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About Us 
The goal for the Military Sealift Command (MSC) Human Resources Office (HRO) 

Newsflash publication is to provide relevant Human Resources information for the benefit 

of employees, supervisors and managers.  

Labor Employee Relations & Services 
Performance Management. The end of our General Schedule (GS) employees’ 

performance appraisal cycle under the Interim Performance Management System (IPMS) 

and the Performance Appraisal Review System (PARS) is fast approaching.  For employees 

under an approved performance plan for 90 calendar days or more, the end of the 2016-

2017 appraisal cycle is 30 September 2017.  For those employees with less than 90 

calendars under an establish performance plan, the rating period may be extended in order 

to meet the 90 day requirement.   

 

To receive a timely rating of record for the 2016-2017 performance cycle as well as 

establish a performance plan for the 2017-2018 cycle, employees and supervisors are highly 

encouraged to follow the below timeline: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note 1: Employees under IPMS are required to submit self-assessments. 

Note 2: Employees under PARS are not required to submit self-assessments; however, they are highly 

encouraged to do so. 

 

Should you have any questions related to annual performance self-assessment, please 

contact Ms. Josie Weller at josie.weller@navy.mil or at (757) 341-6467.  

 

30 Sep 2017 
End of the 2016 – 2017 Performance Appraisal Cycle 

1 Oct 2017 
Beginning of new Performance Appraisal Cycle under IPMS and 

PARS 

1 - 13 Oct 2017 
Employees prepare and submit their 2016-2017 annual self-

assessments to their Rating Officials no later than (NLT) 13 Oct 

2017.  See Notes 1 & 2 below. 

 

30 Oct 2017 

Rating Officials, Senior Rating Officials, and employees complete 

(review, discuss and sign) 2016-2017 annual assessments and 

establish 2017-2018 performance plans NLT 30 Oct 2017.     

 

31 Oct 2017 

All performance assessments completed in hard copy are provided to 

MSC's HRO, Code N112A.  MSC's HRO records the 2016-2017 

annual ratings of record in DCPDS and retains hard copies in 

employee's performance file (ePF).   
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End of the Year Retirement.  Many employees elect to retire at the end of the calendar 

year because the retirement annuity will begin the day after retirement and any lump sum 

payment for accrued annual leave will be paid in the next tax year.   

 

If you plan to retire 31 December 2017 - 3 January 2018, you should submit your retirement 

application to the Civilian Benefits Center (CBC) by 30 September 2017.  This allows the 

CBC adequate time to resolve any issues that may affect retirement eligibility or annuity 

and ensure timely processing of the retirement application.  Employees are encouraged to 

use the Employee Benefits Information System (EBIS) to generate their retirement 

application.  Information on using EBIS can be found in the checklists below. 

 

Retirement Checklists.  Comprehensive retirement checklists are available on the Office of 

Civilian Human Resources (OCHR) portal to help employees submit their retirement 

application.  To access the portal, employees must use a government computer; have a .mil, 

.edu or .gov email address and a Department of Defense (DoD) Common Access Card 

(CAC).  While not all-inclusive, these checklists answer many questions about topics such 

as the best day to retire, how to apply for retirement, military and civilian deposits, 

insurance, Thrift Savings Plan and what to expect after retirement. 

 

The CSRS Voluntary Retirement Checklist is available at: 

https://portal.secnav.navy.mil/orgs/MRA/DONHR/Benefits/Retirement/Retirement_CSRS_

Voluntary.pdf. 

 

The FERS Voluntary Retirement Checklist is available at:      

https://portal.secnav.navy.mil/orgs/MRA/DONHR/Benefits/Retirement/Retirement_FERS_

Voluntary.pdf 

 

Retirement Counseling.  Once a retirement application has been received by the CBC, a 

retirement specialist will contact the employee within seven (7) business days from receipt 

of the application.  Employees should carefully read the appropriate checklist referenced 

above.  The retirement specialist will answer any questions and provide counseling at this 

time. 

 

Need Assistance?  Employees may direct questions about retirement to the Benefits Line at 

888-320-2917 from 7:30 a.m. to 7:30 p.m., Eastern Time, Monday - Friday, except on 

Federal holidays.  The TTY number is 866-359-5277.  Employees may also email their 

questions to navybenefits@navy.mil, and must include within the email their full name, pay 

plan, grade, contact telephone number and the best time to call.  Please do not include 

Privacy Act or other Personally Identifiable Information such as date of birth or social 

security number in the email correspondence. 

