DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3000 MARINE CORPS PENTAGON
WASHINGTON, DC 20350-3000

MCO P12000.11A W/CH 5

MRG
SEP 16 2014

MARINE CORPS ORDER P12000.11A W/CH 5

From: Commandant of the Marine Corps
To: Distribution List

Subj: MARINE CORPS NONAPPROPRIATED FUND PERSONNEL POLICY MANUAL
(SHORT TITLE: MARINE CORPS NAF PERSONNEL POLICY MANUAL)

Encl: (1) New page inserts to MCO P12000.11A

1. Situation. To transmit new page inserts to the Manual.

2. Mission. To update the policy on employment and placement.
3. Execution. Remove the letterhead page, chapter 6, appendix
B, and appendix E, and replace with corresponding pages in the

enclosure.

4. Summary of Changes. This revision contains a number of
changes. The major modifications to this Order are as follows:

a. Chapter 6 - updated employee benefits adding long term
care, employee assistance program and flexible spending accounts.

b. Appendix B - updated retirement and insurance supplement.
c. Appendix E - updated incentive awards.

5. Filing Instructions. File this change transmittal in front

of the original Order.
RN
R. E. MM.STEAD JR ’

Deputy Commandant for
Manpower & Reserve Affairs

Distribution: PCN 10211960205

DISTRIBUTION STATEMENT A: Approved for public release;
distribution is unlimited.



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3000 MARINE CORPS PENTAGON
WASHINGTON, DC 20350-3000

MCO P12000.11A W/CH 5
MRG
16 SEP 2014

MARINE CORPS ORDER P12000.11A W/CH 5

From: Commandant of the Marine Corps
To: Distribution List

Subj: MARINE CORPS NONAPPROPRIATED FUND PERSONNEL POLICY MANUAL
(SHORT TITLE: MARINE CORPS NAF PERSONNEL POLICY MANUAL)

Ref: (a) DOD Instruction 1400.25, “DOD Civilian Personnel

Management System,” Date by volume

(b) MCO 12301.1B

(c) 5 U.S.C. chapter 71

(d) Cancelled, see reference (a)

(e) Cancelled, see reference (a), volume 1230

() OPM Operating Manual, “Federal Wage System —
Nonappropriated Fund,” current edition

(g) Joint Travel Regulations, Volume 2 “Department of
Defense Civilian Personnel,” October 1, 2012

(h) 5 U.S.C. 7901

(i) Deputy Secretary of Defense Memorandum, Policy
Guidance for Provision of Medical Care to Department
of Defense Civilian Employees Injured or Wounded
while forward Deployed in Support of Hostilities of
24 Sep 07

(J) Health Affairs Policy 08-002, “Policy for Billing for
Care Furnished by Military Treatment Facilities to
Federal Employees for On-the-Job Injuries and for
Occupational Health” of 26 Mar 08

(k) DON Memorandum, Designation of Nonappropriated Fund
(NAF) Employees as Eligible for Military Treatment
Facility (MTF) Care of 25 Nov 08 (NOTAL)

() 5 U.S.C. 6305

(m) 5 CFR 630 Subpart F

(n) SECNAVINST 12410.24

(o) MCO 12410.24

(p) MCO P1700.27B W/CH 1

(g) 5 U.S.C., chapter 53

(r) 5 CFR part 532

(s) DOD Instruction 5120.39, “DOD Wage Fixing Authority —
Appropriated Fund and Nonappropriated
Fund Compensation Programs,” September 10, 2008

(t) 10 U.S.C. 1791-1800
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MCO P12000.11A W/CH 5
16 SEP 2014

Cancelled, see reference (an)

29 U.S.C., chapter 8

DOD 7000.14-R, “DOD Financial Management Regulation,”
Date by volume
5 U.S.C. 5514
5 U.S.C. 5531
5 U.S.C. 5533

CFR part 550

CFR part 531

U.S.C. 8331

U.S.C. 5753

U.S.C. 5754

CFR part 575

CFR part 551
8 U.S.C. 4303
FR 353.102
S.C., chapter 81
S.C. 5550b
S.C. 5595

10 U.S.C. 1587

DOD Instruction 6060.4, “Youth Programs (YPs),”
August 23, 2004

Cancelled, see reference (an)

5 U.S.C. 3109

5 U.S.C. 5544

U.S.C., chapter 61, subchapter 11
2 U.S.C. 659

U.S.C. 5520a

CFR part 581

CFR part 582

E.O. 11137, part 11

OPM Job Grading Standards for Trades and Labor
Occupations

Comptroller General Decision B-205372, July 23, 1982
Comptroller General Decision B-164371, May 28, 1980
5 CFR 536

SECNAV M-5210.1
42 U.S.C. 2000e

29 U.S.C 621

29 U.S.C. 206(d)

29 U.S.C. 791

29 CFR 1614

DOD Directive 1440.1, “The DoD Civilian Equal
Employment Opportunity (EEO) Program,” May 21, 1987
SECNAVINST 5354.2

DON CHRM

DOD Instruction 1402.5, “Criminal History Background

5
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5
5
5
5
3
5
5
5
5
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MCO P12000.11A W/CH 5
16 SEP 2014

Checks on Individuals in Child Care Services,”
January 19, 1993

(bl) MCO P1710.30E W/CH 1

(bm) 8 U.S.C. 1324a

(bn) 8 CFR 1247a

(bo) 18 U.S.C. 922

(bp) 5 U.S.C. 3110

(bg) 5 CFR 310.102

(br) 5 CFR 230.402(a)(1)

