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Health Benefits Open Season

Health Benefits Open Season for the Federal Employees Health Benefits (FEHB) Program will be held from November 8 through December 13, 1999.  During the Open Season you may change from one plan to another, one option to another in the same plan, or from self only to self and family.

Coverage under your current enrollment will continue automatically unless one of the following situations occur:


* request a change


* current plan changes its enrollment area


* or your plan no longer participates in the FEHB Program after December 31, 1999

If you change your enrollment, your new coverage will be effective January 1, 2000.  Your February 1, 2000 annuity payment will be the first monthly payment to reflect the year 2000 premiums. 

It is very important that you keep your address up to date.  Many important notices are sent throughout the year to the address we have on file.  Please be sure to report your address change immediately!  Employees should use Employee Express to make their address change; however, should you experience problems you may contact your Personnel Coordinator, or Civilian Personnel Advisory Center for assistance. 

Schedule of Annual Leave for Use or Lose

We are nearing the end of the leave year and it is important that ALL EMPLOYEES examine their annual leave records to plan for the use of accrued leave which cannot be carried forward to the new year. Normally, unused annual leave in excess of 240 hours is forfeited by civilian employees; however, through advance planning and scheduling, employees and managers can implement measures to prevent forfeiture of accrued annual leave. 
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Employees should plan, schedule, and submit their leave request well before the end of the leave year. Employees must keep in mind that supervisors approve leave subject to workload, mission requirements, and available manpower.  If annual leave is not approved, it must be based upon factors that are reasonable and equitable.  The scheduling of annual leave is an important decision for both the employee and management officials, as direct result of the importance there are several laws and regulations in place with guidance and requirements.

To prevent the forfeiture of annual leave, leave must have been scheduled in writing, before the start of the third biweekly pay period (November 21, 1999) prior to the end of the leave year.

The requirements that leave in excess of 240 hours be forfeited, may be temporarily suspended under the following three conditions:

(1) Administrative error, when the error causes the loss of annual leave

(2) Exigencies of public business when such annual leave was scheduled in advance

(3) Sickness of the employees when such annual leave was scheduled in advance

To exercise the provision provided by law to restore forfeited leave, the following requirements must be met:

* The leave must be scheduled in writing and approved by the supervisor. 

* The leave must be scheduled prior to the last three pay periods of the leave year.

* Any exigency, causing cancellation of such scheduled leave, must be fully documented.  

Any restored leave must be used within 2 years. When restored leave is scheduled to be taken, a SF-71 Application for Leave, must state the amount of leave to be charged to the restored leave account.  The key to eliminating the non-forfeiture of annual leave is with the written documentation. It is imperative that employees submit SF-71, Application for Leave, to their supervisor in a timely manner to permit proper scheduling before the last three pay periods of the leave year.

Appropriation Pay increase signed

On September 29, 1999, President Clinton signed the Treasury-Postal Appropriations bill (HR 2490) in to law.  The fiscal year 2000 spending bill provides for a 4.8% pay increase for federal employees.  The raise will go into effect on January 1, 2000.  This bill also increases the next president's salary to $400,000 and permits a $4,600 cost-of-living increase for members of Congress.  General Schedule pay charts for FY-00 are currently not available and will be provided to Personnel Coordinators as soon as official publications have been made.

Performance Appraisals 

Performance Evaluations for General Schedule and Wage Grade with a rating cycle of 1 November 1998 through 31 October 1999 are due to Civilian Personnel at the end of the rating period but not later than 45 days.

  Performance Evaluations for the Base System Civilian Evaluation Report covers ratees in the following pay plans and grades:


* Wage Grade (WG), Wage Leader (WL) at all levels


* Wage Supervisor (WS) at grades eight (8) and below - and employees at equivalent levels in other pay plans


* General Schedule (GS) at grades eight (8) and below - and employees at equivalent levels in other pay plans

  Performance Evaluations for the Senior System Civilian Evaluation Report covers ratees in the following pay plans and grades:


* Wage Grade (WS) at grades nine (9) through twelve (12) - and employees at equivalent levels in other pay plans


* General Schedule (GS) at grades nine (9) through twelve (12) - and employees at equivalent levels in other pay plans

The period of time for a rating period is normally 1 year, but not less than 120 days under one supervisor and an approved performance plan.
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  Special ratings are issued for purposes other than the end of the annual rating cycle.  Examples:


- End of a temporary promotion


- Ninth month probationary appraisals


- Special assignments and detail of 120 days or more

Special ratings are not submitted to Civilian Personnel and are not maintained in the employee Official Personnel File (OPF).

Leave Donor Program 

Do you have lots of annual leave?  Consider donating annual leave to employees enrolled in the Voluntary Leave Transfer Program to help ease the financial hardship encountered by medical emergencies.  To donate leave, submit a "Request to Donate Annual Leave to Leave Recipient", Optional Form 630-A to Ms. Tammy Patrick, Leave Donor Coordinator, Human Resource Center, Bldg 2-1515.  Forms may be obtained from your personnel coordinator or from Civilian Personnel.  The following employees are currently enrolled in the program:

Joann Patton
 
 Elaine Baker

Gloria Bryant

Jack Simpson

Larry Vetch

Paula Wicker

Kevin Desmond
William Daniel Jr.

Lenard Byrd

Patricia A Kay

Sarah O'Keefe

Ronald Steere

Wendy Logan
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As the holiday season fast approaches, the staff of Civilian Personnel Advisory Center would like to wish each and everyone a safe and happy Holiday Season!

17 November 1999
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