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- Mary Case
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Prohibited personnel practices are those things a Federal employee with personnel authority may not do.  A Federal employee has personnel authority if they can take, direct others to take, recommend, or approve any personnel action.  This includes appointments, promotions, discipline, details, transfers, reassignments, reinstatements, or any decisions concerning pay, benefits, training, and any decision to order psychiatric testing or examination.  

Recent changes to the law were made to protect Department of Defense veterans.  A personnel action now also includes any significant change in duties, responsibilities, or working conditions which is inconsistent with the employees salary or grade.  People with personnel authority - managers and supervisors - are charged with avoiding prohibited personnel practices.  
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1. Don’t DISCRIMINATE on the basis of race, color, religion, sex, national origin, age, handicapping condition, marital status, or political affiliation.  

2. Don’t SOLICIT or CONSIDER any personnel recommendation or statement not based on personal knowledge or records of performance, ability, aptitude, general qualifications, character, loyalty, or suitability.  
3. Don’t COERCE an employee’s political activity.  
4. Don’t DECEIVE or OBSTRUCT any person with respect to such person’s right to compete for employment.  
5. Don't INFLUENCE a person to withdraw from competition for the purpose of improving or injuring the prospects of another person for employment.  
6. Don’t GRANT any preference or advantage not authorized by law, regulation, or rule to any [employee or applicant for the purpose of improving or injuring the prospects of another person for employment].  
7. Don’t EMPLOY or ADVOCATE a relative.  
8. Don’t RETALIATE against a Whistleblower, whether an employee or an applicant.  
9. Don’t RETALIATE against employees or applicants who exercise their appeal rights, testify, or cooperate with an Inspector General or the Special Counsel, or refuse to break the law.  
10. Don’t DISCRIMINATE based on actions not adversely affecting performance.  
11. Don’t VIOLATE any law, rule, or regulation implementing or directly concerning the merit principles.  
12. Don't VIOLATE Veteran's Preference by taking or failure to take a personnel action. (National Defense Authorization Act for FY97)  
Avoiding prohibited personnel practices will not guarantee that you will never have to defend a decision or action, but it will give you a firm basis from which to start.  
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[image: image19.wmf]It is too late to shut the stable door
after the horse has bolted. [image: image6.png]





Personnel management is based on and embodies the Merit System Principles.  The merit system principles are the public’s expectations of a system that is efficient, effective, fair, open to all, free from political interference, and staffed by honest, competent, and dedicated employees.  
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As the Department of Army experiences continued change in the management of human resources (centralization, deregulation, delegation, etc.), it becomes increasingly important that line supervisors and managers incorporate the merit system principles into every decision process they use.  
Merit System Principles

1.  Recruit qualified individuals from all segments of society and select and advance employees on the basis of merit after fair and open competition which assures that all receive equal opportunity.  
2.  Treat employees and applicants fairly and equitably, without regard to political affiliation, race, color, religion, national origin sex, martial status, age, or handicapping condition, and with proper regard for their privacy and constitutional rights.  
3.  Provide equal pay for equal work and recognize excellent performance.  
4.  Maintain high standards of integrity, conduct, and concern for the public interest.  
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5.  Manage employees efficiently and effectively.  
6.  Retain and separate employees on the basis of their performance.  
7.  Educate and train employees when it will result in better organizational or individual performance.  
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8.  Protect employees from arbitrary action, personal favortism, or coercion for partisan political purposes.  
9.  Protect employees against reprisal for the lawful disclosure of information in "whistleblower" situation (i.e., protecting people who report things like illegal and/or wasteful activities).  
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[image: image23.wmf]We could learn a lot from crayons ... 
some are sharp, some are pretty, 
some are dull, some have weird names,
and all are different colors ... 
but they all have to learn to live 
in the same box.  [image: image8.png]
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The time is rapidly approaching when managers and selecting officials will begin submission of Requests for Personnel Action (RPAs) to recruit for positions approved under Program Budget Decision (PBD 712) for conversion of military to civilian positions.   
Department of Army is currently in the process of reviewing and approving lists of positions that have been identified and proposed for conversion under PBD 712.  It is anticipated that this review and ensuing results will be finalized shortly.   

