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CHAPTER I

INTRODUCTION
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Policv
a. The Department of the Navy (DON) conducts its

relationships with its Nonappropriated Fund Instrumentality

(NAFI) employees following those policies and principles set

forth in the uepartmem: of Defense (UUU) Manual 140i.1-M of

mha afa nd cha ath £
13 December 1988, reference (a), and changes, other reference

DOD directives, applicable Public Law, pertinent Executive
Orders, specified Office of Personnel Management (OPM)
regulations, this manual, and other DON instructions. This
manual supplements and is to be read in conjunction with
reference (a) and changes.

1 A b= an a. : o~ ~an »nT
CLOUIlIICL aulllilllb LLaciv pLiuvyrail LUL NArlL
tem which holds:

(1) Mission achievement is the overriding factor.
Primary consideration must be given to the financial integrity of
NAFI.

T cmm oy manas

FI resource. The
ividual worth and

uman resources are the primary NA
1 recognize human dignity and ind
rincinles of eaual opportunit
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(2) H
DON NAFIs wil
embrace the o)

(3) Personnel decisions affect other decisions.
Employment, selection, promotion, and training decisions impact
not only on the individuals directly affected, but also on

Saamds oA g

overall morale, productivity, and, in some cases, on the success

man £t Vrrvrmm AL ol NADT
O 1d4diiure O1 Tiié NAri.

(4) Training is important if employees are to perform
satisfactorily.

c. Appropriated fund civilian personnel offices may provide
technical advice and counsel on an ad hoc, as required basis to
NAFIs without reimbursement. However, day-to-day personnel
administration is authorized onlv when no additional incremental

LA a 8w s Faa QMviawva Lo waiay Wasea:d aaw Qv a wvawaaillia aaivd Tan

ie
appropriated fund costs are incurred. This threshold is defined

é&‘iﬁe aﬁnual expenditure of more than $500 of appropriated funds
in direct labor costs. Accordingly, appropriated fund civilian
personnel offices are prohibited from expending more than $500 of

approprlated funds in direct labor costs on day-to-day NAFI

persor‘mel a(lm1l'llS‘CraC10n, unless NAFI reimbursement is provi(] .

I-1 Enclosure (1)
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Reimbursement will, as a minimum, be calculated at 113.9 percent
of direct labor costs. Reimbursement in excess of 113.9 percent
is subject to negotiation between NAFI and the civilian personnel
office. The amount of reimbursement provided will be reviewed

P | -2 —de o
and adjusted at least annually.
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2. Applicability. The provisions of this manual apply to all

NAFI employees who are:

a. U.S. citizens.
b. .S5. nationals.

c. Off-duty non-U
Forces.

d. Resident aliens residing in the United States, the
Commonwealth of Puerto Rico, and in any of the possessions of the
United States.

a Non-=11. Q9 citizen denendents of 1.8 gitizens emnloved by
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the Federal Government and of non-U.S. citizen military members,
where the host government recognizes such dependents as being a
part of the United States Forces stationed in the host country.

3. Responsibiiities

a. The Assistant Secretary of the Navy (Manpower and Reserve
Affairs) (ASN(M&RA)) is responsible for all civilian personnel

policy matters related to NAFI employees of the DON.

b. The ASN(M&RA) has designated the Deputy Assistant
Secretary of the Navy (Civilian Personnel Policy/Equal Employment
Opportunity) (DASN(CPP/EEO)) to act in the following matters:

(1) Review and endorse all NAFI civilian personnel policy
issues forwarded to DOD.

(2) Review and comment upon all NAFI civilian personnel
policy issues referred by DOD to DON.

(3) Exercise such authorities as are specified in this

c. The ASN(M&RA) has designated the Director, Office of
Civilian Personnel Management (OCPM), as administrator for this
manual. The Director, OCPM, shall:

(]
|
N)

Enclocure (1)

Aia A A S A A e



SECNAVINST 5300.22C
27 APR 1992

(1) Maintain this manual and publish necessary revisions
and amendments.

(2) Maintain oversight of the policies and programs
contained in this manual.

(3) Approve or disapprove requests for exceptions to this
manual.

(4) Provide advice and guidance to Heads of NAFI
Headquarters Elements.

(5) Convene NAFI Civilian Personnel Policy Advisory
Committee meetings.

d. Heads of NAFI Headquarters Elements will manage all NAFI
civilian personnel programs within their cognizance. Heads of
NAFI Headquarters Elements shall:

(1) Issue regulations to implement the programs in this
manual.

(2) Give advice and guidance to the local activities and
commands providing NAFI personnel services.

(3) Exercise such authorities as are specified in this
manual. Except where specifically noted in this manual, all
authorities and responsibilities delegated to "Heads of DOD
Components" or "DOD Components" by reference (a) or successor
regulations are redelegated to Heads of NAFI Headquarters
Elements.

4. Definitions
a. Heads of NAFI Headquarters Elements are:

(1) Commandant of the Marine Corps (CMC) for all NAFIs
falling under the cognizance of the Marine Corps.

(2) Bureau of Naval Personnel (BUPERS) for all morale,
welfare, and recreation activities and other NAFIs falling under
the cognizance of BUPERS.

