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1 Oct 2012

BASE ORDER l710.55A

From: Commanding Officer, Marine Corps Base Hawaii
To: Distribution List

Subj: HOUSEHOLD EMPLOYEES

End: (1) Household Employee Requirements Checklist
(2) Hold Harmless Agreement for Household Employee
(3) Statement of Understanding for Household Employee
(4) Sample Administration Action Form Request
(5) Sample of Form SS—4

1. Situation. To establish procedures for families, living aboard Marine
Corps Base (MCB) Hawaii, requesting permission for an individual to provide
household services for their family in their base quarters either in Hana
Like or privatized housing. This individual is hereafter referred to as a
household employee.

2. Cancellation. Base Order 1710.55.

3. Mission. Many military families require household services which are
best met by an individual providing this service in their quarters, either as
a nanny, cook, nurse, caretaker or similar household employee. These
employees provide services either on a live—in basis or a daily basis, using
base quarters as their worksite. Shift work and dual and single military
families often need household services that cannot be provided by existing
MCB Hawaii services. Families seeking the services of a household employee
are solely responsible for the selection of an appropriate employee. This
Order establishes the procedures for requesting permission to employ a
household worker to live or work in base quarters and establishes minimum
standards for individuals providing services as a household employee.

4. Execution

a. Commander’s Intent. Household employees are defined as nannies,
health aides, private nurses, cooks, maids, caretakers and those providing
similar domestic services. Household employees work in or around the
employer’s home and utilize the tools, appliances or facilities of their
employer. Their services are not available to the general public in an
independent business. Individuals defined as household employees and covered
by this Order may be related or unrelated to the employer receiving domestic
services.

(1) Household employees may provide domestic services while residing
in the base quarters or while coming to the base quarters on a regular basis
to provide domestic services. Employees who work more than 12 hours per week
on a reoccurring basis or are paid more than $1,100 per year in cash wages
are deemed “household employees.” They and their employers are subject to
the provisions of this Order.
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(2) Household employees are not certified Family Child Care Providers
as defined and regulated by MCD l7lO.30C. Household employees may not be
certified as Family Child Care Providers and may not provide child care for
children outside the family unit of their employer.

b. Concept of Operations

(1) Requirements of Household Employee

(a) Verification that the employee is at least lB years of age.

(b) Valid driver’s license or State/Federal identification card.

(c) Clearance from the National Crime Information Center. This
clearance can be obtained from the Provost Marshal Office, Criminal
Investigative Division.

(d) Verification that the employee is either a U.S. citizen or
the dependent of an active duty service member.

(e) Resume or letter of introduction which details the employee’s
experience and related training.

(I) Three written references relevant to the employee’s character
and ability to provide the domestic services for which they will be employed.
References may not be from the requesting employer.

(g) Annual tuberculosis clearance.

(h) Verification that social security and Medicare taxes are
being properly withheld and paid by the employer.

(i) If child care services are part of the employee’s services:

±• Current CPR certificate.

2. Current First Aid certification.

3. Evidence of current immunizations including measles,
mumps and rubella.

4. Completion of Child Abuse Prevention class or modules
within the first two months of providing child care services.

(2) Application Requirements

(a) All household employee requirements listed above. A
checklist for all requirements is provided by enclosure (1)

(b) A release from liability statement signed by the requesting
family which relieves the Department of the Navy (DON), MCB Hawaii and its
officers of liability for any injury or damage caused by the negligence or
intentional torts of the household employee, provided by enclosure (2)

(c) A statement of understanding which indicates the household
employee works solely for their employer and not the DON, MCB Hawaii or
United States Marine Corps, provided by enclosure (3)
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(d) An Administrative Action (AA) form requesting permission for
the employee to reside or work in base quarters (see enclosure (4)). For
family members, the AA form must identify the relationships involved in the
request.

(e) A copy of the contract between the employee and their
employer certifying that the employer and employee will comply with all
applicable State and Federal tax regulations pertaining to employment,
including income tax withholding, social security and Medicare taxes.

