Negotiated Agreement

between

AFGE Local 2341
AFL-CIO

and

Office of Finance and Management
National Finance Center

New Orleans, Louisiana
May 25, 1993



16,
17.
18,
19.
20.

21.

Pupose and Preamble
Recognition of the Union,
Bargaining Unit, and
Definitions

Frecedernce of Law,

Requlations, & Past Practice

Employes Rights
Rights of Management
Union Rights

Union Dues Dechictions
(Appendix A)

Urnion Representatives &
Official Time

Use of Official Facilities

Labar-Management Cooperation

Mid-Term Consultation &
Negotiations

Grievance Procedures
Arbitration

Expedited Arbitration

Hours of Work (Appendix BEC)

Rest Periods
Cvertime wWork
Holidays

Leave

Perscnnel Records

Pesition Classification

Performance Appraisal System

Neards

ii

1g
23
26

3l

3l

33

36
42

23.

24.

25,

26,

27 .
28.
29.

S0,

J1.

3z.
3.

34,

35,
36,
37.
3B.

9.

L0,

41,

2.
Appendix A - Memorandum of Dues

Within-Grade Increase
Pay Schediles & Practices
Erployese Debts

Disciplinary & Adverse
Actions

Fraotions (Appendix D)
Detail of Employees
Nepotis=m

Ecqual En?lq!mﬂnt
Opportunity

Upward Mobility Program

Health and Safety

Employee Assistance
Program

NFC Drug Testing Program
Cress Code

Parking
Reduction in Force

Contracting=-Out of
Bargaining Unit work

Personmnel Rosssrh
& Demonstration Projects

Duration of Agresmernt
Distribution of Agreement

Withhelding (USDA-AFGE)

Apperdix B. - NFC Gliding
Flexitime Schedule

Appendix C - HFC Altermative
Work Schedule

52
25

58

62

70
71

74

75

75
76



FURPQSE

Management and the Union, which represents bargaining unit
employees, desire to enter into a Labor/Management Agreement
which will have for its purpose, among others, the
following:

- to promote fair and reasonable working conditions;

= to promote improved programs designed to aid employees
in achieving their acknowledged and recognized
objectives;

- to promote the highest degree of morale and
responsibility at the NFC:

- to adjust promptly all differences arising between them
related to matters covered by this Labor/Management
Agreement;

- to promote systematic employvee/management cooperation
between management and its employees; and

- to provide a safe and healthful weork environment.

Management and Union agree toc make every reascnable effort to
resclve all differences through the process of collective
bargaining as defined in PL 95-4%54, which arises between

them in connection with the adminlstratiﬂn of this

agreement.

PREAMBLE

Pursuant to the policy set forth in Chapter 71 of Title 5,
United States Code, as enacted by Congress in Public Law 95-#54
this Agreement is made and entered inte by and between the
National Finance Center, Cffice of Finance and Management, United
States Department of Agriculture, New Orleans, Louisiana,
hereinafter referred te as "Management", and Local 2341, American
Federation of Government Employees, AFL=CIO, New Orleans,
Louisiana, herein after referred to as the "Unien".

In consideration of the mutual covenants herein set forth,
the parties hereto intending to be bound hereby agree as fullnwu.
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WHEREAS, the public interest regquires the highest standards
of employee performance and the continued development and
implementation of modern and progressive work practices to
facilitate and improve employee performance and the
efficient accomplishment of the operations of the
Governmant, and

WHEREAS, the right of employees to organize, bargain
collectively, and participate through labor organizations of
their own choosing in decisions which affect them has been
found to safeguard the public interest, contribute to the
effective conduct of public business, and encourage the
amicable settlement of disputes between employees and

employers, and

WHERERS, the well-being of emnplovees and efficient
administration of the Government are benefited by providing
employeas with an opportunity to participate in the
formulation and implementation of personnel policies and
practices affecting the conditions of their employment, and

WHEREAS, the participation of employees should be improved
through the maintenance of constructive and cooperative
relationships between labor organizations and management
officials, and

