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ANNEX G TO JOINT PLAN FOR DOD NONCOMBATANT REPATRIATION


CIVILIAN PERSONNEL OPERATIONS











1.  SITUATION.





	a.  General. Noncombatant evacuations occur under Department of State authorized (voluntary) or ordered departures.  Therefore, dependent on the situation, the evacuation may include all DoD civilian employees and their families, or all DoD civilian (less Emergency Essential employees) and their families, or only DoD civilian employee family members. There will also be civilian employees and/or their families out of the country that will be affected by the corresponding stop movement order. This annex addresses the assistance that will be provided to DoD civilian employees, both appropriated and non-appropriated fund employees.  Contracted employees are not DoD civilian employees; they work for a contracted firm doing business for the US government.  Safehaven entitlements (transportation to a final safehaven and subsistence expense allowances) and nonappropriated fund HRO offices for civilian employees and/or their families are addressed in an information paper in Annex K, Appendix 2)





	b.  Authority.  See Basic Plan.





	c.  Assumptions.  See Basic Plan.





	d.  Support Agencies. All Service and DoD Agency (Department of Defense Dependent Schools, Defense Logistics Agency, Army and Air Force Exchange Services/Navy Exchange Service, Defense Commissary Agency, Corps of Engineers, etc.) civilian personnel organizations.     





	e.  Coordinating Commands and Agencies. Not applicable.





2.  MISSION.  To provide assistance to DoD civilian employees during repatriation operations and safehaven period.  Assistance includes an explanation of personal employment rights and entitlements under the current operation.  It may also include job assistance and job placement (temporary or permanent).


  


3.  EXECUTION.  





	a.  Concept of Operations:  All DoD civilian employees who process through the designated Repatriation Center, to include those whose sponsors are military, will report to the 


civilian personnel processing desk for assistance/instructions.
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Other eligible DoD civilian employees who are unable to process through the Repatriation Site must contact their designated Service Family Centers listed in Annex H for assistance with orders, etc. and their Service Headquarters Civilian Personnel Representative at Appendix 1 of this Annex for instructions.





	b. Responsibilities:  





	(1) Servicing Civilian Personnel Offices(NEO Warden) or Civilian Personnel Advisory Centers of evacuating DoD employees will advise them of required paperwork - a copy of their initial PCS orders to demonstrate transportation agreement, DD Form 1610/travel orders, SF75/SF50 or similar document showing employment status, current Leave and Earnings statement, completed and approved advance pay authorization (optional), hard copy/diskette of current resume/ OF612,DD Form 2585/Repatriation Processing Center Processing Sheet, etc.).  The transportation agreement is essential in determining safehaven entitlements.  U.S. employees who have been hired overseas and do not have transportation agreements are not authorized to safehaven entitlements.  All DD Form 2461s (Authorization for Emergency Evacuation Advance and Allotment Payments for DoD Civilian Employees) will have sponsor’s fund cite in the appropriate block and required signatures if payment is to be made. When applicable, Unit Neo warden should provide a NEO packet, instructions on the contents, completion of the documents, handling procedures of NEO packets, the squadron/organization’s procedures during a NEO, and any training associated with NEO.





	(2) The Office of the Deputy Assistant Secretary of Defense (Force Management Policy) Civilian Personnel Policy will coordinate with the Joint Reception Coordination Center (JRCC) on any plans or policies that have been developed affecting DoD civilian personnel during the current evacuation/repatriation operation.





	(3) Service and DoD Agency Headquarters will develop plans addressing employment instructions for all categories of evacuated employees - where are employees to safehaven, who are they to report to and how frequently and whether to continue pay versus leave without pay versus work placement. This information will be provided to personnel assisting employees at the designated Repatriation Center and the Centralized Service/DoD Civilian Personnel Offices (Appendix 1).  Service and DoD Agency Headquarters will also provide individuals to augment the designated Repatriation Center civilian personnel processing point and the JRCC (Pentagon) for servicing respective employees, as required.  While employee placement and part-time jobs for employees coming out are not a function that will be assumed by the Joint Service Processing Teams staffing the Site, evacuees will be provided advice on where to turn for this type of information.  
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	(4) The civilian personnel processing team at the designated Repatriation Center will be led by a representative from the host installation/base, with additional representatives from each of the Services/DoD Agencies, as required. The primary responsibilities of the team are to verify the respective 


employee’s status of employment, prepare orders or amendments for authorized employees and/or their families, advise respective employees concerning basic rights and entitlements and inform them of situational decisions that have been made regarding the current operation.  Employees with employment rights will be advised that it is mandatory that they report to parent agency (see Appendix 1 of this annex) immediately upon reaching safehaven to get instructions for the safehaven period.  Failure to do so could lead to disciplinary action.  Information and instructions will be provided in hard copy as well.  If time permits, the Service/DoD representative will identify the respective civilian personnel agency nearest the employee’s chosen safehaven/final destination. Employees needing advance pay or with questions regarding pay problems should be referred to the Finance Section.  The team will maintain a listing of employees serviced. 





