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COMSCINST 12330.3A

N1


21 April 2003

COMSC INSTRUCTION 12330.3A

Subj:
REQUIREMENTS AND PROCEDURES FOR MASTER AND CHIEF 
ENGINEER PROMOTION BOARD

Ref:
(a)
CMPI 330



(b)
SECNAVINST 5212.5D

1.
Purpose.  To establish policy and provide guidance for the program governing promotions to Master and Chief Engineer positions in the Military Sealift Command (MSC).  This instruction is a complete revision and should be read in its entirety.

2.
Cancellation.  COMSCINST 12330.3.

3.
Policy.  It is Commander, Military Sealift Command’s (COMSC) policy to provide opportunity for progressive development and advancement of civilian marine personnel, in accordance with reference (a).


a.
Masters and Chief Engineers hold key leadership positions aboard MSC ships.  They must exemplify the highest standards of leadership, professionalism and personal integrity.  Mariners selected for these positions will have demonstrated that they are fully capable of meeting demands of assignment and willing to accept the increased responsibility and accountability associated with such positions.  They are responsible for maintaining MSC ships at the highest state of operational readiness, smartness and material condition.  Their vital role in accomplishing MSC’s mission cannot be overemphasized.


b.
COMSC is an equal opportunity employer.  All applicants meeting minimum qualifications will receive consideration without regard to race, color, gender, sexual orientation, religion, national origin, age, disability, lawful political affiliation, marital status, union membership or any other personal condition not related to the candidate’s ability to perform all duties and responsibilities.

4.
Master/Chief Engineer Promotion Board.  The board convenes at COMSC Headquarters or the Afloat Personnel Management Center (APMC) at a time that best meets the anticipated afloat manpower requirements.

5.
Composition.  The board will consist of the following members:


a.
President  -  MSC Headquarters Chief of Staff, N01, N03 an 0-6 designee, or GS-15 equivalent


b.
Naval Fleet Auxiliary Force (NFAF) Program Manager (PM1) or Deputy NFAF (PM1X)


c.
Engineering Director (N7), Engineering Deputy Director  (N7X), or N7 rep of GS-15 equivalent


d.
COMSCLANT, NFAF East Project Officer or MSCLANT CSO (CAPT or GS‑15 equivalent)


e.
COMSCPAC, NFAF West Project Officer, or MSCPAC CSO (CAPT or GS‑15 equivalent)


f.
2 Masters (1 East Coast, 1 West Coast)


g.
2 Chief Engineers (1 East Coast, 1 West Coast)


h.
Board President and members will be on a rotational basis; no individual member may participate on two consecutive boards.


i.
Staff members of the APMC will provide all administrative support.  COMSC (N1) staff members may assist staff members of the APMC with administrative support.  


j.
Board Observers



(1)
A management observer may be allowed only in the rarest of circumstances e.g., observer is prospective NFAF East Project Officer.  Prior written approval of the board President and COMSC are required by any management observer and will become a permanent part of the file.  



(2)
An Equal Employment Opportunity observer may attend the Board proceedings.



(3)
An observer cannot participate in board proceedings.

6.
Minimum Eligibility Requirements.  To meet minimum eligibility requirements, each applicant must:


a.
Possess a current, valid, unlimited U. S. Coast Guard License for Master, Ocean Steam and Motor Vessels or Chief Engineer, Steam Vessels or Chief Engineer, Motor Vessels, and required certifications;


b.
Have permanent status with MSC;


c.
Have sailed with MSC for at least 1 year as First Officer (for position of Master) or First Assistant Engineer (for position of Chief Engineer) and be a permanent First Officer or First Assistant Engineer.

7.
Applicant Review.  Board members will:


a.
Rate qualified applicants using a crediting plan.  Masters will only rate Master applicants and Chief Engineers will only rate Chief Engineer candidates.


b.
Prepare, and include in the record, one signed evaluation for the record and sign one evaluation document for each qualified candidate.


c.
Prepare, and include in the record, a rating matrix with composite ratings.


d.
Review ratings to determine clear break point for the first cut off.  Those candidates at and above the break point will be considered for further review for permanent and/or temporary promotion.


e.
Prepare brief, narrative justification signed by all Board members for all candidates recommended for promotion.

8.
Responsibilities
a. The Commander, Military Sealift Command is responsible for:

(1)
Issuing the precept letter directing the convening of a Board.



(2)
Selecting First Officers and First Assistant Engineers for permanent/temporary promotion.


b.
The APMC is responsible for:



(1)
Scheduling and announcing board.  Announcements will be opened for a minimum of 45 days, and specify eligibility requirements, application procedures and other pertinent information about the positions.



(2)
Assisting COMSC in the preparation of the precept letter.



(3)
Developing written procedures and specifically include those documents to be retained.



(4)
Devising a crediting plan/evaluation instrument, using the job analysis process.



(5)
Providing advice and administrative assistance for the entire board process.



(6)
Ensuring promotion boards records are established, maintained, protected and submitted to the Board and used by the Board properly and appropriately.



(7)
Analyzing mission requirements, ship activation/deactivation and manning requirements information to determine manning level requirements and number of selections required to meet authorized (and project 1 year out) manning levels plus pipeline authorization in coordination with COMSC N1.



(8)
Certifying that all candidates forwarded for consideration meet the minimum eligibility requirements (paragraphs 6a, b and c) as of the closing date of the board announcement.



(9)
Coordinating, compiling and providing applicant information packets.



(10)
Appointing Fleet Masters and Chief Engineers as board members.



(11)
Retaining records, to include at a minimum those prepared in paragraph 7 and those in accordance with provisions of reference (b) following the conclusion of the board.  Working documents identified in the written procedure will not be maintained.



(12)
Preparing letter and qualifications documents for the Board President to use in briefing COMSC of board selection recommendations.



(13)
Providing notification of selection decisions and preparing personal letters notifying selectees.


c.
The applicant is responsible for:



(1)
Participating in the merit promotion process and compiling the application package, as appropriate.  It is the personal responsibility of the applicant to submit at a minimum those requirements found in the announcement.



(2)
Ensuring training, licenses/certification, evaluations, etc. are current.



(3)
Ensuring that personal information is up to date, including address, phone number, email address, etc.

9.
Exceptions.  In emergency situations when operational necessity dictates, COMSC’s (or designee) approval may be requested for additional promotions (temporary basis only) of candidates that have not been selected through board procedures.  Requests will be considered on a case-by-case basis, will be in writing, and must contain specific information to include:  name and qualifications of individual requested for temporary promotion along with full justification for request (i.e., reasons why current and projected board certified eligibles cannot accommodate requirements); number of Masters/Chief Engineers on the employment rolls, whether sailing temporary or permanent, and current assignment; identification of ships currently operated.  In these instances, COMSC’s (or designee) approval must be obtained prior to effecting the temporary promotion.
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