WHEREAS, subject to law and the paramount requirements of
public service, effective labor-management relations within
the Federal Service require a clear statement of the

respective rights and cbligations of labor organizations and
aAgency management;

NOW, THEREFORE, the parties agree hereto as follows:
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ABTICLE 1
Recognition, Bargaining Unit Designation, and Definitions

Section 1 - Recognition

Under authority contained in the Civil Service Reform Act,
and in accordance with the Certification of Representative
issued September €, 1973, by the Area Administrator, LMSA,
New Orleans Area Office and the letter of recognition dated
September 11, 1973, from the Director, National Finance
Center to the President, AFGE Local 2341, AFL-CIO, the Union
is hereby recognized as the exclusive representative of all
employees in the bargaining unit as described in section 2
below.

The Union is entitled to act for and negotiate collective
bargaining agreements covering all employees in the
bargaining unit and to represent the interests of these
employees with respect to grievances, personnel policies,
practices, procedures, and other matters affecting their
general conditions of employment, subject to the express
limitations set forth herein. The Union is responsible for
representing the interests of all employees in the
bargaining unit without discrimination and without regard to
labor organization membership.

Section 2 - Bargaining Unit Designatien
The agreement is applicable to:

A. Included: all non-professional employees of the
National Finance Center, U.S. Department of Agriculture
in New Orleans, Louisiana, including full-time and
intermittent employees, temporary full-time and
permanent part-time employees, and employees serving
under either career, career-conditional, or excepted
appointments.

B. Excluded: all professicnal employees, supervisors,
management officials, confidential employees, employees
engaged in personnel work in other than a purely
clerical capacity, employees serving under temporary
appointments for less than 90 days, stay-in-school
employees, and summer aids.

cC. Upon majority vote, all professional employees may be
included in the bargaining unit as provided in the
Civil Service Reform Act.



Section 3 = Definitions

F.

Act = Title VII, Public lLaw 95-454, the Civil Service
Reform Act of 197B.

Adency - The United States Department of Agriculture.

- the collective bargaining agreement as
defined in 5 USC 7103(a) (8).

Conditions of Emplovment - personnel policies,
practices, and matters, whether established by rule,
regulation, or otherwise, affecting working conditions,
except that this does not include policies, practices,
and matters relating to political activities prohibited
under sub-chapter III of chapter 73 of title 5, United
States Code, relating to the classification of any
position, or to the extent that such matters are
epecifically provided for by Federal statute.

Confidential Emplovee - an employee who acts in a
confidential capacity with respect to an individual who
formulates or effectuates management policies in the
field of labor-management relations.

Consultation - any dialogue, either written or oral,
between Management and the Union, when the parties
attempt to explore and mutually accommodate each
other’s needs without formally negotiating or entering
into collective bargaining agreements. Consultation,
unlike negotiation, is not intended to arrive at a
joint decision making or mutually acceptable compromise
between the Union and Management.

Department - the United States Department of
Agriculture.

Emplovee - an individual who is a member of the
bargaining unit or whose employment in the agency has
ceased because of any unfair labor practice under 5 USC
7116, who has not obtained any other regular and
substantially eguivalent employment, as determined
under regulations prescribed by the Federal Labor
Relations Authority.

impagse - the inability of Management and the Union to
arrive at a mutually agreeable position concerning
negotiable matters, through the negotiating process.



J. Mapagement - the director, division directors,
supervisors, management officials, and other
representatives of Management at the National Finance
Center (NFC), Office of Finance and Management, USDA,
Hew Orleans, Louisiana, who have authority to act on
any matter relating to labor-management relations. The
term management official is used as defined in 5 USC
7103 (a) (11) .

E. Hegotiation - the process by which the Union and
Management collectively bargain in good faith with the
cbjective of reaching mutual agreement regarding an
issue or subject of personnel policy, practice, or
working condition. The parties understand and agree
that negotiation has the same meaning and carries the
eame mutual obligation as the phrase collective
bargaining in 5 USC 7103(a) (12).