(3) Commander, Navy Exchange Service Command (NEXCOM),

for all Navy Exchanges and other NAFIs falling under the
cognizance of NEXCOM.

I-3 Enclosure (1)
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(4) Superintendent of the Naval Academy for all NAFI
personnel employed by Naval Academy NAFIs.

AFIs are designated by NAFI Headquarters

c. Non-U.S. Citizen Member of the U.S. Armed Forces. A
citizen of a foreign country who is serving on active duty as a
member of the U.S. Armed Forces. When employed in an off-duty
status as a NAFI employee, such personnel shall be treated the
same as U.S. citizen members of the U.S. Armed Forces who are
NAFI enmployees.

d. Non-U.S. Citizen Dependent of a U.S. Citizen. A non-U.S.
citizen NAFI employee who is a bona fide dependent of a U.S.
citizen serving in a foreign area and where such dependents are
recognized by the host government as being part of the U.S. Armed

_—— — VA A £ W

Forces under a Status of Forces or other agreement.

5. New and Revised Programs

a. The provisions of this manual do not limit the
continuance, development, implementation, and administration of
personnel programs, including insurance and other employee
benefits, de51gned for the establishment and maintenance of

v v v e s v de e e e

scund, progressive career development and managemeii. programs.
However, anv Head of NAFI Headguarters Element desiring to issue

<=2 =8 svses = ARG R=EL Ta e - ] ~

any regulatlon at variance w1th the provisions of this manual
must obtain prior written authorization, via the appropriate
chain of command, from the Director, OCPM.

R W ey i~ oy S e e e
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any part of this manual requires prior approval, via the
appropriate chain of command, of DASN(CPP/EEO). The DASN
(CPP/EEO) may waive policies issued by this manual, provided such
waiver is not contrary to statute or DOD regulations. Heads of
NAFI Headquarters Elements will notify the DASN(CPP/EEO) in
writing, via the appropriate chain of command, when initiating

pilot programs not at variance with any part of this manual.

Enclosure (1) I-4
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6. Implementation
a. Heads of NAFI Headquarters Elements will forward five
copies of revised implementing documents tc the Director, OCPM
(ATTN: OCPM O2N), within 120 days of the effective date of this
manual.

b. Heads of NAFI Headquarters Elements will forward five
copies of any changes to the revised implementing documents to
the Director, OCPM (ATTN: OCPM O02N), within 30 days of the

= Ly _ P T,

publlcatlon or announcement of the cnange.

I-5 Enclosure (1)
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CHAPTER II
EMPLOYMENT AND PLACEMENT

1. Employment

a. Categories of Employees. Heads of NAFI Headquarters
Elements shall categorize NAFI employees as:

. (1) Reqular Employees

—~—~
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hours or more.

(b) Regular part-tlme (RPT) employees serve in
contlnulng p051t10ns for a mlnlmum of 20 hours per week but

e

n

(2) Flexible Employees. Flexible employees serve in
either continuing or temporary positions up to 40 hours per week.
The work may be scheduled in advance or may be on an as-needed
intermittent basis. Flexible employees may not participate in
the insurance and retirement programs, nor are they eligible for

~ the leave program.

b. Enn:al Fmnl n\ment Onﬁortnn
(1) The DON EEO Program calls for a plan for affirmative
action, designation of personnel to perform specific equal
employment duties, discrimination complaint processing, and
report procedures and requirements. Each NAFI will follow
SECNAVINSTs 12720.4 and 12720.1A, Civilian Personnel Instructions

(CPI) 713 and 720, and local ccmmand EEO directives. Note,
however, that the provisions of paragraph Ilc of this manual
apply to the utilization of appropriated fund EEO personnel.

(2) Instructions on the processing and reporting of
discrimination complaints are contained in CPI 713.

e dela o~ 2 e rmam o ALY ATR T

C. Emglﬁymenu Or Tinée nauu;eagge . The DON NAFIs wil
full consideration to employment of the handicapped. Selection,
placement,; and promotion of handicapped individuals will be based

solely on their ability to perform satisfactorily the duties of
the position.
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d. Employment of Relatives

(1) Heads of NAFI Headquarters Elements will issue
sufficient regulation or guidance needed to ensure compliance
with the provisions of 5 U.S.C. 3110 and Chapter 310 of the
Federal Personnel Manual (FPM).

(2) Heads of NAFI Headquarters Elements may prescribe
regulations authorizing the temporary employment, in the event of
emergencies resulting from natural disasters or similar
unforeseen events or circumstances, of individuals whose -

’
PRpU— W L SR A A W 3 3
herwise be prohibit by this policy.

memem T e mrads ermas1 D

employment would o
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2. Recruitment, Selection, and Placement -

a. OQualification Requirements. Establishment of realistic
minimum qualification requirements for any NAFI position is the
responsibiiity of the Head of the appropriate Headquarters
Element. These qudlificatiﬁﬂb will be written so that the
competition for the job is not restricted to any one individual.

b. Probationary periods

(1) All newly appointed regular employees will be subject
to a 1-year probationary period. Separation during probation is

(2) Heads of NAFI Headquarters Elements may authorize
additional probationary perlods of any regular employee upon
appointment as a supervisor or as a manager. Action documents
must reflect the imposition of such a probationary period and its
duration. Demotion during a superv1sory or manager1a1

probationary perloa to a p051tlon no lower in grade and pay than
the one held prior to the supervisory or managerial position, is

not an adverse action
e action.

daiv v Laas v =

c. Transfers

(1) Voluntary Transfers between DON NAFIs

£ =~ \ o P R R Yt T e T | T R AR Y 3 momnwm N e ron ey deas o v ~
{d) rReguiar nonprovacionary empiodoyees may transfer
. . . . R
ithout loss of authorized rights, benefits, or privileges that

W s
have accrued.

