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2021 Commander’s Brief
MCCS NAF HR 101

NAF Embedded Employee Training



Employee Relations

Neutral Party

Interpersonal 
Relationships

Resources

Investigations

General 
Inquiries

ICE

Consultations

Critical ElementsGoals

Performance
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Employee Relations Team

Employee Relations 
Supervisor

Employee 
Relations Specialist

Neutral Party, policy driven guidance and resources.

Employee Relations 
Assistant
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Introduction
Role of Employee Relations

PeopleSoft and Pay Review & Approval

Performance Plan

Performance Appraisal Review Board (PARB)

Progressive Discipline Model

Policies and Directives

Resources

Contact Information 4



Role of Employee Relations

Provides guidance to 
employees and 
supervisors with 
workplace issues

Neutral party between 
employees and 

supervisors 

Performance Plan Reference resource

Conducts official 
investigations 
(as appointed)

Grievances and appeals
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Requesting a PeopleSoft Account

Send an email to 
EmployeeRelationsSupport
@Okinawa.usmc-mccs.org 

requesting a 
PeopleSoft 

account as a 
rater, reviewer, or 

time-keeper. 

Employee 
Relations will 
send back an 
HRMS User 
Access to 

PeopleSoft Form
for you to 

complete and 
return. 

Administration 
will send you 

your PeopleSoft 
Employee ID and 

temporary 
Password. 

*You must change your 
password on initial log-

in
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HRMS User Access to 
PeopleSoft Form
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Time Keeper and Time Approver

Time Keepers
• Responsible for keeping track of an employees’ reported time for work.
• Does not approve the employee’s timecard for payment. 
• May be the Adjutant or S-1.

Time Approvers
• Reviews employee timecards tracked by Time Keepers. 
• Approves employees’ timecard for payment. 
• May be the Adjutant or S-1.
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Reviewer

• Usually the CO, or the XO’s Supervisor. 

• They review and sign-off on the front page of the Performance 
Appraisal Form

• Reviewer and Rater may be the same person.
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Rater
First line supervisor, usually the CO or XO.

A Rater tracks employee performance for their Performance 
Appraisals. 

Responsibilities include: 
• Reviewing and Approving Initial Performance Plans.
• Evaluating Mid-Year Performance.
• Finalizing the Final Performance Appraisal Rating. 

10



Review & Approve Time
1. Enter https://hrms.usmc-mccs.org/ into your internet address bar. 
2. Log into PeopleSoft by entering your Manager Self Service User 

ID and clicking submit. 
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Review & Approve Time
3. You will be prompted to CAC Authenticate
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Review & Approve Time
4. Select the Manager Dashboard tile on your Manager Self-Service 
homepage
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Review & Approve Time
Once on your Manager Dashboard, you have the following options:

A. Review timesheets and verify 
all reported time for your 
employees prior to approving.

B. Review a quick summary of 
your employees’ payable time.

C. Approve employee payable 
time (recommended only after 
time has been reviewed. 
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Review & Approve Time
Step 5. To review the employee timesheet, select the Timesheet link 
on the Manager Dashboard.
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Review & Approve Time
Step 6. Select the Get Employees button to retrieve a list of all your 
employees and select an employee from your list. 
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Review & Approve Time
Step 7. Review the timesheet for accuracy.
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Review & Approve Time

Step 8. To review a summary 
of the employee’s payable 
time, select the Payable Time 
Summary link and verify the 
reported time is correct. 
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Review & Approve Time
Step 9. To approve employee payable time, select the Approve Time link. 
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Review & Approve Time
Step 10. Verify the start 
and end date of the pay 
period are accurate for the 
time needing to be 
processed. 

Step 11. Select the Process 
Time Admin button.

Step 12. The Process Time 
Admin button will gray out 
once it has been selected. 
Select the Process Status 
periodically until the 
process has run to 
Success.