(bs) 29 U.S.C. 212

(bt) 29 CFR 570

(bu) DOD 5500.7-R, “Joint Ethics Regulations,” August 1,
1993

(bv) 5 U.S.C. 5534a

(bw) DOD Instruction 1402.01, “Employment of Retired
Members of the Armed Forces,” September 9, 2007

(bx) 10 U.S.C. 1588

(by) IRS Publication 15-A

(bz) 38 U.S.C., chapter 43

(ca) 10 U.S.C. 1784

(cb) EO 12568

(cc) Cancelled, see reference (a), volume 315

(cd) 10 U.S.C. 1143

(ce) 10 U.S.C. 1141

(cf) 10 U.S.C. 1174a

(cg) 10 U.S.C. 1175

(ch) Cancelled, see reference (a), volume 1232

(ci) 29 U.S.C. 211

(cj) 42 U.S.C., chapter 7

(ck) DLHWC Act

(cl) NAFI Act

(cm) U.S. Marine Corps NAF Workers” Compensation Desk
Reference Manual and Procedures Guide

(cn) 5 U.S.C, chapter 85

(co) 20 CFR 609

(cp) P.L. 97-35

(cq) 42 U.S.C. 300e-9

(cr) DON CHRM, Subchapter 451.1

(cs) DON CHRM, Subchapter 451.02

(ct) 5 U.S.C. 552a

(cu) SECNAVINST 5211.5E

1. Situation. This Order provides policy for the
nonappropriated fund personnel (NAF), and incorporates
provisions from references (a) through (cs).



MCO P12000.11A W/CH 5
16 SEP 2014

2. Mission. To notify all NAF personnel and all on the
distribution list of the modification of MCO P12000.11A W/CH 1
through 5.

3. Execution

a. Commander’s Intent and Concept of Operations

(1) Commander’s Intent. This Order i1s a modification to
MCO P12000.11A W/CH 1-4. 1t updates the provisions on employee
benefits, retirement and insurance, and incentive awards.

(2) Concept of Operations. Every commander, Head of
local nonappropriated fund instrumentalities (NAFIs), and NAF
Human Resources Office shall ensure of the compliance of their
NAF activities with this Order.

b. Subordinate Element Missions. Commanders, Heads of
local NAFIs, and NAF Human Resources Offices shall ensure that
all managers and employees comply with this Order.

c. Coordinating Instructions. Local NAFIs shall fulfill
their obligations under the Federal Service Labor-Management
Relations Statute, reference (c), to complete any requirements
for collective bargaining prior to implementation.

4. Administration and Logistics

a. This Order is published electronically and can be
accessed on-line via the Marine Corps Publications Electronic
Library (MCPEL) at:
http://www.marines.mil/News/Publications/ELECTRONICLIBRARY .aspx.

b. Records created as a result of this Order shall be
managed according to National Archives and Records
Administration approved dispositions per reference (bb) to
ensure proper maintenance, us, accessibility and preservation,
regardless of format or medium.

c. The generation, collection or distribution of personally
identifiable information (PI1) and management of privacy
sensitive information shall be in accordance with the Privacy
Act of 1974, as amended, per references (ct) and (cu). Any
unauthorized review, use, disclosure or distribution is
prohibited.



MCO P12000.11A W/CH 5
SEF 16 2014

5. Command and Signal

a. Command. This Order is applicable to NAF employees.

b. Signal. This Order is effective the date signed.

’Q@)N\‘L
R. E. MPLSTEAD JR .

Deputy Commandant for
Manpower & Reserve Affairs

DISTRIBUTION: PCN 10211960200

Ln



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3000 MARINE CORPS PENTAGON
WASHINGTON, DC 20350-3000

MCO P12000.11A Ch 4
MRG

DEC 2 7 2011
MARINE CORPS ORDER P12000.11A Ch 4

From: Commandant of the Marine Corps
To: Distribution List

Subj: MARINE CORPS NONAPPROPRIATED FUND PERSONNEL POLICY MANUAL
(SHORT TITLE: MARINE CORPS NAF PERSONNEL POLICY MANUAL)

Enel: (O New page inserts to MCO P12000.11A

1. Situation. To transmit new page inserts to the Manual.

2. Mission. To update the policy on employment and placement.
3. Execution. Remove the letterhead page, index, pages 2-1
through 2-24, and A-1 through A-9 and replace with corresponding
pages in the enclosure. In addition, add pages 1-1 through 1-8,

and L-1 through L-16 of the enclosure.

4. Summary of Changes. This revision contains a number of
changes. The major modifications to this Order are as follows:

a. Chapter 2 - updated provisions on employment and
placement and incorporated new provisions on background checks.

b. Appendix A - updated merit staffing procedures.
c. Appendix | - created student iInternship program.

d. Appendix L - created NF-6 executive performance
appraisal program.

5. Filing Instructions. File this change transmittal in front
of the original Order.

R. E. MILSTEAD JR
Deputy Commandant for
Manpower & Reserve Affairs

Distribution: PCN 10211960204

DISTRIBUTION STATEMENT A: Approved for public release;
distribution is unlimited.



