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WASHINGTON, D.C. 20350-1000

SECNAVINST 12310.7A
ASN (M&RA) /OCPM 21
13 March 1990

SECNAV_INSTRUCTION 12310.7A

From: Secretary of the Navy

Ref: (a) Public Law 99-145 (as amended)
(b) DOD 1400.20-1-M of April 88 (NOTAL)
(c) SECNAVINST 1754.1

Encl: (1) DOD Instruction 1404.12 of 12 Jan 89

1. Purpose. To revise policy regarding employment preference
and assistance to spouses of active duty members of the Armed
Forces. This instruction is considered a complete revision and
should be reviewed in its entirety.

2. Cancellation. SECNAVINST 12310.7.

3. Discussion. For the nast several vears, the Denartmant of
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the Navy has provided employment preference and assistance to
military spouses under the provisions of Section 806 of
reference (a) and resulting Department of Defense (DOD)
alrectlves and guldance. As numerous 1mp1ement1ng DOD policy

changes have oeeurrea, this restatement of Department of the
Navy policy is in order.

4. Applicability. Applies to all Department of the Navy

activities and commands employing appropriated fund civilian
employees at grade level GS/GM-15 (or equivalent) and below
worldwide, except those organlzatlons that have as a primary

T @ e e PRI =2 _

function intelligence, LounterlnCeLLig nce, or national
security. Within the Department of the Navy, this exclusion
includes the Naval Intelligence Command, the Naval Security

Group7Command- and other organizations as authorized in writing
by the Director, Office of Civilian Personnel Management.

5. Policy
a. It is Department of the Navy policy that eligible
military spouses be provided the employment preference allowed
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and requlred by reference (a), follow1ng the p011c1es and
procedures in both enclosure (1) of this 1nstructlon, and
Appendix I to reference (b), as supplemented in this

instruction. Enclosure (1) establishes pollcy and prescribes
procedures for spouse preference in all positions (appropriated
and non-appropriated fund) worldwide. Appendlx I to reference

(b) prescribes procedures for automated referral of spouse
preference ellglbles, but only 1ncludes competitlve service
{ errltorles and
Possessions and does no
p;qucmcuts from an Off
register. Therefore, reference to one o
documents may be required depending on the nature and/or

location of a position being filled.

Q o

b. Noncompetitive placements may be made and other
alternative sources of candidates may be used in filling
ies as cutlined in enclosure (1) and reference (b)
ut regard to the application of spouse preference. Such
selections and placements may be made at any time during the
itm

ent cycle, as long as local policy allows.

n
ry spouses are en le
ions, the term "a g
include situations in which the spouse is within that group of
candidates from which a selecting official may make a

selection.

a. When selecting from certificates prepared under
competitive ranking procedures, local policy on the numbers of
employees certified for selection consideration will apply.

b. When selecting from OPM or equivalent agency-developed
certificates, this equates to the allowable selection range
without v1olat1ng veterans' preference (i.e., the top three
available applicants).

c. When using any form of direct-hire authority, this
means that preference is applicable to any spouse who may be
selected under the authorlty (i.e., who meets the minimum
qualifications for the position).
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7. Responsibilities

responsible for overall policy direction
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of the Navy
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b. The Director, Office of Civilian Personnel Management
oCPﬁ‘ 1s respons1b1e for development of additional
;mp;cmenLLng Navy-wide guidelines which may be required,
serving as the focal point for interactions with DOD on
military spouse preference issues such as report¢u3, providing
S
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data and 1mplement1nq procedural changes, adjudicating

appeals, and making the final determination on entitlement
military spouse employment preference.

C. The Commander, Naval Military Personnel Command, and
the Commandant of the Marine Corps are espon51n1e for
providing for employment assistance and counseling through the
Family Service Center network as established by reference (c).

d. Heads of Echelon 1 and 2 commands and subordinate
activities are respon51ble for ensurlng full adherence to

T

i
tablished policies by their subordinates.

responsible for:

(1) Adv151ng management on spouse preference and
assistance policies, procedures, and responsibilities.