(f) Copy of Form SS—4, Application of Employer Identification
Number (see enclosure (5) ) To access the most current Form SS-4, download
from this website: www.irs.gov/formspubs/article/0,,id=239459,00.html

(g) Proof that the employer maintains personal liability
insurance or renters’ protection insurance with a minimum coverage of
$100,000 per occurrence.

(h) Immediate family members may request a waiver from the
requirements of paragraphs 4b(l) (e) through (i) and paragraphs 4b(2) (d) and
(e) . Immediate family members are defined as husband, wife, mother, father,
brother, sister or child. Also a person who is “in loco parentis” (someone
who stood in the place of a parent for a number of years prior to joining the
military and was responsible for you both financially and emotionally) is
considered an immediate family member. Even if all or some of the identified
requirements are waived, the family member should be in good health and able
to perform the requested household duties satisfactorily.

5. Administration and Logistics

a. Marine Corps Community Services, Family Care Branch

(1) Distribute the household employee requirements to requesting
families.

(2) Provide Child Abuse Prevention training within the first two
months if child care services are being offered.

(3) Keep a list of approved household employees who provide child
care services.

(4) As requested and as space permits, include approved household
employees providing child care in child development training.

b. Housing Office

(1) Distribute the household employee requirements to requesting
families.

(2) Receive the application and verify that all application
requirements have been met.

(3) Receive and process the AA form requesting permission for
household employees to reside or work in base quarters.
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(4) Maintain a list of approved household employees and notify the
requesting family when annual renewal is necessary. Submit a list of
household employees who provide child care to the Marine Corps Community
Services, Family Care Branch.

c. Requesting Family

(1) Complete all application requirements as detailed in this Order.

(2) Notify the Housing Office if the desire for a household employee
is no longer necessary or if the employment has been terminated.

(3) Initiate an annual renewal of the approval for a household
employee with the Housing Office per current policy and regulations.

a. Endorsements. Endorsements for household employees are through the
requester’s chain of command and must contain the following:

(1) Statement that supporting documentation has been reviewed and is
complete and accurate.

(2) Statement that the commanding officer or designee has confirmed
that the request is based on a valid need for a household employee and is not
otherwise considered as compensation for the benefit or convenience of the
employee.

6. Command and Signal

a. Command. This Order is applicable to MCB Hawaii, tenant commands and
base personnel.

b. Signal. This Order is effective the date signed.

BRIAN ANNICHIARICO

DISTRIBUTION: A
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HOUSEHOLD EMPLOYEE REQUIREMENTS CHECKLIST

If you are requesting permission to employ a household employee to live or
work in base quarters, please use this checklist as a guide for completing
all necessary requirements of Base Order 17l0.55A, Household Employees. If
you are reguesting a waiver for any reguirement because the household
employee meets the definition of a family member, please complete the waiver
request at the end of this checklist. All documents and/or proofs should be
submitted to the Ease Housing Office.

1. Verification that the employee is at least 18 years old.

2. Copy of a valid driver’s license or State/Federal identification
card. #1 and #2 may be the same document.

3. National Crime Information Center clearance. To obtain this
clearance, bring the name, social security number and date of birth of the
household employee to the Criminal Investigation Division, building 1395,
during normal military work hours.

4. Verification the employee is either a U.S. citizen or an alien who
can legally work in the United States. Possible documents are passport,
birth certificate or applicable alien work approval.

5. Resume or letter of introduction which details the individual’s
experience and related training. You may request a waiver for this
requirement if the individual meets the definition of a family member in Base
Order 1710.55A.

6. Three written references relevant to the employee’s character and
ability to provide the domestic services for which they will be employed.
References may not be from the requesting employer. You may request a waiver
for this requirement if the individual meets the definition of a family
member in Base Order l710.SSA.

7. Annual tuberculosis clearance. Available from any health care
facility. You may request a waiver for this requirement if the individual
meets the definition of a family member in Base Order 1710.55A.