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3000 MARINE CORPS PENTAGON
WASHINGTON, DC 20350-3000

MCO P12000.11A Ch 4
MRG
Dec 27 2011

MARINE CORPS ORDER P12000.11A Ch 4

From: Commandant of the Marine Corps
To: Distribution List

Subj : MARINE CORPS NONAPPROPRIATED FUND PERSONNEL POLICY MANUAL
(SHORT TITLE: MARINE CORPS NAF PERSONNEL POLICY MANUAL)

Ref : (@ DOD Instruction 1400.25, ™"DOD Civilian Personnel

Management System,' Date by volume

(G MCO 12301.1B

© 5U.S.C. ch. 71

(d DOD 1401.01-M, 'Personnel Policy Manual for
Nonappropriated Fund Instrumentalities,” October 1,
1981

(e DOD Directive 1400.6, "DOD Civilian Employees in
Overseas Areas,' February 15, 1980

(H) OPM Operating Manual, "Federal Wage System -
Nonappropriated Fund,” current edition

@ Joint Travel Regulations, Volume 2 '"Department of
Defense Civilian Personnel,” current edition

¢ 5 U.S.C. 7901

(1) Deputy Secretary of Defense Memorandum, Policy
Guidance for Provision of Medical Care to Department
of Defense Civilian Employees Injured or Wounded
while forward Deployed in Support of Hostilities of
24 Sep 07

() Assistant Secretary of Defense (Health Affairs)
Memorandum, Policy for Billing for Care Furnished by
Military Treatment Facilities to Federal Employees
for On-the-Job Injuries and for Occupational Health
of 26 Mar 08

& DON Memorandum, Designation of Nonappropriated Fund
(NAF) Employees as Eligible for Military Treatment
Facility (MIF) Care of 25 Nov 08 (NOTAL)

@ 5 U.S.C. 6305

(m 5 CFR 630 Subpart F

(h SECNAVINST 12410.24

(0 MCO 12410.24

¢ MCO P1700.27B

Eq 5U.S.C., Ch 53

r 5 CFR part 532

DISTRIBUTION STATEMENT A: Approved for public release;
distribution is unlimited.
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MCO P12000.11A Ch 4
Dec 27 2011

DOD Instruction 5120.39, “DOD Wage Fixing Authority -
Appropriated Fund and Nonappropriated
Fund Compensation Programs,” September 10, 2008
10 U.5.C. 1791-1800
DOD Instruction 6060.2, “Child Development Programs
(CDPs) ,” January 19, 1993
29 U.S8.C., Ch. 8
DOD 7000.14-R, “DOD Financial Management Regulation,”
Date by volume '
5 U.S.C. 5514
5 U.S.C. 5531
5 U.S.C. 5533
CFR part 550
CFR part 531
U.S.C. 8331
U.s.C. 5753
U.5.C. 5754
CFR part 575
CFR part 551
8 U.5.C. 4303
CFR 353.102
., Ch. 81
. 5550b
. 55985
10 U.S.C. 1587
DOD Instruction 6060.4, “Youth Programs (¥YPs),"”
August 23, 2004
DOD Instruction 6060.3, “School-Age Care (SAC)
Program, ” December 19, 1996
5 U.S.C. 3109
5 U.S.C. 5544
5 U.8.C., Ch. 61, subchapter II
42 U.S.C. 659
5
5
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3
.S.C
.8.C
.8.C

U.8.C. 5520a

CFR part 581
5 CFR part 582
E.O0. 11137, part I1
OPM Job Grading Standards for Trades and Labor
Occupations
Comptroller General Decision B-205372, July 23, 1982
Comptroller General Decision B-164371, May 28, 1980
5 CFR 536
SECNAV M-5210.1
42 U.S.C. 2000e, et seqg., Title VII of the Civil
Rights Act
29.U.8.C 621, et seq., Age Discrimination in
Employment Act (ADEA)

2



MCO P12000.11A Ch 4
Dec 27 2011

(be) 29 U.S.C. 206(d), Equal Pay Act

(bf) 29 U.S.C. 791, et seq.,Rehabilitation Act

(bg) 29 CFR 1614

(bh) DOD Directive 1440.1, “Amendment to Executive Order
11478,"” July 14, 1998

(bi} SECNAVINST 5354.2

(bj) DON Civilian Human Resources Manual (CHRM), multiple
subchapters, date by subchapter

(bk) DOD Imstruction 1402.5, “Criminal History Background
Checks on Individuals in Child Care Services,”
January 19, 1993

(bl) MCO P1710.30E w/Ch 1

(bm) 8 U.S.C. 1324a

(bn) 8 CFR 1247a

(bo) 18 U.S.C. 922

(bp) 5 U.S.C. 3110

(bg) 5 CFR 310.102

(br) 5 CFR 230.402(a) (1)

(bs) 29 U.s8.C. 212

(bt) 29 CFR 570

{bu) DOD 5500.7-R, “Joint Ethics Regulations,” August 1,
1993

(bv) 5 U.S.C. 5534a
(bw) DOD Instruction 1402.01, “Employment of Retired
Members of the Armed Forces,” September 9, 2007

(bx) 10 U.S.C. 1588

(by} IRS Publication 15-A

(bz) 38 U.S.C., Ch 43

(ca) 10 U.S.C. 1784

(cbh) EO 12568

(cc) DOD Civilian Personnel Management Service Memorandum,
“Employment of Military Spouses,” December 1, 2004

(cd) 10 U.S.C. 1143

(ce) 10 U.S.C. 1141

(cf) 10 U.S.C. 1ll74a

(cg) 10 U.S.C. 1175

(ch) DOD Instruction 1400.23, “Employment of Family

Members of Active Duty Military Members and Civilian
Employees Stationed in Foreign Areas,” May 12, 1989
(ci}) 29 U.S.C. 211-

1. Situation. This Order provides policy for the
nonappropriated fund personnel (NAF), and incorporates
provisions from references (a) through (ci).



MCO P12000.11A Ch 4
Dec 27 2011

2. Mission. To notify all NAF personnel and all on the
distribution list of the modification of MCO P12000.11A w/Ch 1
through 4.

