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INFORMATION  SHARING:
CERTIFICATE PROCESSING - DID YOU KNOW:  One area that causes delays in processing a certificate for career program positions is when there is no Civilian Performance and Promotion Appraisal (CPPA) data in the HAF.  For each occurrence where there is no CPPA data, there may be up to 24 hours delay in processing CONUS certificates and 48 hours for overseas certificates.  The 24/48 hours do not include the time the Cert Technician takes to research the record and prepare a notice to the CPF informing them of the problem.  When the CPPA is missing, not only is the process of placing it on hold, documenting the reasons, and updating databases manual and labor intensive, more importantly, it stops the momentum in processing the certificate.  Once this occurs, the certificate being processed is set aside until a response from the CPF is received.  
As of 11/01/2000, there were 330 registrants who have no CPPA data in HAF.  In some instances it may be that the CPF has input the CPPA data, however, the information did not flow to HAF.  If you are interested in getting a list of the records from your installation, feel free to send an email to this list server.   

ESTABLISHING RELEASE DATES:   Recently, there have been some disconnects as to who arranges for a release date and the time frames established for releasing an employee, specifically those requiring a PCS.  Chapter 8 of AFMAN 36-203 sets forth the guidelines for arranging release dates.  The AFMAN states:    

8.12.  Selecting officials will arrange release dates for any on-base personnel with the selectee’s current supervisor.  

8.12.1.  Promotion. Employees selected for promotion will be released by the losing organization so the action may be processed at the beginning of a pay period within 20 calendar days after selection, if it does not require a PCS.  The action may be delayed, as required, for administrative reasons related to the placement (i.e., physical examination, security clearance, etc.) or at the employee’s request if approved by both the gaining and losing supervisors.

8.12.2.  Reassignment and Employee-Requested Change-to-Lower-Grade.  The release date for reassignments and employee-requested change to lower grade, which do not require a PCS, should be timely and will normally be effected at the beginning of a pay period within 20 calendar days of selection.   No employee may be retained in his/her current position for more than 20 calendar days if such retention would adversely impact his/her selection.  The action may be delayed, as required, for the same reasons and under the same conditions as specified in the last sentence of para 8.12.1.

8.12.3. The CPF will arrange the effective date for actions that require a PCS by the employee, in coordination with the losing and gaining supervisor and AFPC/DPC.  AFPC/DPC will prepare the PCS orders after the effective date is established.   When possible, the reporting date will be within 45 days of selection.

These are the basic rules for establishing release dates.  However, we understand that there are some unique situations that require a longer period of time particularly when it involves a PCS.  Regardless of the dates established, all parties involved should use proper etiquette to ensure that there is reasonable accommodation for the employee as well sufficient time for the individuals responsible for processing the PCS orders.     

CAREER BROADENING PROGRAM:   The Career Broadening program is an official AF leadership development program and provides flexibilities to functional communities in strategically utilizing their CB resources to develop the next generation of civilian leaders.  

Career Broadeners are centrally owned, managed, funded, and serviced.  The functional communities have transferred funded authorizations into this central account to establish the current pool of career broadening resources.  The Career Broadeners are centrally managed by AFPC/DPK and administered by designated PALACE Team members.  The Bolling Civilian Personnel Flight provides personnel servicing and maintenance of their Official Personnel Folders.  
Career Broadening assignments are designed to provide developmental opportunities for high-potential, mid-level civilians, which, through the design and location of the positions, broaden employees’ skills and/or enhance their leadership perspective.  This, in turn, offers experience that prepares these select employees for more challenging and/or higher-level leadership positions.    
The Career Broadening program is designed to develop individuals primarily at the GS-12 through GS-14 grade levels and are filled competitively through reassignment, temporary promotion, or change-to-lower grade.   Assignments are limited in duration, normally from 2-3 years.  
The Career Broadening program offers the following Exemptions from the DOD’s Priority Placement Program (PPP): 
    - Placement actions to a career broadening position are exempt from the DoD PPP. 
    - Outplacement from a career broadening position is exempt from the DoD PPP at the permanent grade level through reassignment/change-to-lower grade and is dependent upon pre-identifying the position in the Career Broadener's Training Plan.