8. Verification that social security and Medicare taxes are being
properly withheld and paid by the employer. Copy of Internal Revenue
Service Form SS—4, Application for Employer Identification Number (EIN)
Form SS—4 should have a pre—assigned EIN per form instructions. A sample
Form SS—4 is contained in this Order as enclosure (5) . You may request a
waiver for this requirement if the individual meets the definition of a
family member in Base Order l7lO.55A.

9. If child care services are part of the employee’s services, the
following information is required:

(1) Current CPR certificate. CPR is valid for nne to two years
depending on the training source.

(2) Current first aid certification. First aid is valid from one to
three years depending on the training source.

Enclosure (1)
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(3) Evidence of current immunizations including measles, mumps and
rubella. You may request a waiver for this requirement if the individual
meets the definition of a family member in 80 1710.55A.

10. A release from liability statement signed by the requesting family
which relieves the Department of the Navy (DON), Marine Corps Base (MCB)
Hawaii and its officers of liability for any injury or damage caused by the
negligence or intentional torts of the household employee. A blank liability
form is contained in this Order as enclosure (2)

11. A statement of understanding, signed by the employee, which
indicates the household employee works solely for their employer and not the
DON, MOB Hawaii or United States Marine Corps. A blank statement of
understanding is contained in this Order as enclosure (3)

12. An Administrative Action (AA) form requesting permission for the
employee to reside in base quarters or work in base quarters. For family
members, the AA form must identify the relationships involved in the request.
A sample AA form is contained in this Order as enclosure (4)

13. A copy of the contract between the employee and their employer
certifying that the employer and employee will comply with all applicable
State and Federal tax regulations pertaining to employment, including income
tax withholding, social security and Medicare taxes.

14. Proof the employer maintains personal liability insurance or
renter’s protection insurance with a minimum coverage of $100,000 per
occurrence.

I am requesting a waiver from the following requirements because the
household employee meets the definition of a family member per Base Order
1710. 55A.

Name of Family Member: _____________________________________

Relationship:

Waiver requested for: (list by checklist number) ____________

Name of Sponsor:

Signature of Sponsor: ___________________________________ Date:

HOUSING OFFICE ONLY

Waiver approved for: ____________________________

Name of Housing Office Representative: ____________

Signature of Housing Office Representative: _____

Date:
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HOLD HARMLESS AGREEMENT FOR HOUSEHOLD EMPLOYEE

For and in consideration of permission granted by the United States Marine
Corps (USMC) to allow for the employment of a household employee in
government quarters aboard Marine Corps Base Hawaii, I,

(employer’s name/rank/branch of service/SSN), hereinafter referred to as
employer, agree to indemnify and reimburse the USMC for any and all damage
incident to or caused by the household employee however occurring. Employer
bears primary responsibility and agrees that reimbursement is to be provided
promptly, regardless of dispute among employer and/or third parties regarding
liability. Employer also agrees to indemnify and reimburse the USMC or other
appropriate government agency for any loss or claim for property damage,
injury or death, however arising, that the Federal government, its agencies
or personnel are required to provide to another person or entity arising as a
result of the employer’s employment of a household employee. Employer agrees
to reimburse the Federal government for attorney fees and associated expenses
associated with defending against any loss or claim, regardless of result.

Additionally, employer agrees to forever discharge and hold harmless the
Federal government, the USMC, and all of its officers and personnel,
employees, representatives and successors, and assigns from any and all
liability, including liability under the Federal Tort Claims Act, arising
pursuant to the employment of a household employee. Employer waives all
claims, demands, damages, actions and suits of any nature or legal basis
against the federal government, its agencies, and personnel for any injury
including death, property damage or loss that occur incident to the
employment of a household employee.

I have carefully read the foregoing. I understand this agreement operates to
release the federal government, its agencies and personnel from all liability
regarding the employment of a household employee and that I may be held
solely liable for any damages, injuries, or deaths caused by or occurring as
a result of the employment of

(employee’s name/address/SSN) I also understand this release requires me,
the employer, to indemnify and reimburse the federal government for any
claims brought against the federal government by anyone in connection with
the employment of said named employee.