L. Supervisor - an individual employed by an agency having
autheority in the interest of the agency to hire,

direct, assign, promote, reward, transfer, furlough,
layoff, recall, suspend, discipline, or remove
employeas, to adjust their grievances, or to
effectively recommend such actions, if the exercise of
the authority is not merely routine or clerical in
nature but requires the consistent exercise of
independent judgement.

M. Union - Local 2341, the American Federation of
Government Employees, AFL-CIO.

Section 4

The parties to this agreement are the National Finance
Center, Office of Finance and Management, U.S5. Department of
Agriculture, New Orleans, Louisiana, and Local 2341,
American Federation of Government Employees, AFL-CIO.

Section 5

The primary responsibility and authority for negotiating and
nﬂ?inistaring this agreement rests with Management and the
Union.

Section €
The parties agree that the terms and conditions of this

nqizlnnnt only apply to positions within the bargaining
un &



ARTICLE 2

Precedence of Laws, Regulations, and Past Practices
Bection 1

In the administration of all matters covered by this
agreement, Management, the Union, and bargaining unit
enployees are governed by existing or future laws and
regulations of appropriate authorities, including policies
set forth in the Federal Personnel Manual; by published
Agency policies and regulations in existence at the time the
agreement was approved; and by subsequently published Agency
policies and regulations required by law, or by the
regulations of appropriate authorities, or authorized by the
terms of a controlling agreement at the Agency or NFC level.

Section 2

Where any NFC regulation or any Agency regulation written
specifically and solely for the NFC conflicts with this
agreement and/or supplemental agreement, this agreement
shall govern. '

Eection 3

HManagement agrees to continue all existing practices which
affect the general working conditions of employees and which
are not in conflict with this agreement.

Article 3
Employee Rights
Section 1

Each employee shall have the right to form, join, or assist
any labor organization, or to refrain from any such
activity, freely and without fear of penalty or reprisal,
and each employee shall be protected in the exercise of such
right. Except as otherwise provided under the Civil Service
Reform Act, such right includes the right: -

A. to act for a labor organization in the capacity of a
representative and the right, in that capacity, to
present the views of the labor organization to heads of
agencies and other officials of the executive branch of
the government, the Congress, or other appropriate
authorities, and



B. to engage in collective bargaining with respect to
conditions of employment through representatives chosen
by employees under the Act.

Section 2

Employees have a right to expect that no interference,
rastraint, coercion, or diserimination shall be practiced
within the unit by Management te encourage or discourage
membership in any lawful labor organization. Employees have
a right to expect that no interference, restraint, coercion,
or discrimination shall be practiced by the Union should the
enployee refrain from joining any lawful labor organizaticn.

Section 3

All employees are entitled to assistance and representation
by the Union without regard to labor organization
membership.

Section 4

Kothing in the agreement will require an employee to become
or remain a member of a labor organization or to pay money
to the organization except pursuant toe a voluntary written
authorization by a member for payment of dues through
Payroll deductions.

Section 5

Each employee shall have the right to examine his/her
official Personnel Folder (0OPF). The OBF shall not be
removed from the Personnel Office.

ARTICLE 4
Authority and Rights of Management
Section 1

Subject to Section 2 below, Management retains the right:

A. to determine the mission, budget, organization, number
of employees, and internal security practices of the
NFC:; and

E. in accordance with applicable laws:

1. to hire, assign, direct, layoff, and retain
erployees; ‘or to suspend, remove, reduce in grade
or pay, or take other disciplinary action against
enployees;



2. to eseign work, to make determinations with
respect to contracting out, and to determine the
personnel by which the NFC's operations shall be
conducted;

3. with respect to filling positions, to make
selections for appointments from -

a. among properly ranked and certified
candidate=s for promotion, or

b. any other appropriate source; and

4. to take whatever actions may be necessary to carry
out the mission of the NFC during emergencies.

Section 2

Nothing in this article shall preclude Management and the
Union from negotiating;

s at the election of Management, on the numbers, types,
and grades of employees or positions assigned to any
crganizational subdivision, work project, or tour of
duty; or on the technology, methods, and means of
performing work.