Step 13. Once the process 
has run to Success select 
the Get Employees button. 20



Review & Approve Time

Step 14. After 
selecting the Get 
Employees button 
a list of employees 
will populate at the 
bottom of the 
page. 
Select the 
employee’s time 
you would like to 
approve.
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Review & Approve Time

Step 15: Review the 
employee's time by 
verifying the Date, 
Time, Time 
Reporting Code, and 
Quantity are correct. 

Step 16: Select each 
entry check box or 
click the select all 
button to select the 
days you need to 
approve. 

Step 17: Select 
Approve.
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Review & Approve Time

Step 18: Select OK
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Review & Approve Time
Step 19: To return to the list of employees needing time to be approved select Return to Approval 
Summary. 
OR 
Step 20: To immediately skip to the next employee on the list select the Next Employee link and 
repeat steps 15 through 18.

The process is complete. 24



• Standardized across the enterprise
• Embedded within PeopleSoft, not 

SharePoint
• Based on MCCS fiscal year, not the 

calendar year
• Employee initiated process from start 

to finish
• Minimum 90 day observation period
• Optional for IHA/MLC employees 

(supervisor discretion)

Performance Appraisal Cycle

25

Beginning of Q1: Goal Setting/Establish Learning 
Development Plan (LDP) (NLT 30 April)
End of Q1: Optional Quarterly Check-In (NLT 31 July)
End of Q2: Mid-Year (NLT 31 October)
End of Q3: Optional Quarterly Check-In (NLT 31 December)
End of Q4: Annual Final Rating (NLT 31 March)



Performance Appraisal 
Located in PeopleSoft
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Performance Plan 
Form
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Performance Appraisal 
Sharing with Manager

Knowles, BeyonceKNOWLES, BEYONCE
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Performance Appraisal 
Rating Scale
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Employee 
Mandatory 

Training

Final 
Rating

Reviewer Role

Performance Appraisal
Final Rating

JOHN, ELTON

LOPEZ, JENNIFER



An employee who has not met the required 90 day observation period (as of 31 March) must have at least 1 finalized 
Initial Goal in their Performance Plan before the Rater can finalize the Annual Performance Appraisal. 

Performance Appraisal 
Not Observed



Performance Appraisal 
Goals and Critical Elements

All Employees

• Work Quality

• Customer Service

• Interpersonal Skills

Managers

• Coaching, Managing, & Developing Staff

• Leadership & Communication

MeasurableSpecific Timebound

How will you know 
when you have 
accomplished the 
goal?

What will it look 
like?

Select a 
date for 
completion.

Be specific.

How will you 
know when you 
have 
accomplished the 
goal?

Be clear and 
specific.

Goals Critical Elements
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Performance Appraisal 
Goal Types

CUSTOMER SERVICE
• Contributing to a culture committed to providing the highest quality of service to Marines and families; while serving the needs of 

our existing customer base (internal and external).

PEOPLE
• Collaborating with peers and/or interacting with direct reports to facilitate a productive work environment; enhancing trust,

encouraging and enabling teamwork for the achievement of initiatives.

INCREASED 
EFFIECIENCIES

• Developing and adhering to resourcing strategies focused on process improvement; internalizing and implementing leadership 
directives focused on lean, efficient and effective operations.

GROWTH
• Driving business expansion and/or expansion of MCCS services through innovation and achievement of goals; pursuing personal 

development opportunities in alignment with organizational initiatives that enable greater contributions to the organization.
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Performance Plan: SMART Goals
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Performance Appraisal 
Evaluating and Rating Goal Achievement
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Q1:                                             Q3:
Q2:                                             Q4:

Q1:                                             Q3:
Q2:                                             Q4:

Q1:                                             Q3:
Q2:                                             Q4:



Performance Appraisal 
Evaluating and Rating Goal Achievement

It's not only WHAT they do, 
but HOW they do it that 

impacts their Final Annual 
Performance Appraisal 

Rating.
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Performance Appraisal 
Evaluating and Rating Goal Achievement
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Optional Quarterly Feedback

The Q1 & Q3 feedback forms are available to help guide a conversation about the employee's performance 
against expectations, career goals, and development to date.

