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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
                                                                                                                                           IN REPLY REFER TO:

                                                              BaseO 12530.2

                                                              HRO

                                                              27 SEP 1995

BASE ORDER 12530.2
From:  Commanding General

To:    DISTRIBUTION LIST

Subj:  DETERMINATIOIN OF SALARY RATES FOR CIVIL SERVICE PERSONNEL

Ref:   (a) CPI 531.2

       (b) CPI 532-1.S8

       (c) 5 CFR Part 531

       (d) 5 CFR Part 532

       (e) 5 USC Section 5334

       (f) 5 CFR Part 536

1.  Purpose.  To publish the base policy and procedures in setting salary and wage rates for civil service personnel.

2.  Cancellation.  ASO 12530.1D.

3.  Policy.  In accordance with the Department of the Navy’s policy, as stated in references (a) and (b), it is the general policy of the Base not to use a pay step above the minimum step required by law or regulation unless it is clearly in the interest of the Government.  In no case will there be “automatic” placement in the highest rate permissible unless such placement is required by law or regulation.  Exceptions to the provisions of this Order will be made only with the approval of the Commanding General when such is determined to be in the best interest of the Base, as set forth in paragraph 7 below.

4.  New Appointments and Reemployments
    a.  New appointments means the first appointment, regardless of tenure (career conditional, career or temporary), as an employee of the Federal Government or the government of the District of Columbia.  All new appointments will be made at step 1 of the grade to which the employee has been appointed in accordance with references © and (d).

    b.  Reemployment means employment, including reinstatement or another type of appointment, after a break in Federal service of at least 1 full work day.  In case of reemployment of a former Federal employee, the salary rat will normally be set at step 1.  
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5.  Promotions
    a.  General Schedule Employees.  As required by references (c) and (e), an employee who is promoted must be given the equivalent of two within-grade increases of the grade from which promoted or transferred provided this does not exceed the top step.

b.  Wage Employees.  As required by reference (d), upon promotion an employee is entitled to be paid at the lowest scheduled rate of the grade to which promoted which exceeds the employee’s existing scheduled rate of pay by at least 4 percent of the representative rate of the grade from which promoted. 

    c.  Employees Entitled to the Grade and Pay Retention.  As required by references (d) and (e), if upon promotion, there is no rate of pay in the grade to which promoted which promoted which meets the requirements identified in paragraphs 5a and above 5b above, the employees shall be paid (1) the maximum scheduled rate of the grade to which promoted, or (2) the employee’s existing scheduled rate of pay, if that rate is higher.

    d.  The provisions identified in paragraphs 5a through 5c above also pertain to temporary promotions.

6.  Other Position Changes
    a.  Employees who are reassigned or transferred from another naval activity or Federal agency without change in grad or rate will receive their present step rate.

    b.  Changes to lower grade of Base employees which result from reduction in force or other involuntary action not for cause will be effected with the least possible loss of pay.  If the employee’s present salary rate falls between two authorized steps of the proposed grade or rating, the employee will be given the higher step.  If the employee’s present salary rate exceeds the top step of the proposed grade or rate, and the employee is otherwise eligible, the employee will be given retained grade and/or pay as provided in reference (f).  This paragraph will also apply to employees transferred to a lower grade or rate from other Federal activities under these circumstances.

    c.  If a General Schedule or Wage employee on Base or an employees from another Federal activity is placed in a position at a lower grade in the employee’s own interest and not as a result of reduction In force, the selecting official (department head) may set the salary at any scheduled step which does not exceed the present rate of pay.  
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7.  Exceptions
    a.  In individual cases, exceptions to the provisions of this Order may be warranted.  Wherever a higher rate is permissible by law or regulation, the department head may recommend an exception thought to be in the best interest of the Base.  The rate recommended will be set in light of:  (1) the needs of the Base, (2) assessment of the quality of experience and expected performance of the employee. (3) applicability of previous experience including level of difficulty, (4) known shortage of well-qualified applicants for the specific availability of funds.

    b.  Certificates of eligibles issued to selecting officials will indicate those applicants eligible for highest previous rate (HPR) consideration (a rate above the minimum or above their present rate of pay), and include salary determination forms for the HPR eligibles.  Upon selection of an HPR eligible and determination that HPR will be recommended, the selecting official will complete the justification on the salary determination form provided by the Human Resources Office staff.  The form will be forwarded to the Assistant Chief of Staff G-1 (AC/S G-1) for approval.  In cases where a mutual agreement cannot be reached between AC/S G-1 and the selecting official, a final determination will be made by the deputy Commander.

    c.  Approval of all exceptions must be received in the Human Resources Office prior to the effective date of the appointment or position change.  There are no provisions for retroactive approval.

                                     G. E. HEAIVILIN

                                     Deputy Commander
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