity for the parties to find common ground.  DoD and OPM will report the results of the meet and confer process to Congress.  Final decisions on the proposed regulations will not be made until the meet and confer process is completed.  Employees are encouraged to continue visiting the NSPS website for the most recent information and announcements regarding NSPS at:
http://www.cpms.osd.mil/nsps/index.html or http://cpol.army.mil/library/general/nsps/

Core Values Unchanged in NSPS

     There are quite a few things being said about the changes that will happen as a result of NSPS.  While it is important that employees understand these changes, it is just as important that they are aware of the things that will not change.  

     Here is a list of some of the fundamental principals that will not change as a result of NSPS:

· Merit system principles – preserved;

· Rules against prohibited personnel practices – apply equally under NSPS;

· Veterans’ preference – preserved;

· Whistleblower protections – preserved;

· Benefits (retirement, health insurance, life insurance, etc.) – untouched;

· Anti-discrimination laws – do not change under NSPS;

· Fundamental due processing – still a fundamental right of all employees;

· Allowances and travel subsistence expenses – untouched;

· Training opportunities – may actually expand;

· Leave and work schedules – not changed;

· Other non-Title 5 personnel systems in law – not impacted by NSPS

     Many of items listed above represent the core values of the civil service that our employees and the American public have come to expect.

OPM Revises Application for 10-Point Veterans’ Preference
The Office of Personnel Management (OPM) Acting Director Dan G. Blair recently announcement efforts the agency is taking to make veterans’ preference available to more of America’s veterans.  OPM has revised the Standard Form 15 (SF-15), application for 10-Point Veteran Preference, and located it on the agency’s website (www.opm.gov) for immediate use in accepting Department of Veterans Affairs letter of disability.  The online application is used by agencies, OPM examining offices, and agency appointing officials to adjudicate individuals’ claims for veterans’ preference in accordance with the Veteran’s Preference Act of 1944.

The SF-15 has been revised to be consistent with the policy of the Department of Veterans Affairs which considers letters issued in 1991 or later as proof of a permanent disability, unless specifically stated otherwise.  In addition, OPM has eliminated outdated references from the application form.  Outdated forms will no longer be accepted. 

Lost Travel Card Information

(Credit Card Scam Alert)
     In March 2005, Pentagon officials reported that about 900,000 Department of Defense (DoD) employees may be affected by Bank of America’s loss and possible compromise of government travel card information.  The lost magnetic tape includes personal cardholder information – names, Social Security numbers, addresses and account numbers.

     This lost occurred in late December 2004.  DoD was notified by General Services Administration (GSA) in January 2005.  Officials at Bank of America have been monitoring the affected accounts and to date there has been no evidence of fraud or misuse of the accounts.  

     During the same month of March, LexisNexis Group reported that hackers had stolen the data of 310,000+ people (feds and nonfeds alike).  Also, Choice Point, Inc reported that information on about 145,000 people was “mistakenly” sold.

     Please be alert to the following new credit card scam.  You may receive a telephone call from a bogus “security” officer at VISA, MasterCard, or other credit cards.  You are told your card has been “flagged” because of an unusual purchasing pattern or for some other reason.  After much explanation, the caller will ask you to “confirm” some data by reading him/her a specific four-digit number on the back of your credit card.  This number acts as the PIN for your credit card.  The bogus caller already has your other data.  If you give him/her the pin, suddenly there is someone else charging things in your name.

     It is always prudent for cardholders to monitor their monthly statements and contact the bank with questions about irregularities in their accounts.  Bank of America has set up a hotline for those affected.  The number is (800) 493-8444.
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Benefits

Army Benefits Center – Civilian (ABC-C)

 Service to Separated Employees

     On 1 April 2005, the Army Benefits Center – Civilian (ABC-C) began providing service to employees separated from the Department of the Army.  The ABC-C is available to respond to benefits related questions from separated employees for a period of six months from their separation date.  Examples of the types of questions ABC-C will address include such benefits related issues as health benefits, life insurance, status of retirement packets, and Thrift Savings Plan.  

     Separated employees may reach an ABC-C benefits counselor by calling the toll-free number, 1-877-276-9287 (TDD: 1-877-276-9833).  Special numbers have been established for overseas and are posted on the ABC-C web site.  The online system, EBIS, is not available to separated employees.