Enclosure (1) II-2 -



(b) Full credit for all prior regular NAFI service
within DOD will be given.
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expenses have been identified and have been made a part of the
offer of employment to a prospective incumbent. Those expenses
may not exceed the covered expenses, rates, and allowances
prescribed in the Joint Travel Regulations, Volume 2. A
Transportation Agreement will be completed and made a part of the
emplovee’s nerggnnel folder.

(b) An employee who refuses an offer of assignment
incident to a transfer of function may be separated. Such a
separatlon will be considered as a resignation if the assignment

is within the commuting area. The separation will be considered
an externally induced termination.

d. When a nonprobationary regular employee who has been
separated from a DON NAFI because of a reduction in force is
rehired by a DON NAFI within 12 months of that employee’s release
date, the employee will be credited with previous sick leave
balance and will be eligible for any applicablie benefits.

Headquarters Elements will submit required reports directly to
the Assistant Secretary of Defense (Force Management and
Personnel) with a copy to OCPM (ATTN: OCPM O02N).

3, Emblovment of Snouses of Militarv Personnel. Heads of NAFT

II-3 Enclosure (1)
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1. Compensation

a. General Policies

(1) All compensation, except commission and piece rate,
shall be paid following positional salary and wage schedules
which have been published by the DOD NAF Wage Fixing Authority
(WFA) or the current Universal Annual Salary Plan.

(2) Compensation for commission, tipped, and piece rate
employees will be administered per Appendix V, FPM, Supplement
532-2.

(4) Time and Attendance records must be maintained for
all NAFI employees. A biweekly period is prescribed for all
NAFIs except where a dlfferent pay perlod is spec1tlca11y

- <5 = smmess AT o L & Py m— - e e Aol ]

authorized in writin ng y the appropriate Head dquarters Ele
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ent of salaries or wages not
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ept as specifically authorized i

manual.

(6) Personal loans to employees or other personnel

{7) Established salaries and wages of NAFI civilian
employees constitute the only authorized remuneration and will
not be increased or supplemented by bonuses (except under special
programs approved by the DASN(CPP/EEO), by gifts of cash or

merchandise, or by special celebrations or parties financed by
NAFIs. Expenditures of nonappropriated funds are authorized for
the following purposes:

(b) Awards and certificates.

(c) Other programs as approved by the DASN(CPP/EEO).

IITI-1 Enclosure (1)
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(8) Upon termination of employment or when an employee
enters the Armed Forces of the United States, payment shall be

madé in full for all monies due and unpaid, less any valid
indebtedness to NAFI.

(9) Within the applicable pay plan, NAFI wage and salary
policies specified here will be uniformly applied in all
DON NAFIs. ‘

(a) Similar jobs in comparable private sector
establishments in the immediate locality are compensated on the
same basis.

(b) The application of commission rates, piecework
rates, or tips will result in wages comparable to those received
by private sector employees in similar jobs.

(c) Within the jurisdiction of the Fair Labor
Standards Act, as amended, the employee’s earnings, when computed
on an hourly basis, will be at least equal to federal, state, or

municipal minimum wage rates, whichever is higher, for the
applicable category of emplo"ment.

(d) Heads of NAFI Headquar
increased minimum rates, special pay rate g
for NAFI employees. All such recommendatlons must be approved by
ASN(M&RA). Send all recommendations via the DASN(CPP/EEO) (ATTN:

OCPM 02C) prior to forwarding to the DOD Wage Fixing Authority.

ments may recommend

{(2) Employees engaged in the preparation and service of
food and beverage items may be provided a "free meal" provided
the meal qualifies under the Internal Revenue Service "conven-
ience of the emolover" rule. To qualify, the meal must be served

partake of the meal without substitution, and there is no other
dining facility readily available where the employee may eat.
Incumbents in the following positions are excluded from this

free meal® provision: exempt managerial personne1 adminis-
trative support/patron services personnel, drivers, warehousemen,
and janitors.
Enclosure (1) III-2



c. Student Employment Rates of Pay. In foreign areas, such

employment shall be under summer and student programs and paid
under a spec1a1 summer and student wage schedule. The wage rates

for U.S. Citizen dependent youth empioyed in foreign areas in
programs involving full-time summer or part-~time school year
employment will be issued by the DOD WFA. Student employees
working on second and third shifts will be paid the applicable
shift differential.

d. Tips and Service Charges. Management personnel and
personnel assigned administrative duties are prohlblted from
accepting tips or participating in receipt of distributed service
charges.

e Premium Pav. shift 4dif

-~ e

and Sunday premium pay will be

where it is the prevailing practice. Within those wage areas in

which it has been determined by surveys conducted by the DOD WFA

that one or more of these premlum pays are to be paid, they will

be uniformly appl ON NAFIs. Until such determination

is made by the D A eadguarters Elements will
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2. Travel and Transportation. Specific exceptions exceeding the
provisions of the Joint Travel Regulatlons may be authorized by
the DASN (CPP/EEO) (ATTN: OCPM 02N) when it is in the best
interests of DON. Heads of NAFI Headquarters Elements may make

Any such appliication

written application for such exceptions.

must specify the reason for the exception, employees or class of
employees to be covered, benefits tc be gained, and total costs
of exception.