*Optional Q1 and Q3 
Feedback Form can be found 
on SharePoint and PeopleSoft, 
Page 9 of your Appraisal PDF



Employee 
Mandatory 

Training

Final 
Rating

Reviewer Role

Performance Appraisal
Final Rating

JOHN, ELTON

LOPEZ, JENNIFER
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Performance Appraisal Review Board (PARB)
A PARB Letter of Instruction is signed by the Commandant providing 
guidelines regarding position eligibility for the PARB and the awards 

allocated. With the assistance and support from the CHRO, Employee 
Relations spearheads the preparation for the PARB.

In order for an employee to be considered for the PARB, they must 
have a finalized Annual Performance Appraisal (PA). The PARB usually 
is held in May. It is for all qualified DRC, EPBHC, and SARC embedded 

employees. 

The PARB is used to determine what award they receive based on 
their performance during their last Performance Appraisal.
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2021 Performance Appraisal 
Review Board (PARB)

Deployment Readiness Coordinators (DRC)
Embedded Preventive Behavioral Health Capability (EPBHC)

Sexual Assault Prevention and Response (SAPR) 

MAY 2022
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Performance Appraisal Review Board (PARB)
• Panel Members:

• PARB Chair:  Col Rizzo, Chief of Staff, III MEF
• PARB Director:  Col Taylor, G-1, III MEF
• PARB Advisor:  Jerry Bosken, Regional Chief for NAF HR, MCCS, MCIPAC

• PARB Overview, Eligibility Requirements and Allocated Budgets 
• Jerry Bosken, Regional Chief for NAF HR, MCCS, MCIPAC

• Proposed Distribution of Awards
• Jerry Bosken, Regional Chief for NAF HR, MCCS, MCIPAC

• Document Review & Roundtable Discussion

• Approval/Conclusion
42



PARB Overview
• Eligibility Requirements:

• Non-Probationary
• 12 Consecutive Months in position as of 3/31/2022
• Bonus eligibility:  Outstanding or Exceeds Expectations
• Merit Increase eligibility:  Outstanding, Exceeds or Meets Expectations
• Not awarded an Off-Cycle Pay Increase or Bonus within the Last 12 Months
• Time-Off Award eligibility:  Outstanding, Exceeds or Meets Expectations (cannot be in 

a Use or Lose Leave Status)

• Performance Awards include:
• Bonus
• Merit Increase
• Time-Off Award (not to exceed a single contribution of 40 hours)

• If eligible, awardees may receive one or any combination of the above 
three incentives 

43



PARB Overview
• Allocated Budgets

• DRC (FY21 - 14 employees) 
FY20 - 22 Employees

• Merit Increase:  $16,000
• Bonus:  $15,000

• EPBHC (FY21 - 15 employees)
FY20 - 20 Employees

• Merit Increase:  $16,000
• Bonus:  $15,000 

• SAPR (FY21 - 8 employees)
FY20 - 4 Employees

• Merit Increase:  $6,000
• Bonus:  $5,000

• Performance Ratings: Outstanding, Exceed Expectations, Meets Expectations, Needs Improvement, Does 
Not Meet Expectations

44



FY20 Distribution of Awards: DRC
Merit Pool:  $16,000 Bonus Pool:  $15,500

• Overview DRC Performance Ratings (22 employees):
• Outstanding:  12
• Exceeds Expectations:  3
• Meets Expectations: 2
• Needs Improvement: 1
• Ineligible due to time in position: 4

• Proposed Bonuses:
• Outstanding:  $1,000 (12 eligible)
• Exceeds Expectations:  $850 (3 eligible)

• Proposed Merit Increases:
• Outstanding:  2.0% (11 eligible)
• Exceeds Expectations:  2.0% (3 eligible)
• Meets Expectations:  1.7% (2 eligible)