3. Execution
a. Commander®s Intent and Concept of Operations

(O Commander®s Intent. This Order is a modification to
MCO P12000.11a w/Ch 1, 2 & 3. It updates the provisions on
employment and placement and the merit staffing program. It
also creates the student internship and the executive
performance appraisal programs.

(@ Concept of Operations. Every commander, Head of
local nonappropriated fund instrumentalities (NAFIs), and NAF
Human Resources Office shall ensure of the compliance of their
NAF activities with this Order.

b. Subordinate Element Missions. Commanders, Heads of
local NAFIs, and NAF Human Resources Offices shall ensure that
all managers and employees comply with this Order.

c. Coordinating Instructions. Local NAFls shall fulfill
their obligations under the Federal Service Labor-Management
Relations Statute, reference (c), to complete any requirements
for collective bargaining prior to implementation.

4. Administration and Logistics

a. This Order is published electronically and can be
accessed on-line via the Marine Corps homepage at
http://www.marinesmil.

b. Records created as a result of this Order shall include
records management requirements to ensure the proper maintenance
and use of records, regardless of format or medium, to promote
accessibility and authorized retention per the approved records
schedule and reference (bb).

5. Command and Signal

a. Command. This Order 1is applicable to NAF employees.


http://www.marines.mil

MCO P12000.11A Ch 4
DEC 27 20m

b. Signal. This Orxrder is effective the date signed.

WRE m
R. E. MILSTEAD JR

Deputy Commandant for
Manpower & Reserve Affairs

DISTRIBUTICN: PCN 10211960200



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3000 MARINE CORPS PENTAGON
WASHINGTON, DC 20350-3000

MCO P12000.11A Ch 3
MRG

JuL 12 261
MARINE CORPS ORDER P12000.11a Ch 3

From: Commandant of the Marime Corps
To: Distribution List

Subj: MARINE CORPS NONAPPROPRIATED FUND PERSONNEL: POLICY MANUAL
{SHORT TITLE: MARINE CORPS NAF PERSONNEL POLICY MANUAL)

Ref: (a) DOD Instruction 1400.25, “DOD Civilian Personnel

Management System,” Date by volume

{b) MCO 12301.1B

{c) 5 U.S.C. Chapter 71

(d) DOD 1401.01-M, “Personnel Policy Manual for

‘ Nonappropriated Fund Instrumentalities,” December 13,
1988

(e) DOD Directive 1400.6, “DOD Civilian Employees in
Overseas Areas,” February 15, 19880

(f) OPM Operating Manual, “Federal Wage System -
Nonappropriated Fund,” current edition

(g) Joint Travel Regulations, Volume 2 “Department of
Defense Civilian Personnel,” current edition

(h) 5 U.s.C. 7901

(i) Deputy Secretary of Defense Memorandum, Policy
Guidance for Provision of Medical Care to Department
of Defense Civilian Employees Injured or Wounded
while forward Deployed in Support of Hostilities of
24 Sep 07

(j) Assistant Secretary of Defense (Health Affairs)
Memorandum, Policy for Billing for Care Furnished by
Military Treatment Facilities to Federal Employees
for On-the-Job Injuries and for Occupational Health
of 26 Mar 08

(k) DON Memorandum, Designation of Nonappropriated Fund
(NAF) Employees as Eligible for Military Treatment
Facility (MTF) Care of 25 Nov 08 (NOTAL)

{l) 5 U.S.C. 6305

(m) 5 CFR 630 Subpart F

(n) SECNAVINST 12410.24-Cancelled

(o} MCO 12410.24

(p) MCO P1700.27B

(@) 5 U.S.C. Chapter 53

DISTRIBUTION STATEMENT A: Approved for public release;
distribution is unlimited.
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MCO P12000.11A Ch 3
JUL 12 201

5 CFR Part 532
DOD Instruction 5120.39, “DOD Wage Fixing Authority -
Appropriated Fund and Nonappropriated

Fund Compensation Programs,” September 10, 2008

10 U.s.Cc. 1791-1800

DOD Instruction 6060.2, “Child Development Programs
(CDPs), " January 19, 1993

DOD 7000.14-R, “DOD Financial Management Regulation,
Date by volume

5 U.8.C. 5514

5 U.8.C. 5531

5 U.S5.C. 5533

CFR Part 550

CFR Part 531

U.s.C. 8331

U.S5.C. 5753

U.S.C. 5754

CFR Part 575

CFR Part 551

8 U.S.C. 4303

CFR 353.102

C. Chapter 81

C. 5550b

C. 5595

10 U.s.C. 1587

DOD Instruction 6060.4, “Department of Defense
Youth Programs (¥YPs),"” August 23, 2004
DOD Instruction 6060.3, “School-Age Care
Program, " December 19, 1996

5 U.s8.C. 3109

5 U.s5.C. 5544

5 U.S.C. Chapter 61,
2 U.S.C. 659

U.S.C. 5520a

CFR Part 581

5 CFR Part 582

E.O0. 11137 Part II
OPM Job Grading Standards for Trades,
Labor Positions

Comptroller General Decision B-205372,
Comptroller General Decision B-164371,
5 CFR Part 536

SECNAV M-5210.1

(G20 BN G NG R VIR G B G B G B G B G BN O I 6 3

U.S.
U.S.
U.S.
{DOD)

(SAC)

Subchapter II
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28 May 80



MCO P12000.11A Ch 3
JuL 12 200
1. Situvation. This Order provides policy for the
nonappropriated personnel, and incorporates provisions from

references (a) through (bb).