Employer’s signature/date Witness signature/date

Enclosure (2)



BaseO 1710.55A

STATEMENT OF UNDERSTANDING FOR HOUSEHOLD EMPLOYEE

I,
(employee’s name/address/SSN), submit this statement of understanding
regarding my employment by

(employer’s name/rank/branch of service/address)

I understand I am not an employee of the Federal government, Department of
the Navy, or the United States Marine Corps.

I understand my employment is with ____________________________ (employer’s
name) only, and that my employer is responsible for complying with all
applicable State and Federal tax regulations, including income tax
withholding, social security, Medicare taxes, and worker’s compensation.

Employee’s signature/date Witness’ signature/date

Enclosure (3)
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SAMPLE OF ADMINISTRATION ACTION FORM REQUEST

ADMINISTRATIVE ACTION (5216)
NAVMC 10274 (REV. 3-93) (EF)
PreVious editions wS be uud
SN; O1O9-LF-05332oo UI!; PADS OF 100

I. Request permission for Ms. Jaae Smith, to reside with my family aboard MCD Hawaii at my quarters I I I I-A larence Road.

2. I plan to employ Ms. Smith as a nanny (as an example) for my children on a full-time basis, beginning I June2012.

3. My contact numbers are 257-1234 (work) or my cell phone (808) 345-6759.

FIRST ENDORSEMENT

- I have review-ed the supporting documentation and found it to be complete and aceunste.

2. I have validated the request is based on need for a live-in household employee and is not otherwise considered as compensation
for the benefit or convenience of the employee.

3. Recommend approval,

1 AC11ONNO Ta SSIWFILENO.

11101
3 DATE

4 FROM (Laredo. Name. SaN, MOS. GreG. Pars. 0.. ate.) $ ORGPJ4ZATION AND STATION (Coniptale address)

Unit ofservice member requesting household employee.
0 VIA (AS IcquireO)

Service members chain ofcommand.

7 8 NATUREOFACTIONI5IJBJECT

I Permission for household employee toreside in quarters.
Director, Family I-lousing Department

To: L 9. OOPVTO (Aarquked)

10 REPERENGEoRAtJfl4oRJnfrfapc4~baa) 11 ENCLO$URESffany)

BO Pit IOl.35B I. Household employee requirement checklist
2. Hold Agreement and Statement of Understanding

for household employee
3. Application for Employer identification Number

12. SUPPLEMENTAL INF0Rl~t4TtoN (Reduce to minimum wording. type name of orginator and dan Stses betas, text)

Signature ofrequestor

Signature of Consmaading officer or designee

13 PROCESSINGACT1ON. (complete precasslng action In Re-sn 12 avOn reverse. Endorse by rubber atsnipwheme pcadicabta)

pRivAcy ACT STAT~~~MENT
The PrivacyAct Statement forinfornssrion on thb farm Is conl&ncd on NAWC form 11000.
PsivacyAct Statement for Marine corps Personnel and Pay Records.

Resetporm

Adobe 8.0

Enclosure (4)
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SAMPLE OF FORM 55-4

SS-4 I Application for Employer identification Number
(Ass. Jarwasy soao~ (For use by employers, corporations, partnerships, trusts, estates, churches, Hgovernment agencies, Indian tribal entities, certain individuals, and others.)Oessvrarssi era Trasary
knave R,rissevec ~‘ See separate instructions for each line. b’ Keep a copy for your records.

.,.,1 Legal name of entity (or a-idtetduai) for whom the BiN is being requested

.~‘ 2 Trade name of business ft oifferent from reams on (no 1) 3 Executor, administrator, iruatee, ‘Care or’ rams

~
t 4a Maim0 address (roan,, api., suite no, end strrel, or P.O. boa) Ca Sweet address (if difforenti (Do not enter a P.O. box,)

C
& 4th City, s’,eto, arid Zip code (ii foreign, ace instructions) Sb Oily, state, and ZiP coda (ii iorc4gn, see instnjciioew~