• Proposed Time-Off Awards (not eligible if in Use or Lose Leave Status):
• Outstanding:  32 Hours (8 eligible)   
• Exceeds Expectations:  24 Hours (3 eligible)            
• Meets Expectations:  16 Hours (1 eligible) 
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FY20 Distribution of Awards: EPBHC
Pool:  $21,000 Bonus Pool:  $20,000

• Overview EPBHC Performance Ratings (20 employees):
• Outstanding:  8
• Exceeds Expectations:  5 
• Meets Expectations:  1
• Ineligible due to time in position:  6

• Proposed Bonuses:
• Outstanding:  $1650 (8 eligible)  
• Exceeds Expectations:  $1350 (5 eligible) 

• Proposed Merit Increases:
• Outstanding:  3.0% (7 eligible)
• Exceeds Expectations:  2.5% (4 eligible) 

• Proposed Time-Off Awards (not eligible if in Use or Lose Leave Status):
• Outstanding:  32 Hours (4 eligible)   
• Exceeds Expectations:  24 Hours (2 eligible) 
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FY20 Distribution of Awards: SAPR
Merit Pool:  $6000 Bonus Pool:  $5200

• Overview SARC Performance Ratings (4 employees):
• Outstanding:  4

• Proposed Bonuses:
• Outstanding:  $1300 (4 eligible)

• Proposed Merit Increases:
• Outstanding:  2.4% (4 eligible) 

• Proposed Time-Off Awards (not eligible if in Use or Lose Leave Status): 
• Outstanding:  32 Hours (2 eligible)
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MCCS Directives
MCCS DIR 02-19

Employee Dress & 
Grooming Standards

• Hair should be of a 
natural color

• Two earrings are allowed 
in the lower lobe. 

• Exposed body piercings 
are not authorized.  

• Facial hair is permitted; 
however, it must be 
trimmed and 
professional. 

• Nametags are to be 
worn on the left breast 
or on an approved 
lanyard around the neck.

MCCS DIR 04-14
Digital Recording

• All MCCS employees are 
not authorized to record 
any conversations or  
activities conducted in 
MCCS work spaces.

• Exemptions for 
authorized members of 
HRO & ICB for official 
duties (e.g., official 
investigations).

• Any violation may result 
in administrative action 
up to and including 
termination.

MCCS DIR 05-19
Break & Lunch Policy

• Allowed (2) 15 minute 
breaks per shift.

• Employees must take at 
least a 30 minute lunch 
on or before they have 
worked 6 hours. 

• Lunch periods shall be 
taken in the middle of 
the workday, they 
cannot be used at the 
beginning or the end of 
the work shift.

MCCS DIR 01-07 
Administrative Leave 

• Supervisors are 
authorized to grant no 
more than 30 minutes 
per instance for 
Exercise/Health Wellness 
Activities.

• Employees are 
authorized a maximum 
of one hour of paid 
admin leave per instance 
of seeking advice from 
NAF-HRO/CHRO/EEO.
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MCO P12000.11A W/CH 5
ANNUAL LEAVE

• The appropriate authority shall 
authorize and schedule annual leave 
when the workload permits, and 
whenever possible, at the convenience 
of the employee. 
• The maximum accumulation of 

annual leave that may be carried 
over the next year is 240 hours. 

• Employees are returning from 
overseas assignments are authorized 
a carryover of 360 hours

SICK LEAVE

• Sick leave shall be granted to in 
accordance with the following:
• When receiving medical, dental, or 

optical examination. 
• When incapacitated for performance 

of duty. 
• When presence would jeopardize the 

health of others because of 
contagious disease.

• When employee is medically certified 
as being disabled from on-the-job 
injury and accepts sick leave in lieu of 
Worker’s Compensation. 
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SF – 71 : Leave Request Form

50

Employees are encouraged to submit a SF-71 
leave request form for annual leave as soon 
as possible, but no later than 2 weeks in 
advance.

Employees are encouraged to submit their 
sick leave requests 3 days before a scheduled 
sick leave and no later than 2 hours for an 
unscheduled sick leave. 

• They are to complete and submit a 
sick leave request form upon return 
to their work location.  