3. Relocation Assistance Allowance. Relocation Assistance
Allowance programs may be authorized by the DASN(CPP/EEO) (ATTN:
OCPM O02N). Heads of NAFI Headquarters Elements may make written
application for such programs. Any such appllcatlon must spe01ry
the reason for the class of oye
be puvcxcu, benefi costs

M Vi am .

4. Position Classification and Job Evaluation

a. Classification authority is delegated to the Heads of
NAFI Headquarters Elements. Under the DOD Pilot Pay Band System,

Heads of NAFI Headguarters Elements are responsible for placing a
position in a pay level. Headguarters Elements are respcnsible
for careful ijob analysis, preparation of accurate job descrip-
tions, job evaluations, and determination of proper pay



(1) A current job description will be maintained for each
NAFI position.
(2) Every NAFI employee will be given a copy of his or
her job description.
b. Position Classification/Job Gradin view and Appeal

“chgu;es. When a c1a551tlcatlon actlon results in a change to
1 c=2 29

ower grade or loss in pay, the employlng NAFI will nocuy the

)
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affected employee promptly, in writing, of its decision. The

notice will advise the employee of his/her right of review by the
appropriate DON review authorltv and right of appeal to the .
Ooffice of DOD NAF Personnel Pollcy or appropriate office of the

OPM.

5. Severance Pay. rayment of severance pay will be documented

on final personnel action forms and made a permanent part of the
employee’s official personnel folder. Such documenation will

include the number of weeks authorized for severance pay and the

period of service upon which severance pay is based.

TATT TV A T AT AT A YT
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ATTENDANCE AND LEAVE
1. General Policy. Heads of NAFI Headquarters Elements will
establish uniform and equitable attendance and leave policies.

a. Where Heads of NAFI Headquarters Elements have
redelegated authorlty to authorize approval for carryover of
annual leave in excess of 240 hours from 1 leave year to the
next, that Headquarters Element will monitor such approvals to
ensure equitable and efficient application of the delegated

b. Upon separation from a NAFI, an employee who has
completed 90 days as a regular employee will be paid for the
accumulated annual leave credited to the employee’s account.

2. Heads of NAFI Headquarters Elements will establish procedures
to monitor and oversee local NAFI use of annual leave, sick
leave, administrative leave, and leave without pay.

3. Heads of NAFI Headquarters Elements may establish policies

governing advancement of annual leave and sick leave.

Iv-1 Enclosure (1)
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CHAPTER V
PERSONNEL RELATIONS AND SERVICES
i. Political Activity

a. Any NAFI employee having knowledge of a violation of the
regulations governing political activity by any other NAFI
employee will immediately report such knowledge to the head of
the local NAFI.

b. The head of the local NAFI will investigate all such
reports and forward a written statement of findings and
recommended disposition to the Secretary of the Navy via the
appropriate Headquarters Element and the DASN(CPP/EEO).

c. The Secretary of the Navy will make the final
determination as to violations of this policy.

2. Incentive Awards and Recognition Prodgrams
a. Heads of NAFI Headgquarters Elements will establish
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contributions and performance per the following:

1) The maximum cash award which may be approved under a
E t incentive award or recognition program is

(2) There will be a consistently applied standard for
granting cash awards which takes into consideration tangible and
intangible benefits accruing to the NAFI from the employees’
contributions.

(3) The program will include a means of recognizing NAFI

1oveese’!’ adonted henef
a0yees I
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b. NAFI employees are eligible for the following DON honor-
ary awards:

ivilian Service Award.

Q
0}

(1) Distinguishe

121
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(3) Meritorious Civilian Service Award.

Cc. Criteria and procedures for honorary awards and
procedures for cash awards above the level of the NAFI
Headquarters Element are specified in CPI 451.
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3. Performance Appraisal. Heads of NAFI Headquarters Elements

will establish performance appraisal systems which rate regular
employees’ performance at least annually. Performance appraisal
systems will, at a minimum, distinguish between satisfactory and

TP manee omman o cmen e
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4. Unsatisfactorv Performance

a. Heads of NAFI Headquarters Elements shall establish
uniform regulations dealing with unsatisfactory performance which
incorporate the following requirements:

(1) Regular nonprobationary employees shall not be
terminated or be subject to any other d1qn1n11narv action based

on unsatisfactory performance unt11 given a letter of caution.

(2) A letter of caution reflects written concern by
management about the unsatisfactory performance of an employee.

It is a nondisciplinary, nonadverse action which is neither
grievable nor appealable. A letter of caution shall not be
included in the employee’s Official Personnel Folder unless it is
subsequently used as a basis for disciplinary action.

