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EMPLOYMENT IN A DEPARTMENT OF DEFENSE INSTALLATION
When you enter into employment at a Department of Defense Installation, you become part of the civilian workforce of the Government of the United States. Your employment is governed by the Code of Federal Regulations and Civil Service Act, the rules and regulations issued by the Office of Personnel Management for the administration of the Act, and the Department of Navy Instructions based on Civil Services Regulations, Department of  Defense, and Marine Corps policy.    

You should get advice from your supervisor on any questions or problems that arise in connection with your civil service employment, or obtain guidance from your local Civilian Human Resources Office (CHRO).   

CODE OF GOVERNMENT ETHICS
The Code of Ethics for Government Service sets the principles of conduct for all Federal employees.  The Code is a guide for both public and private conduct.  It is important that all employees familiarize themselves with and adhere to the principles of the Code.  The Code states that any person in government service should:

ˆ  Put loyalty to the highest moral principles and to country, above loyalty to persons, party, or Government Department.

ˆ  Uphold the Constitution, laws, and legal regulations of the United States and all governments therein and never be a party to their evasion.

ˆ  Give a full days labor for a full days pay; giving to the performance of his duties his earnest and best thought.

ˆ  Seek to find and employ more efficient and economical ways of getting tasks accomplished.

ˆ  Never discriminate unfairly by dispensing of special favors or privileges to anyone, whether for remuneration or not; and never accept, for himself or his family, favors or benefits under circumstances which might be construed by reasonable persons as influencing the performance of  his governmental duties.

ˆ  Make no private promises of any kind binding upon the duties of office, since a government employee has no private word that can be binding on public duty.

ˆ  Engage in no business with the government, either directly or indirectly, which is inconsistent with the conscientious performance of his government duties.

ˆ  Never use any information coming to them in confidentially in the performance of governmental duties as a means for making private profit.

ˆ  Expose corruption wherever discovered.

ˆ  Uphold these principles, ever conscious that public office is a public trust.
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ˆ  (This Code of Ethics was agreed to by the House of Representatives and the Senate as House Concurrent Resolution 175 in the Second Session of the 85th Congress.  The Code applies to all Government employees and office holders.)   

BEDROCK STANDARDS OF CONDUCT FOR DEPARTMENT OF DEFENSE PERSONNEL

To maintain public confidence in the integrity of the Department of Defense (DOD) which is essential to the performance of its mission, all DOD personnel shall comply with the following standards of conduct:

1.  Avoid any action, whether or not specifically prohibited, which might result in or reasonably be expected to create the appearance of:

ˆ  using public office for private gain;

ˆ  giving preferential treatment to any person or entity; 

ˆ  impeding government efficiency or economy;  

ˆ  losing complete independence or impartiality

ˆ  making a government decision outside official channels; or

ˆ  adversely affecting the confidence of the public in the integrity of the government.

2.  Do not engage in any activity or acquire or retain any financial interest that results in a conflict between your private interest and the public interest of the United States related to your duties.

3.  Do not engage in any activity that might result in or reasonably be expected to create the appearance of a conflict of interest.

4.  Do not accept gratuities from defense contractors.

5.  Do not use your official position to influence any person to provide any private benefit.

6.  Do not use inside information to further private gain.

7.  Do not use your rank, title, or position for commercial purposes.

8.  Avoid outside employment or activity that is incompatible with your duties or may bring discredit to the DOD.

9.  Never take or use government property or services for other than official

 approved purposes. 

10. Do not give gifts to your superiors or accept them from your subordinates.

11. Conduct no official business with persons whose participation in the transaction would be in violation of law.

12. Seek ways to promote efficiency and economy in government operations and public confidence in its integrity.

Questions regarding Standards of Conduct for Department of Defense personnel should be directed to the base legal office.

THE FLAG
You should quietly stand at attention facing the flag or music when:

ˆ  the flag is raised or lowered;

ˆ  the flag passes on parade;

ˆ  the National Anthem is being played; and you are present at or within hearing distance of those ceremonies or when you are in your vehicle, pull over to the right side of the road and stop until colors have passed.

PRIVACY ACT OF 1974

The Privacy Act of 1974 is a public law that provides for "fair information practices" and includes safeguards for an individual's right to privacy.  It requires that no secret systems of information about individuals are to be maintained by the Government.  It provides specific requirements for agencies on the disclosure, collection, and use of personal information.

Federal agencies have responsibilities that include:

1.  Collection of personal information.  Individuals must be advised by the government on:

ˆ  Why the government is seeking the information.

ˆ  What use the government intends to make of the information.

ˆ  The authority under which the information is solicited.

ˆ  Whether disclosure is mandatory or voluntary.
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2.  Maintenance of personal information.  Records maintained on individuals must be:

ˆ  relative to present duties.

ˆ  timely (not outdated).

ˆ  accurate.

ˆ  complete.

3.  Maintaining the confidentiality of information and use it solely for the purposes designated.

4.  Taking appropriate disciplinary action in cases of inappropriate use.

Employees who work with Privacy Act material should carefully follow the above responsibilities and review this information at least once a year.  All employees should periodically review their personnel records.  If you feel there is an error in your record or you have any questions, contact the CHRO. 

DRUG-FREE WORKPLACE PROGRAM (DFWP)
The Drug-Free Workplace Program was established by an executive order on 15 September 1986.  The program requires that Federal employees refrain from using illegal drugs on or off duty. The DFWP accomplishes this through deterrence, identification, rehabilitation, and personnel action. While the Department of Defense (DOD) will assist employees with drug problems, employees who use illegal drugs are primarily responsible for changing their own behavior and actions. Illegal drug use by any civilian employee is incompatible with the maintenance of high standards of conduct and performance.  Moreover, illegal drug use could adversely affect safety to ones's self and others,  risk damage to government and personal property, and significantly impair day-to-day operations.  The DOD program is aimed at identifying illegal drug users to maintain a safe, secure workplace and efficient operation. 

Certain employees occupying specifically designated sensitive positions within DOD, will be subject to random drug testing for marijuana, cocaine, amphetamines, opiates,  and phencyclidine (PCP).  These are called Testing Designated Positions (TDPs).  Employees selected for or otherwise placed in a designated sensitive position (i.e. Top Secret or Secret clearance with access to special programs), will be subject to a drug test prior to final selection or placement and to random testing thereafter.  Any employee can volunteer for random testing and will be included in the activity random testing pool.

The determination that an employee uses illegal drugs may be made on the basis of direct observation, a criminal conviction, the employee's own admission, other appropriate administrative determination or by a confirmed positive urinalysis.  The program subjects all civilian appropriated fund employees to drug testing (urinalysis) under the following conditions: 

w When there is a reasonable suspicion that the employee uses illegal drugs. 

w As part of an authorized examination regarding an accident or unsafe practice. 

w As a part of or as a follow-up to counseling or rehabilitation for illegal drug use. 

The Department of Navy (DON) cannot tolerate the use of illegal drugs and we encourage any employee who has a substance abuse problem to seek assistance through his/her activity Civilian Employee Assistance Program (CEAP) Coordinator.

Employees who voluntarily identify themselves to their supervisor or other appropriate management officials as users of illegal drugs, prior to being so identified by other means, and who seek counseling and/or rehabilitation assistance, will not be subject to disciplinary action for their prior drug use.  This is called “safe harbor”. It is important to note that once an employee is officially informed of an impending drug test, the employee is no longer eligible for safe harbor.  All employee medical and rehabilitation records maintained in connection with the CEAP program are confidential patient records and will not be disclosed without the prior written consent of the employee.

All employees are expected to refrain from drug use and participate in the testing program.  Disciplinary action up to and including removal from Federal service will be initiated for the first failure to remain drug-free or refusal to submit to a drug test. Removal action will be initiated for any employee upon a second positive test result, failing to refrain from illegal drug use after counseling and/or rehabilitation, or adulterating or substituting a specimen. 