For more information on this new service, refer to the ABC-C web site https://www.abc.army.mil/.
Final Thrift Savings Plan (TSP) Open Season

On December 21, 2004 the TSP Open Election Act of 2004 (Public Law 108-469) was signed eliminating the formal open season procedures.  The new law will make it easier for employees and unformed service members to adjust their retirement savings in response to life events.  The new law will be implemented on July 1, 2005, after the final open season: April 15, 2005 through June 30, 2005.

TSP contribution limits for 2005 are as follows:

· If you are covered by Federal Employees’ Retirement System (FERS), you can elect to contribute up to 15% of your basic pay each pay period, up to the IRS limit ($14,000 for 2005).

· If you are covered by Civil Service Retirement System (CSRS), you can elect to contribute up to 10% of your basic pay each pay period, up to the Internal Revenue Service (IRS) annual limit ($14,000 for 2005).  

· If you are a member of the uniformed services, you can elect to contribute up to 10% of your basic pay each pay period, up to the IRS limit ($14,000 for 2005)

On July 1, eligible participates will be able to enroll in the TSP or make changes to their existing enrollment at any time.  Under the new rules contribution elections will be effective on later than the first full pay period after they are filed.

The law does not effect the waiting period new employees covered by the (FERS) must serve before they become eligible for agency contributions to their accounts.  In addition, the law does not affect contribution allocations or interfund transfers, which can be made at any time by using the website, the ThriftLine or by submitting an Investment Allocation for to the TSP.

For more information visit the TSP website – www.tsp.gov
Employment Verification Service (TALX)
When you use it…

Anytime you need to have your employment or salary verified, such as when you apply of an apartment lease, car loans, mortgages, and other loans.

Who receives the information…

Any organization (your bank, loan or credit institution, a background checking company or even a prospective employer) that YOU authorize to obtain the information by calling the “The Work Number for Everyone”© or visiting http://www.theworknumber.com once you give them a salary key.

Getting the salary key…

Dial 1-800-EMP-AUTH (1-800-367-2884) or go to http://www.theworknumber.com.  You can obtain up to three Salary Keys.  If unused, the salary key(s) will expire after six months.  When prompted enter: Department of Defense Code: 10365; Your Social Security Number and your 4-digit Pin: Month and Day of Birth (MMDD format, for example March 27 would be entered as “0327”.  Then change your PIN to any 4 – 8 digit number.  Receipt of your salary key…If using the telephone, have a pen and paper handy so you can write down the salary key (a six-digit number) that will be voiced to you.  If using the Internet, the salary key will be shown to you.  Simply give this number to the organization requesting the employment or salary verification.

Types of Verification…

Basic: Verifies that you are an Army employee, spells you name, and provides you most recent start date, and how long you have been employed.  It will also spell your job title if desired.

Basic Plus: In addition to above, provides current salary information.

Full: This option also provides your salary history for the prior two years if available.  

Note: This system is mandatory to all employees outside certified bargaining units and to employees in bargaining units after statutory labor relations obligations have been met concerning the implementation of this service.

For further information please call The Work Number © Customer Service Center @ 1-800-996-7566.
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Staffing

Recruitment and Retention Incentives - Part 3
(Relocation Bonuses)

     This is the third in a series on recruitment and retention incentives available to managers.  Previous articles have covered retention allowances and recruitment bonuses.  Subsequent articles will address student loan repayment and superior qualifications appointments.

     For positions difficult to fill, a relocation bonus of up to 25% of basic pay may be offered to current employees who must relocate to accept positions in a different commuting area.

     Prior to approval of any relocation bonus, a plan must be in place to designate who has the authority to review and approve the bonuses.  The plan must also address criteria to be considered when authorizing bonuses (including the amount of a bonus), procedures for paying the bonus, requirements for the service agreement, and documentation and record-keeping procedures.

     Normally, a relocation bonus is approved on a case-by-case basis.  The approving official must certify in writing that failure to authorize the bonus will cause difficulty in filling the position with a well-qualified candidate.  The justification should include results of recent efforts to attract candidates, recent turnover in similar positions, labor market factors, special qualifications if required, and for a recruitment bonus, whether to use it in combination with the superior qualifications appointment authority.