 

DONCEAP Strategies for Self-Care and Resilience.  Resilience has been defined by the 

American Psychological Association as "the human ability to adapt in the face of tragedy, 

trauma, adversity, hardship, and ongoing significant life stressors."  It is essential to take 

care of yourself.  Just as you would tend to an acute physical injury by seeking support, 

alleviating symptoms of pain, and taking steps to ensure recovery, the same is true for an 

emotional or psychological challenge or obstacle.  And, just as the human body is often 

ingenious in the way it can mend itself, so too the mind and heart can be incredibly resilient.  

We just have to help them along.  Below are some tips for taking care of yourself and  

 

https://msc.portal.navy.mil/Intranet/HRO/HRO/Forms/NewsFlash.aspx
https://msc.portal.navy.mil/Intranet/HRO/HRO/Forms/NewsFlash.aspx
https://msc.portal.navy.mil/Intranet/HRO/HRO/Forms/NewsFlash.aspx
https://msc.portal.navy.mil/Intranet/HRO/HRO/Forms/NewsFlash.aspx
https://msc.portal.navy.mil/Intranet/HRO/HRO/Forms/NewsFlash.aspx
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engaging your resilience.  Please feel free to use those ideas that you find most useful and 

continue to engage your own coping strategies. 

 

PHYSICAL SELF CARE 

 Get enough sleep 

 Get regular physical activity 

 Eat regular, well-balanced meals 

 Reduce alcohol and caffeine consumption 

 Take deep breaths 

 Balance work, play, and rest 

 Limit or eliminate exposure to media 

 

EMOTIONAL SELF CARE 

 Know your vulnerabilities 

 Get help early on if you are feeling overwhelmed 

 Use relation skills that work best for you 

 Listen to music that soothes you 

 Engage socially to avoid feeling isolated 

 Set limits, if necessary, when others are too demanding of your time or energy (Give 

yourself time to heal and renew) 

 Reestablish a routine, if possible      

 

Please remember that the Department of the Navy Civilian Employee Assistance Program 

(DONCEAP) is a free, confidential benefit that you and your family can use.  A DONCEAP 

counselor can offer support-help you cope with your reactions and assist you in strategizing 

and problem-solving.  Telephonic financial and legal consultations are also free and 

confidential.  DONCEAP's Work Life services are also available to help you find resources 

for dependent care and other daily needs.  All services can be accessed 24/7, 365 days a 

year by calling 1-844-DONCEAP (1-844-366-2327; TTY: 1-888-262-7848) or through the 

DONCEAP website at DONCEAP.foh.psc.gov. 

 

Should you have any questions or concerns, please do not hesitate to contact Ms. Fran 

Vorce at frances.vorce@navy.mil or at 757-341-6473.  

Classification/Staffing/Systems 
Update on Transfer of Function (TOF).  The TOF from MSC, Washington Navy Yard 

(WNY) to MSC, Norfolk was officially completed on 5 August 2017.  The TOF initiative 

was first announced on 25 February 2014 when the serving Commander, MSC, Rear 

Admiral T. K. Shannon, announced in all-hands calls his intention to consolidate the MSC 

headquarters in Norfolk.  The consolidation was initiated to help streamline processes, 

maximize customer service and cut costs associated with maintaining the headquarters in 

two separate geographical locations.  The decision to consolidate was approved by 

Commander, U.S. Fleet Forces Command and the Chief of Naval Operations.  On 30 Oct 

2014, MSC was notified that the Organizational Change Request (OCR) was signed, 

allowing MSC to officially begin geographically consolidating the headquarters at Naval 

Station Norfolk.  This put in motion much of the preparatory work conducted since the 

initial announcement to ensure a successful transition. 
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At the time the TOF was announced, there were over 400 employees at the WNY.  In part, 

to facilitate the influx of people into the Norfolk Naval Station, the TOF was administered 

through 6 phases.  Over the course of the transition, many employees made early moves to 

Norfolk, found other employment, resigned or retired.  Ultimately, 183 employees received 

TOF letters beginning in August 2015.  Of those 183 employees:  61 relocated from WNY 

to Norfolk, 30 were placed through the Priority Placement Program (PPP), 57 found other 

employment, 27 resigned or retired, and 8 were involuntarily separated.     

 

MSC senior leaders understood that unfortunately, MSC would not retain 100 percent of the 

staff.  The organization knew it would lose personnel and with them, the experience and 

knowledge those individuals bring to the table.  During the transition, the attrition rate 

doubled while management, HR staff, and other stakeholders aggressively conducted 

classification, recruitment and onboarding.  Today, despite the losses, MSC Norfolk is more 

robustly staffed than WNY and Norfolk combined at the time of the transition 

announcement.  The completion of the TOF provides an opportunity to keep moving 

forward with command unification initiatives. 

 

Hiring Process – DON Metric V - The Entire End-to-End Hiring Process. 