Drug Testing.  Compliance Information Systems (a private company located in Utah) has developed a database system for the DFWP.  This system tracks the entire drug testing process with online/interactive accessibility for the activity Drug Program Coordinators (DPCs), Office of the Deputy Assistant Secretary of the Navy (ODASN) Program Coordinator, the Drug Screening Labs (DSLs) and the Medical Review Officer (MRO) with bulletin board capability for communication.  The database tracks all collection events from beginning (DPC submission of request) to end (result received by activity DPC).  The system is called “Electronic Verification and Testing (eVeriTesT) Network”.  It will also select at random, employees in the TDPs for testing.  Employees selected at random when notified for testing must bring a valid picture ID to the collection site.

At the collection site, the urine specimens collected are labeled and initialed by the collector and employee and sealed.  Then, the donor names, SSN, and Specimen ID number (SID) is entered into the DFWP database.  The collector then mails the 
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specimens and confirms by entering FED X number and date within 24 hours of collection into the eVeriTesT network database.

When the DSL receives the specimen, it will then confirm receipt of the specimen, enter date received into the DFWP database.  After analysis, the lab will electronically send the results to the MRO.  The lab will enter the date the test result was electronically sent to the MRO, and enter the date the paper copy of the result was sent to the MRO via FED X and the FED X number into the DFWP database.  The activity DPCs will be able to confirm that the test result went to the MRO but will not have the actual results of the urine tests.

The MRO will confirm the negative and positive results by entering confirmation of the result into the DPC/DFWP database.  For positive results, the MRO will enter confirmation of the positive results, the FED X package number, and the date the FED X package was sent to the ODASN Program Coordinator in the DFWP database.  The ODASN Program Coordinator will enter the FED X number and date the positive result package is sent to the DPC.  The activity DPC will then be able to pick-up the negative results from the DFWP database and notify the donors of their results.  Positive results will be in the database.  Activity DPCs will not be able to take action until receipt of the hard copy positive result via the FED X package.

The DFWP database also is capable of requesting electronically:

· Litigation packages to the MRO for positive results

· Specimen Retest request by the DPC directly to the MRO

· Electronic form testimony and preparation time for a hearing when a disciplinary action is taken for a positive test result.

PAY ADMINISTRATION
Your Salary.  The annual salary for General Schedule graded employees is set by the President and Congress. The hourly rate for wage grade employees is determined by  a local area wage survey based upon the prevalent rates within the geographical area.  Your Notification of Official Personnel Action (SF-50) will show your current salary and its effective date.  Within each General Schedule Grade there are a series of ten salary steps.  For Wage Grade positions there are a series of five steps. 

SPECIAL RATES.  Some positions in some locations have been identified as hard-to-fill, and the Office of Personnel Management has authorized a special pay rate for them in an effort to attract and retain more candidates.  The pay rate established is higher than the regular GS scale.  Your supervisor or the CHRO will be able to advise you whether your position is covered under such a rate.

Geographic PAY DIFFERENTIAL.  

In the Los Angeles, Orange and San Bernadino counties, the Office of Personnel Management has authorized an interim geographic adjustment (IGA) pay differential of 8 percent.  This differential applies to all General Schedule positions physically located in one of the covered locations, unless the position is covered under a special rate that is higher than the General Schedule rate plus 8 percent.  The differential is authorized in these areas to alleviate the significant disparity in wages with the private sector and the severe difficulty the public sector experiences in the recruitment and retention of qualified individuals.   Locality pay is not paid in addition to the IGAs.   When locality pay reaches more than 8 percent the IGAs will be canceled. If you move from an IGA area to a position outside the IGA area, you will lose entitlement to the differential.  

Locality Pay.  In January 1994, most General Schedule employees working in the 48 contiguous States (include Washington, D.C.; exclude Alaska and Hawaii) began receiving locality-based comparability payments, known as locality pay.  The Federal Employees Pay Comparability Act of 1990 (FEPCA) initiated locality pay.  The intent of the legislation is to make Federal pay more responsive to local labor market conditions.                           

The amount of your locality pay will depend on the geographic area where you work, and the amount of your locality pay may change if you change duty stations.  Locality pay is part of your bi-weekly salary.  In addition, locality pay is used in the calculations for some pay-based actions, including:

w retirement annuity and thrift savings contributions

w life insurance

w overtime and other premium pay

Every General Schedule employee in the 48 contiguous States is in a pay area.  Since a complete description of the pay areas is very long, it is not included in this handbook, but your payroll office or CHRO will have that information. 

The amount of locality pay will gradually be adjusted over a nine-year period until the difference between non-Federal and Federal salaries, as determined under the provisions of FEPCA, in each pay area is no  more than five percent.  Your payroll or CHRO will provide specific information when there is a locality pay increase in your pay area as soon as the information is available.

Cost-Of-Living-Allowance (COLA).  Employees located in Hawaii may be entitled to a cost-of-living-allowance. The percentage of this allowance varies and is subject to change.   A statement regarding your entitlement will be in the "Remarks" section of your appointment SF-50 if these allowances apply to you.
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OVERTIME.  Overtime is usually defined as work in excess of 80 hours in a two week pay period.  Overtime work must be authorized and approved by your supervisor in advance.  General Schedule employees who work overtime may be compensated by either pay in the amount of 1+1/2 the hourly base rate (but not to exceed the basic pay 

for GS-10, step one, if exempt under the Fair Labors Standard Act) or by compensatory time off for the overtime worked.

Normally, employees covered by the provisions of the Fair Labor Standards Act (FLSA "non-exempt") will receive 1+1/2 times their hourly rate of pay.  Employees exempt from this Act will receive 1+1/2 times their hourly rate of pay subject to the maximum rate of GS-10, step one.  General Schedule employees may request 

compensatory time in lieu of receiving overtime pay. 

A head of an activity may choose to give compensatory time instead of overtime pay to employees whose rate of basic pay exceeds the GS-10, step ten.  Federal wage grade employees are ineligible for compensatory time.  Your SF-50 is annotated to show whether your position is FLSA exempt (E)or non-exempt (N).

PREMIUM PAY.   Depending on individual circumstances, some employees receive premium pay for regularly scheduled night work, standby duty, on-call duty, or holiday work.  Occasionally Federal Wage System employees work under unusually hazardous or arduous conditions. Consult with your supervisor or the CHRO if you have any questions concerning premium pay.

Within-Grade INCREASES (WGI’s) FOR GS EMPLOYEES.  If performance is satisfactory, all employees, except temporary GS employees, receive a periodic salary increase (commonly called a "step increase") according to the timeframes shown in the chart below:

If you are…
AND……
Then your Step Increase

GS
In steps 1, 2, or 3

In steps 4, 5, or 6

In steps 7, 8, or 9

In step 10
Every  Year

Every TWO Years

Every THREE Years

STOP – because this is the highest step

In addition to the normal within grade increases, a pay increase known as a Quality Step Increase (QSI) may be granted to General Schedule employees for high quality performance.  QSI's can only be recommended at the end of the employee's appraisal period and when supported by an approved outstanding performance rating.

Within-Grade INCREASES (WGI’s) FOR WG EMPLOYEES.  Federal Wage System (FWS) employees whose current performance ratings are fully successful, receive step increases as follows:

If You Are…
AND ……..
Then Your Step Increases……

WG/WL/WS
In Step 1

In Step 2

In Step 3 or 4

5
After the first six months

After another six months

Every TWO years

STOP – because this is the highest step

PAYDAYS AND PAY CHECKS.   DoD pay periods cover two-weeks, extending from Sunday through Saturday.  Pay checks are electronically deposited to a financial institution designated by you.  Each payday you will receive a copy of your Leave and Earnings Statement (LES) via the U.S. mail.  This statement explains your earnings, deductions, annual and sick leave balances, retirement and the Thrift Savings Plan balances, etc.  It is your responsibility to review this statement each payday and verify its accuracy.  Questions concerning any of the information contained on this statement are to be addressed to your supervisor, or your payroll office, as appropriate.  

Certain deductions from your pay are required by law, and other deductions are made upon request for your benefit and convenience.  Required deductions include Federal income tax, state income tax, Medicare, Civil Service Retirement System (CSRS), Federal Employees Retirement System (FERS), and social security.  Optional deductions could include health benefits (medical insurance), life insurance, union dues, U. S. savings bonds, allotment to a credit union or other savings institution, or Combined Federal Campaign (CFC) contributions.  Forms and instructions for Allotment of Pay or Assignment of Pay may be obtained from the CHRO. 