Major Army Commands (MACOMs) are in the process of prioritizing anticipated recruitment actions and determining dates for submission of RPAs.  Example:  Army’s Training and Doctrine Command (TRADOC) has already publicized that 25% of the PBD 712 positions allotted to TRADOC will be filled during the first quarter of Fiscal Year 05.  It is expected that other MACOMs will follow suit with their own planning decisions in the near future.   
[image: image25.wmf]Department of Army has established a single method of tracking the RPAs submitted to fill positions identified by PBD 712.  A question has been added to the Army Regional Tool (ART) Gatekeeper Checklist.  This Gatekeeper Checklist is a required submission that accompanies all RPAs and will be used to identify recruitments for PBD 712 positions.   
The question is a “yes” or “no” question stated as follows:  
[image: image26.wmf]Since this is Army’s only mechanism to track these positions, it is very important that all managers and supervisors properly identify the PBD 712 positions by answering “yes” to the question on the Gatekeeper Checklist when appropriate.  

Please notice in the Gatekeeper question shown above, the statement that there are other military to civilian conversions which may take place.  Managers and supervisors will need to determine the reason for the conversion of a position from military to civilian before identifying it as a PBD 712 position on the Gatekeeper Checklist.  
Erroneous identification of PBD 712 positions was the topic of a recent working group teleconference call.  The participants of the working group were informed that 208 positions are currently identified as PBD 712 positions in the Army Regional Tool (ART).  
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This number looks very suspicious for obvious reasons.  We know that an extremely small number of positions have been actually approved for recruitment as PBD 712 positions.  It is true that there have been some positions approved and submitted for recruitment, but since there still are no approved lists of positions, these few approvals are the exception rather than the rule.  

[image: image28.wmf]
It is easy for us to see that having the correct information in this portion of the Gatekeeper Checklist will be critical to Department of Army’s success in tracking the fill of these PBD 712 positions.   

Contact your servicing Civilian Personnel Advisory Center if you have any questions regarding the proper identification of PBD 712 positions.  
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Never hesitate to steal a good idea.  
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~ Al Neuharth [image: image11.png]





[image: image29.wmf]The ABC-C frequently receives inquiries regarding Thrift Savings Plan (TSP) contributions from FERS employees who have enrolled in TSP or those who have been recently hired.  These employees expect to see their agency automatic (1%) contribution or their agency matching contributions appear on their Leave & Earnings Statement (LES).  

Instead, these contribution amounts appear on the TSP Participant Statement.  This statement can be viewed on-line at the TSP website, http://www.tsp.gov, by clicking on Participant Statements & Highlights.  
Employees will need to have their SSN and TSP Personal Identification Number (PIN) to access this portion of the TSP website.  If it is more convenient to have the statement mailed to the home address, this option can be requested on the website as well.  

[image: image30.wmf]When viewing the statement, employee, agency automatic and matching contributions will be reflected in the Transaction Detail by Source section.  This section shows all of the activity in the account during the statement period according to the source of contribution.  Only the sources of contributions for which an employee is eligible for will appear on the statement.  
[image: image12.png]



[image: image31.bmp]If a man says to you, "It isn't the money; it's the
 principle of the thing,"
I'll lay you six to one it's the money.
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Army Benefits Center-Civilian (ABC-C)
https://www.abc.army.mil
Federal Employee Group Life Insurance (FEGLI) Open Season
http://www.opm.gov/insure/life/hr.asp
OPM FEGLI Calculator
http://www.opm.gov/calculator/worksheet.asp
[image: image33.wmf]National Security Personnel System (NSPS)
http://www.cpms.osd.mil/nsps/
Thrift Savings Plan (TSP)
http://www.tsp.gov/
Federal Labor Relations Authority (FLRA)
http://www.flra.gov/index.html
Civilian Personnel On-Line (CPOL)
http://www.cpol.army.mil/
Field Advisory Services (FAS)
http://www.cpms.osd.mil/fas/index.html
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Excerpts re-printed from an article by Mark Victor Hansen
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Your attitude determines the state of the world 
you live in.  It is the foundation for every success and every failure you have had and will have.  Your attitude will make you or break you.