     Activities can also target groups of positions difficult to fill in the past or that is likely to be difficult to fill in the future, and may make the required written determination to offer recruitment or relocation bonuses on a group basis.  An official who is at a level higher than the official recommending the relocation bonus must approve the bonus.
     Employees must sign a written service agreement when accepting a relocation bonus.  The minimum period of service is 6 months.  However, where appropriate, using criteria established by the approving official, an offering official is encouraged to seek agreements requiring a period of service beyond 6 months.  In the case of a temporary change in duty station for less than 6 months, a service agreement may provide for a shorter minimum period of employment.  Failure to complete the service agreement will require the employee to repay the bonus on a pro rata basis.

Relocation bonuses are paid in a lump sum, and are not considered part of basic pay.  While serving under a service agreement for a relocation bonus, an employee cannot be given a retention allowance.

     Often times you may feel that a 25% bonus, or less, is too expensive.  However, if it takes an additional 3-4 months to fill your vacancy and/or the candidate pool is less strong without it, the cost may end up being far higher if you don’t offer the bonus than if you did.

Regulatory guidance on relocation bonuses can be found in 5 CFR 575.201.  Other reference: Personnel Management Information and Support System (PERMISS) and OPM Fact Sheet-Relocation Bonuses.
Federal Career Intern Program (FCIP)
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     The Federal Career Intern Program (FCIP) was designed to help agencies recruit and attract exceptional individuals into a variety of occupations.  It was created under Executive Order 13162 10 July 2000, and is intended for positions at grade levels GS-5, 7 and 9 or other trainee positions with no limitations on promotion potential. 
PROGRAM FEATURES:

· Appointment is in the Excepted Service with a noncompetitive conversion to the competitive service upon successful completion of the program

· If the employee fails to complete the program for reasons unrelated to misconduct or suitability, the agency is obligated to place the employee back in a position of equivalent status, tenure, and pay as the position the employee left (if held federal position prior to accepting FCIP appointment).

· Candidates must meet OPM Qualification requirements.

· A public announcement is not required, but agencies must follow Merit Principles
· Veteran’s Preference does apply.

· Rule-of-3 in selections does not apply.

· A MACOM approved, two-year training plan must be in place before the intern is hired.  Army Civilian Training, Education and Development System (ACTEDS) plans may be adapted for use.

· Appointments are not subject to Interagency Career Transition Assistance Program (ICTAP) requirements.

· Geographic rotations are not required.

· Administrative Careers with America (ACWA) tools are required if the series and grade are subject to the Leuvano Consent Decree.

· There is no limitation on promotion, if the employee qualifies.

· Candidates may be appointed year round to full time positions.

· The program is administered by the agencies, not OPM

For additional information, please contact your Civilian Personnel Advisory Center (CPAC) representative.
Improving Army Vacancy Announcements
The Department of Army (DA) has launched an initiative to improve the content and feel of its vacancy announcements.  The vacancy announcement is our primary recruitment tool and as such should be written so that it draws applicants to apply for our jobs.  In order to provide the best possible information for applicants, it is necessary to implement changes which will allow applicants to make a more informed decision on whether or not they would like to work for the Department of Army and/or a particular organization.  Several changes have been made to the Vacancy Announcement Builder (VAB), which will help applicants decide if they would be a good match for the job.

First, a new section comprised of two paragraphs will follow the description of the major duties of the position.  The title of the new section is “About the Position.”  The first paragraph will provide the organization, installation or city, and state.  The intent of listing the organization’s address is to assist the applicant in knowing the exact location of the organization in order for them to determine if it would be feasible for them to apply.  The second paragraph will also provide a brief description of the office and working environment of the position.

Second, the Qualification/Specialized Experience section will clearly define specialized experience in a more customer-friendly manner.  While the OPM Qualification Standard for General Schedule (GS) positions contains a generic statement regarding specialized experience, it does not clearly explain to the applicant what specific experience they must possess to be determined qualified for the position.  The specialized experience statements will highlight the key elements an applicant must possess to be determined qualified for the position.

Finally, a new section has been added to market the position to applicants.  The title of the new section is “Other Advantages.”  The purpose of this section is to list the perks/benefits of working for your activity.  This may include perks/benefits in the local or commuting area in which the position is located.

The Department of Army is in the process of revising the electronic checklist to accommodate these required changes.  These changes are expected to be made by 1 May 2005.  Until that time managers and supervisors will use a template created by one of our Human Resources representatives to capture all of the required information.  Vacancy announcements can only be published upon receipt of complete information.

We look forward to using the new and improved version of the Vacancy Announcement and believe that our customers will be pleased with the more direct and personal way in which the Department of Army jobs are advertised.  