Administrative Workweek.   The Administrative workweek for full-time employees is the 40-hour workweek.  The lunch period is 30 minutes.  If you would like a 60 minute lunch period, then you will need to extend your work day an additional 30 minutes.  Any period of absence, other than for lunch during the working hours must be with the permission of your supervisor.  Your supervisor will inform you of your working hours and when your lunch period begins and ends.  

Some offices have Alternative Work Schedules (AWS).  The most common AWS is the 5-4/9 schedule where the employees work eight days at 9 hours a day, one day at 8 hours, and get one day off each pay period.  Discuss your organization's policy with your supervisor and make sure that you understand  your options and your responsibilities under this system.  Some organizations require a fixed work schedule. 

  Marine Corps Civilian Human Resources Office - Southwest

LEAVE ADMINISTRATION
Annual Leave.  Annual leave may be used (after it is earned) for vacation purposes or necessary personal business.  You must make arrangements in advance with your supervisors to be away from your job.  While your supervisors will try to grant your annual leave request when you desire to take it, they must take into account the workload of the department.  

Annual leave is earned at the beginning of the first full pay period after your appointment or reinstatement, according to your years of working for the federal government combined with any military service.  The rates of accumulation for full-time employees are:

Years of Service
Per 2-Week

Pay Period
Last Pay Period
Eight Hour Days Per Year

Less than 3
4 hours
N/A
13 days

3 but less than 15
6 hours
10 hours
20 days

15 or more
8 hours
N/A
26 days

In most cases, the maximum amount of annual leave you can carry forward from one leave year to the next is 30 days or 240 hours.  Accruing annual leave provides a cushion in case of an emergency.  If you separate from civil service, you will receive a 

lump sum payment for any unused annual leave.  If you transfer to another civil service position at another federal agency without a break in service, your annual leave balance will be transferred to that activity.

Sick Leave.  In addition to annual leave, you earn 13 days of sick leave with pay each year.  One-half day (four hours) of sick leave is earned  for each full two-week pay period you work.  This rate will apply regardless of your length of service.  There is no limit on the amount of sick leave that can be carried forward from one year to another.  Former employees can have a recredit of sick leave if re-employed on or after December 2, 1994, provided the sick leave was not previously forfeited as a result of re-employment before December 2, 1994.  Sick leave is a conditional right in that you may use it only under the following conditions:

ˆ To receive medical, dental, or optical examination or treatment; 

ˆ  If you are incapacitated for the performance of duties by physical or mental illness, injury, pregnancy, or childbirth;     

ˆ  If you are required to give care to a family member as a result of physical or mental illness; injury; pregnancy; childbirth; or medical, dental, or optical 

ˆ  examination or treatment;

ˆ  If you make arrangements necessitated by the death of a family member or attend the funeral of a family member;

ˆ  If your presence would jeopardize the health of others because of exposure to a contagious disease; or

ˆ  If you must be absent from duty for purposes relating to the adoption of a child, including appointments with adoption agencies, social workers, and attorneys; court proceedings; required travel; and any other activities necessary to allow the adoption to proceed. 

Discretion in Approval of Sick Leave.  The approval of a sick leave request is at the discretion of the supervisor when the following circumstances exist:

ˆ  the employee fails to follow leave procedures, or

ˆ  the employee fails to provide documentation acceptable to the activity, or

ˆ  abuse or fraud is suspected or evident, or

ˆ  the request is for non-emergency medical, dental, or optical examination or treatment, or 

ˆ  the employee does not have any sick leave accrued.

In the above situations, a supervisor may decide to approve sick leave, approve the use of annual leave, approve the use of leave without pay (LWOP), or charge the absence to absence without leave (AWOL).

Family Medical Leave Act (FMLA).  The Family Medical Leave Act provides Federal employees the right to invoke up to 12 administrative work weeks of "unpaid leave" during any 12-month period for the following purposes:

ˆ  birth of a son or daughter and care of newborn (within one year after birth)

ˆ  placement of a son or daughter with the employee for adoption or foster care  (within one year after placement),

ˆ  care for a spouse, son, daughter or parent with a serious health condition; or,

ˆ  serious health condition that makes the employee unable to perform the duties of his or her position.

To be eligible employees must have completed at least one year of civilian service with the government.  Temporary and intermittent employees are excluded from the coverage.  Contact your servicing CHRO for additional information. 

Family Friendly Leave Act.  The Federal Employees Family-Friendly Leave act allows Federal employees to use sick leave when caring for family members and when arranging for or attending funeral services of family members.  Family members include spouses; children parents, and brothers/sisters and spouses thereof; and any individual 

related by blood or affinity whose close association with the employee is equivalent of a family relationship.  
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For most employees, a maximum of 104  hours (13 days) of sick leave may be used for these purposes in any leave year; 40 hours (5 days) are unrestricted, and an additional 64 hours (8 days) may be taken as long as the employee's sick leave balance does not fall below 80 hours.  Contact your servicing CHRO for additional information. 

Voluntary Leave Transfer Program.  Allows employees to apply for the unused accrued annual leave of one Federal employee transferred for use to another Federal employee who needs it because of medical or family medical emergency.  A medical emergency is a medical condition of an employee or a family member that would most likely require prolonged absence from work and would result in a substantial loss of income because of the unavailability of paid leave.  For a full-time employee, a substantial loss of income is defined in regulations as an absence from duty without available paid leave due to a medical emergency when the absence is at least 24 hours in duration.  

Court Leave.  Used for jury duty or for attending court on any action to which a government agency is a party.  You must obtain an attendance certificate from the court that is to be sent to the Civilian Payroll Office with a leave slip.  Since you will be receiving your regular salary, you cannot receive payment other than for authorized 

allowances for meals, transportation, etc.  Any payment received as a juror must be turned over to the Base Disbursing Officer for a refund to the U.S. Treasury.

Leave Without Pay (LWOP).  If you require time away from your job and have no leave, you may apply for LWOP.  LWOP may be granted only when the services of the employee can be spared without detriment to the work, and it is beneficial to the Marine Corps.   Requests for LWOP in excess of thirty days may be granted at the discretion of the approving official, and is subject to any higher administrative approval required locally.  LWOP must be approved before it can be taken.  
Absence for Maternity Reasons.  Absence from duty for reasons related to pregnancy and confinement is charged to sick leave, annual leave, or leave without pay, depending on the circumstances and availability of each type of leave.  Employees are responsible for providing notice substantially in advance of the anticipated leave dates.

Requests for sick leave are treated the same as any request for leave to cover a medically certified temporary disability.   

Military Leave.   Military Leave with pay is granted to employees who are members of military reserve organizations when they are ordered to active duty for training with troops, field exercises, or for instruction.  Such leave is limited to 15 calendar days per fiscal year.  Unused military leave of up to 15 days may be carried over to the next year.  Such leave may be taken intermittently, all at once or as otherwise directed under orders issued by military authority.   Military leave is requested in advance on an SF-71 along with a copy of the official military orders.  Upon return to duty, the employee will submit a certified copy of the orders indicating completion of training duty to the supervisor for forwarding to the payroll office.  Military leave is not granted to temporary employees.

A few more examples of other types of absences from duty without charge to leave or loss of pay include those incurred for the following reasons: training programs; or medical examinations or treatment under any of the Department of Defense  health programs.

LEGAL HOLIDAYS.  The Federal Government observes ten legal holidays each year.  A holiday means a workday off with full pay for eligible employees.  However, if you are on leave without pay immediately before and immediately after a holiday, you will not get paid for the holiday.  If a holiday falls on a Saturday, it will be celebrated on the preceding Friday.  If a holiday falls on a Sunday, it is celebrated on the following Monday.  The following are the legal holidays:

 HOLIDAY
DATE

 New Year's Day
1 January

 Martin Luther King Jr. Day
3rd Monday in January

 Presidents Day
3rd Monday in February

 Memorial Day
Last Monday in May

 Independence Day
4 July

 Labor Day
1st Monday in September

 Columbus Day
Second Monday in October

 Veterans Day
11 November

 Thanksgiving Day
4th Thursday in November

 Christmas
25 December

There are special rules for employees who work on legal holidays and for employees who have a work week other than Monday through Friday.  Questions concerning holiday or overtime pay can be directed to your servicing  CHRO Labor & Employee Relations Branch.