CAREER BROADENERS COURTESY IN-PROCESSING:  Since the servicing Civilian Personnel Office for all Career Broadeners is located at Bolling AFB, we ask the host installation's Civilian Personnel Flight to provide a courtesy in-processing.  Upon selection of an employee for a Career Broadening assignment, the PALACE team will send the host CPF a notice informing them of the selection.  As part of the in-processing, we are asking that you provide the employee with the following forms:  
            -W-4 Tax Withholding Allowances
            -SF-1199A Direct Deposit
            -Address Form
            -SF-2809 (If current health benefits are not available in the new geographic location.)
The CPF is also requested to advise the employee that a copy (or copies) of the Leave and Earnings Statement (LES) must be provided directly to the local payroll office in order to transfer leave balances.  

FEATURED CAREER PROGRAM:  Services Career Program (SVCP

 HYPERLINK "http://www.afpc.randolph.af.mil/cp/serv/default.htm" ):  The Services Career Program is chartered by the Air Force Services Policy Council to identify, develop, employ and retain men and women with the skills necessary to satisfy current and future Air Force requirements.  The Chair of the Policy Council is Mr. Art Myers, HQ USAF/ILV.  The Services Career Program Administrator works closely with the Policy Council and interacts with the Services workforce to meet career management objectives.  The administrator typically serves a term of two-four years then returns to a position within the Services Career field.  The Services Career Program is one of 20 such programs located at the Air Force Personnel Center, Randolph Air Force Base, Texas.  Air Force employees in the GS 1701 occupational series at grades GS-7 and above may register for Services positions GS-9 and above.  Air Force employees in the GS 301, 1410, and 1101 occupational series at grades GS-9 and above may register for GS-11 and above.  The Services Career Program has approximately 1,085 managed positions.  
ITEMS OF INTEREST (TIDBITS) 
EMPLOYEE MEMBER SELF SERVICE - E/MSS:  Check out this Web Site.  The Defense Finance and Accounting Service (DFAS) is now offering a new service called Employee/Member Self Service (E/MSS).  This service allows DoD customers to update certain pay information by using a Personal Computer to access the pay system via the Internet or by using a touch tone telephone via an Interactive Voice Response System (IVRS).  DoD civilians can now change their own Federal tax withholding status and exemptions; start, stop or change allotments (this feature is not a part of the annuitant payroll system); change their correspondence address; and update their financial institution electronic fund transfer information.  To learn more about E/MSS Click Here. 

CLASSIFICATION CORNER:  
Automated Evaluation Summaries:  This tool provides automated evaluations for FES and GSSG.  It adjusts the points depending on what factor level you, as a classifier, insert.  This tool is especially helpful if you create a core document from a word template.  If you are a classifier you can understand the painstaking efforts one takes to add up the points and ensure the total points are correct in order to assign the grade to the Core Doc.  With this tool you don't have to go through that.  The points are added up automatically, and it also gives you grade conversion information such as the Point Range and GS Grade.   
Classification Appeals:  OPM WEB pages on Classification Appeals Decision Table and Classification Appeals related Topics.

Standard Core Personnel Document Library:  The SCPD Library was established to provide Air Force managers, supervisors, and personnel specialists with core personnel documents reflecting work typically found at installations across Air Force for use when establishing new positions, revising current positions, or filling existing civilian positions.  It is Air Force policy that SCPDs should be implemented as positions are established or filled; therefore, the library should be your first stop for developing Core Personnel Documents (CPDs).  

Standardized Competitive level Codes

 HYPERLINK "http://www.afpc.randolph.af.mil/compl/" :  The Air Force Personnel Center (AFPC) has developed standardized CLCs to provide uniformity and consistency in running and maintaining retention registers for the purpose of Reduction In Force (RIF). 
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