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Civilian Personnel Management

Reviewed/Revised:  November 2015
	References:
MILPERSMAN 1301-202           DoDI 1400.25 Vol 430                                       

DoDI 1400.25 V1800                   Federal Employees’ Retirement Act of 1997
5 CFR 412-202                             SECNAVINST 12273.1A    

DoD Directive 5124.02                SECNAVINST 12250.6       DD Form 2946

DoD Instruction 1035.01              5 CFR 9901                          DoN CHRM
BUMEDINST 5350.4B                SECNAVINST 12511.1       5 CFR, Chapter 6

BUMEDINST 12713.10               SECNAV-M 5210.1             32 CFR 105.14

SECNAVINST 12752.1          12 CFR 269.4
DON Memo 12300 Ser-492-10 dtd 17 Sep 10
SECNAVINST 12271.1                OPNAVINST 1000.16
	Command POC:


DISCLAIMER:  This list of references is not all inclusive and the most recent updates may not be reflected.  Commands are responsible for all instructions and guidance related to a particular program or inspectable area.
	Reference
	Standard
	Yes
	No
	Echelon Applicability
	Comments

	
	
	
	
	2 
	3
	4
	5
	

	SECNAVINST 12250.6

SECNAVINST 12273.1A


	How many Federal Civilian full-time equivalent (FTE) billets are authorized?


	
	
	√
	√
	√
	√
	

	SECNAVINST 12250.6

SECNAVINST 12273.1A


	How many billets are vacant?


	
	
	(
	(
	(
	(
	Provide manning document and Position Management Board minutes for review.

	SECNAVINST 12250.6

SECNAVINST 12511.1

DON Memo 12300 Ser-492-10 dtd 17 Sep 10
	How long does it take to process a personnel action for recruitment from date of manager’s request to arrival at HRSC?


	
	
	(
	(
	(
	(
	

	SECNAVINST 12511.1

BUMEDINST 12713.10
	Do you have a tracking mechanism in place for personnel actions?


	
	
	(
	(
	(
	(
	Provide tracking documentation for review.

	SECNAVINST 12250.6

SECNAVINST 12511.1

SECNAVINST 12273.1A


	What positions or which series are the most difficult to fill? Do you know why?


	
	
	(
	(
	(
	(
	Position Management Board minutes reviewed to reflect oversight of hiring process and identification of issues with filling positions.

	SECNAVINST 12511.1

SECNAV-M 5210.1

5 CFR 9901

	Are position descriptions (PDs) accurate and current, centrally filed, and maintained by both employees and supervisors?


	
	
	(
	(
	(
	(
	Record review.

	DON CHRM Chapter 200, Sub-chapter 273

DON CHRM Chapter 200, Sub-chapter 430

5 CFR 430
DoDI 1400.25 Vol 430

	Are performance plans (elements and standards) established and presented to all new employees within 30 days of arrival?


	
	
	(
	(
	(
	(
	Provide civilian performance appraisals for review to ensure completeness and timeliness of documentation.

Provide appraisal tracker.

	DON CHRM Chapter 200, Sub-chapter 273

5 CFR 430
DoDI 1400.25 Vol 430

	Are performance appraisals completed at mid-year and at the end of the reporting period?


	
	
	(
	(
	(
	(
	Provide appraisal tracker to help demonstrate that timeliness is being tracked; ensures that deadlines are being met.

	DON CHRM Chapter 200, Sub-chapter 273

5 CFR 430
DoDI 1400.25 Vol 430

	Are performance appraisals completed when the immediate supervisor departs?


	
	
	(
	(
	(
	(
	Provide civilian performance appraisals for review to ensure completeness and timeliness of documentation.

Provide appraisal tracker.

	DoDI 1400.25 Vol 430
5 CFR 430
	Are performance appraisals centrally located?


	
	
	(
	(
	(
	(
	Ensure records are securely maintained.

	SECNAVINST 12511.1
OPNAVINST 1000.16


	Were positions reviewed to determine which positions are tested designated positions?

Are the position descriptions so marked?
	
	
	(
	(
	(
	(
	

	SECNAVINST 12250.6

MILPERSMAN 1301-202
OPNAVINST 1000.16

SECNAVINST 12511.1
	Has a Position Management Committee/Board (PMC/PMB) been established?


	
	
	(
	(
	(
	(
	Provide PMC/PMB instruction/charter and meeting minutes.

	SECNAVINST 12250.6
OPNAVINST 1000.16
	How often does the committee meet?