SECURITY
The United States Marine Corps is committed to a vigorous, dedicated and effective security program.  Security is the direct, immediate and moral responsibility of everyone employed by the DoD .  All employees are expected, regardless of their position within the command, to actively support the security programs and to comply with established security regulations.  Military Police are on duty to enforce regulations necessary for the welfare, safety and security of the base.  They are executing orders issued by the Provost Marshal and have the same authority as police.  Civilian 
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employees must produce their identification cards when requested by military police or other persons having authority over the area.  The requirement for identification is part of the security of this national defense installation.

Vehicle Registration.  All privately and commercially owned motor vehicles operated on board a military installation on a continuing basis shall maintain a current registration with the Provost Marshal.  Whenever a registered vehicle is sold, traded or otherwise leaves permanent possession of registrant, the decal or temporary vehicle pass shall be removed from the vehicle and returned to the Provost Marshal.  

Vehicle Inspection.  Inspections of vehicles and persons shall be conducted at various entrance and exit points and other selected places aboard the installation.  Inspections are to intercept firearms, narcotics, drugs, explosives and other prohibited property.  At times increased security conditions maybe in effect and employees and their vehicles can be subject to search on exiting, entering or while aboard the installation.

Identification (ID) Cards.  Civilian ID cards are used for security purposes as a means of identifying bonafide civilian employees while on a military installation.   Civilians are required to have their ID cards in their possession at all times.  Civilian employees may be required to show their ID cards to the security sentry when entering or leaving a military installation.  Your civilian ID card does not allow you base exchange or commissary privileges.

The ID cards are the property of the Government and will be retained by the employee while employed.  They must not be mutilated or changed in any way.  Upon separation of employment, you must turn in your card on the last day of your employment.  

Telephone Security.  The use of government telephone systems shall be limited to the conduct of official business.  Personal use is not authorized unless approved by your supervisor for special situations and emergencies.  Check with your supervisor for more information.  Classified information will not be discussed on nonsecure telephone 

lines.  Government telephones are subject to monitoring at all times, and use of them constitutes consent to this monitoring.

COMPUTER SECURITY AWARENESS.   Congress passed the Computer Security Act of 1987 to heighten security awareness in computer systems and information to help protect the Federal Government's computer technology investments.  

Computer security is the protection of sensitive information essential to conducting Federal programs and protecting the privacy of individuals.  Here are some tips on how to keep your data secure:

ˆ  Change your password frequently.

ˆ  Be sure no one watches you type in your password.   

ˆ  Log off the machine whenever you leave it.

ˆ  Make backup copies of all your files and keep the backups separate.

ˆ  Lock up disks in your desks or even in a safe if necessary. 

THE SAFETY PROGRAM
The safety program strives to conserve manpower and material to the maximum possible degree through the application of comprehensive, effective and continuous safety and industrial hygiene programs.

Your installation does everything possible to provide safe working conditions, but the best safety device is a consciencious careful worker.  Every effort is being made to further your job safety.   Safety costs money - lack of safety costs a lot more.  Accidents don't pay.  Thinking "safety" at all times is an important part of your job.  Keeping work areas in good order will help insure safe work - not only for you, but for your fellow workers as well.

The principal objectives of safety programs are to protect employees, prevent injuries and cultivate safety awareness at all times.  Follow the safety regulations at your worksites and immediately report any injury sustained while at work, no matter how slight to your supervisor.

Employees' Compensation Program.  The Federal Employees' Compensation Act is administered by the Office of Workers' Compensation Programs of the U.S. Department of Labor (DOL).  It provides compensation benefits to civilian employees of the Government for disability due to personal injury sustained while in the performance of duty or to employment related disease.  The Act also provides for the payment of benefits to dependents if the injury or death is not caused by willful misconduct of the employee or by the employee's intention to bring about his injury or death or that of another, or if intoxication is not the proximate cause of the injury or death.  Under certain conditions an employee may be entitled to a maximum  of 45 calendar days of Continuation of Pay (full pay without charge to leave) starting the day after the injury.  Continuation of Pay is not payable if the injury is caused by willful misconduct of the employee, intention to bring about the injury, or intoxication or is an occupational illness/disease.  Severe penalties apply to anyone who makes a false statement on a compensation claim.  

Contact your supervisor or the  Injury Compensation Program Administrator in your servicing CHRO for more information.  Remember - No matter how slight, it is mandatory, to report an on-the-job injury to your supervisor.  
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SMOKING IN THE WORKPLACE.  The Secretary of the DOD  has declared that smoking is prohibited in all "work buildings" and DOD  vehicles as of 4 January 1994.  Local unions and activities have procedures and appropriate arrangements specified at 

their local installations.  Your supervisor can advise you of the local procedures and the location of authorized and unauthorized smoking areas.

POSITION CLASSIFICATION 

As a Marine Corps civil service employee, your position is classified as General Schedule (white collar) or Wage Grade (blue collar).  Your duties and responsibilities are outlined in either a job or position description that is drafted, maintained and updated by your supervisor.  Your supervisor will discuss the job with you and provide you with access to this description for your review. 

Classification is based on the philosophy of "equal pay for substantially equal work", and is codified in the 1949 "Equal Pay Act", as amended.  In classifying a position, only factors which pertain to the position are considered and not the personal qualities of the individual (i.e., education, experience, efficiency, competence, loyalty, cooperation, length of service, sex or marital status, race, creed or national origin).  As long as the duties and responsibilities of a position remain substantially the same, its classification must apply equally to any person who is or will occupy the position.  

Each position is identified by a specific title, series and grade level.  The title identifies the line of work (e.g., Clerk Typist, Materials Handler, etc.).  The series identifies the occupational field to which the position pertains (e.g., the GS-200 series pertains to personnel positions, the GS-300 series pertains to the clerical and administrative positions).  The grade indicates the level of difficulty and responsibility of the position (e.g., GS-2, GS-9, WG-5, WL-10, etc.).  The proper classification of the position assures that all employees performing substantially the same work will receive the same range of pay.  This is known as the principle of "equal pay for substantially equal work".

Your position/job description.  The major duties and responsibilities of your position are described in an official document called a Position or Job Description which is 

commonly referred to as a "PD" or "JD".  The classification of the PD/JD determines the pay range of the qualifications required for the job. 

A copy of your position or job description should be provided to you by your supervisor.  It is a very important document which serves as the basis for various personnel management decisions (i.e., training needs, performance standards, recruitment, etc.), for distribution of work within the organization and budgetary decisions.  Although your supervisor is primarily responsible for the accuracy of your PD/JD, you should review it periodically to assure it”s always accurate and current.

Because the PD/JD describes only major duties and responsibilities, it does not restrict the assignment of specific duties to an employee by the supervisor.  Your PD/JD does not cover every single duty you will be tasked to perform.   Supervisors have full authority to assign duties to employees as they see fit within the scope of their operation.  Employees are responsible for carrying out the assigned duties to the best of their ability, whether or not the duties are specified in the PD/JD.  Refusal to perform tasks properly assigned by the supervisor is “insubordination” and may result in disciplinary action.  New assignments that are significant in scope and will be regular and recurring should be included in the PD/JD and forwarded through your chain of command for appropriate action.   Questions about the classification process, the classification of your PD/JD and your appeal rights may be referred to your supervisor. 

There are only three (3) reasons an employee may refuse a task:

ˆ  It is illegal.

ˆ  It is immoral.

ˆ  It is hazardous and employee has not been given the proper training to perform

    the task.

EMPLOYMENT INFORMATION
Types of Appointments.  The type of appointment you are given will appear on the Notification of Personnel Action, SF-50, provided to you shortly after the effective date of the action.   The following are the most common types of appointments.  If you are given an appointment that is not shown below, ask your CHRO to explain the appointment's parameters to you.