To view current vacancy announcements visit website: http://www.cpol.army.mil

Defense Civilian Intelligence Personnel System

Interchange Agreement Signed

     On April 14, 2005, the Office of Personnel Management (OPM) and Department of Defense (DoD) signed a new personnel interchange agreement.  This agreement allows employees that are serving in positions in the Defense Civilian Intelligence Personnel System (DCIPS) may be appointed to positions in the competitive civil service.  Likewise, employees serving in positions in the competitive civil service may be appointed to positions under DCIPS in the military departments.  The agreement expires on September 30, 2008, unless extended by mutual agreement of OPM and DoD.

    The Interchange Agreement has to be in effect at the time of an employee’s movement, and his/her new appointment under the authority of the agreement is subject to several conditions.

Eligibility Conditions include:

· DCIPS Employee Eligibility for Appointment to the Competitive Service:

· Must be currently serving in a continuing position under permanent excepted appointments in a military department, or have been involuntarily separated from such appointments without personal cause within the preceding year, and 

· Must have served continuously for a least 1 year in DCIPS positions in a military department.

· Competitive Service Employee Eligibility for Appointment to Positions under DCIPS in the Military Departments:

· Must be or have been serving in continuing positions under career-conditional or career appointments, and

· Must have completed the 1-year probationary period required in connection with their career or career-conditional appointments in the competitive service.

For information regarding other conditions of appointment under this agreement please contact your Civilian Personnel Advisory Center Personnel (CPAC) representative.
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Classification

Emergency Essential
You may have heard of the term “Emergency Essential” or learned that a position was designated as such, and wondered what that meant.  As we face military to civilian conversions and an ever-increasing need for civilians to support contingency operations, this term is becoming more common.  Here, an explanation of what it is, and when it is appropriate to designate a position as Emergency Essential (E-E).

An E-E position is defined in Department of Defense (DOD) Directive 1404.10, paragraph E2.1.5, as one that “is required to ensure the success of combat operations or to support combat-essential systems subsequent to mobilization, an evacuation order, or some other type of military crisis.  The position cannot be converted to a military position because it requires uninterrupted performance to provide immediate and continuing support for combat operations and/or support maintenance and repair of combat-essential systems.”

All civilian employees deploying to combat operations or crisis situations are considered E-E.  These positions are typically located overseas, or are positions that would require the incumbent to be transferred overseas during a crisis situation.  An E-E employee can be either a temporary or permanent employee with the Department of Defense, whose position duties meet all of the following criteria:

(1) Provides immediate and continuing support for combat operations or to support maintenance and repair of combat essential systems of the armed forces;

(2) Performs that duty in a combat zone after the evacuation of nonessential personnel, including any dependents of members of the armed forces, from the zone in connection with a war, a national emergency declared by Congress or the President, or the commencement of combat operations of the armed forces in the zone;

(3) Converting the position to one authorized to be filled by a member of the armed forces is not practicable because of a necessity for that duty to be performed without interruption.  

Managers should attempt to fill E-E positions with employees who volunteer to occupy such positions and who sign the E-E agreement (DD Form 2365).  Unforeseen circumstances, crises, and emergency situations may make it necessary to identify positions as E-E that had not been previously identified as such.  In this situation, employees can be directed for involuntary assignment to E-E positions.

A statement must be included in the position description of each E-E position description identifying it as such.  An example of a statement designating a position as E-E can be found in DoD Directive Number 1404.10.  E-E positions must be properly documented in Defense Civilian Personnel Data System (DCPDS), and vacancy announcements must properly identify the position as E-E.  A signed copy of the DD Form 2365 is to be filed in the Official Personnel Folder (OPF). 
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Human Resources Development Division (HRDD)
North Central Region’s Commitment to Leadership

     As you know, trained leaders enable Commanders to meet or succeed missions in an ever evolving environment.

     The Leadership Education and Development (LEAD) course provides the beginning of the journey for Army Leaders. LEAD is a required course for Army supervisors and potential leaders.   

     The key to the North Central Region’s continued success of LEAD training is a diverse and available staff of LEAD facilitators.

     LEAD facilitators are nominated by their Commanders and supervisors.  Once the nominee completes the "LEAD Train-the-Trainer (TTT)" course they will possess the knowledge, ability and skills to facilitate the LEAD course. 