2. Mission. To notify all NAF personnel of the modification of
MCO P12000.11A w/Ch 1 & 2.

3. Execution---— - ... -

a. Commander’s Intent and Concept of Operations

(1) Commander’s Intent. This Order is a modification to
MCO P12000.11A w/Ch 1 & 2. It incorporates new provisions on
compensatory time for nonexempt employees, policy on travel
compensatory time, Child and Youth positions, and Sunday premium
pay, among others.

(2) Concept of Operations. Every Commander, Head of
local NAFIs, and NAF Human Resources QOffice shall ensure
compliance of their NAF activities with this Order.

b. Subordinate Element Missions. Commanders, Heads of
local NAFIs, and NAF Human Resources Offices shall ensure that
all managers and employees comply with this Order.

c. Coordinating Instructions. Local nonappropriated fund
instrumentalities shall fulfill their obligations under the
Federal Service Labor-Management Relations Statute, reference
(c), to complete any reguirements for collective bargaining
prior to implementation.

4. Administration and Logistics

a. This Order is published electronically and can be
accessed on-line via the Marine Corps homepage at
http://www.marines.mil.

b. Records created as a result of this directive shall
include records management requirements to ensure the proper
maintenance and use of records, regardless of format or medium,
to promote accessibility and authorized retention per the
approved records schedule and reference (bb).

5. Command and Signal

a. Command. This Order is applicable to NAF employees.


http://www.marines

DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3000 MARINE CORPS PENTAGON
WASHINGTON, DC 20350-3000

MCO P12000.11A Ch 2
MRG

16 NOV 2MU
MARINE CORPS ORDER P12000.11A Ch 2

From: Commandant of the Marine Corps
To: Distribution List

Subj : MARINE CORPS NONAPPROPRIATED FUND PERSONNEL POLICY MANUAL
(SHORT TITLE: MARINE CORPS NAF PERSONNEL POLICY MANUAL)

Ref : (@ DOD Instruction 1400.25, '"DOD Civilian Personnel

Management System,' Date by volume

(M MCO 12301.1B

© 5US.C. Ch. 71

(@ DOD 1401.01-M, "Personnel Policy Manual for
Nonappropriated Fund Instrumentalities,” October 1,
1981

(e DOD Directive 1400.6, "DOD Civilian Employees in
Overseas Areas,' February 15, 1980

() OPM Operating Manual, "Federal Wage System -
Nonappropriated Fund,” current edition

@ Joint Travel Regulations, Volume 2 "‘Department of
Defense Civilian Personnel,” current edition

¢ 5 U.S.C. 7901

(1) Deputy Secretary of Defense Memorandum, Policy
Guidance for Provision of Medical Care to Department
of Defense Civilian Employees Injured or Wounded
while forward Deployed in Support of Hostilities of
24 Sep 07

(J) Assistant Secretary of Defense (Health Affairs)
Memorandum, Policy for Billing for Care Furnished by
Military Treatment Facilities to Federal Employees
for On-the-Job Injuries and for Occupational Health
of 26 Mar 08

& DON Memorandum, Designation of Nonappropriated Fund
(NAF) Employees as Eligible for Military Treatment
Facility (MIF) Care of 25 Nov 08 (NOTAL)

@O 5 U.S.C. 6305

M 5 CFR 630 Subpart F

() SECNAVINST 12410.24

O MCO 12410.24

(M MCO P1700.27B

Enel: (@ New page inserts to MCO P12000.11A

DISTRIBUTION STATEMENT A: Approved for public release;
distribution is unlimited.



MCO P12000.11A‘Ch 2
16 NOV2OIO

1. Situation. To transmit new page inserts to the basic Order.

2. Mission

a. To include in chapter 7 provisions from wolume 1405 of
reference (a), and to provide policy on payment of post
allowance to locally h}red employees as required by this
reference. Further, to include new provigions for
nonappropriated fund (NAF) employees (superseding the policy in
reference (b) on overseas tours for NAF employees), and provide
for a review process for those employees denied overseas tour
extensions. Made minor additional changes.

b. To eliminate from appendix J the section on processing
training requests sponsored by DC, M&RA (MR), asg this is
procedural in nature and better covered in the Annual MCCS
Training Catalog available through DC, M&RA (MRG). Made minor
additional changes.

3. Execution

a. Remove pages 7-1 through 7-9 ana replace with pages 7-1
through 7-11 of the enclosure.

b. Remove pages J-1 through J-3 and replace with pages J-1
through J-2 of the enclosure. i
¢. Local nonappropriated fund instrumentalities shall

fulfill their obligations under the Federal Service Labor-
Management Relations Statute, reference (c¢), to complete any
requirements for collective bargaining prior to implementation.

4. Filing Instructions. File this change transmittal in front
of change 1 to the original Order.

//’_gf/E MURRAY

Deputy Commandant for
Manpower & Reserve Affairs
Acting

DISTRIBUTION: PCN 102115960202



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
3000 MARINE CORPS PENTAGON
WASHINGTON, DC 20350-3000

MCO P12000.11A Ch 1
MRG
27 OCT 2009

MARINE CORPS ORDER P12000.11A Ch 1

From: Commandant of the Marine Corps
To: Distribution List

Subj: MARINE CORPS NONAPPROPRIATED FUND PERSONNEL POLICY MANUAL
(SHORT TITLE: MARINE CORPS NAF PERSONNEL POLICY MANUAL)

Ref: @ CMC Itr 12000 MR dtd 11 Feb 07 (NOTAL)
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INTRODUCTION

0001. The Marine Corps dependsg on the programs and services provided by Marine
Corps Community Services (MCCS) to make a difference in the quality of life
enjoyed by our Marines, Sailors and their families. Quality of life sustain-
ment and enhancement directly contribute to Marine Corps readiness and mission
accomplishment.