Career-Conditional Appointment.  This is a permanent appointment.  Employees hired for non-temporary positions in the competitive service are initially given career-conditional appointments.  In most cases, individuals would have had to compete for this type of appointment through an examination given by the Office of Personnel Management, or compete through the examining process administered by the Delegated Examining Unit.  If you have a career-conditional appointment, you will become a career employee after three years of continuous service.

Career Appointment.  After serving three years of substantially continuous creditable service under a Career-Conditional appointment, an employee acquires full Career competitive status.  Substantially continuous creditable service is Federal employment without a break in service of more than 30 calendar days.                        
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Excepted Appointment.  Certain appointments are considered "excepted" from the normal examining process administered by the Office of Personnel Management.  These appointments are not considered as being part of the competitive service.  Depending on the excepted authority being used, however, an excepted appointment may entitle the individual serving under it to be converted to the competitive service after a prescribed period of time.

Temporary Appointment Pending Establishment of a Register (TAPER).  TAPER appointments are used when there are no eligibles on a civil service register.  These appointments are of indefinite duration.  A TAPER employee must qualify in a competitive civil service examination when one is announced covering the position, and must be selected from the register in order to obtain a permanent type appointment.

Temporary Appointments.  An appointment, in either the competitive or excepted service, to fill a short-term position that is not expected to last longer than 1 year is considered a temporary appointment.  Employees hired under temporary appointments may NOT work beyond the not-to-exceed (NTE) date on their Appointment SF-50, unless another action is taken to extend them or convert them to a permanent appointment.  The appointment may be extended up to a maximum of 1 additional year.

Term Appointments.  A term appointment is a nonstatus appointment in the competitive service to fill positions which are expected to last longer than 1 year and not lasting more than 4 years; clearly not of a continuing nature and will terminate upon completion of work.  Examples of appropriate uses of term employees include:

· Carrying out special project work;

· Staffing new or existing programs of limited duration;

· Filling positions in activities undergoing a commercial activity review or which are in the process of being closed; and replacing permanent employees who have been temporarily assigned to another position, are on extended leave or who have entered military service.

Veterans Readjustment Appointments (VRA) is a noncompetitive excepted appointment which leads to competitive status and career or career-conditional tenure upon satisfactory completion of service and education or training.

OFFICIAL PERSONNEL FOLDER (OPF).  An OPF for each employee is maintained by the HRSC-SW in San Diego.  The OPF contains official information and documents/ actions which create a history of your  employment throughout your civil service career.  

The OPF is available only to authorized individuals for official purposes. Examples of individuals authorized to review the OPF are personnelists, managers, supervisors, and investigators.  You are entitled to review your OPF.  To do so, contact your CHRO for assistance.

If your address changes, notify your local payroll office.  If your name changes, inform your supervisor.  A PPI name change request must be submitted to the HRSC-SW.

NOTIFICATION OF PERSONNEL ACTION (STANDARD FORM 50).  The OPF contains each Notification of Personnel Action (SF-50) that has been processed by the Human Resources Service Center-Southwest (HRSC-SW) in San Diego.  Each time a personnel action (SF-50) is processed, the employee receives a copy.  It is very important that you keep all of your personnel actions or reports received since they are proof of employment status, length of service, pay, etc.  Examples of the types of actions and documents contained in your OPF would include those documenting within-

grade salary increases, pay adjustments, training, promotions, awards, disciplinary actions, health and life insurance elections, etc.

PROBATIONARY PERIOD .  The proper selection and retention of good employees is basic to the achievement of high standards in Government.  A person selected for appointment is presumed to possess the skill and character traits necessary for 

satisfactory performance.  That presumption must be verified, however, through demonstrated performance during a probationary period.  The probationary period is the final step in the examining process.  

As a result persons who are employed on a permanent basis by the Government for the first time are required to serve a one-year probationary period.  During this period, the employee's conduct and performance in the actual duties of his/her position are carefully observed.  If circumstances warrant during this probationary, the probationary employee can be separated from civil service without undue formality.

First time supervisors and managers are also required to serve a special one-year probationary period before their appointments become final.  If circumstances warrant during this period, the probationary supervisor may be returned to the grade and/or position which they held previous to becoming a supervisor or manager.

The Human Resources Office determines whether or not an employee must serve a probationary period, and your SF-50 will be annotated to reflect whether you are serving a probationary period.

BACKGROUND CHECKS.  By Government regulation, individuals initially entering a Federal position expected to last more than 90 days or who are returning to Federal employment after a separation of more than one year, must complete background 
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check security forms, be fingerprinted, and have an investigation made into their backgrounds.  

The investigations for those whose positions are designated as "sensitive" consist of personal interviews with former employers, teachers, friends, neighbors, etc., as well as a check of various public records.  For those in "nonsensitive positions," the investigation consists of a check of various public records and written inquiries to former employers and the references the employee has shown on his/her application form.  In all cases, fingerprints are checked against the records of the Federal Bureau of Investigation (FBI).  All appointments are subject to the satisfactory completion of an appropriate investigation.

CRIMINAL HISTORY BACKGROUND CHECK.   Criminal history background checks are required for all civilian employees involved in child care services who have regular contact with persons under the age of 18. The categories of providers include current and prospective individuals hired for education, treatment or health care, child care or youth activities.  This requires a review of personnel and security records to include an FBI fingerprint check, State Criminal History Repository Check, and Installation Record Check of residences listed on employment and security applications.             

Physicals.  A physical examination is usually required before a Wage Grade employee is placed on duty.  The purpose of the examination is basically to determine physical compatibility with duties to be assigned and to record the individual's physical condition at the time of employment.  Physical examinations are also required for police officers, security guards, firefighters, and child care employees.  Medical examinations are waived for General Schedule positions which involve performance of sedentary and light duties with minimal physical demands.

THE Merit Promotion Program.  It is the policy of the Department of Defense to assure that equal opportunity for employment be afforded all qualified persons, and to prohibit discrimination against any employee or applicant for employment because of physical or mental handicap, race, sex, color, religion, national origin, age, marital status, or political affiliation.  Merit and fitness must be the basis for any personnel action which affects you.

Promotion opportunities are publicized through the issuance of vacancy announcements.  The merit promotion vacancy announcements contain sufficient information to notify candidates what the area of consideration is, what the duties of the job are, what qualifications are required, what rating and ranking methods will be used, and what documents have to be submitted in order to apply for consideration.  Vacancy announcements will also contain opening and closing dates and any other important information pertaining to the position being filled.  Your supervisor will advise you where vacancy announcements are posted nearest your workplace.

In order to receive consideration for positions filled under the merit promotion program, applicants must be sure to complete and submit all forms specified as required so that 

they may be given full consideration.  Vacant positions may be filled by a variety of other available recruitment sources, such as: 

ˆ Certificates of eligibles issued by the Delegated Examining Unit or the Office of Personnel Management;  

ˆ Transfer eligibles from other activities;   

ˆ Reassignments of current employees;              

ˆ Eligibles who must be considered under the Military Spouse  Preference Program; 

ˆ Selection of current employees who previously held on a permanent basis and in the qualifying  service, the same or higher grade level of the vacant position, 

ˆ Veterans Readjustment  Appointment eligible applicants.

Management may consider any or all available sources, either in conjunction with or as an exception to, the merit staffing program.   Employees are encouraged to contact the CHRO for additional information.

Important things to Remember When Applying for Positions.  The Human Resources Service Center, Southwest (HRSC-SW) in San Diego is always seeking resumes’ for a variety of professional, administrative, technical, clerical, and blue-collar positions.

Look on the World Wide Web at:  www.donhr.navy.mil and click on Southwest for information on individual job series.  You can request a faxed copy of job information or you can call 1-800-831-0622, select option #7, option #1, and then option #2.  The catalog will provide a list of civilian careers flyers which also can be faxed to you.

· Only resumes’ will be accepted (Single space, five-page typed)

· Additional Data Sheet (online applications available), must be submitted

· Be sure your name, social security number are the first items on your resume’

· Use one-inch margins and a standard font 10 or 12 pitch for best results

· Submit your resume’ electronically, if possible, in the body of an e-mail, not as an attachment

· Avoid dot matrix printers

· Use white paper and black ink

The HRSC-SW uses an automated resume handling system which provides skills extraction and database search capability.  The artificial intelligence software “reads” 
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your resume’ identifying skills and other significant information such as your name, address, education, and job titles.  One properly prepared resume’ can afford you the opportunity for consideration for any job to which your skills match.