E. procedures which Management will observe in exercising
any authority under this article; or

C. appropriate arrangements for employees adversely
affected by the exerclise of any authority under this
article by Management.

ARTICLE 5
nion Rights
Section 1

The Union is entitled to act for and negotiate collective
bargaining agreements covering all employees in the
bargaining unit and to represent the interests of these
employees with respect to grievances, personnel policies,
practices, procedures, and other matters affecting their
general conditions of employment.

Section 2
The Union shall participate in emplovee grievances to the

axtent delineated in this agreement and applicable laws,
directives, and regulations.



Section 3

A. The Union shall be given the opportunity to be
represented at:

1. any formal discussion between one or more
representatives of Management and one or more
exployees in the bargaining unit or their
reprasentatives concerning any grievance or any
personnel policy or practices or other general
conditions of employment; or

2. any examination of an employee in the unit by a
representative of the Agency in connection with an
investigation if:

a. the employee reasconably believes that the
examination may result in disciplinary action
against the employee; and

b. the empleoyee reguests representation.

B. Management will annually inform all empleyees of their
rights under this section.

ARTICLE 6

Dues Deductions

Section 1

The allotment of dues to the Union through payroll with-

holding is hereby authorized for members of the bargaining
unit.

Dues deduction shall be effected in accordance with
procedures set forth in the Memorandum of Understanding
between the U.S. Department of Agriculture and the American
Federation of Government Employees. A copy of the current
Memorandum of Understanding is attached to this Agreement as
Appendix A.

Section 2

The Union and Management agree to abide by any changes in

the procedures governing dues deductions made at the
national level between AFGE and USDA.



ABTICLE 7

Union Representative and Official Time

Bection

A.

1

Section 2

Management agrees to acknowledge AFGE national and
local officers, Union representatives, and other duly
authorized AFGE representatives designated by the
Union.

The Uniecn agrees to furnish Management with a list of
the employees designated to serve as officers and
represantatives of the Union and their telephone
extensionse. The Union agrees to keep the list current.

For the purpose of this agreement, a Union
"representative”, unless otherwvise designated, is meant
to include all officers and cother duly authorized
representatives of AFGE Local 2341, AFL-CIO.

Management will not impose any restraint, interference,
coercion, or discrimination against any employee in the
exercise of his/her right to designate a Union
representative for the purpose of representing to
Management any matter of concern over the
interpretation or application of this agreement.

Management will not restrain, interfere with, coerce,
or discriminate against representatives of the Union in
the responsible exercise of their duties as representa-
tives for the purpose of collective bargaining,
handling grievances and appeals, furthering effective
labor/management relationships, or acting in accordance
with applicable regulations and agreements in behalf of
employees within the bargaining unit.

The Union shall be given the opportunity to be represented
by a Union representative as designated in Section 1, above,

at:
A.

any formal discussion between one or more representa-
tives of Management and one or more employees in the
bargaining unit or their representative(s) concerning
any grievance or any personnel policy or practice or
other general condition of employment; or

any examination of an employee in the bargaining unit
by a representative of Management in connection with an
investigation if:



Section 3

1. the employee reasonably believes that the
examination may result in disciplinary action
against the employee; and

2. the employee reguests representation.

The parties recognize that the utilization of official
time by employee representatives in the conduct of
labor/management business should contribute to the
effective and efficient conduct of public business by
facilitating and encouraging the amicable settlement of
disputes between employees and their supervisors
involving conditions of employment.

Union officers and other Union representatives will be
granted official time, at a time of day to be scheduled
at least one pay period in advance through consultation
with their supervisors, as follows:

1. Unien President - 50%
2. Union Vice President - 30%
3. Union Chief Steward - 20%
4. Secretary - Treasury - 15%
5. Other Union Representatives - 10%

Allotment and Accrual of Official Time.

1. Official time shall be allotted on a pay period
basis and shall not accrue from pay peried to pay
period.

2. The time allotments will be effective at the
beginning of the pay pericd after the effective
date of this agreement, and shall continue with
each pay period until the agreement expires or is
declared null and void by appropriate authority.