This is the fifth and final in a series of articles discussing the hiring process at MSC for 

General Schedule positions.  The intent of the series is to educate and inform MSC 

employees about the hiring process.  This article will focus on the DON-developed metric 

of average time in the entire end-to-end hiring process (i.e., initiation of a recruitment action 

to Entrance On Duty (EOD) of the selectee).   

 

As a reminder, the DON-developed metrics measure progress in meeting civilian hiring 

targets and timelines. These metrics and their scorecards target opportunities for 

improvement in the hiring process, ensure transparency and accountability, and reduce the 

time to fill vacancies.  The focus for this article is on Metric V. 

 

Metric I:  Certificate issue – the average time from when a complete Request for 

Personnel Action (RPA) is received at the DON OCHR operations center to when a 

certificate is issued (does not include the announcement time) 

Metric II:  Announcement time – average time from when an announcement is opened 

to when it is closed 

Metric III:  Certificate return – average time from when a certificate is issued to when 

a certificate is returned 

Metric IV:  Average time from when the final job offer is accepted to Entrance on Duty 

(EOD) 

Metric V:  End-to-End – average time in the entire end-to-end hiring process 

 

Metric V:  End-to-End - average time in the entire end-to-end hiring process – DON 

goal is 80 days or less 

 

This hiring metric captures the entire time it takes for the hiring process through to when the 

selectee reports on board.  For MSC, this metric does not capture the time period from when 

a manager identifies a vacancy to be filled through to the receipt of that request in the HRO.  

For MSC, this metric begins once the HRO staffing specialist creates the Request for 

Personnel Action. 
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Metric V is a shared metric that includes responsibilities for the MSC HRO, the Hiring 

Manager, and the DON Operations Center.  This metric is considered Green if we meet the 

DON goal of 80 days or less; Yellow for this metric if 81 to 101 days, and Red if more than 

101 days.  As described in the four previous articles, there are a large number of steps 

involved in the entire hiring process.  The steps included in this shared metric, as described 

in more detail in previous NewsFlash articles, are summarized as follows: 
 

 HRO prepares the Request for Personnel Action based on the approved 

Request for Hiring Authority and forwards to the DON Operations Center. 

 DON Operations Center creates the Job Opportunity Announcement (JOA) 

information and assessment tool; forwards to Hiring Manager for review and 

approval.  The Hiring Manager determines how long the JOA will be open. 

 DON Operations Center posts the JOA and evaluates applicants after the 

JOA has closed. 

 DON Operations Center issues the selection certificate and notifies the HRO 

and Hiring Manager via email. 

 The Hiring Manager completes the selection process, following HRO guidance and 

local requirements and procedures (COMSCINST 12300.1 Recommending Panels 

for Hiring Positions at GS-14 and above, and MSFSCINST 12335.1A Merit Staffing 

Program).  The selection process includes whether or not a selection 

recommendation panel will be used if one is not required, what evaluation procedures 

will be used to rank the applications, what interview questions will be asked if an 

interview will be conducted, etc.   

 Once the selection process has been completed, the Hiring Manager annotates the 

selection certificate electronically and notifies the HRO as well as the DON 

Operations Center via email. 

 The hiring action then moves into the job offer and onboarding process. 

 HRO receives notification from the DON Operations Center that the tentative job 

offer and onboarding process can begin.   

 HRO reviews resume and supporting documentation to ensure the selectee meets all 

applicable requirements. 

 HRO provides the tentative job offer through the Onboarding Manager system so all 

information is captured electronically and includes all applicable requirements and 

required forms.  HRO works with the selectee to complete any contingencies which 

must be met before the final job offer can be made to include:  receipt of official 

transcripts, completion of physical and/or drug test, and security approval. 

 HRO ensures the Hiring Manager has provided a sponsor for the selectee to help 

them through the check-in process once they start work. 

 Once all necessary requirements, to include the contingencies mentioned above, are 

completed by the selectee, HRO finalizes the starting date. 

 The DON Operations Center issues the final job offer once all requirements and 

paperwork are completed and the starting date is finalized.  The selectee must accept 

or decline this final offer.     

 HRO continues to work on MSC notification requirements for new employees – 

emails are sent out to notify all appropriate MSC personnel of the starting date, 

orientation is scheduled, etc.   

 On the starting date, the HRO swears in new employees (as applicable) and ensures 

final paperwork items are processed. 
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As noted in Article 2, DON Quarterly Hiring Metrics information is briefed to the HRB on 

a quarterly basis when received from DON and subsequently shared with MSC supervisors 

and managers.  At that time, Hiring Managers are also provided with specific timelines for 

Metric III.   