0

~ S County and state vataro principal business is iocatcd
l~,

7a Nameofresponsibreparty lb SSN,iflti,orEluif

Ba Is this appacasen for a smiled iftbitycmnpassy (tic) for Sb liSa is ‘Yes,’ cnlcr thu number of
atoreigneqi~vstenif? D Yea C) No LLCn,embers . , . ,

Sc Ba is ‘Yes’ was the tiC organized in the united States? C) Yea C) No
Ba Wpe of entity (check ant1’ one box). Caution. teals ‘Yes,’ see the instructions for the correct box to check

C) Sofa proprietor (9514) C) Extale (SSN of dscedeet)
C) Partnership C) Plan adnsinlstrator cnl~
o Corporation (ester form number to be ~~tø ~_______________ C) Trust (tiN or grantor) ___________________

C) Personsi service corporation C) National Guard C) ssatenocat goererriacns
C) Cliuron or church-conlroilerj organization C) Farmers’ cooperative C) Federal goven’raentrnif fsry
o Other nonproft organization (specify) ~________________ 0 REMtC 0 laden tribal gowanmentrienteq,r(ses
C) Other (aoec(fsi ~ Grouo Exernoton Number (BEN) N anf~ I”

Sb if a corporation, flares the slate or foreign country Stale Foreign county
(If eppitcabte) v,tsere incorporated

ID Reason for applying (check only one box)
0 Banking purpose (specify purpose)~ _______________

C) Started new business (specify type) fr _______ C) Changed type of organization (specIfy new type) ~ ____________

C) Purchased going businesso i-tired enip(oyecs (Check the box arid coo tine 13.) C) Created a thaI (specify type)~ ______________________________

C) oompaarca cells IRS wieltolding reguiations C) Created a pension plan (specify type) ~ __________________o Oliver (specify) ~
11 Date business slatted or acquired (month, day, year). See insinections, ‘ 12 ClosIng month of accounting year

14 it you expect your employment tax itabalty to be Si .000
13 i’tghest numr.ber of employees eapected in the gmat 12 months (enter ‘0’ ii none), or less ins fuil calcndar year and want to Rio Form 944

eresuaty instead ot Forms 941 quancriy, check here,if no employees expected, skip ne 14. (Your enipioyment tax lability generally traIl be 55.000

or iesa if you expect to pay 54,000 or less in totalAgrto.fturri j Household Other sages.) if you do not check this box, you must tie

Form 941 foreveryquarter,
15 FIrst date wages or ar,asullles were paid (month, day, year). Nota. if applicant is a atlitholditeg agent, enter dale incorno will first be paid to

noruesident alien (month, day. year)
15 Check one beat test best describes the pnndpal actvity of yots business. C) Health care & social ssaislance 0 %%lioiesale’agantrbroker

C) (isns’nction C) nentsi & taasrg C) Transportaton & wareitcesalng C) Accomsnocaiion a food tsnice 0 Whomssala’ettner C) Rela)
C) Real estate C) Manufacturing C) Finance & insurance C) Other (specIfy)

IT Indicate principai tine of merchandise sold, specific construction work done, products produced, or senuices provided.

18 Has the applicant ensity shown on line I ever applied for and rcvccfyed an EiN? C) Yes C) No
if ‘Yes,’ write previous BiN hero I’

Oneness tax tense 55ff 4 yea vsre te sctaaisu tat eared laikeiril ta nceire fit entity’s tiN sad aravrr esmtavt sheet i*Ie resayestiaset Iris tars.

Third Denseness gauge D.eierewa ekifasqa anther tresses area estif
Party
Designee Address end ZiP code Onsgu,ss’s fax retrivar Istirde sea roast

trat,,r çrssltss at~ foam hat I as,, seminal iris syçreai.c’. (ads lie tel at Sr tms’,tsl5r sad batsi, its eve, crate, sal re~fitca fncea’i’a taiariraa ra,’rbe f’stfi sea corel

rlseandtafa)ypesasamtra ~

Aprresrt’s is, number (acksee errs coda)
Sgrstee t’ Data ‘

For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. cat. No. leossrf Feran 55-4 Rev 1.2010)

Ones tea IscC.0003

Enclosure (5)