	
	
	(
	(
	(
	(
	Provide command PMC/PMB instruction and meeting minutes.

	SECNAVINST 12250.6

SECNAV-M 5210.1
OPNAVINST 1000.16

SECNAVINST 12511.1
	Are audit trails of committee decisions maintained?


	
	
	(
	(
	(
	(
	Provide copy of audits performed within the last 12 months.

	DoDI 1400.25 V1800                                       
	Is there a command statement supporting the Priority Placement Program?


	
	
	(
	(
	(
	(
	Posted for widespread notification.

	SECNAVINST 12273.1

DoDI 1400.25   

DON CHRM Chapter 200, Sub-chapter 330                           
	Are job announcements placed in a centralized location for all employees to view?


	
	
	(
	(
	(
	(
	Provide examples of job announcements posted within the last 12 months, if applicable.

	SECNAVINST 12410.25

SECNAVINST 12410.24

DON Civilian Human Resources Manual, Chapter 410

DON CHRM, Subchapter 410

5 CFR 412-202

32 CFR 105.14
	Are civilians provided an opportunity to attend training?

What training is offered to civilian personnel?
	
	
	(
	(
	(
	(
	

	5 CFR 412-202

SECNAVINST 12410.25

SECNAVINST 12410.24

DODINST 1400.25

DON CHRM, Subchapter 410

32 CFR 105.14


	Do supervisors attend the mandatory civilian training?

What is the civilian supervisor training curriculum?
	
	
	(
	(
	(
	(
	Provide tracker for review.

Provide training curriculum in alignment with 5 CFR 412-202.

	5 CFR 402-212
	Do the supervisors of civilian personnel (military and civilian) complete the required supervisory training within 1 years of assignment and every 3 years as refresher training?
	
	
	(
	(
	(
	(
	Provide training tracker of compliance.

	5 CFR, Chapter 6

Federal Employees’ Retirement Act of 1997
	Is information regarding changes to civilian personnel systems and Open Season disseminated to employees in a timely manner?


	
	
	(
	(
	(
	(
	

	DON CHRM, Subchapter 430.1

12 CFR 269.4
	For activities with bargaining units only:  Has annual Weingarten rights notice been provided?


	
	
	(
	(
	(
	(
	Posted for widespread notification.

	DODINST 1035.01
SECNAVINST 12271.1

	Is there an active telework program operating in the command?


	
	
	(
	(
	(
	(
	Provide telework instruction.

	DODINST 1035.01
SECNAVINST 12271.1

	What percentage of positions has been reviewed for telework?  

Found eligible vs ineligible for telework?  Authorized vs unauthorized?
	
	
	(
	(
	(
	(
	Provide Eligibility List with Authorized and Unauthorized designated positions identified.

	DODINST 1035.01

SECNAV-M 5210.1

DD 2946
SECNAVINST 12271.1
	Are telework agreements re-validated every 2 years and when there is a change in the supervisor.
	
	
	(
	(
	(
	(
	Review of telework agreements.  

	DODINST 1035.01
SECNAVINST 12271.1

	Do personnel complete the required online training before implementation of telework?

Do supervisors complete the telework training before employees implement the telework agreement?
	
	
	(
	(
	(
	(
	Presentation of certificates of completion for telework training for teleworking employees and their supervisor(s).

	BUMEDINST 12713.10 

32 CFR 105.14

	Annual Equal Employment Opportunity (EEO) training provided to all managers, supervisors, employees, and EEO/Human Resources staff regarding the roles and responsibilities with the Department of the Navy EEO Program.
	
	
	(
	(
	(
	(
	Provide evidence of training compliance.

	BUMEDINST 12713.10
	Are the DoN EEO Program policies and procedures publicized and well communicated throughout the command?
	
	
	(
	(
	(
	(
	Posted for widespread notification

	SECNAVINST 12753.1

SECNAVINST 12752.1

SECNAV-M 5210.1


	Does Directors of Human Resources assist the Commanding Officer in conducting periodic self-assessments of their disciplinary action programs?
	
	
	(
	(
	(
	(
	

	DoDI 1400.25 Vol 410, 430
	How are Individual Development Plans (IDP) completed?
	
	
	(
	(
	(
	(
	Provide evidence of IDP(s) being completed in alignment with command and higher authority guidance.

	DoDI 1400.25 Vol 410, 430
	How are training requirements for an IDP being tracked?
	
	
	(
	(
	(
	(
	Provide tracking mechanism for review.

	Additional Comments:


1
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