(2) Ensuring that placement actions are in full
compliance with spouse preference policies.

(3) De51gnat1ng a military spouse program coordinator
to serve as the prlmary point of contact for program support to
provide, at a minimum, the following types of employment
assistance to spouses of relocating military members:

(a) Information and a
regarding employment policies, pr
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well as current and projected employment opportunities upon
arrival at the new duty station.

(b) Information about the applicability of military
spouse preference, the procedures for exercising preference,
and the availability of speclallzed employment assistance (if

I\‘ML‘_

applicable) at a servicing Family Service Center

(c) Counseling, upon request, on matters relating
to a spouse's particular employment status and eligibility
including e entitlement to leave without pay.

(d) Registering, as appropriate, in the Priority
Placement Program.
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for preference.

(6) Advising military spouses who feel they have been
enied mllltary spouse employment prererence entltlement that
y may appea; in accordance with paragraph S of this
- ~b= 3 e
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8. Exceptions

a. Exceptions to selections of spouse preference eligibles
may be made only with the commandlng officer's authorization.

This may not be redelegated. The commanding officer must
ensure that individual exceptions comply with the spirit and
intent of enclosure (1) and reference (a) and are based on a
compelling hardship to either the applicant or the

accompllshment of the activity's mission. Requests for
exceptions must be well documented in writing and present clear

evidence that the selection of the spouse pre ference eligible
would adversely affect the activity's mission or create undue
hardship to another applicant. Exceptions under this provision
should be extremely rare.

b. Documentation of exceptions of military spouse
preference is to be maintained following the guidance contained
in paragraph 11lb of this instruction.
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9. Apbpeals _il;tarv spouses who feel +hnv have been denied
military spouse emplovment preference entltlement may appeal in

writing for a final determination. Appeals should be addressed
to the Office of Civilian Personnel Management, Staffing
bystems D1v151on, 800 North Quincy Street, Arlington, Virginia
aaau.:-.Lvyo.

10. Action. Echelon 1 and 2 commands and field activities
will implement subject program, in compliance with the
provisions of this instruction.

11. Records and Reports

a. Quarterly reports. The Office of the Assistant
Secretary of Defense requires quarterly reports of military
spouse preference placements. Following enclosure (1), DOD

Report Control Symbol DD-FM&P(Q)1809(12310) is ass1gned to this
reportlng requlrement and is approved for three years from the
date of this directive.

(1) Servicing CPCs shall prepare reports listing spouse
preference placements for all serviced activities/commands
quarterly. Naval Civilian Personriel Data System (NCPDS) data
may be used to the maximum extent feasible. Placements made
via the provisions of reference (b) need not be reported.

(2) Reports shall provide, in summary form, the
fellowing data on each placement: social security number, pay
blan; series; grade, appocintment date, gaining activity name,
echelon 2 command 01tv and state/country. Symbol SECNAV
12310-1 has been ass1gned to this report and is approved for
three years from the date of this instruction.
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eport re to be forwarded, by expedited means, so
as to reach the Office of Civilian :ersonne; Management,

Stafflng Systems Division, 800 North Quincy Street, Arlington,
Virginia 22203-1998, no later than the 10th day follow1ng the

end of March, June, September, and December.

(4) OCPM Headquarters will provide a consolidated
report to the Assistant Secretary of Defense (Force Management

(8]



SECNAVINST 12310.7A
13 MAR 1990

and Personnel) by the 15th of each reporting month. A
consolidated report will be available to echelon 1 and 2
commands from OCPM Headquarters upon request.

b. Documentation. Documentation of exceptions to military
spouse preference as provided in paragraph 8a of this
instruction will be retained for at least two years or until
completion of an activity OCPM Personnel Management Evaluation,
whichever occurs later. In addition, documentation of
non-application of spouse preference as provided in paragraph B
of enclosure (1), for those situations which are not readily
apparent, e.g., certain situations which would result in dis-
placement of a current employee, is to be similarly retained.