Transferals of official Time

1. In case of the absence of the Union President, the
Vice-President would normally take over the duties
of the President and would cperate under the Unien
President’s official time allotment.



2. In the absence of the Chief Steward, the Union
will notify the Labor Relations Specialist as to
the Steward who would replace the Chief Steward
and assume his/her duties and responsibilities
under the time allotment of the Chief Steward.

3. In the absence of a Steward, the Union will notify
the Labor Relations Specialist of the Alternate
Steward who will replace the absent Steward and
assume his/her duties and responsibilities under
the time allotment of the absent Steward.

Additional Time

In the event a Union officer, steward, or other
representative exhausts the official time allotted to
him/her, the Union president may send a written request
to the Director or his/her designated representative,
requesting additional official time for that pay
periocd. Upon the showing of just cause for the
request, and consistent with the workload of the
officer/steward/representative, the time will be’
granted.

Union representatives and affected employees may be
permitted cfficial time to include but not be limited
to the following activities as appropriate:

1. to confer with an affected employee with respect
to any matter for which remedial relief may be
sought pursuant to the terms of this agreement:

2. to prepare and present grievances;

3. tc appear as a witness on a grievance,
arbitration, or statutory proceedings;

4. to prepare a reply to a notice of proposed
disciplinary action, adverse action, or
unacceptable performance action;

8. to assist an employee in preparing and processing
FECA claim forms and agency directed fitness for
duty examinations;

6. to prepare for and attend meetings scheduled by
management;

7. to prepare responses to management initiated
correspondence; and

8. to be present as an observer in an adverse action

proceeding or grievance adjustment where the Union
is not the employee’s representative.
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Bection 4

A.

One union representative will be allowed to prepare for
and present reconsideration replies in connection with
the denial of a step increase for which the Union is
the designated representative.

Unicon representatives who are authorized to attend
committee meetings by the terms of this agreement
(e.g., EED Committee meetings, Labor/Management
Cooperation Committee meetings, etec.) shall be
authorized official time to the extent the
representative would otherwise be in a duty status.

Excused absence for Union sponsored training.

1. For each calendar yvear during the duration of this
agreement, two hundred and fifty-five (255) hours
of excused absence will be granted to designated
Union representatives.

2. The parties agree that labor/management training
is of mutual benefit when it covers appropriate
areas (e.g., contract administration, grievance
handling, and information relating to federal
perscnnel/labor relations, laws, regulations, and
procedures). Training which relates to internal
Union business will not be conducted or attended
on official time.

3. Requests for excused absence for training must be
submitted in writing to the Personnel Officer by
the Union President or designee with the following
infermation:

a. Hame of each officer/steward attending
training;

b. Amount of bank time requested for each
officer/steward attending;

c. Training agenda/subject matter.

4. When the Union requests bank time for training,
Management will consider the request in terms of
the public interest and effective conduct of the
public business.

Denials will be provided in writing teo the
Fresident.
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5. Management will provide a written guarterly
statement on hours used for training purposes to
the Union President.

6. In the event the Union desires training time in
excess of the bank time for a given year, the
Union may submit a written request to the
Personnel Officer to use training hours for the
next year’s alleocation in advanca. Management
will consider the reguest in terms of the public
business.

The Union’s regquest will not be arbitrarily denied by
Management. Denials, with reasens, will be provided in
writing to the President.

E. Management will not be obligated to pay per diem,
travel, or any other expenses of employees while they
are traveling to and from or attending Union sponsored
training.

Section 5

An employee recommended by the local labor organization to
gerve as a labor member of the local Federal Wage Survey
Committee will be considered in a duty status while on the
survey.

Section 6

The Unieon Safety Representative designated by the Union will
be considered in a duty status while making safety
inspections and/or coordinating educational and other safety
and health activities with the NFC Safety Officer. The
Union Safety Representative’s time will not be charged
against his/her cap of official time even though the Union
EnfEt?ﬂHEprEEentative may alsoc hold the position of Union
Steward.

