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Civilian Personnel Management


	References:
* OPNAVINST 12720.4B 
* OPNAVINST 12430.3 
	Command POC:


	Standard
	Yes
	No
	Comments/Notes

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

	
	
	

	How many billets are vacant?


	
	
	

	How long does it take to process a personnel action for recruitment from date of manager’s request to arrival at HRSC?


	
	
	

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


	
	
	

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


	
	
	

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


	
	
	

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


	
	
	

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


	
	
	

	Are performance appraisals completed when the immediate supervisor departs?


	
	
	

	Are performance appraisals centrally located?


	
	
	

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

Are the position descriptions so marked?
	
	
	

	Has a Position Management Committee been established?


	
	
	

	How often does the committee meet?


	
	
	

	Are audit trails of committee decisions maintained?


	
	
	

	Is there a command statement supporting the Priority Placement Program?


	
	
	

	Are job announcements placed in a centralized location for all employees to view?

	
	
	

	Are civilians provided an opportunity to attend training?

	
	
	

	Do supervisors attend the mandatory civilian training?


	
	
	

	Is information regarding changes to civilian personnel systems and Open Season disseminated to employees in a timely manner?


	
	
	

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


	
	
	

	Is there an active telework program operating in the command?

	
	
	

	What percentage of positions have been reviewed for telework?  
Found eligible for telework?  Found ineligible for telework?
	
	
	

	Additional Comments:
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