Informal Corrective Actions
(Not Grievable or Appealable)

Formal Disciplinary Actions
(Grievable and/or Appealable)

NAF Employee Progressive Discipline 
Model

Verbal 
Counseling

Written 
Counseling

Letter of 
Warning 

(Conduct Issues)

Letter of 
Reprimand

Suspension 
or Demotion

Termination

Letter of 
Caution/Performance 

Improvement Plan 
(Performance Issues) Termination    

The steps in this model may vary based on the employee’s probationary status.
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MCO P12000.11A W/CH 5
Guidelines to Disciplinary Action

• A guide for disciplinary action for use in selecting appropriate disciplinary 
penalties for various infractions is attached. 

• This guide includes recommendations. Therefore, Employee Relations will 
provide Minimum, Mid-Range, and Maximum recommendations at the 
conclusion of the inquiry/investigation.

• Disciplinary Actions can vary by offense, severity of the offense, and prior 
offenses. 
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NAF Employee Progressive Discipline Responses

*Probationary terminations are not grieveable nor appealable.*

Action Grievable Appealable

Letter of Warning Not Applicable Not Applicable

Letter of Requirement/Performance 
Improvement Plan Not Applicable Not Applicable

Letter of Reprimand Yes No

Letter of Suspension / Emergency 
Suspension If less than 30 days If 30 days or more

Reduction in Pay or Demotion No Yes

Letter of Termination No Yes
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Employee Expectations

Manager-driven 

Clearly defines an 
employee’s 

responsibilities and their 
manager’s expectations

Reduces confusion

Increases cohesion and 
employee productivity 
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Record of Employee Counseling

List and Provide 
documentation of 

previous of warnings 

Provide a detailed 
statement about 

what you are 
counseling

Make sure to sign 
and date

Encourage the 
employee to 

respond

55



Employee Expectations 
& Records of Employee Counseling

You can request these documents from 
EmployeeRelationsSupport@Okinawa.usmc-mccs.org
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Progressive Discipline is not to punish, but to…
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Correct, coach, rehabilitate, 
and set employees up for SUCCESS!
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Recruiting and Resignations
EPBHC

• Marilee Muirhead has oversight on recruiting and 
resignations. 

• All EPBHC announcements are 30 day Worldwide 
recruitment efforts, which can begin once the incumbent 
resignation is received.

• Command should contact Ms. Muirhead once notified of an 
employee resignation to initiate the process. 

• Command (or Ms. Muirhead) requests a written resignation 
from the employee (email is sufficient) and forwards it to NAF 
HRO at EmployeeBenefits@Okinawa.usmc-mccs.org

59
Marilee Muirhead, MEF Prevention Program Director 
Email: Marilee.Murihead@usmc.mil // DSN: 645-2915

mailto:EmployeeBenefits@Okinawa.usmc-mccs.org
mailto:Marilee.Murihead@usmc.mil


Recruiting and Resignations

SAPR
• Shirley Stephens has oversight on recruiting and resignations. 

• All SAPR announcements are 30 day Worldwide 
recruitment efforts, which can begin once the incumbent 
resignation is received. 

• Command should contact Ms. Stephens once notified of an 
employee resignation to initiate the process. 

• Command (or Ms. Stephens) requests a written resignation 
from the employee (email is sufficient) and forwards it to NAF 
HRO at EmployeeBenefits@Okinawa.usmc-mccs.org
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Shirley Stephens, Installation SARC 

Email: Shirley.Stephens1@usmc.mil // DSN: 645-2134

mailto:EmployeeBenefits@Okinawa.usmc-mccs.org
mailto:Shirley.Stephens1@usmc.mil


Recruiting and Resignations
DRC

•Recruitment/Backfill
• Once written resignation is received & forwarded to NAF HRO, contact 

David Bourgeoise, to initiate the recruitment/backfill process.
• Note – typical announcement to backfill will occur NMT 60 days prior 

to incumbent resignation date. 
• Commands may not reassign or make internal movements of 

embedded DRC personnel without III MEF COS approval (prior to 
engaging NAF HRO).