     Commanders and their Lead Facilitators commit to providing LEAD facilitation for minimum of 3 weeks over a two year period.  

     The support of Commanders and their commitment to provide Lead Facilitators guarantees Leaders for tomorrow’s destinations.

For more information regarding LEAD Facilitation which is centrally funded:  
Log onto website:  http://cpol.army.mil/library/train/catalog/ch01leadttt.html 
Centralized Acquisition Training

     The Department of Defense and civilian agency workers acquisition training will be combined at the Defense Acquisition University (DAU) at Fort Belvoir, VA,

     The goal of centralized training is to ensure that civilian and Defense acquisition work force receives similar training and development opportunities.

     At DAU, all acquisition workers will be trained with DAU materials and DAU courses.  All materials and courses will be updated to make them appropriate for civilians.
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Labor/Management-Employee Relations (LMER)
The Importance of Communicating About Performance
     Performance management systems vary widely throughout the government. Some agencies limit supervisors’ options to rating performance as either “Pass” or “Fail,” while others employ multi-level rating scales. Some agencies even use point systems and assign different weights to individual performance elements. Nevertheless, all of these systems have something in common: they are supposed to promote communication about performance. 

     Year-end and mid-term ratings should not be a substitute for ongoing communication about performance. Although addressing poor performance can sometimes be an unpleasant part of a supervisor’s job, communication about performance should occur continuously between supervisors and subordinates. As one measure of supervisory success, the year-end rating should never come as a surprise to an employee. 

     The best approach is to be candid about an employee’s work throughout the year. Naturally, you may not be able set aside time for regularly scheduled performance meetings with all members of your staff. However, every work product and every workplace interaction is an opportunity to manage performance. If an employee is not meeting your expectations, say so. By discussing performance contemporaneously, you will be able to provide specific suggestions for improvement based on examples that are fresh in an employee’s mind. 

     If such efforts to improve performance are unsuccessful, you can make these interactions more formal. Regular meetings to review work products are always an option for a poor performer. For written work products, requiring an employee to submit successive drafts can create additional opportunities for feedback, particularly at early stages of work. To correct time management problems, requiring an employee to submit work plans in advance can create opportunities for giving guidance on setting realistic timetables. Formal training can also be an option if your budget permits. 

     In serious cases, documenting your efforts and your suggestions for improvement may be warranted, too. As a best practice, you should consider sharing a copy of any such documentation with the employee. This can serve to ensure that both you and the employee share a mutual understanding about the substance of your communications. 
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NAF NEWS

Non-Appropriated Electronic-Request for Personnel Action                     
(NAF E-RPA)
In March 2004, The Reserve Command Civilian Personnel Advisory Center (CPAC), Non-Appropriate Fund (NAF) Human Resources Division volunteered to test the NAF Electronic-Request for Personnel Action (E-RPA) for The Department of Army (DA).    Based on this test, the current process of submitting hard copies of the DA Form 4017, Request for Personnel Action (RPA) will soon be a thing of the past, being replaced with the NAF E-RPA process. This process will allow managers to flow RPAs electronically directly from their worksite through all the necessary channels to the NAF Human Resources Office (HRO) for processing.  This process is currently being tested for the Army by the Reserve Command NAF HRO with their customer base located at Rock Island Arsenal.  In the very near future the NAF activities at Fort McCoy, WI and Fort Sam Houston, TX will be added as test sites for the North Central Region.  The goal is to have two test sites per region with full implementation by October 2005.

In September 2004, a working group made up of representatives from Headquarters Department of Army (HQDA) G1, Civilian Human Resources Agency (CHRA) NAF Division, North Central Civilian Personnel Operations Center (NCCPOC), Walter Reed Army Medical Center (WRAMC), and Reserve Command met to develop a “draft” business process map (BPM) which was staffed with HQDA, Installation Management Agency (IMA), Community Family Support Center (CFSC), CHRA CPACs and then finalized for use in February 2005.  This BPM is a template which shows the flow of the RPA and gives suggested time lines at each level.  This will be a working document and my require modifications from time to time.

Prior to full implementation there will be guidance from HQDA G1 and CHRA-NAF Division which will include step-by-step instructions on how to get to the point of being completely ready (identifying users, setting up user accounts, equipment requirements, user training, etc…) to start flowing E-RPAs.  Implementing the E-RPA process will enable NAF to adopt productivity reporting and other automated tools that are already available for Appropriated Fund HRO. 
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