Describe your skills in a straightforward manner using plain language.  Use nouns to describe your skills, indicate your skill level (e.g., journey, helper, etc) and mention the names of any tools, software, or equipment you have used and any specialized knowledge you have acquired including your volunteer work.

DO NOT: 

· Submit your resume as an attachment to an e-mail

· Staple, fold, bind or punch holes in your hard copy resume’

· Use vertical or horizontal lines, graphics, boxes or borders

· Use two-column format or resumes’ that look like newspapers

· Use fancy treatments such as italics, underlining, shadows, boldfacing or bullets

· Submit your resume’ on color paper

· Fax your resume

Electronic resumes’ are encouraged and  submitted to:  wantajob@sw.hroc.navy.mil
U.S. mail submissions submit to:  HRSC-SW
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Separation for Military Service.  Non-temporary employees of the Federal Government who leave their position for active duty in the Armed forces or the Public Health Services are entitled, under the Military Selective Service Act, as amended, to return to their former Federal positions or positions of like seniority, status, and pay.  To establish your eligibility for these re-employment rights you must meet certain conditions and follow an established procedure.  Details may be obtained from the CHRO.

Spousal Employment Program.   Employees may request leave-without-pay to accompany their spouse on Permanent Change of Station (PCS) orders.  The CHRO has information regarding eligibility for the Spousal Employment Program and leave-without-pay.   Employees should contact their serving CHRO at least 30 days prior to the PCS for the procedures to expedite processing.

Reduction-In-Force.   There are times when Government employment must be reduced because of lack of funds, personnel ceilings, reorganization, or decrease in work load.  This is called Reduction-In-Force (RIF).  For retention preference purposes, employees are placed in retention groups based on the type of appointment, veteran's status and length of service calculations, and performance rating.

If reduced ceiling or budgetary allowance, or reorganization makes it necessary to conduct a RIF, the Command determines which occupations will be affected.  The 

CHRO then determines the placement rights of the affected employees and completes the necessary actions to enforce the reduction in particular occupations chosen.

In the event that you are separated as a result of a RIF, the CHRO will make every effort to help you find another job and will fully explain any placement or re-employment rights to which you may be entitled.

Resignation.  If you intend to resign, you should notify your supervisor as soon as possible.  Written notification is normally given two weeks in advance of the intended separation date.  If your reason for resigning concerns some particular problem with your work, it is suggested that you discuss it with your supervisor or the CHRO before making a final decision.  

EMPLOYEE PERFORMANCE AND AWARDS

The performance of all employees is rated annually.  The rating must be based on at least three months of performance in your current line and level of work.  Your 

immediate supervisor is responsible for conducting periodic performance appraisals and ratings.  Your position or job description describes the duties and responsibilities which you are expected to perform on a regular basis.  Your 

supervisor should inform you of the performance standards for your duties and responsibilities and advise you of how you are doing in relation to those standards on a continuing basis.  You should be kept informed of the extent to which you are meeting, falling short, or exceeding these requirements.

Employees should pay close attention to the information provided in the Performance Plan and the feedback provided by the supervisor.  Performance ratings are important since they affect many personnel decisions, including eligibility for awards, promotions, within grade increases and retention during a reduction-in-force.  Also, for employees unable to meet work requirements, performance ratings serve as the basis for reassignment, demotion, or removal.  

The Awards Program.  The Awards Program recognizes and rewards the outstanding efforts or accomplishments of all employees, especially when such performance 

exceeds normal job requirements.  Generally, first level supervisors initiate employee awards.  The following is a brief summary of the types of awards available in the DOD:
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Performance Awards.  Performance awards are designed to recognize performance consistent with an employee's rating of record.  Performance awards may involve cash and can be given throughout the year. 

Incentive Awards.  Incentive Awards means a monetary or non-monetary award for a contribution resulting in tangible benefits, savings or cost avoidance and/or intangible benefits.  Accomplishments and contributions are within, beyond or outside of the employee's normal job responsibilities.  

Special Act or Service Award.  Special Act Award means group or individual recognition of a non-recurring contribution either within or outside of normal job responsibility such as scientific or value engineering achievement, act of heroism, or exemplary accomplishment.  This is a monetary award.

On-The-Spot Award.  This award is a Special Act Award for a one-time achievement which provides an immediate reinforcement for exceptional performance beyond the normal bounds of an employee's job and which benefits the local workplace.  This is a monetary award and ranges in value from $25-250.

DOD Suggestion Award.   This award is a monetary award granted for contributions or ideas with tangible and/or intangible benefits which are adopted.  An idea which originated from an on-the-job effort, where the employee did not have the authority to implement it, is considered a suggestion for award purposes.

Invention Award.   An Invention Award is a form of recognition granted for all invention disclosures approved for filing, Letter Patents granted or Statutory Invention Registrations (SIRs) issued.  Employees receiving these awards can be recognized by honorary, non-monetary means.

Non-monetary Awards.  There are two types of non-monetary awards available.  These are:   


ˆ  Major Honorary Awards.  These awards are granted for significant one-time achievements of an individual or group or for sustained outstanding career achievements of an individual.  The majority of these awards are non-monetary; however, there are in fact several honorary awards which convey cash.  Examples of Honorary Awards include Federal Length of Service Awards, Marine Corps Length of Service Awards, Safety Awards, and Sick Leave Accrual Awards.

ˆ  Other Non-monetary Awards.  These awards are granted for contributions of minor impact or benefits.  These awards are noncash awards.  These awards are granted as  initial awards to employees for submitting suggestions which can be adopted and for recognizing employee contributions in programs designed to improve safety records and recruitment drives, etc.

Initial Award.  An initial award is an initial form of recognition which will be followed by other forms of recognition at a later time.  These awards can be monetary or non-monetary.

Additional information on the Incentive Awards Program may be obtained from your servicing Civilian Human Resources Office.

BENEFICIAL SUGGESTION PROGRAM
The Federal Government, Department Of the Navy and the U.S. Marine Corps recognize the fact that a motivated work force is needed.  They have, therefore, developed a number of programs to help promote a motivated work force.

One such program is the Beneficial Suggestion Program (commonly referred to as the "BENNY SUGG" Program) which provides for both cash and noncash awards.   Cash awards proportionate to the savings realized or the benefits resulting, are authorized for suggestions which directly contribute to economy, efficiency or directly increase effectiveness in carrying out the mission of the Marine Corps, Department Of Defense  or the U. S. Government.

You are encouraged to participate in the task of making operations of the Command more economical and efficient by offering suggestions for the improvement of conditions, operational methods, materials, equipment, etc.  Cash awards are paid if your suggestion is adopted.  Suggestions are submitted on a Suggestion Form, OPNAV 5305/1, which can be obtained from your supervisor,  your servicing Civilian Human Resources Office or the office administrating this program at your command.

EMPLOYEE BENEFITS
Federal Employee’s Group Life Insurance (FEGLI).   The Federal Employees' Group Life Insurance provides term life insurance to you at low cost.  It is intended as a form of immediate protection against financial hardship or loss in the event of death.  An eligible employee has a thirty-one (31) day period from the date of the qualifying appointment to decide whether he/she wishes to elect Federal Employee's Group Life Insurance (FEGLI).  Employees can cancel or reduce life insurance coverage at any time.  However, there are certain restrictions or criteria to be met before you may be 

allowed to increase coverage, enroll or re-enroll at a later date.  If you do not elect to take life insurance during the 31 day period allowed to make your decision, and you want coverage at a later date, you will be required to; (a) wait at least one year after you waive life insurance and (b) give satisfactory medical evidence of insurability.  Further information concerning the FEGLI may be obtained from the CHRO. 
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Health Insurance.  The Federal Employee Health Benefits Program (FEHBP) is a voluntary contributory program open to most civil service employees.  Various health plans offered through the FEHBP provide employees the opportunity to acquire for themselves and their families protection against costly health care services.  The Government contributes a portion of the cost for the health plan with employees paying their share through payroll deductions.  Through this program, you may select the health plan that best meets your needs.  At the time you become eligible for enrollment, 

the CHRO will provide you with an Enrollment Information Guide and a Plan Comparison Chart which explains the health benefits program, compares the benefits of all plans, and contains premium rates.

