APPENDIX B

PERSONNEL SUPPORT

1.0 Personnel.
     1.0.1 Human Resources.  MCSC provides a specialized section within the command to handle human resource related issues.  The TIGER web page maintains a comprehensive listing of personnel related resources available to supervisors and work force employees.  This information is kept in the Human Resources Knowledge Center. 
1.0.2  Fitness Report / CCAS Management.  The Operations 

Officer is responsible for the timely completion of all military Fitness Reports using the HQMC Performance Evaluation System, and the Civilian Workforce CCAS system. 

1.0.2.1 Military Fitness Reports.  MCO P1610.7 (short

title: Performance Evaluation System (PES)) is the authority for military performance evaluations.  Although fluid, Marines in C4I/I will keep an updated current reporting structure.   

1.0.2.2 Civilian Performance Evaluations.  Civilian

evaluations are governed by MCSC Letter of Instruction (LOI) for the Contribution-based and Compensation Appraisal System (CCAS) also known as the Civilian Personnel Demo Project.  Information about this program can be found in TIGER links.  Go to the Civilian Personnel Demo Project link.  Included in the link is the background of the program, a description of the program, letters of instruction (LOIs), tutorials and a PRD library.  Important dates for civilians to remember are the 30 March Mid-Year Appraisal and the first week in October Final Appraisal.   Reminders and updates to this program are published throughout the year in TIGER.
     1.0.3 Internships.  MCSC actively pursues interns for 

MCSC provides a specialized section within the command to handle human resource related issues.  
     1.0.4  Awards.  The Operations Officer is responsible for compiling and correctly submitting awards for the Directorate.  The awards, both military and civilian are managed through established policy within MCSC.  Divisions will submit award recommendations via the chain of command for approval by the Deputy Commander for C4I Integration.  These recommendations will then be forwarded to the appropriate staff section for approval/disapproval. Civilian and Military awards reference is governed by MCSCO 1650.1C and may be referenced in Enclosure (2).
1.0.5  Military Training.  Enclosure (2) provides a
Matrix of required military training by CY.  While individual accomplishment of military training is ultimately up to the individual Marine, Marines in supervisory roles have the obligation to allow Marines to participate in annual training.  Additional information can be found at http://www.usmc.mil/ and signup for training is done via the learning center in TIGER.  Additionally, Marines are responsible for the MCSC training required to meet Certification Levels.  Reporting for all military training may be coordinated with the MCSC Operations Chief or through H&S Battalion S-3.

   1.0.6 Civilian Training Requirements.  Civilian workforce training requirements are managed through the Work Force Management Division within Headquarters MCSC.  All questions or concerns regarding individual training shall be forwarded to the WMD.


1.0.6.1 Defense Acquisition University Training.  Defense Acquisition University is the source for all training related to achieving certification required by the Defense Acquisition Workforce Initiative Act (DAWIA) and Acquisition Professional Certification (APC).  For civilians, the work performed is designated on your PRD as acquisition work.  For military, the billet must be designated in the AWSOME database as an acquisition billet. Individuals occupying billets that have been designated as acquisition positions must attain certification within 18 months. 


For training go to the DAU website (DAU Web Site) via Tiger links.  The schedule for all classes is listed.  Click on the track that applies to your billet and select the class you wish to attend.  Some of the courses are given on line and you register for all DAWIA courses at this website.  NOTE:  Funds for DAWIA courses are managed separately from funds managed by the Deputy Commander C4I/I (D/C C4I/I).  For travel associated with DAWIA courses in your approved track, you will receive a funds cite and must file you travel claim through that office.

    You may also take DAWIA courses from other tracks.  These courses are approved on a space available basis and no travel costs associated with taking the course will be paid by DAWIA.  The D/C C4I/I may pay travel costs, however, prior approval is required to ensure that funds are available.  POC:  Ms Jeanenne L. Griffin, WSM-D 432-4457.


1.0.6.2 Continuous Learning - Once DAWIA certification has been achieved, regulations require that all military and civilian personnel receive 80 hours of continuous learning within a two-year period to retain their certification.  The continuous learning website can be reached through TIGER links.  Many of these courses are given on-line or are available at no cost to D/C C4I/I.  Individuals are encouraged to use these resources first to meet the requirements.

  Following completion of a course, you must do a request for approval of continuous learning points through this website.  The request is sent to your supervisor and following their approval, this information is automatically added to your official record in Register-Now!  You may review your record at any time by selecting the “Review CL Training History” option from the Continuous Learning student menu on Register-Now!


1.0.6.3 Seminars/Conferences – These training opportunities are provided to individuals for a cost.  Normally, the individual receives a brochure advertising the training or a particular organization is needed for specific training.  Application is made on a form DD1556.  This form is accessed via Form Flow Filler.  Click File, open and go the “X” drive, go to MCEFS, open the DD folder and choose the form from the list on the left.  Complete the form and provide a copy of your approved Individual Development Plan (IDP) along with your request for approval to your supervisor.  Due to the funding constraints within this office, these training requests may be on your approved IDP.  Upon approval, provide the form to the Impact Card holder for registration.  

   1.0.6.4 Counselors.  Ms. Colleen Bryan, 432-4496, and

Ms. Angela Fields, 432-4497, will advise you on any training related matter.

   1.0.7 Retirements/Promotions/Administrative Actions. The Operations Officer is the responsible point of contact for coordinating all retirements/promotions/administrative actions.  When a Marine or Civilian employee retires or promotes, the Chief of Staff (military) or Deputy Commander (civilian) should be contacted for scheduling the Commander to participate.  

     1.0.7.1 Military Retirements/Promotions.  Military retirements and promotions are governed by MCO 5000 series orders.  All actions should be coordinated through the Consolidated Admin section at H&S Battalion.

     1.0.7.2 Civilian Retirements Process.  Employee notifies supervisor of intent to retire.  The employee completes the form SF 52 through Form Flow.  Since the form is double sided, it is listed as SF52A and SF52B in Form Flow.  Instructions for completing the form follow: SF52A – Part A, complete blocks 1 and 4.  SF52B – Part B, complete blocks 1, 2, 3 and 4.  Print the form, sign it and submit to WMD.  WMD will process the form and send it to the Regional Personnel Office.  The employee telephones the Regional Personnel Office to request a retirement annuity estimate and necessary paperwork for retirement.  The POC is Vickie Mosley DSN 961-7353. The employee can go to www.opm.gov and get a retirement annuity estimate but the official estimate must come from the Regional Personnel Office.  Upon completion of the paperwork, the employee mails it to the Regional Office.  The Regional Office must have the signed SF52 before they will begin processing the retirement action.  Employees should allow a minimum of 30 days for this process.
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