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CPAC Chief’s Corner 

This current issue contains various topics that we feel should be addressed in light of the current climate.  Our organizational roles will continue to be defined in the months to come in support of the Army’s mission.  As such, this office will continue to provide you, our customers, with information relevant to the current events affecting all of us.  
Arlene Sambrano 

Civilian Personnel Officer 


Due to the nature of the information in this newsletter we felt it necessary to stray from our normal Question & Answer format in order to provide you with relevant, although sometimes lengthy, but pertinent information.  As always, we thank you for your continued support and interest in this publication, and ask for the widest possible dissemination within your organization.       

180 DAY MILITARY WAIVER

Upon the attack of September 11th, the 180 day military waiver was suspended to help expedite the filling of all positions for the duration of the national emergency. This means that agencies have been authorized to     appoint retired military members without processing a 180 day waiver request.

EMERGENCY HIRING FLEXIBILITIES

The Office of Personnel Management (OPM) also recognized that agencies would need some hiring flexibilities to deal with the aftermath of the tragic attacks.  Below is a list of hiring flexibilities management can now use when responding to emergency situations.

Requests to make emergency appointments should be initiated by management as Recruit/Fill Request for Personnel Action (RPA) and forwarded to this office following normal procedures.  To ensure that these types of appointments can later be identified as emergency need, enter  "Emergency Appointment" in the remarks section of the RPA. 

Excepted Appointments:

Temporary Emergency Need (Up to 1 year).  
30-Day Critical Need:  May appoint for 30 days and extend for an additional 30 days.  

OPM is also authorizing agencies to use a Senior Level space allocation as required to reflect immediate appointment of an individual using these flexibilities.  Each space allocation must be reported to OPM within 10 days of the appointment.

SES Limited Emergency Appointments

Emergency appointments of SES career employees, who are not current career employees. 

Reemploying Annuitants

Upon request, OPM may grant agency heads the authority to waive the salary offset otherwise required of civilian annuitants.

Reemploying Buyout Recipients

Depending upon the specific statute under which the former employee received the buyout, OPM may grant a repayment waiver under truly unusual circumstances.

Other Resources

Contract with private sector temporary firms for 120 days, may be extended for additional 120 days subject to displaced employee procedures.

Competitive service appointments of 120 days or less without clearing the ICTAP.

Contact your servicing CPAC specialist for further guidance on initiating these special appointments. 

PERSONNEL ACTIONS IN SUPPORT OF OPERATION ENDURING FEEDOM

The following guidelines are to be used when submitting LWOP or separation actions for employees called to active military duty in support of Operation Enduring Freedom. 

LWOP in excess of 30 days must be documented on a Request for Personnel Action (RPA), with nature of action 473/LWOP-US and legal authorities Q3K/5 CFR 353 and ZJW/Operation Enduring Freedom.    

These same authorities must also be used on the 292/RTD action when the reservist returns to civilian employment. 

Separations.  If the reservist requests separation rather than LWOP, the separation must be documented with nature of action 353/Separation-US and same legal authorities as stated above. 

Please contact this office for further guidance.

POSITION DESIGNATIONS

It is Army’s policy that civilians will be used to support the military in carrying out their missions. Installations should have developed and have in place those plans required to support military contingency operations and all other levels of mobilization. The objective is to ensure that qualified Army civilian employees are available in adequate numbers and skills to meet worldwide mission requirements during periods of national emergency, mobilization, war, military crisis, or other contingency. 

Basic definitions associated with this program include: 

Emergency Essential 

Refers to a civilian position located overseas that would be transferred overseas during a crisis situation.  Position is required to ensure success of combat operations or to support combat essential systems subsequent  to mobilization or an evacuation order.  

Key Position

Cannot be vacated during a national emergency or mobilization without seriously impairing the capability of the agency to function effectively.  Due to the essential nature of these positions, the Secretary of the Army, or his designee, shall designate such positions as key positions and shall require that they not be filled by Ready Reservists or military retirees with recall obligations.

Mission Essential Position

Considered critical to operations that cannot be suspended or interrupted, depending upon the local emergency situation; i.e., those required to be present for snow emergencies.  Employees may be designated mission essential personnel “on the spot” without prior notice when the need arises.  The office of Personnel Management (OPM) uses the alternate term “emergency employee” to refer to employees who must report for work in emergency situations. 

Details

Employees are reminded that management possesses the right to detail employees to perform duties that it deems necessary if the employee possesses the skills necessary to carry out the assignment, even if they are unrelated to their position description.  Management may also initiate a detail to locations away from the permanent duty location.  Wartime or crisis situations do not offer any additional authority but do strengthen management's justification for the action when making details that employees may be forced to take involuntarily. Coordination with the unions through your servicing CPAC for bargaining unit members is advisable. 