Enrollment must be made within 31 days from the date of the employee's qualifying appointment.  There is an annual "open season" for obtaining or changing health insurance.  If you initially declined coverage, the "open season" gives you another opportunity to enroll.  The CHRO widely publicizes "open season" enrollment dates.

As a result of a 1982 law, Federal employees are now covered by Medicare Hospital Insurance for which they pay 1.45% of their salaries each bi-weekly pay period.   Further information concerning the FEHBP may be obtained from the CHRO.

Thrift Savings Plan.  The Thrift Savings Plan (TSP) is a retirement savings and investment plan for permanent Federal employees.  The purpose of the TSP is to provide retirement income.  It offers Federal Employees the same type of savings and tax benefits that many private corporations offer their employees under 401(k) plans. 

TSP is an available option with an additional cost.  There are two "open seasons" each year, at which time an employee may begin, cease, increase or decrease his or her contributions. 

All new employees eligible for health and life insurance coverage are provided with information and enrollment forms sent to them by the HRSC-SW in San Diego.

Employee benefits are administered solely by the HRSC-SW.  Questions should be addressed to the Benefits section by calling 1-800-831-0622, ext. 5554.  Completed enrollment forms should be mailed to:





                         HUMAN RESOURCES SERVICE CENTER SOUTHWEST

                         ATTN  CODE 516  (BENEFITS/RETIREMENTS)

525  B STREET  SUITE 600

                         SAN DIEGO  CA 92101-4418

ALL health/life insurance forms can be obtained at the Office of Personnel Management’s website at:    www.opm.gov
ALL TSP forms can be obtained at the Thrift Savings Plan website at:  www.tsp.gov
Federal Employees Retirement System (FERS).  The Federal Employees Retirement System (FERS) went into effect on 1 January 1987.  Permanent employees hired after 31 December 1983 are automatically covered by FERS. 

FERS is a three-tiered retirement plan consisting of Social security, a FERS annuity, and the TSP.  Employees contribute .8% or 1.3% to the FERS retirement fund and 6.2% to Social Security taxes. 

Each pay period the Government will automatically contribute 1% of the employees basic pay to their TSP account whether or not the employee contributes to TSP.  Employees may contribute up to 10% of their pay each pay period, the Government will match contributions up to 5%.  These contributions are tax-deferred.  

Civil Service Retirement System (CSRS).  The Civil Service Retirement System (CSRS) is a defined benefit, contributory retirement system.  Employees contribute 7% or 7 1/2% of their salary to the retirement fund through automatic payroll deductions.  That contribution is matched by the Government and together they help finance a retirement disability, pay an annuity after retirement and provide for the family in the event of death. 

Employees may contribute up to 5% of basic pay to the Thrift Savings Plan.  These contributions are tax-deferred.  There is no Government matching contribution.  For additional information on retirement benefits, contact the Human Resources Service Center-Southwest (HRSC-SW) in San Diego.  

CIVILIAN EMPLOYEE ASSISTANCE PROGRAM (CEAP).  The CEAP is a confidential management-supported program offering referral assistance to employees who have problems involving alcoholism, drug abuse, or other personal problems which result in or may contribute to deficiencies in their job performance or conduct.  To the extent feasible, support is also provided to family members of the employee.

The CEAP was originally established to provide assistance to civilian employees whose alcohol abuse was causing job performance deficiencies.  Over the years, the Program has expanded to include other problems which may adversely affect employee performance or conduct such as drug dependence, substance abuse, emotional problems, and financial and family problems, to name a few.  Ideally, if you feel you have a problem which may be helped by this program, you should seek assistance on 
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your own initiative.  If your supervisor notes that you are having a conduct problem, or a decline in your job performance, your supervisor may refer you for counseling.  

The CEAP Administrator will explain the program to you, and if you wish assistance, make an appointment for you with a Contact and Referral counselor.  The Contact and Referral Counselor will advise you of assistance that is available in the local community and follow-up with you to determine your progress in correcting your problems.     

Although participation in this program is entirely voluntary, failure to avail yourself of the assistance offered could result in some form of discipline or adverse action if your conduct and/or performance problems do not improve.

TRAINING PROGRAMS
The training programs focus on specific identified needs and must be results-oriented.  Training and development of employees is important in order to maintain a stable, high-caliber work force.  Training needs are identified by the following priorities:

ˆ  Priority 1 (essential).  Mandatory training requirement by regulation or higher authority which is essential to mission accomplishment, and training to ensure attainment of performance objectives or to correct serious performance deficiencies.

ˆ  Priority 2 (Needed).  Training needed due to program change, new technology or the replacement of skilled employees.

ˆ  Priority 3 (Useful).  Training of a broadening nature that might be helpful in enhancing employee performance or is "nice to have".

Supervisors are primarily responsible for identifying employee training needs.  Employees also have an important stake in their own development.  Employees must be willing to expend their own time, energy and effort to increase their knowledge and skills to achieve their career goals.

The Training Branch is responsible for the administration and management of training programs for civil service employees.  The branch will assist supervisors and managers by providing guidance for employee development in "on-the-job" training programs, establishment of training plans and coordinating group and individual training in specific job related areas.

The Training Branch is also available to assist and counsel employees in their self-development efforts.  There are some free correspondence courses available through DOD service schools.  Employees may enroll in any no cost course that is mission related.  Course enrollment should be limited to one course at a time.   Supervisory approval for no cost self-development courses is not required, however, employees should obtain supervisory approval to report to the Training Branch.  The branch also provides career counseling and specialized programs which include the following:

On-site Training:   Training held on-site may be developed locally or some contracted  from various sources to cover a wide range of subject matter.  Contact your respective CHRO for information and locations.

Video/Audio Tape Library:  Some of the CHRO's have a variety of video and audio tapes available for check-out.  Check with your respective CHRO for availability.  The tapes offer a wide variety of subject matter from public speaking, to stress reduction, to business writing skills, to management skills.

Upward Mobility and Career Ladder:  These programs are trainee developmental positions which offer on-the-job training.  Trainee developmental positions originate at the organizational level and require that the employee be placed on a monitored Individual Development Plan (IDP).

Upward Mobility positions are developmental positions for which employees are recruited on the basis of  “potential” at all levels.  Career ladder positions are developmental positions for which employees are recruited but must meet qualification criteria standards.

TRAVEL
Employees may be required to travel on official business for the Government.  When so ordered, an employee will be given temporary duty (TDY) travel orders, adequate per diem reimbursement to cover the normal living costs at the temporary duty station, and transportation at Government expense.

The per diem rate is established so that an employee will not be penalized or rewarded as a result of travel for the Government.  It varies depending upon the location of the temporary duty station, the length of time assigned, and certain other factors.  

However, per diem is not allowed and not reimbursable if the travel is less than 12 hours. 

Employees are to stay within the lodging per diem rates established by the the JTR, Volume II and must exercise prudence in travel.  Excess costs, circuitous routes, rental cars or luxury accommodations unnecessary or unjustified are not considered 
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acceptable as exercising prudence.  Employees will incur any  excess additional expenses for personal preference or conveniences.

Travel orders for civilian employees to perform TAD will only be issued when the assignments are located outside the local commuting area (50 miles or more).

Employees traveling at Government expense on official TDY orders traveling more than once are required to obtain an employee’s travel charge card.  Upon return, a travel claim must be submitted and the claims will be processed for any additional moneys due the employee or any over advances due the Government.  Check with your CHRO or travel order coordinator for individual applications.

LABOR RELATIONS
Employees are assured the right to form, join, or refrain from joining any lawful labor organization or union without interference, coercion, restraint, discrimination or reprisal.  Membership or non-membership in any such organization will not affect any employee's status as an individual or his treatment as a Federal employee.  Union dues for members are paid through payroll deductions.  Forms and information may be obtained from a Union representative. 