i

H. Lawrence Garrett, III
Secretary of the Navy

Distribution:
(See page 7)
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Distribution: (2 oples each unless otherwise indicated)
SNDL A {(Navy Department)

R3 (College and University)

21A (Fleet Commanders in Chief)

23 (Force Commanders)

24 (Type Commanders) (less 24J)

26F (Operational Test and Evaluation Force and
Detachment)

26H2 (Fleet Training Group PAC) (San Diego and
Pearl Harbor, only)

26L1 (Polaris Material Office LANT)

26N1 (Headquarters Support Act1v1tv LANT)

26Q (Nuclear Weapons Training Group)

2681 (Mobile Technical Unit LANT) (MOTUS 2, 10 and 12,
oniy)

2682 (Mobile Technical Unit PAC) (MOTU 5, only)

26U (Surface Force Readiness Support Group)
(Charleston, only)

262 (Shore Intermediate Maintenance Activity) (less
Pearl Harbor)

26JJ (Fleet Area Control and Surveillance Facility)

26LL2 (Fleet Data Processing Service Center, PAC)

26QQ2 (Special Warfare Group and Unit PAC)
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26RR (Fleet Imaging cOmmand Fleet Audiovisual Command

Center, Fa0111ty and Detachment) (less
FLTIMAGCOMLANT Jacksonville)

26DDD (Fleet Combat Systems Training Unit)

27G {Support Force)

28C2 (Surface Group and Force Representative PAC)
(COMNAVSURFGRU MIDPAC, only)

39B (Construction Battallons)

391 (Construction Battalion Maintenance Unit)

40B (Control of Shipping Officer) (Bahrain, only)

41A (Commander, MSC)

41B (Area Commander, MSC)

41C (Sub-Area Commanders, MSC)

41D3A (Offices, MSC) (United Kingdom, Honoclulu, Pusan,
Alaska, Seattle, Long Beach,; Norfolk and Port
Canaveral, only)

42A (Fleet Air Commands)

42B1 (Functional Wing Commander LANT) (less
COMSEABASEDASWWINGSLANT)

42B2 {F Functional wiug Commander PAC) (1ess
COMLATWINGPACISAT)

42D (Fleet Aviation Spe01allzed Operational Training
Group)

42P1 (Patrol Wing and Squadron LANT (VP) (VPU))
(PATWING 5, 11, only)

42P2 (Patrol wing and Squadron PAC (VP) (VPU))
(PATWING 1, 2, 10, PATWINGSPAC DET ADAK, PATWING

ONE DET Agana, Cubi Pcint, Xadena, Misawa, only)
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Distribution (Continued)
SNDL PART 2 {(Naval Shore Activities) (iess A, B, C40, C43B,
E3A (NRL),FAl0, FR3s (Adak, AK), FR32, FF38, FJ
FKP1G, FKR1A, FKR4A, FT31, and V)
D1D (Office of Civilian Personnel Management) (25)
E3A (Laboratory ONR) (NRL, only) (8)
FAlO (Submarine Base LANT) (4)
FF38 (Naval Academy) (4)
FJC1 (Civilian Personnel Center) (3)
FKP1G {Naval Ship Weapocn Systems Engineering Statiocn)
FKR1A (Air Station NAVAIRSYSCOM) (6)
FKR4A (Missile Test Center) (6)
FT31 (Training Center) (7)
MARCORPS L27 (200)
Copy to:
SNDL BS {(U.S. Coast Guard) {(COMDT COGARD, cnly)
B7 (Inter-Service Civilian Personnel Support
Activities) .
FL1 (Naval Data Automation Command) (Code-813,
only) (20)
50A (Unified and Specified Commands) (USCINCPAC and
USCINCLANT, only)
S/HCPO ({3)
NPPSQ/NDW
Stocked:
CO, NAVPUBFORMCEN
5801 Tabor Avenue o
Philadelphia, PA 19120-5055 (500 copies;
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