0002. Highly trained and motivated Non-Appropriated Fund (NAF) employees are
vital to the success of MCCS. The policies contained in this manual are
designed to help Commanders and their NAF managers recruit, train, competi-
tively compensate and empower the best men and women in each field to achieve
success, serve our Marines and sustain the force into the 21st century. This
manual provides a sound, standardized procedural basis to effectively and
fairly manage NAF employees.

0003. Specifically, the first two chapters describe the tools neceggary to
recruit, hire, and manage employees to best fit command needs. Appendices
associated with these chapters provide detailed guidance on performance evalu-
ation and portability of benefits for NAF employees.

0004. Competitive compensation and leave systems are essential to attract and
retain motivated employees. The NAF employee compensation and leave system 1ig
described in chapters 3 and 4. Among the important information contained in
these chapters is guidance on rules and regulations pertaining to pay, dual
compensation, severance and family medical and family friendly leave.

0005. Within the NAF system, there are over 10,000 employees, many of whom are
represented by unions. Chapter 5 provides policy guidance on dealing effec-
tively with employee grievance and disciplinary issues, as well as, labor man-
agement relationg and business based actions.

0006. As with compensation and leave, a comprehensive, attractive benefits
program is necessary to ensure that we recruit and retain our best people. Our
employee benefit program, to include 401 (K), retirement, health and life insur-
ance 1is thoroughly outlined in the later chapters and appendices of this man-
ual.
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0007. 1In summary, the personnel policies contained in this manual are progres-
give, time tested, best industry practices. They empower Commanders and NAF
managers with the means to optimize their personnel resources.
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CHAPTER I

GENERAL

1000. POLICY

1. General. To provide detailed personnel administrative
procedures consistent and in conformance with the principles
and authorities contained in applicable laws, executive
orders, DoD, and SECNAV Instructions for the overall
administration and utilization of employees of Marine Corps
Nonappropriated Fund Instrumentalities (NAFI's) . 'The purposes
to be served by these policies are to:

a. Ensure that NAF employees are treated equitably and

fairly.

b. Provide the basis for achieving a desired degree of
uniformity among Marine Corps NAFI's in the management of
their personnel.

c. Recognize and provide a basis for dealing with labor
organizations.

d. Promote those practices and processes that will
facilitate obtaining, developing, and retaining a NAF work
force of well-qualified individuals.

:e. Achieve optimum use of available manpower resources.

f. Develop and maintain personnel programs that serve to
breserve NAFI operational and financial integrity.

2. Spegific. Appropriated fund (APF) civilian personnel
offices may provide technical advice and counsel on an ad hoc
basis, as required by NAFI's without reimbursement. Day-to-
day personnel administration and supervision is prohibited,
except as authorized in writing, by the CMC (MR). If a waiver
is approved, any expenditure of more than $500 of APF in
direct labor costs will be reimbursed at 113.9 percent of
direct ’Labor costs.
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1001. RESPONSIBILITIES

1. The Commandant of the Marine Corps is responsible for all
personnel policy matters related to nonappropriated fund
employees.

2. The Commandant of the Marine Corps (MR) shall:

a. Maintain this Manual in coordination with appropriate
authorities and publish necessary revisions and changes.

b. Maintain technical oversight of policies and programs-
set forth in this Manual, ensuring consistent implementation,
interpretation, and continuous application throughout the
Marine Corps.

c. Exercise such authorities as are specified in this
Manual.

d. Review and comment on all NAF civilian personnel )
policy issues. ’

3. “The Commandant of the Marine Corps (MP) shall maintain
administrative oversight of nonappropriated fund personnel
policy by:

a. Adjudicating adverse action and classification
appeals.

b. Administering the nonappropriated fund Perscnnel
Management Evaluation program.

c. 8erving as primary liaison with the Secretary of the
Navy on all civilian personnel matters (appropriated and
nonappropriated) and ensuring compliance with sound personnel
management principles through coordination with CMC (MR).

4. Assistant Chiefs of Staff, Marine Corps Community

- Services, acting for Installation Commanders, are responsible
for supervision and control over the MCCS NAF civilian
personnel office.

1-4
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5. Where this Manual has delegated authority to the head of
the local NAFI and allowed further delegation, those
delegations will be in writing {(i.e., authority to effect
disciplinary actions, classification authority, etc.)

1002. LEGAL STATUS OF CIVILIAN EMPLOYEES OF NAFI

1. NAFI employees are Federal employees within the DoD.

2. Section 2105(c)of Title 5, U.S.C., provides that:

“An employee paid from nonappropriated funds of the Army and
Air Force Exchange Service, Army and Air Force Motion Picture
Service, Navy Ship's Stores Ashore, Navy exchanges, Marine
Corps exchanges, Coast Guard exchanges, and other
instrumentalities of the United States under the jurisdiction
of the armed forces conducted for the comfort, pleasure,
contentment, and mental and physical improvement of personnel
of the Armed Forces is deemed not an employee for the purpose
of:

a. Laws administered by the Office of Personnel
Managemesnt other than the following: 1) subchapter IV of
chapter 53 which addresses prevailing rate pay systems; 2)
section 5550 of Title 5, U. 8. C., which discusses NAF
employee pay for Sunday and overtime work; 3) Section 7204 of
Title 5, U. S. C. which discusses certain areas of EEO; or

b. Subchapter I of chapter 81 that discusses compensation
of work injuries and section 7902 of Title 5, U. S. C., which
addresses safety programs. This subsection does not affect
the statué'ofithese nonappropriated fund activities as Federal
instrumentalities.” :

3. Subchapter IV of chapter 53 of Title 5, United States
Code, as amended by Public Law 92-392, provides for a pay
system under which the rates of pay of prevailing rate
employees are fixed, and adjusted from time to time as nearly
as is consistent with the public interest under prevailing
rates.