(3) Each letter of caution must:

(a) State the employee’s performance shortcomings.
(b) State the standard of performance which must be
met to achieve a satisfactory level.

et a definite trial period of reasonable
this time, the employee must demonstrate at
pe
a

, (c)
duration. (Durlng
ry formance or show sufficient substantial

continued employment.)

1east satisfactor

r
improvement to warrant

n

(d) State that reasonable assistance will be offered
by the employee’s supervisor.

(e) State that improvement must be sustained.

State that failure to improve may result in

<
o
[

(4) If, upon completion of the trial period, the
employee’s performance meets the standards establlshed in the
letter of caution, the employee will be notified in writing.
This written notification will advise the employee that similar

def1c1enc1es in performance occurring within a specified time

Enclosure (1) V-2
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disciplinary action. This proposal may be issued without the
issuance of another letter of caution or establishment of another
trial period.

b. Demotion or removal of a regular nonprobationary employee
for unsatisfactory performance will be effected under

digscinlinarv action procedures,

MaSvapaaiilay KR vavii pavervuuevo

5. Step Increases
a. Heads of NAFI Headquarters Elements may establish
procedures which allow for the withholding of a step increase.
b. No NAFI enm

n
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c. Heads of NAFI Headquarters Elements may establish
regulations providing for Quality Step Increases (QSIs), i.e., a
step increase in advance of the regularly scheduled step increase
granted for extraordinary performance, subject to the following

roacmi rements:
LV‘“-&‘- it d d L]

(1) Only reqular employees may receive QSIs.

(2) No employee may receive more than one QSI in any 52-
week period.

A QSI may not raise the employee’s base salary above
level established for that grade.

6. Administrative Grievance Procedure

a. NAFI employees may present their complaints and
1evances to management officials for prompt and equitable

b. Heads of NAFI Headquarters Elements will establish
administrative procedures for the equitable and timely resolution
of employee grievances. These procedures must include:

(1) A requirement for a timely, written presentation of
vance which must specify the relief requested by the

the grie
arisvant
5‘- e Ve VWAL S
(2) A right of representation by a person of the
employee’s own choice subject to the willingness of the chosen

person to serve, no conflict of interest or position, and the



priority needs of the local NAFI. Any fees charged by the
employee’s representative are the responsibility of the employee.

(3) Assurance that the employee and representative will
be free from restraint, coercion, discrimination, or reprisal
stemming from the presentation of the grievance.

(4) A method of reviewing the grievance which will
consist of one or more of the following options:

1 presentation

(ol

o the official designated

(b) Personal presentation to an agent designated by
the deciding official to review the grievance and submit a report
of findings and, optionally, recommendations.

(c) A review of the written record by the deciding

(5) A final written decision by an authorized official
within 90 calendar days of the filing of the grievance. The
final written decision will be made by an authorized official not
personally involved in the events leading to the grievance,

except that this provision does not apply to the Heads of NAFI

Al mcrsmands manom TV e mende

Headquarters Elements.
c. Matters excluded from this grievance procedure include:

(1) Any matter which is subject to final administrative
review above the local installation command level.

error.
(4) Termination of a temporary personnel action.

(5) An action terminating a probationary or flexibile
employee.

(6) Nonadoption of a suggestion or disapproval of a cash
or honorary award or any award the granting of which is
discretionary with management.

(7) A proposed action, notice of warning or caution, or
- _r 4
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(8) Alleged discrimination.

(9) Any action for which another adjudicatory procedure
exists.

e

) Failure to receive a pay adjustment or 1 1

(10 1 di
a pay adjustment under the DOD Pay Bandlng Systen.
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7. Disciplinary Actions. Heads of NAFI Headquarters Elements
will establish consistent procedures for effecting disciplinary
actions against regular employees. These procedures must
include:

a. For letters of reprimand and suspensions for 30 calendar

==Ll o 1 =35 Hucaall

days or less:

(1) Written notice of decision which specifies the
reasons for the action.

{2\ 0N
\e)] V¥

b. For demotions, terminations, and suspensions for more
than 30 calendar days:

(1) Not less than 14 calendar days advance written notice
specifying the reasons for the proposed action.

tv to renlv to the nrnnnqod action The

L RN P § - s & wpwesm B vaass -—aa—
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the official who is to decide the action or
that OfflClal’S de51gnee. If an oral reply is permitted, a
summary of any oral reply will be made and appended to the
official record.

{9) UppULLUIi ty to review al
support the reasons for the proposal.

VY

=
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(4) A right to representation by a person of the
employee’s own choice, subject to the willingness of the chosen
person to serve, no conflict of interest or position, and the
priority needs of NAFI. Any fees charged by the employee’s

representative are the responsibility of the employee.

(8Y Accenrance that +the emnlnvee and
{2} assurance tThat IThe emp.loyee anc
. .

re
be free from restraint, coercion, discriminati
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(6) Written decision of disciplinary action which:

vered to the employee in advance of the
s

i
disciplinary action.

IH

Is del
of the
(b) Identifies which reasons were sustained and which

were not sustained.

Oll.
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appeal, how

4 o] i t 1392 7
such appeal is to be filed, and the time limits for submission of

an appeal.