Attitude creates the way you feel about people and situations.  Your actions are a result of your attitude, which, in turn, creates a reaction from others.  So, basically, what you think . . . you get.  It is your attitude toward others and the Universe that determines the resultant attitude toward you.  Incorporate a positive, joyful attitude and you will have positive, joyful results.  Put out a bad, negative attitude and you’ve failed before you begin.  

I know it sounds simple, but the truth is . . . it IS simple!  

Negative attitudes come from thinking negative thoughts over and over until they have become a part of your subconscious.  They’ve become habitual, a part of your personality.  Once you have a bad attitude, you expect failure and disaster.  This expectation turns you into a strong magnet for failure and disaster.  Then it becomes a vicious circle - you expect the worst – you get the worst – your negative beliefs are then reinforced – you expect the worst – you get the worst . . .  Got the picture?

SO HOW DO WE SHIFT OUR THOUGHTS AND CREATE A POSITIVE ATTITUDE?  It takes work.  But remember that creating anything of value takes work.  In order to have a new attitude, we have to change our subconscious thinking.  

How do we do this?  By analyzing every thought we have until positive thinking becomes habit.  You’re merely replacing an old habit with a healthy habit - much like replacing exercise for smoking.

You can’t just stop being negative – you have to replace those negative thoughts with positive ones.  It’s time for you to realize that YOU are in control of how you think and feel.  

Take control of your attitude, and you take control of your results.  [image: image14.png]



A person who is nice to you, but rude to the waiter, is not a nice person. 
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We welcome your feedback and suggestions.
Send comments to:
Lucy Gonzalez, PMS, SW Regional Director’s Office
Lucy.Gonzalez@cpocswr.army.mil
‘THOUGHTS’�from�Mary Rodriguez�Southwest Region CHR Regional Director��


I trust that you all know by now that we have adopted a new CHR Southwest Region logo, mission statement and vision statement.


Mission:  Anticipate, meet and exceed customer needs and expectations, delivering relevant, high quality, and seamless service through an integrated regional Civilian Human Resources Program.


Vision:  A top performing, caring team of Civilian Human Resource professionals, fully supporting the Army’s mission.


These are only a few words, but they are packed with meaning and relevance for all of us.  Like I’ve told so many of you already, we will always be raising the bar and striving for excellence.  We don’t just want to meet customer needs - we also want to anticipate and exceed them.  We are one team of HR professionals - CPACs, CPOC, and Regional staff - and together we will deliver seamless, integrated service - relevant service of the highest quality!


As our logo reflects, we want to see ourselves and we want others to know us as a caring, top performing, professional, and responsive TEAM!


Creating and living an empowering organizational mission statement has a significant impact on the way we spend our time.  Organizational vision is the fundamental force that drives everything else in our work lives.  It’s like a beacon that keeps us on course and focused on what really matters.  It impassions us with a sense of the unique contribution that’s ours to make.  It empowers us to put first things first.


We all have a role to play, a responsibility to fulfill, when it comes to executing our mission and living our vision.  No one else can do our part - and when any one of us chooses not to do his or her part, then we all lose.  We can only reach our true potential and soar to the highest levels if we all buy-in, embracing and living our mission and vision each and every day.  Together can do it - I know we can!





ARMY MUST TRACK ALL MILITARY TO CIVILIAN�CONVERSIONS THAT ARE THE RESULT OF PROGRAM�BUDGET DECISION (PBD) 712.  While there are other�Military to civilian conversions, this question will be�answered “yes” ONLY IF THE RECRUITMENT IS AS A�RESULT OF PBD 712 mil to civ conversion.   ��Is this a Program Budget Decision (PBD) 712 military to civilian position?  No
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