4. The acts quoted above remove NAFI employees from the
provigions of laws or regulations administered by the U.S.
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Office of Personnel Management (OPM), except Equal Employment
Opportunity (EEO) and wage fixing for prevailing rate
employees covered under the provisions of Public Law 92-392
and except for application of the Fair Labor Standards Act (as
amended by Public Law 93-259).

5. NAFI personnel policy is governed or guided by DoD
directives, instructions, manuals, executive orders, public
laws, OPM issuances, DoD circulars, and other regulations.

1003. NEW OR REVISED PROGRAMS

1. The provisions of this Manual shall not be construed as
limiting NAFIs in the continuance, development,
implementation, and administration of personnel policies
deemed appropriate to the establishment and maintenance of
sound, progressive career development, and management
programs. Such programs must, however, meet the basic
objectives of policies set forth in this chapter.

2. New programs or revisions to existing programs that
increase the levels of NAF employee compensatory benefits and
allowances so0 that they exceed those authorized in this Manual
will be subject to approval, prior to implementation, by the
CMC (MR) upon recommendation of the appropriate head of the
local NAFI.

3. Commands are encouraged to carry out research and
demonstration projects that test new approaches to personnel
management. Such projects require prior approval of the CMC
(MR) and consultation with employees or consultation and
negotiation with unions when negotiated agreements exist. The
CMC (MR) may waive personnel policies in the conduct of
projects, provided such waivers do not violate laws, rules, or
regulations relating to political activities or equal
employment opportunity, leave, insurance, annuity provisions,
merit system principles, or prohibited personnel practices.

1-6
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CHAPTER 2

EMPLOYMENT AND PLACEMENT

2100. GENERAL PQLICY. Heads of local NAFI's shall ensure that
the recruitment, selection, placement, promotion, termination
and other staffing related NAF personnel actions are in
compliance with employment laws and regulations. To promote
equal opportunity, such staffing actions shall include accurate
job qgualification requirements and objective selection
procedures, and where practical, job vacancy announcements
designed to reach a broad source of applicants. Heads of local
NAFI’s shall follow the Merit Staffing Program in appendix A.

2101. EQUAL EMPLOYMENT OPPORTUNITY (EEO)

1. It is the policy of the Government of the United States to
provide equal opportunity in employment for all persons, to
prohibit discrimination in employment because of race, color,
religion, sex, sexual orientation, national origin, . age, genetic
information or handicap and to promote the full realization of
equal employment opportunity through a continuing affirmative
‘action program. ‘

2. No person shall be subject to retaliation for opposing any
practice made unlawful by references (bc) through (bf), or for
participating in any stage of administrative or judicial
proceedings under those statutes.

3. U.S. Marine Corps NAF employees fall under the DON’s EEO
program. (See references (bg) through (bi) and (bj) subchapters
1601, 1603, 1604, 1606, 1613, 1614.1.)

2102, CATEGORIES OF EMPLOYEES. Each local NAFI shall
categorize its NAF employees within one of the following
categories:

1. Regular Employees

a. Regular full-time (RFT) employees are those hired for
continuing positions with a regularly scheduled workweek of 35
hours or more.

b. Regular part-time (RPT) employees are those hired for

continuing positions for a minimum of 20 hours per week but
fewer than 35 hours per week on a regularly scheduled basis.

2-3 Enclosure (1)
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c. While a continuing position generally is established
without specific time limitations a “term appointment” of not
less than one year or more than five years may be specified.

2. Flexible Employees. Flexible employees serve in either
continuing or temporary positions. The work may be scheduled in
advance or on an “as-needed” basis. Flexible employees are not
eligible to participate in benefits programs, nor are they
generally entitled to earn sick or annual leave.

2103. QUALIFICATION REQUIREMENTS

1. Establishment of qualifications standards and requirements
for any NAF position is a management responsibility. These must
be based on factual job duties and established in a manner that
encourages competition for the job with the goal of hiring the
most gualified person available. Heads of local NAFI's shall:
ensure that the Merit Staffing Program in appendix A is followed
to ensure that the most suitable and best qualified persons are
employed.

2. Once qualification requirements have been determined and
placed on an appropriate vacancy announcement, changes to the
gualifications requirements are not allowed, unless the position
is re-announced.

2104. EMPLOYMENT REQUIREMENTS, SUITABILITY CHECKS, AND
INVESTIGATIONS

1. Complete and accurate application forms, pre-employment
guestionnaires, reference checks, and any security or other pre-
employment investigations deemed appropriate to the position
will be accomplished.

2. Background investigations. All candidates for employment,
new or rehired, must submit as a condition of employment to a
National Agency Check with Written Inquiries (NACI), unless they
have a current NACI. Current employees that have not previously
submitted to a NACI, or CNACI as required in paragraph 3.b.
below, shall be required to undergo one as required by the
installation security officer. Candidates for seasonal
employment and any other employment expected to last less than
180 days will not require a NACI.