(7) A written decision may not increase the penalty
proposed in the advance notice.

c An emnlovee mav be n1aﬂnd on emerdencv susnension without

sass Taipraw oo iy AT palTTN- was TeanTa gweswg i A= RI= L 2 2 W -

pay. pending disciplinary actlon, when retention of the employee
might result in damage to or loss of property or funds, mlght be
injurious to the employee or others, might be detrimental to the
interests of the NAFI, or when there are ) ustifiable reasons to
bel
n

3 A A oA _

eve that the empioyee

i
mma matr ha Tmnaca’ T
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4

ded at least 24 hours

ar a status,; of
the emergency suspension. If the flnal dlsc1p11nary action taken
on an employee so suspended is less than removal, the employee
will be paid for the time so suspended, less any loss of pay
required by the disciplinary action. An emergency suspension
without pay which extends for 30 calendar days or less may be
grieved; one which extends for more than 30 calendar days may be

Aarmrmasnla”d
appecalLcuUu.

d. Heads of NAFI Headquarters Elements may establish
guidelines for effecting a range of penalties for disciplinary
offenses. Any such guidelines must be applied equitably
throughout all local NAFIs under the cognizance of the

— e o o o __ A

Headquarters Element.

e. The standard of proof in deciding disciplinary actions
and any grievances or appeals thereof shall be substantial
evidence. Substantial evidence is defined as such relevant
evidence as a reasonable mind might accept to support a
conclusion.

o
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maintained for a period of at least 2 years from the date of the
action. The record will consist of:
(1} T

n AF arnnmaal
J A GHECG.L .

(2) A copy of the notice of proposed disciplinary action.

(3) A copy of the appellant’s written response, if any,
to the notice of proposed action.

(4) A summary of the appellant’s oral response, if any,
to the notice of proposed action.

(5) A copy of the written decision of disciplinary
action.

(o]
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ct
folg
(1]
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cument erreCtlng the

(7) Any and all evidence relied upon in support of the
disciplinary action.

8. Business-Based Actions. Heads of NAFI Headquarters Elements
shall establish uniform procedures for effecting business-based
actions on regular employees with a minimum of disruption to
operations. Such procedures shall include:

a. At least 14 calendar days’ advance wrtten notice of the
action to be taken and the specific reasons for the action.

b. As an exception to tne 14 days’ notice, a otlce to the
c 24 hours in advance of the aeticn
ary tc reduce hours of work, furlocugh, or

aa P “
separate employees due to unforeseeable circumstances such as:

(1) A significant reduction in the business of a NAFI
because of a sudden mission change at the base or installataion
(e.g., a sudden deployment of personnel to another location).

{2) A sudden breakdown of eguipment or an emergency
situation requiring immediate curtailment of activities (e.g., an
act of war, extreme weather conditions, etc.).

c. The right for employees to grieve the action.
d. When there is more than one employee in a category to be
affected by a business-based action, an orderly and egquitable

v-7 Enclosure (1)
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procedure for determining which employees are to be affected.
Such procedure shall include consideration of length of service

a. The procedure for appealing disciplinary actions will be
a two-step process conducted under the cognizance of the Head of
the NAFI Headquarters Element.

b. If an employee alleges that the action resulted from an
act of discrimination; the action may be contested through the

discrimination complalnt procedure.

c. Heads of NAFI Headquarters Elements will establish
procedures for employees to appeal appealable disciplinary

actions which will include the following elements:

(1) Establishment

\ -7 Aies willars A 4 wDaaan a

o e
second decision level for all appeals to be the Head of the NAFI
Headquarters Element.

f a two-step appeal process with th

(2) The right to one formal hearing, if the empioyee

requests, to ascertain and consider the facts upon which the

disciplinary action was taken and the reasons the employee feels
the decision should be reversed. A comprehensive record of the

&> Mo wvaAaAw aWwi: wWadvata ~-S Vel 20 =2 P L =2 P~

hearing will be maintained, including the recommendation of the
hearing officer on the proposed dlsp051t10n of the appeal, and
appended to the official record. The employee shall be given the
opportunity to submit evidence and the testimony of witnesses,
cross- examine witnesses, and present appropriate affidavits and

erOS .LC .I.OIIS .

(3) The right of the employee to be represented by an
individual of his or her own choosing, subject to the willingness
of the chosen person to serve, the priority needs of NAFI, and no
conflict of interest or position. Any fees charged by the
employee’s representative are the responsibility of the employee.

(4) An initial written decision within 60 days of
submission of the appeal or within 60 days of completion of the
hearing, if a hearing is held. The initial decision will:

(a) Identify which reasons were sustained and which
were not sustained.

Enclosure (1) V-8
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(c) Specify the employee’s right of appeal to the
Head of the NAFI Headquarters Element, the time limits for such
an appeal, and how and where such an appeal is to be filed.
(5) The s
(6): The decision of the Head of the NAFI Headquarters
Element will be issued in writing, explaining the rationale for
the decision. This is the final decision on the appeal.

10. Termination during Probation. Termination during probation
will be effected, in writing, and will state the reason for the

arvminadiAan
CelLllldallAaLaiVile

11. Termination for Disability. Termination for disability
extending beyond sick leave allowance is not an adverse action.