• All employee moves must be coordinated through NAF 
Human Resources Office.

• DRCs may only submit resignation 6 to 8 weeks prior, or CO 
must submit request to III MEF G-1 to double encumber the 
billet.
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David Bourgeoise, Talent Acquisition Supervisor
David.Bourgeoise@okinawa.usmc-mccs.org) // DSN 645-8072

mailto:David.Bourgeoise@okinawa.usmc-mccs.org


Recruiting and Resignations
DRC

• Resignation 
• Command requests a written resignation from employee (email is 

sufficient) & forwards to NAF HRO at 
EmployeeBenefits@Okinawa.usmc-mccs.org.
• Commanders must forward written resignations to NAF HRO:

• Mr. Bourgeoise: will process the resignation if there are no 
disciplinary issues with the employee.

• Delana Jemison: if there are misconduct or performance 
issues with the employee (Terminations).

62

David Bourgeoise, Talent Acquisition Supervisor
David.Bourgeoise@okinawa.usmc-mccs.org) // DSN 645-8072

Delana Jemison, Employee Relations Supervisor
Delana.Jemison@okinawa.usmc-mccs.org) // DSN 645-8259

mailto:EmployeeBenefits@Okinawa.usmc-mccs.org
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MCCS Personnel Security
• Selecting candidates with a current investigation is the fastest way to get them 

through the security process.

• Highly encouraged to request an investigation status screen of candidates from 
MCCS Personal Security before finalizing a decision.

• MCCS Personnel Security screens the candidate to see if they are eligible for a security clearance; 
• If there are issues with the candidate during screening, and if the command chooses to proceed with 

the candidate contrary to PSEC recommendation, the hiring process will be extended as mitigating 
documentation must be submitted prior to release of the investigation. 

• Submitting mitigating circumstances doesn’t mean that a clearance will be approved by the DOD CAF. 
It could still be further delayed or denied. 

• In the case of Worldwide Hires, proceeding with a subject who is not a good candidate for a clearance 
can result in a very costly situation (having to return the WWH to their home of record before 
fulfillment of their contract is at the expense of MCCS, not the subject); candidates who are not good 
candidates for clearances will not be granted Interim access and may be unable to perform some 
duties while waiting for the final adjudication of their investigation. 
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MCCS Personnel Security
• DRC clearances are required at the discretion of the commander. If the commander determines that 

there is a good justification for a DRC to be cleared, then the investigation will be run by MCCS 
Personnel Security. 

• If there is any information which implies a candidate is not eligible for a clearance, MCCS 
Personnel Security will notify NAF HRO who will communicate with the commander to confirm 
whether a Tier 3 is absolutely necessary (at the risk of making the current candidate ineligible). 

• SAPR Personnel have additional investigation requirements which are more exclusionary than a 
standard Tier 3 (similar to a Tier 3 with childcare vetting). 

• This makes it harder to fully clear SAPR personnel with adverse information in their backgrounds. 
It is strongly recommended that investigation status screens are done for SAPR candidates and 
those with existing clearances be strongly considered for the position. 
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For any concerns during the hiring security process or after the fact for continuous vetting and mandatory reporting 
requirements, please contact: 

Rebecca Haynes, Personnel Security Supervisor, MCCS
DSN: 645-2525 // SMO: 674005M

haynesr@usmc-mccs.org
Rebecca.Haynes@USMC.mil (.mil email only checked weekly)

mailto:haynesr@usmc-mccs.org
mailto:Rebecca.Haynes@USMC.mil


You may request any documents 
presented today via email

EmployeeRelationsSupport@Okinawa.usmc-mccs.org
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You may also access these documents on 
mccsokinawa.com/cc/ 
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Contact Information

Information

If you have questions, concerns, or need resource 
information please do not hesitate to contact 

Employee Relations.

EmployeeRelationsSupport@Okinawa.usmc-mccs.org

DSN: 645 – 8198
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