 

This concludes the MSC Hiring Process articles.  If you have any specific questions about 

the MSC hiring process in general, please contact Ms. Debbie Bayton of the Civilian 

Human Resources Policy Office at debra.bayton@navy.mil or at 757-341-6533. 

 

Human Capital Management & Workforce Development 
Mentoring Resources.  Mentoring is the voluntary developmental relationship existing 

between a person of greater experience and a person of lesser experience characterized by 

mutual trust and respect.  There are several mentorship options and/or resources available to 

MSC employees that allow civilian employees to register as mentors and mentees, fill out 

their areas of expertise, and identify the specific skills they would like to improve.  The 

service will identify matches based on geographic location, job description, strengths, and 

areas of interest. 

 

Total Workforce Management System (TWMS) Mentor-Match Program.  The TWMS 

program is a fully automated, online mentoring program.  The table below provides links to 

additional information on mentoring publications, training, and related resources: 
 

Portal Site Name URL 

MSC Mentorship 

Resources  

 

https://msc.navy.deps.mil/Intranet/Communities/SitePages/  

Mentorship.aspx 

Office of Civilian Human 

Resources (OCHR) 

Training and 

Development 

https://portal.secnav.navy.mil/orgs/MRA/DONHR/Training/ 

Pages/default.aspx 

DOD Mentoring 

Resource  

https://dodhrinfo.cpms.osd.mil/Directorates/HRSPAS/Leadership-

Learning-and-Development/Pages/DODMentoring.aspx 

 

My Navy Portal (MPN)  

 

http://my.navy.mil/ 

 

 

Should you have questions about mentoring resources at MSC, please contact Ms. Brenda 

Westerhaus at brenda.westerhaus@navy.mil or (757) 341-6505. 

 

Mandatory Training.  In June 2017, NAVADMIN 139/17 was issued that contained 

several items pertaining to mandatory training requirements.  In summary, it states that each 

command should seek to conduct mandatory and required training at small face-to-face 

training sessions with appropriate leaders to allow meaningful discussions on the training 

subjects.  MSC Norfolk is proposing several courses of action to meet this shift in direction.  

Once a course is set, details will be disseminated throughout the command.  Until then, 

please continue to complete all mandatory trainings online. 

 

Should you have questions about mandatory training, please contact Mr. John Plitnik at   

john.a.plitnik@navy.mil or at (757) 341-6509. 



7 

Equal Employment Opportunity 
Diversity of Thought - What it is and how do you implement it as a Diversity  

by Amanda Vallejo, Manager Diversity & Inclusion and EEO Contract Compliance 

(February 6, 2015)  

 

What is Diversity of Thought - Diversity of thought allows for differing perspectives on 

ideas and unique insights into problems.  It creates opportunities for innovation, and 

partnerships in unexpected places. It allows you to take a "reality check" before plunging 

into new activities. Most important, it helps avoid groupthink.  It encompasses the idea that 

different ideas, even conflicting ideas, will rub and bump against one another.  Eventually 

this collision will instigate newer and more forward-thinking ideas that can be implemented 

as successful business strategies.  The idea of more than one way. 

 

Individual Diversity of Thought - Three Factors of individual Diversity of Thought 

 

 Willingness – A person who thinks differently from others controls the decision to 

reveal that thinking or to keep silent.  What created willingness:  Recognition, 

Respect, Trust, Fairness, Inclusion and Reward  

 

 Readiness – Organizations that are ready to leverage Diversity of Thought support 

environments that encourage people to learn from one another. Skills and tools 

needed include:  Communication, Conflict Resolution, Information Sharing, 

Problem Solving, Consensus Building, Accountability, Diversity, Self- Awareness, 

Flexibility, and comfort with ambiguity  

 

 Opportunity – Vehicles that open opportunity for Diversity of Thought and 

avenues that allow people from various levels and functions to offer their ideas, 

suggestions and insights.  Some examples are:  Group process, focus groups, and 

cross-functional teaming 16 Employee Resource Groups are a Diversity Strategy 

that relate to Opportunity for Diversity of Thought  

Diversity of Thought - Diversity is a resource to be accessed and utilized for superior 

performance and innovation in part because of “more-than-one-way- thinking” which 

results in innovation and creates an agile workforce.  Access to diversity of thought is 

blocked unless organizations/departments also create an environment of fairness, non-

discrimination, respect and trust.  Failure to do so compromises the willingness factor.  The 

social justice side of the diversity conversation links to the performance side.  Without it, 

Diversity of Thought is a resource withheld.  

 

Have a great day! 

Ed Kervin  for 

 

Constance Halleen 

Constance Halleen 

Human Resource Officer 

Military Sealift Command 

757-341-6449 
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