2-4 Enclosure (1)
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3. Background Checks on Individuals in Child Care Services

a. The term "child care services" means child protective
services (including the investigation of child abuse and neglect
reportsg), socilal services, health and wmental health care, child
(day) care, education {(whether or not directly involved in
teaching), foster care, residential care, recreational or
rehabllitative programs, and detention, correctional, or
treatment services.

b. Child Care National Agency Check with Inquiries (CNACI)
must be performed on all applicants for employment in positions
providing child care services to children under the age of 18.
See references (bk) and (bl).

c. NAFI’S may provisionally hire such individuals before
the completion of a background check; however, at all times
while children are in the care of that provisionally hired child
care provider, that provider must be within sight and under the
supervision of a staff person whose background check has been
successfully completed.

d. Five year re-verification shall be in accordance with
current regulations.

4. Compliance with references {(bm) and (bn) will be followed.
These refer to the use of E-Verify and/or the U.S. Citizenship
and Immigration Services (USCIS) form I-9 which verify an
employee’s eligibility to work.

5. Domestic Abuse Involving Certain NAF Personnel (Gun Control

Act)

a. Pursuant to subparagraph (d) (9) of reference (bo) it is
*unlawful for any person to sell or otherwise dispose of any
firearm or ammunition to any person knowing or having reasonable
cause to believe that such person .. has been convicted in any
court of a misdemeanor crime of domestic violence”.

b. Pursuant to subparagraph (g) (9) of reference (bo) it is
*unlawful for any person .. who has been convicted in any court of
a misdemeanor crime of domestic violence, to ship or transport in
interstate or foreign commerce, or to possess in or affecting
commerce, any firearm or ammunition; or to receive any firearm
or ammunition which has been shipped or transported in interstate
or foreign commerce”.

c. Heads of local NAFIs shall identify all NAF positions
that include duties, activities, or responsibilities covered by

2-5 Enclosure (1)
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subparagraphs 5.a and 5.b, above, including selling or disposing
of firearms and ammunitions or receiving, possessing, shipping,
or transporting any firearm or ammunition in or affecting
interstate or foreign commerce.

d. Heads of local NAFIs shall not employ or retain in a
covered position a NAF employee, whom the NAFI personnel know, or
have reasonable cause to believe, has a qualifying conviction.

€. NAFIs shall inform its personnel in covered positions of
reference (bo) (the Domestic Violence Amendment to the Gun
Control Act), its consequences, and the procedures and policy
contained herein.

f. Information to NAF personnel in covered positions shall
include the notice of an affirmative, continuing obligation to
inform their supervisors if they have, or later obtain, a
qualifying conviction. Information provided shall also direct
that the revised DD Form 2760, which states that any statements
made on the form will not be used in prosecution for violating
the Gun Control Act, is available.

(1) DoD form DD Form 2760 shall be used for personnel’s
certifications.

(2) Even if certification is not required for the
position, DD Form 2760 shall be made available for use by those
personnel who come forward to report a qualifying conviction in
compliance with their obligation to do so.

g. NAFIs shall also post notices about the Domestic Violence
Amendment and the procedures for implementation in all facilities
where firearms or ammunition are stored, issued, disposed of, and
transported.

2105. RELATIVES, EMPLOYMENT RESTRICTIONS

1. In accordance with reference (bp), the employment,
appointment or promotion of relatives of military and civilian
public officials is prohibited, if the public official has
appointment or promotion authority, or authority to recommend
employees for appointment oxr promotion in the local NAFI where
the relative seeks employment or is employed. (e.g., Relatives
of the Head of the local NAFI are prohibited from working for
the same activity). A public official may not recommend any
decision or act as a deciding official in a grievance or appeal
process involving a relative.

2. Relatives of personnel, military or civilian, may be

employed in the local NAFI but may not be in the chain of
command of their relative.

2-6 - Enclosure (1)
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3. Officials may not advocate a relative's appointment,
employment, promotion, or advancement anywhere within the DoD.

4. For purposes of interpretation "relative" includes: father,
mother, son, daughter, brother, sister, uncle, aunt, first
cousin, nephew, niece, husband, wife, father-in-law, mother-in- -
law, son-in-law, daughter-in-law, brother-in-law, sister-in-law,
stepfather, stepmother, stepson, stepdaughter, stepbrother,
stepsister, half-brother, or half-sister.

5. Pursuant to reference (bg), when necessary to meet urgent
needs resulting from an emergency posing an immediate threat to
life or property, or a national emexrgency as defined in
reference (br), the Head of the local NAFI may employ relatives
to meet those needs without regard to the restrictions on the
employment of relatives in reference (bp). Such appointments
are temporary and may not exceed 30 days, but the Head of the
local NAFI may reguest an extension to CMC (MR) for one
additional 30-day period if the emergency need still exists at
the time of the extension.

2106. MINORS, EMPLOYMENT RESTRICTIONS. Heads of local NAFI's
must ensure compliance with reference (bs) and the implementing
regulations, reference (bt). The law and the implementing
regulations protect young workers from employment that might
interfere with their educational opportunities or be detrimental
to their health or well-being. All States have child labor
laws. When both State and Federal child labor laws apply, the
law setting the more stringent standard must be observed. Local
NAFI's may protect themselves from unintentional violations by
keeping on file an age cextificate or work permit for each minor
employed. Minors shall not be given work declared to be
hazardous by the Department of Labor (DOL) and cannot work in
areas where alcohol or tobacco are sold.

2107. EMPLOYMENT RESTRICTIONS ON UTILIZATION OF OFF-DUTY
MEMBERS QOF THE UNIFORMED SERVICES

1. Subject to the requirements of their active duty commitment,
enlisted personnel may be employed in a NAF position as a
regular part-time or flexible employee outside of duty hours not
to exceed 34 hours in an administrative workweek.

2. Head of local