12. Employee Assistance Pro s. Heads of NAFI Headquarters
Elements shall establish programs to counsel employees on
matters, e.g., alcohol abuse, drug abuse, etc., which impact on
work performance.

V-9 Enclosure (1)
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RETIREMENT AND INSURANCE

General Policy

1. Heads of NAFI Headquarters Elements will assure that their
eligible NAFI employees are afforded the opportunity to

participate in retirement and insurance programs meeting the
requirements established in reference (a) and changes thereto.
The retirement and insuxance pol;c;es will be designed so as to

their federal status, and the public interest are given due
consideration.

2. Each Head of a NAFI Headquarters Element will
distribute the details of the various programs und

cognizance.

m*cl
R C
T

3. PL 95-595 and reference (a) require an annual retirement fund
review report. Information copies of the reports will be
forwarded via OCPM 02N and questions directed to the DOD

N2 . Aot
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CHAPTER VII
PERSO MANAGEMENT AL ION
1. Policv. Effective civilian personnel support is necessary if

- = ey S —_——-TellVE AV iiLall

DON NAFIs are to operate in an effective manner. 1In order to
determine the effectiveness of civilian support, Heads of NAFI
Headquarters Elements will evaluate periodically the offices
providing the support.

PN Panddmanda £ n 1 3
2. Criteria for Personnel Management Evaluation (PME) Programs

a. Civilian personnel support offices will be evaluated at
least once every 60 months.

b. Heads of NAFI Headquarters Elements will develop NAFI PME
methodologies consisting of onsite review, use of Inspector

PSS AL o avralitattan Fhraniah ata nracacainag
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means, etc., consistent with their need for information.

c. Servicing Civilian Personnel Offices will be evaluated in
the following areas:

(a) Staffing levels are sufficient to meet the goals
of NAFI following Headquarters Element guidelines and cost

effective in relatlon to mission accompllshment.

(b) Positions are filled promptly with qualified
personnel and appropriate merit staffing regulations are
utilized.

(c) Management officials are tisfied with the

quality of staffing services and advice provid ed.

(d) Selections are made following EEO principles, the
NAFI Affirmative Action Plan is current, and the EEO program
meets requirements of Chapter II of this instruction

(2) Classification:

(a) Jobs are accurately classified.

(b) Management off1c1als are satlsfled wlth the

VII-1 Enclosure (1)
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(a) Adequate training opport
that employees can perform their “duties

(b) Management officials actively support
Headquarters Elements’ career and executive development plans.
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(a) Disciplinary actions are effected when necessary
and are generally supported upon review.

(b) Employee grievances and appeals are handled in a
timely manner per Chapter V of this instruction.

(c) Complaints of discrimination are handled in a
timely manner per Chapter II of this instruction.

(d) Newly hired employees are fully advised of their
retirement, insurance, and other benefits.

In\ RAth m:n:ﬂnmnn# ar\A ~m
and assistance provided.

(f) Employees are informed of the standards of
conduct on a regular basis.

(a) The labor-management relationship is generally
healthy with few or no sustained grievances or unfair labor
practice charges against management.

(b) Contract negotiations are conducted in an
effective manner, preferably without third party involvement.
h

(c) Management is satisfied with the labor relations
advice and assistance provided.

(6) Pay administration and compensation:

(b) Annual leave, sick leave, and other types of
leave are managed in an equitable and efficient manner.

d. Each area evaluated will be rated as Sufficient or
Deficient. Heads of NAFI Headgquarters Elements may add

Enclosure (1) VII-2
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1. Purpose and Scope. The policies established in this chapter
govern the establishment, disestablishment, administration, and
contrel of civilian NAFIs throughout DON.

2. Policy. The DON advocates the establishment of well-rounded
morale, welfare, and recreational programs to promote the mental
and physical health of its personnel and to assist in the
recruitment and retention of civilian employees. To that end,
civilian NAFIs may be established.

3. es sibilities

vaested in

- ™ F =9 P . § FasaLy
d. rFrogyram managemenc ol UunN

civilian NAFIs is
BUPERS. Program management responsibilities include
(1) Administration of total employee benefits program

(e.g., retirement system, workers’ compensation, health

insurance, unemployment compensation, etc.).

(2) Maintenance of appropriate regulations and
instructions.

(3) Authority to approve the establishment and
disestablishment of civilian NAFIs.

(4) Supplement chain of command audits and reviews
through conduct of fiscal oversight reviews and review of local
audit reports of individual NAFIs.

(S5) Management and control of the Navy Central Civilian
Fund (i.e., BUPERS shall act as the governing board).

(6) Redistribution of NAF assets among civilian NAFIs as
appropriate for their collective interests. (Note: Redistri-
bution of civilian NAFI funds to military NAFIs, and vice versa,
is prohibited.)

(7) Training of civilian NAFI employees, supervisors, and
managers.

(8) Ooversight, review, and evaluation of the total
civiiian NAFI program including operational and financial
management and civilian personnel.

VIII-1 Enclosure (1)



additional rating levels and/or utilize other rating terms
provided their rating system maintains a clear distinction
between a Deficient rating and all other rating levels.

