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TRAINING NEWS
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Training for this fiscal year is coming to an end very shortly.  If you have not attended a Retirement Class, there is one class remaining in FY 03, 26-28 August. The classes scheduled for the remainder of this fiscal year can be found on the FMMC website by clicking on Civilian Personnel, then click on CPAC FY 03 Onsite Training Schedule.  Additionally, the United States Army has an e-learning partnership license with SmartForce, a computer based training system.  All authorized personnel are able to access over 1,500 Information Technology, Business Skills, and Interpersonal Skills courses from any location at any time.  To participate in these classes you must have an AKO account. If you do not have one, go to www.us.army.mil to establish your account.


AWARD INFORMATION
[image: image4.wmf]MYTH:  Departing employees can receive an award specifically designed for departing employees.
TRUTH:  No award exists simply to be given to departing employees.  
All awards, monetary or honorary, are based upon specific criteria.  Some awards are appropriate for  departing employees and some are not.  These are discussed below.  However, all awards should be processed prior to the employee departing the organization and going off the payroll of the losing organization.  

If a cash award (one time payment) is to be processed for a departing employee it should be completed prior to the employee’s departure.  Once an employee is off the payroll it is extremely difficult to process an award.  The process involves bringing the employee back on the payroll of the old organization for one day in a non-pay status, processing the award, and then returning the employee to the current organization. This procedure is complex and since it involves three actions it is prone to error.  

A QSI (Quality Step Increase) IS NOT APPROPRIATE for a departing employee. A QSI is based on a previous high level of work but also on the assumption this higher level of work will continue.  If a person is going to a new organization there is no way to determine if the higher level of work will actually continue. 

Since no pay is involved honorary awards can be processed and forwarded for presentation at the employee’s gaining organization. However, the goal should still be to have this completed prior to the employee’s departure. 

In summary, when it is known that an employee is departing, the CPAC should be contacted so award options can be discussed and the proper award, if applicable, can be completed prior to an employee’s departure



Career Enhancement 
[image: image5.wmf]The changes in the present workforce have created a need for all employees to be competitive in the work place and Screen CAM Movies provide that opportunity.

Screen CAM (Camera) Movies or the “How to Movies” have become one of the best ways to keep abreast of the current training that is available to you as a federal employee.  By using these movies you can enhance your knowledge, skills and abilities to remain competitive in the workplace. 

Some of the different training films that are presently available on the website are Activity Based Costing, ART Logon , FASCLASS, and Gatekeeper. 

The Civilian Personnel Operation Center Management Agency (CPOCMA) has made access to these Screen CAM Movies easy. The Screen CAM Movies can be downloaded directly from the CPOCMA web site and saved to your PC.  This gives you the ability to review  Screen CAM Movies directly on your PC , at your convenience.  

To meet the challenges of tomorrow in the very competitive workforce of today, go to www.cpocma.army.mil/howtomovies/.

Counseling Tips 

Whether you are dealing with performance issues or conduct problems, early counseling is invaluable in preventing further misconduct or continuing performance problems.  
The longer a problem goes unchecked, the more difficult it becomes to deal with later.  When it becomes necessary to counsel an employee, these tips may prove helpful: 
Privacy/timeliness - Conduct any counseling behind closed doors. It is best to counsel as soon as you become aware there is a problem. 
Planned - Be prepared; know what you’re going to say, what approach you will use and be prepared for objection from the employee. 
Fact based - Counseling should be based on factual information. Make sure facts are straight, and be prepared to give examples of what problems or deficiencies have occurred.  Your documentation should always include dates. 
Be Specific - Get to the point, talking around the subject may lead to confusion. 
Expect ignorance, denial and excuses - it is natural to be defensive when faced with negativity. 
Specify what change is needed - "You are required to..." or "this type of behavior will not be tolerated".  Leave no room for doubt about what is expected. 
Advise of consequences - Explain what will occur if the employee does not correct the performance or conduct (i.e. failed evaluation or disciplinary action).  Be prepared to follow through with action, if instructions are not followed. 
Get a commitment for improvement - Make sure the employee understands what is expected.  Make sure they are willing to make an effort at improving. 