Employees are encouraged to express themselves concerning the development and administration of personnel policies, implementation of new programs, and work condition improvements, either as individuals or units, or through representatives of any officially recognized labor organization. 

Employees should be familiar with the provisions of the current negotiated agreement between the U.S. Marine Corps and the local union.  A copy of the applicable labor agreement is provided to all new employees at the time of processing or may be obtained by contacting the CHRO Labor Relations Branch.

Labor-Management Partnerships.   Believing that relations between federal management and labor had deteriorated, President Clinton in October 1993 issued Executive Order No. 12871 creating a new partnership arrangement aimed at transforming federal agencies "into organizations capable of delivering the highest quality service to the American people."

The order created the National Partnership Council, made up of top agency officials and presidents of federal unions, to create and promote partnership efforts in the executive branch.  

The order also calls on agency heads to form labor-management committees within the agencies, designed to involve employees and their union representatives as "full partners with management" to identify and craft solutions to agency operating problems.  Agencies also are to train managers, supervisors and union representatives who are federal employees in consensual methods of dispute resolution, such as alternative dispute resolution techniques and new bargaining approaches.

EMPLOYEE RELATIONS
Grievance.   A grievance is an employee's expressed feeling of dissatisfaction with aspects of working conditions or relationships which are outside his or her control.  You should discuss with your supervisor any problem or question you may encounter which has to do with your work.  However, should you have a grievance that cannot be resolved by your supervisor, you may contact the CHRO.

Notice to Employees of Rights and Remedies Under 5 U. S. C., Chapters 12 & 23.
It is the policy of the department of defense that violations of applicable provisions of Chapter 12 and 23 of title 5, U. S. Code, including prohibited personnel practices and reprisals against whistleblowers, are strictly prohibited.  

Prohibited personnel practices from which federal employees and the merit system are protected include unlawful discrimination; solicitation of consideration of improper background references; coercion of political activity; obstruction of the right to compete; influencing withdrawal of applicants from competition; unauthorized preferences; nepotism; reprisal for whistleblowing; reprisal for the exercise of an appeal right; discrimination based on off-duty conduct; or violation of laws or regulations implementing or concerning merit systems principles.  Whistleblower protections safeguard employees who report violations of law or gross mismanagement. 

The Office of Special Counsel (OSC) is authorized to investigate prohibited personnel practices, including reprisal for whistleblowing, and to seek corrective and/or disciplinary action.  In some instances employees may seek corrective action directly from the Merit Systems Protection Board (MSPB).  The MSPB may order a stay of the personnel action involved or corrective action to include job restoration, reimbursement of attorney's fees, back pay, medical costs and other damages.  In addition, the OSC is 

authorized to provide advice to employees on lawful political activity.  More information about your rights and remedies can be obtained from your Civilian Human Resources Office, Labor Relations Branch.
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EQUAL EMPLOYMENT OPPORTUNITY PROGRAM
The Equal Employment Opportunity (EEO) Program within the Federal Government provides for equal opportunity in employment matters for all persons, free from any 

discrimination based on race, color, religion, age, sex, national origin, physical handicap, mental handicap or reprisal for prior EEO complaint involvement.  It is the objective of the EEO Program to assure that all persons receive impartial consideration for initial employment, subsequent promotion and career development, limited only by each individual's ability and effort.

Execution of the EEO Program and achievement of its objectives are the inherent responsibility at every supervisory and managerial level.  It is essential that demonstrated support for achieving the goals of the program be taken into consideration in assessing supervisory performance.  All employees are expected to support and contribute to the intent of the program.

Nothing in the EEO Program is intended to abridge legal entitlements or provisions of established merit promotion or employment principles.  The program does require that positive steps be taken to increase utilization of minorities and women in occupations and levels where they are obviously underrepresented.  Respect for human dignity and fair treatment for all is strongly emphasized.

If you feel you have been discriminated against on the basis of race, color, religion, sex, national origin, age, or mental/physical handicap, or reprisal, you should contact your CHRO, Equal Employment Opportunity Office.

POLICY STATEMENT ON SEXUAL HARASSMENT.  

It is the policy of the United States Marine Corps that sexual harassment in the work environment is unacceptable conduct and will not be tolerated.  Personnel at all levels, both military and civilian, are expected to maintain high standards of honesty, impartiality, and conduct, to assure proper accomplishment of the assigned missions of the Marine Corps.

Harassment on the basis of sex is a prohibited personnel practice and a violation of Title VII of the Civil Rights Act of 1964, as amended.  Any behavior which undermines the integrity of the employment relationship is considered sexual harassment.  Every employee must be allowed to work in an environment free from unsolicited or unwelcome sexual overtures.  Deliberate and repeated unsolicited verbal comments, gestures, or physical contact constitute sexual harassment.

A supervisor who uses implicit or explicit coercive sexual behavior to control, influence, or affect the career, salary, or employment of an employee is engaging in sexual harassment; however, it does not necessarily need to be directly related to specific job opportunity or benefit, but also includes the psychological atmosphere created.  Harassment between peers is covered as well as between supervisors and employees.  All activity in the employment relationship is covered whether on or off the work site.  Any conduct which is unwelcome or interferes with work productivity should be avoided by all employees.  At the same time, it is not the intent to regulate social interaction or relationships freely entered into by Federal employees.

Employees can receive confidential and objective advice regarding sexual harassment from CHRO Equal Employment Opportunity Office.  
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COMPARISON OF MILITARY AND CIVILIAN EQUIVALENT GRADES

MILITARY
CIVILIAN

MARINE CORPS
MIL GRADE
US NAVY
WHITE COLLAR (GS)
BLUE COLLAR

 (WG/WL/WS)







General
0-10
Admiral
SES*


LT General
0-9
Vice Admiral
SES*


MAJ General
0-8
Rear Admiral (Upper Half)
SES*/GS-16, GS-17, GS-18


BRIG General


0-7
Rear Admiral

(Lower Half)
SES*/GS-16, GS-17, GS-18








COLONEL
0-6
Captain
GS/GM 15
Ships Pilots, WS-14 thru WS-19, WT-15

LT COLONEL
0-5
Commander
GS/GM-13, GS/GM-14
Ships Pilots, WS-14 thru WS-19, WT-15

Major
0-4
LT Commander
GS-12
Ships Pilots, WS-14 thru WS-19, WT-15







Captain
0-3
Lieutenant
GS-10, GS-11


1st Lieutenant
0-2
Lieutenant (J.G.)
GS-8, GS-9


2nd Lieutenant
0-1
Ensign
GS-7









W-4
Chief Warrant
GS-8, GS-9
WS-8 thru WS-11, WL-8 thru WL-14, WG-12 thru WG-15


W-3
Chief Warrant
GS-8, GS-9



W-2
Chief Warrant
GS-7



W-1
Warrant Officer
GS-7








MSGYSGT
E-9
Master Chief Petty Officer
GS-6
WS-1 thru WS-7, WL-1 thru WL-5, WG-9 thru WG-11

MSGT
E-8
Senior Chief Petty Officer
GS-6


GYSGT
E-7
Chief Petty Officer
GS-6
WS-1 thru WS-7, WL-1 thru WL-5, WG-8 thru WG-11

SSGT
E-6
Petty Officer 1st Class
GS-5


SGT
E-5
Petty Officer 2nd Class
GS-4
WS-1 thru WS-7, WL-1 thru WL-5, WG-9 thru WG-11







CPL
E-4
Petty Officer 3rd Class
GS-4


LCPL
E-3
Seaman
GS-1 thru GS-3
WG-1 thru WG-8

Private 1st Class
E-2
Seaman Apprentice
GS-1 thru GS-3


Private
E-1
Seaman Recruit
GS-1 thru GS-3


*ALL SES are considered equivalent to “FLAG” rank.  However, the specific position determines their equivalency within the “Flag” level.  For example, a Deputy Commander of a Systems Command would be considered the same as what a military would be in a similar position.

Source:  DoD JTR, Appendix C, Table of Military and Civilian Equivalent Grades for Prisoner of War Identification – Geneva Convention.

Note:  This is the only known information available that shows military/civilian grade equivalencies;  therefore, it should be used only as a guide.  
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