€. Headguarters Elements’ implementing regulations will
define the criteria for each rating level in each civilian
personnel area: evaluated in order to establish consistency of
evaluation.

f. Each PME will consist of a written report and may include
oral presentations.

g. A copy of each written PME will be provided to the

Director, OCPM (ATTN: OCPM 02N),6 within 60 days of completion of
the PME. This copy will be utilized for oversight purposes only.
Correction of deficiencies will be the sole responsibility of the

Heads of NAFI Headquarters Elements.

h. Heads of NAFI Headquarters Elements PME regulations will
include a means of correcting deficiencies uncovered as a result
of the evaluation.

VII-3 Enclosure (1)
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(9) Issuance of regulations supplementing this chapter to
ensure the effective operation of the civilian NAFI program.

o~ -~ 12 mem Y - 2 2 _ ——
ocgram management of civilian NAFIs within the Marine
Corps is vested in the CMC. Program manager responsibilities for

the Marine Corps civilian NAFIs include:

(1) Administration of total employee benefits program
(e g., retirement system, workers’ compensation, health
insurance, unemployment compensation, etc.).

(3) Authority to approve the establishment and
disestablishment of civilian NAFIs.

(5) Redistribution of NAF assets among civilian NAFIs as
appropriate for their collective interests. (Note: Redistri-
bution of civilian NAFI funds to military NAFIs, and vice versa,
is prohibited.)
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managers.

(7) Oversight, review, and evaluation of total program
including operational and financial management and civilian
personnel.

suance of regulations supplementing this chapter to
i 3 i n NAFI
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c. Heads of activities/commands (e.g., local commanding

officers) have command responsibility and authority for
management of civilian NAFIs. Heads of activities and commands
wili:
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approved civ
~ (2) Ensure the effective administration, financial
stability, and proper use and dissolution of civilian NAFIs
located at the activity.
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(3) Ensure that no official or employee receives extra
remuneration for duty concerned with supervision or control of a
civilian NAFI and that no official or employee accepts any gifts,
pr1v11eges, or other favors from civilian NAFIs or from

PP S B R P, crmen o m mom mdelemeem T d e Lecee d e ced dole
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(4) Ensure the proper administration of personnel
management programs to govern the employment rights, benefits,
and privileges of direct hire employees of civilian NAFIs and
conditions of employment.

(5) Ensure observance of applicable laws, Executive
Orders. and reaulatlons bv concessionaires serv1na civilian

NAFIs

4. Authorized Activities and Exclusions

category are authorized for the operation of approved food and
related services and facilities primarily for the use of civilian
employees of Navy activities or Marine Corps commands.

{(2) Civilian welfare activities. These activities a
authorized for the conduct of approved welfare functions and
services which will promote the morale and wpll-hp1na of all

emplovees of the act1v1ty or command.

re

(3) Civilian recreation activities. These activities are
authorized for the conduct of approved recreational and leisure
time programs, events, facilities, and services for all employees

A 2 __ 2 a __ s e

of the ac1:1v.u:y Oor command.

(4) Civilian miscellaneous activities. In unusual
circumstances, a need may exist for special facilities and
services not provided for under the categories listed above. 1In
these instances, the establishment of such a civilian NAFI
requires the prior approval of BUPERS or CMC, as appropriate.

) o Pvr~liiaiAana Mha FATlAurina Funac AF arndiwvidrias ara nAd+
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civilian NAFTg or instrumentalities of the Federal Government
and, hence, not subject to this chapter.

(1) Voluntary associations of individuals. Such
associations, and their funds, organized by and for groups of

empioyees for rraternai, charitable, reiigious, and other
objectives, but not specifically authorized under this chapter,

are not civilian NAFIs.
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(2) Personnel service organizations. Some activities
authorized by statute or DON regulations are not civilian NAFIs.
These include credit unions, banking facilities, American
National Red Cross, Navy Relief Society, and recognized employee

:
groups auu UIliLuOIIS

(3) Informal employee groups. Intra-office or
activity/command groups of employees established solely for the
purpose of providing flowers or gifts on such occasions as
illness, marriage, retirement, or death or informal coffee messes

are not civilian NAFIs.

5. Operating Principles

a. Employees paid from appropriated funds will not be used

in operating civilian NAFIs
except that incidental time
limited welfare operations,

during the official working day,
of such employees may be used in
provided such functions do not

1nterrere with regular.l.y a551gnea duties. Command and contr
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approprlated fund employees may be utilized in such
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unctions.

b. Civilian NAFIs may not purchase real estate in their own
name, that of DON, or that of the activity or command.

c. Activity heads/heads of commands (e.g., local commanding
cfficers) may authorize the use of space and furnishings and
equipment for operation of civilian NAFIs. Maintenance and

reéalr of space, furnlshlngs, and equipment so authorized will be

d. Personnel responsible for the custody of funds of
civilian NAFIs will be bonded. Payments for these bonds will be
made from nonappropriated funds.

e. Audits of civilian NAFIs will be conducted at least
annually by local commands. Copies of all audits will be
provided to BUPERS or CMC, as appropriate.

f. Incentive or honorary cash awards may be granted only to

AMADY ~Aawen) mcraa~ el temdlerea Feaal mders T 2 awm AMADT~ MNiers VT 3 am AALT
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LUNGCS NMaY nNCT 2De eXpenGel Oonn awards ICoIr apprepriatcel Iung
employees.
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