Document - Make notes of what was said, so if it becomes necessary there are specifics to go by. 
Contact the Management Employee Relations Specialist at the Civilian Personnel Advisory Center if you need assistance.  

Work-related Injuries 

If you are injured at work, you may be entitled to injury compensation benefits provided under the Federal Employees' Compensation Act (FECA). Federal employees have certain rights and responsibilities in filing for these benefits: 

· Immediately report any work-related injury to your supervisor. If you require emergency medical treatment, obtain care first and then notify your supervisor as soon as possible after receiving treatment. 
· Complete a Form CA-1, Federal Employee's Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation, if your injury results from a specific event or a series of events during one day or shift. If you develop a condition due to prolonged exposure lasting more than one day or shift, complete a Form CA-2, Federal Employee's Notice of Occupational Disease and Claim for Compensation. Your supervisor will provide you with these forms or refer you to the appropriate point-of-contact. To protect your rights to certain benefits, complete the front section of the Form CA-1 or CA-2 and provide it to your supervisor as soon as possible, but not later than 30 days after your injury. Complete these forms as precisely as possible in order to avoid delays caused by asking you for additional information. 
· If your injury requires medical treatment, obtain care as soon as possible. If you sustain a traumatic injury, you may obtain a Form CA-16, Authorization for Examination and/or Treatment from your supervisor or other agency representative. 
· You may be asked to provide additional information. Although your supervisor or other agency representative may assist you, it is your responsibility to obtain the information needed to support your claim. 
· If you are temporarily unable to work because of your injury, you need to keep your supervisor informed about your medical condition, and return to work as soon as your physician allows you to do so. Light duty assignments may be available if you are not able to perform your regular job, and if so, you must advise your physician.  


Work-Related Injuries & supervisory responsibilities 

· When a civilian employee is injured as a result of work, supervisors have certain basic responsibilities: 
· If the employee requires emergency medical treatment, ensure that he or she receives immediate care. 
· If the employee's injury results from a specific event or series of events during one day or shift, provide him or her with a Form CA-1, Federal Employee's Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation. If the employee develops a condition due to prolonged exposure lasting more than one day or shift, provide him or her with a Form CA-2, Federal Employee's Notice of Occupational Disease and Claim for Compensation. Advise the employee to complete and return the form to you as soon as possible, but not later than 30 days after the injury. 
· If the employee has a traumatic injury (a specific event or series of events during one day or shift), provide him or her with a Form CA-16, Authorization for Examination and/or Treatment. This form should be issued within four hours of the injury, whether or not the claim appears valid. For questionable claims, box 6b should be checked to indicate its doubtful nature. Only one Form CA-16 may be issued per traumatic injury. A Form CA-16 may not be issued for past medical care, except within 48 hours after emergency treatment. 
· When you receive the employee's completed Form CA-1 or CA-2, check to see that it is complete and that the facts are consistent. You need not have witnessed the injury to agree with the stated history. Complete the supervisor's section of the form and forward it to the Fort Myer CPAC, whether or not you feel that the claim should be approved. If you have specific information which casts doubt on the claim's validity, you may challenge it and supply supporting information, but you must still forward the claim promptly. Failure to do so can result in a fine, imprisonment, or both, under 20 CFR 10.16(a). 
· If the employee has a traumatic injury, explain that he or she is entitled to Continuation of Pay (COP) for absences due to disability or obtaining medical treatment, for not more than 45 calendar days following the injury. Any such absence needs to be supported by medical documentation. The specific COP periods should be clearly indicated on the time and attendance sheets, whether the employee loses entire days or only a few hours of a day. If you are unfamiliar with the COP provisions, contact the CPAC for further information. 
· If the employee's physician indicates he or she can perform only limited duty, try to accommodate the medical restrictions. Keeping a partially disabled employee in the work place tends to speed his or her recovery, which benefits the employee and reduces agency costs. If the employee is totally disabled, or if you are unable to accommodate the restrictions, maintain contact with the employee during his or her absence from work. 
· You should advise the CPAC promptly of any injuries occurring in your section. You should also refer the injured employee to the CPAC for further assistance after taking the steps described above. The CPAC will provide specific information throughout the course of the injury compensation claim, to both you and the injured employee

Americans will put up with anything provided it doesn't block traffic.  

Dan Rather (1931 - )  
