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This is our first issue of the New Year and we are changing our format a little this year.  We will be publishing our newsletter every other month from now on.  Much like last year, this year we will continue our commitment to informing and educating our serviced population, and accepting new challenges along the way.  To that regard, let me take a moment now to extend a warm welcome to Ft. Hamilton, who joins our serviced population.  We look forward to servicing the Ft. Hamilton community and thank the command for their support and confidence in our ability to service them well. Finally, let me begin this year by thanking my staff for their hard work, and constant dedication to enhance our service.  They make the most difficult seem easy, and have learned to challenge themselves as we face the changes upon us.    

Arlene Sambrano 

Civilian Personnel Officer 


2002 FEDERAL PAY TABLES

On December 28, 2001 the President signed an Executive Order to implement the January 2001 pay adjustments.  Section 646 of the Treasury and General Government Appropriations Act, 2002 (Public Law 107-67, November 12, 2001), authorized a 4.6 overall average pay increase for General Schedule employees.  The 2002 General Schedule and Locality Pay Tables, Senior Executive Service Tables, and Special Salary Rate Tables for Selected Occupations are available on the Office of Personnel Management’s Web site at www.opm.gov/oca/payrates.  The 2002 increased rates of pay will be effective the pay period beginning 13 January 2002.

CANCELLATION OF REQUESTS FOR PERSONNEL ACTION (RPAs)

On December 17, 2001 Mr. David Snyder, Deputy Assistant Secretary (Civilian Personnel Policy) signed a memorandum implementing a new policy on the cancellation of Requests for Personnel Action (RPAs).  Effective 1 January 2002, the Civilian Personnel Operations Centers (CPOCs) will cancel any RPA which is over 180 days old (from date of receipt in the CPAC) and the selecting official has a referral list in his or her possession for 90 days or more.  In order for an action to be canceled the RPA must meet both of these conditions.  Exceptions to the cancellation policy may be granted by a CPOC Director if candidates on a referral are still under active consideration, e.g., a selection panel or higher level review of a selection is underway.  Selecting officials should advise their local CPAC when a selection is in process and request an extension of the referral beyond 90 days to prevent cancellation of the RPA.  The CPAC will coordinate with the CPOC to obtain the extension.

TOTAL ARMY PERFORMANCE EVALUATION SYSTEM (TAPES) REMINDER

Senior System (FWS/GS 13 and above)  Mid-point counseling sessions should be accomplished by now.  The Senior System Civilian Evaluation Report Support Form, DA Form 7222-1, is a working document.  Organizational priorities and goals may change during the rating cycle, as such, individual Objectives should change as well.  The Rater and Ratee should review the Objectives and accomplishments thus far in the rating period and also review any training that has been completed or that needs to be scheduled. 

Senior System (FWS/GS 9-12)  The rating period began 1 November 2001.  Senior System employees should be counseled within 30 days from the beginning of the rating cycle.  Performance standards with accompanying measurements should be registered on DA Form 7222-1, and a copy should be provided to the employee for reference.

Base System (FWS/GS 1-8)  The rating period ends for Base System employees on 31 January 2002.  Appraisals will be due to the Fort Myer CPAC within 45 days.

CREDIT FOR PERFORMANCE IN A REDUCTION IN FORCE

Performance appraisals are very important for many reasons.  First and foremost, performance appraisals document an employee’s performance of objectives and duties.  The secondary purpose for performance appraisals is that they are used to add creditable service to an employee’s service computation date (SCD) in a Reduction of Force (RIF). In other words, performance appraisals are used to determine seniority.

When an employee begins working for the Federal Government they are given a service computation date (SCD).  If an employee has prior military service or other civilian creditable service then their SCD may be changed to reflect this time.  An employee’s SCD may be found in block 31 of their SF-50.  The SCD is very important because it is one of the factors used to establish an employee’s retention standing.  On a retention register, employees are listed within tenure group/subgroup from the earliest to latest service date.  In other words, the employee with the earliest SCD (or most service) is listed ahead of the employees with the later SCD (or less service).  For example, an employee with an SCD of 12-14-66 would be listed before an employee with 4-12-70.  

In a RIF, employees receive credit for their performance appraisals which changes their SCD for RIF purposes only.  The method for making this adjustment is as follows:

1) The CPOC will review the three most recent appraisals in an employee’s Official Personnel Folder (OPF) received during for the last 4-year period prior to the date of issuance of RIF notices.