	(5)  The JRCC will coordinate OSD situational decisions regarding DoD civilian employees with the designated Service Family Centers and designated Repatriation Center(s).  Service and DoD Agency civilian personnel representatives, shown at Appendix 1 of this Annex, will advise respective employees concerning basic rights and entitlements and inform them of situational decisions that have been made regarding the current operation. Employees with employment rights will be advised that it is mandatory that they report to parent agency immediately upon reaching safehaven to get instructions for the safehaven period.  Failure to do so could lead to disciplinary action.  Information will be mailed to employees at their final safehaven location as well.  JRCC will also coordinate with designated Service centers to issue orders and obtain travel and subsistence expense allowance advances for employees/family members who are unable to process through designated Repatriation Centers.  These designated centers will also ensure personnel accountability for respective employees through entry of relevent DD 2585 information into the Automated Repatriation Reporting System.    


		


	(6) Designated Service Family Centers will obtain DD Form 2585/Repatriation Processing Center Processing Form from employees that were not able to process through the designated Repatriation Center and enter into the Automated Repatriation Reporting System.





	c. Coordinating Instructions.  See Basic Plan.  
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4.  ADMINISTRATION AND LOGISTICS. 


 


	a.  Information papers to provide to respective employees included in Welcome Packet. 		                                	


		(1)  Service/Agency rules on employment/reemployment  rights.  


        (2)  DoD Priority Placement Program.  


	    (3)  Service/Agency decisions on employees status during evacuation (provided by Parent Organization).


	    (4) Subsistence expense allowances, movement of household goods/private automobile (for employees/families with transportation agreements only).  (See Annex K, Appendix 2) 


	    (5)  Disposition instructions, entitlements and other guidance for non-appropriated fund employees, to include AAFES, NAFES, if applicable.  (Provided by parent organization.)





	b.  Applicable regulations. 





	(1)  Joint Travel Regulation (JTR) Volume 2


	(2)  DODD 1400.20-1-M (DoD Program for Stability of Civilian Employment)


	(3)  DODD 1400.20-2-M (Counseling Manual for DoD Program for Stability of Civilian Employment)


	(4)  DoD Civilian Personnel Manual, Chapter 301, Subchapter 


	(5)  DODD Priority Placement Manual.


Department of State Standardized Regulation.





	c.  Forms.





	(1)  SF 171 (Application for Federal Employment)or employee’s resume, OF 612 (__________).


	(2)  DD Form 2461 (Authorization for Emergency Evacuation Advances and Allotment Payments)


	(3)  DD Form 1610 (Request and Authorization for TDY Travel)





5.  COMMAND AND COMMUNICATIONS.  See Basic Plan.
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APPENDIX 1 TO ANNEX G (CIVILIAN PERSONNEL OPERATIONS)


CENTRALIZED SERVICE/DoD AGENCY CIVILIAN PERSONNEL OFFICES





	Air Force	Commercial (703) 695-7018


				DSN			     225-7018





	Army		Commercial	(703)325-1337/9228


				DSN				221-1337/9228


				


	Navy		Commercial	(703)693-8209


				DSN				223-8209


				


	Marine Corps	Commercial	(703)614-1421


				DSN				224-1421


				


	DFAS		Commercial  (703)607-1137


				DSN				327-1137


				





	DODEA		Commercial	(703)696-3104


				DSN				226-3104


				


	DLA			Commercial  (703)767-6436


				DSN			     427-6436 


				


	COE			Commercial  (202)761-0453


				DSN				763-0453


				


	DECA/EUROPE	Commercial   496315367151


				DSN


				


	DECA/PACIFIC	Commercial	(714)726-6659


				DSN				997-6659


				


	DISA		Commercial  (703) 607-4427


				DSN			      327-4427


					


	AAFES		Commercial	(214) 312-3286


				DSN				 967-3286





    NEX                     Commercial   (703) 614-2013


                            DSN                224-2013





    HQ USAF/SV              Commercial   (703) 522-4575


                                               222-4575 


				








All other DoD Agency personnel will report to the JRCC 1-888-825-4880.
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