The initial detail may last for up to 120 days. No formal position description is necessary but a brief statement of duties is recommended so that an employee may have documentation of the work he/she performed that may be used for qualifying experience when applying for other positions.  However, if the employee is detailed to an established position that is not essentially identical to the employee’s existing PD for more than 30 days, Army policy requires management to initiate a Request for Personnel Action (RPA) to formally document the assignment.

TIME AND ATTENDANCE

Management may take whatever actions may be necessary to carry out the agency mission during emergencies.  These actions may include such changes in tours of duty, works schedules (including alternate work schedules), and lunch times. Management should give as much notice to unions as time allows when changes are necessary, but emergency actions may be taken without prior consultation with unions.

Employees who are not working at the time of administrative dismissals will be charged the amount and type of leave management has previously designated. For example, if an employee has called the office on the day when an administrative dismissal has occurred and requested sick leave, or if the employee requested and obtained approval for annual leave for that day, the employee will be charged sick or annual leave as appropriate.

If an employee is designated “mission essential” and is unable to report to work due to illness, though other nonessential employees receive an administrative dismissal, the employee should be charged sick leave for that day.  Similarly, if a “mission essential” employee fails to report for duty when other nonessential employees have received administrative leave, that employee should be charged to Absence Without Leave (AWOL).

FASCLASS II

Fully Automated System for Classification (FASCLASS) is a web based automated position classification records system maintained at HQDA.  The application automates position descriptions (PD’s), provides a searchable master file of PD’s, automated records of competitive levels and areas, and a multiple sort feature. The newest version of this system, FASCLASS II has recently been deployed in the North Central Civilian Personnel Operations Center (NC CPOC).  Public users can search FASCLASS by entering a position description number or search for a position based on the duties.  Supervisors, managers and personnelists must request and establish a userid and password, within the application in order to access specific organization structure, employee names, reports, etc.  To do this, once FASCLASS II is accessed from www.cpol.army.mil, TOOLS, click on the Restricted Access option in the blue menu bar.  These procedures can also be found in the User Manual by clicking on the “HELP” option also in the light blue FASCLASS menu bar. 

TIME OFF AWARDS

Employees are reminded that time off granted as an incentive award must be used 

within 1 year from the effective date.  To prevent an employee from losing their time off award, we would like to clarify that the 1-year period includes the pay period in which the award becomes effective.  We caution employees that time off awards are not converted to pay at the time of separation from government service.  In addition, if you transfer employment to a non-Army government agency, the time off award will not transfer.

ARMY CPOL

The site for the Department of the Army’s Civilian Personnel Administration Home Page, Civilian Personnel On Line (CPOL) can be found at www.cpol.army.mil.  

This is your home page and your access to Army civilian employment, training and career opportunities. This site also allows you admittance to the Army civilian personnel library, Army regulations and publications, Personnel Management Information and Support System (PERMISS), Position Description PD Library, and links to other civilian personnel information and sites.

HQ DA is continuously developing and enhancing this web site to be used as a tool by Army civilian personnel professionals, managers and employees in achieving the Army vision of providing exceptional service to our customers.

TRAINING OPPORTUNITIES

NOTICE – The CPAC sponsored Reduction in Force (RIF) class that was originally scheduled for 10 Oct 01 has been rescheduled for 24 Oct 01 in Bldg. 203, room 202, from 9:00 a.m. –12:00.  Supervisors are encouraged to support this by allowing employees to attend this training session.

RETIREMENT CLASS – CSRS

This class is for employees covered under the Civil Service Retirement System (CSRS) interested in understanding the implications of benefits decisions made throughout their career and their effect on retirement annuity.

Class Dates:  13 November through 15 November 01

Please contact Terry Vines, Ft. Myer CPAC to register for this class.

CPAC TIP OF THE MONTH!

TAPES 

REMINDER – The current rating period for WS/GS 9-12 ends 31 October 2001.  At the end of the rating period employees (ratees) should list their significant contributions in Part IVc of the DA Form 7222-1, Senior System Civilian Evaluation Support Form, dated August 1998.  Performance evaluations should be prepared on DA Form 7222, Senior System Civilian Evaluation Report, dated August 1998.  It is essential that the most current DA Form 7222 is used for preparation of the employee’s performance evaluations since this form reflects the changes to the objectives ratings implemented by the Department of the Army in 1998.  Both the DA Form 7222 and 7222-1 may be downloaded at www.usapa.army.mil/forms.  Appraisals are due in the Civilian Personnel Office Advisory Center NLT 30 November.

Dedicated to Excellence in Customer Service
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