2) After the CPOC determines the three annual appraisals to use, it adjusts the employee’s service date to give credit for performance.  First, they assign a value to each of the performance ratings according to the following plan.

· A Level 1 annual performance appraisal is worth 20 additional years of service.

· A Level 2 annual performance appraisal is worth 16 additional years of service.

· A Level 3 annual performance appraisal is worth 12 additional years of service.

· No credit for performance is given for Level 4 or Level 5.

3) Next the CPOC computes a mathematical average of the three ratings to determine the total amount of additional service credit the employee receives.

4) The CPOC uses the mathematical average to adjust the employee’s service computation date for RIF and develops the retention register.

Let’s go through a simple example.

Melissa has a service date of 07-06-77 and her last three performance appraisals were a Level 2, a Level 1, and a Level 3.

First, total the additional years of service:

                 16         Years service  (Level 2)

                 20         Years service  (Level 1)

               +12         Years service  (Level 3)

                  48        Total years service

Second, divide the total years of service the three to find the mathematical average:

   16  Mathematical average

                   3 |  48 Total years service

Third, subtract the mathematical average from Melissa’s service date of 07-06-77:

07-06-77  Service date

                 -              16      Mathematical average

                      07-06-61      Service date adjusted for performance

Melissa has an additional 16 years of service credit.  Her service computatation date for RIF will be adjusted to 07-06-61.

If an employee has at least one but less than three performance appraisals on file then the CPOC will use the actual appraisals on file.

For example:    An employee has received two Level 1 appraisals during the past 4 years period.  We will determine the total years of service and then divide the total years of service by two to find the mathematical average. 

                    20  Years of service

                  +20  Years of service 

40 Total years of service

                   20  Mathematical average

               2|  40  Total years of service    

In this case, the employee would receive an additional 20 years of service credit and their SCD for RIF would be adjusted accordingly.

As you can see, performance appraisals are very important when determining retention standing (seniority) during a Reduction in Force.  Both the employee and the supervisor have a shared responsibility in assuring that performance appraisals are accomplished in a timely fashion and submitted to the CPAC.

TRAINING OPPORTUNITIES –PLAN AHEAD

            Great Courses to add to your Individual Performance Plan

DATE

COURSE TITLE



TIME


COST

12-13 FEB

ADVANCED SUPERVISORY SKILLS
0800-1500 

$395.00

                        Enhance your potential –great opportunity

19 FEB

INTRODUCTION TO POWERPOINT
0800-1500

$190.00 



Expand your automation knowledge

26-27 FEB

EFFECTIVE WRITING FOR

0800-1500

$200.00




PROFESSIONALS

                        Excellent course for employees at all levels

5-6 MAR

TEAM BUILDING



0800-1500

$250.00

                        Good course for organizations that expect team effort/partipation

19-21 MAR

RETIREMENT CLASS – CSRS

0830-1530

$195.00

                            Best course in town – plan for the future

26-27 MAR

INTERPERSONAL COMMUNCATIONS
0800-1500

$200.00



SKILLS

                        Great course on day to day communication skills

10 APR

INTRODUCTION TO RIF


0900-1200

FREE

                        Offered by the CPAC – those employees under A-76 should be attending

Employees interested in signing up for one of the classes should contact Ms. Terry Vines at 703-696-1265.

CPAC TIP OF THE MONTH!

ATTACHING MICROSOFT WORD DOCUMENTS TO RPAs IN THE MODERN SYSTEM.

Quite frequently Modern System users have a requirement to attach a variety of documents to their Request for Personnel Action (RPA), such as a draft position description, crediting plan or a Position Information Attachment (PIA).  Below is a quick cheat sheet on how to attach word documents to RPAs.

1. Click on the paper clip on the appropriate RPA.

2. In the CATEGORY block, type “Miscellaneous”; in the DESCRIPTION block, type whatever it is that you are attaching  (i.e., draft PD, crediting plans, PIA, etc.); in DATA TYPE block, click on the List of Values (LOV) Button and select “OLE Object”.

3. Click on the right mouse button in the big black document box below.

4. Choose “Insert Object”.

5. Create from file.

6. Browse.

7. Change Drive to the appropriate drive that you have saved your document.

8. Choose the appropriate directory where the file is located.

9. Choose the file by file name.

10. Click ‘OK’

11. Click on “Display as ICON”.

12. Click on “OK”.

13. Your MS Word document will now be in the attachment space as an icon, if not, go back to Word and try to copy of the document again. 
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