Article 8

Use of O0fficial Facilities

Sectiecn 1
Upen reascnable request, Management will provide adeguate
facilities for official meetings of Local 2341 during

non-duty hours of the employees inveolved. The Union agrees
to comply with all security regulations.
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Section 2

A private office which can be secured, with partitions, and
which will accommodate one (1) desk, one (1) table, four (4)
chairs, two (2) filing cabinets, one (1) telephone, and hold
other essential office supplies will be provided on the
premises for counseling employees and conducting efficial
Union business.

The parties agree that when sufficient space becomes
available to the Agency beyond that designated for specific
Agency needs, the Union will be granted additional space.

Section 3

Management will also provide the Union:

Section 4

The Union

Eection 5

A.

A

access to FTS and government telephones for local
calls only.

gquarterly, a list of names, grades, and steps, and
organizational locations of all employees.

may:

Distribute literature to employees in the non-work
areas, including the cafeteria and snack areas,
during the employees and Union representatives
non-work hours. Insofar as this provision is
gu:cirnid, meal times are not considered time on
u ?’i

With prior approval of the NFC Director or his/her
designea, send materials and/or literature that is
factual and in good taste to employees through the
NFC mail room. Such materials and/or literature
will be submitted to the NFC Personnel Officer for
review to determine that it meets the standards of
this section, and the approval or disapproval
shall be timely and in writing.

Four (4) bulletin boards will be designated as AFGE's
Bulletin Boards in Building 350. These bulletin boards will
not be moved from their current locations without consulting
with the Union.
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Management will designate one bulletin board as AFGE's
Bulletin Board in the TANO Building. This bulletin board
will not be moved from its current location without
consulting with the Union.

Section 6

Government Employee Relations Reports, Agency
regulations, and the FPM will be made available as feasible

for reference by Union representatives during normal office
hours of the Personnel Office.

Section 7

The Agency will publish the telephone number of the Union in its
telephone directory.

ARTICLE 9
Labor-Management Cooperation

Section 1

A. Management and the Union agree to establish a Labor-
Management Cooperation Committee.

1. The committee will be composed of three (3)
members designated by the Director of the NFC and
an egqual number of members designated by the
Fresident of the Union.

2. The committee will establish its own internal
operating procedures.

3. The purpose of the committee will be to exchange
information regarding current work problems, to
informally discuss possible changes in personnel
policies and regulations, and to consult as may
appear desirable on matters affecting working
conditions of employees.

4. Official time to attend committee meetings in
accordance with Article 7 will be allowed to
representatives of the Union during the time the
enployees otherwise would be in a duty status.

B. The committee will meet at least every other month and

at such other times as may be mutually agreed to by the
parties.
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A. Agenda items for each meeting will be submitted by each
party to the other party at least five (5) workdays in
advance of the meeting.

B. Agenda items will be taken up by the committee in the
order in which they were submitted by alternating
between items submitted by the two parties.

c. It is agreed by both parties that individual grievance
matters will not be taken up or discussed at committee
meatings.

D. An informal record of the meetings shall be kept by
Management.

E. The committee may submit recommendations in writing to
the Director of the NFC and the Union President.

ARTICLE 10

Matters Appropriate for Negotiation During the Term of the
Agreement

Section 1

The parties agree to the following as the means which
changes in conditions of employment will be negotiated
during the life of this agreement.

Section 2

A.

Established personnel procedures, practices, and
working conditions not covered by this agreement will
continue in effect and not be changed by Management,
except as provided below.

1. Before changing an existing or issuing a new
personnel procedure, Management will provide its
proposal (s) to the Union President in writing at
least ten (10) workdays prier to its anticipated
implementation.

2. If the Union wishes to negotiate on the
proposal (s), it will submit its counter
proposal (8) within eleven (1l) workdays. Within
five (5) workdays after Management receives the
counter proposal(s), the Union and Management will
meet to negotiate on the counter proposal(s).

15



B.

Section 3

A

If the Unicn does not submit counter proposals to
Management within the eleven (11) workdays
indicated in section 2A.2. above, Management will
be free to implement the proposal(s) as submitted
to the Union unless an extension is regquested.

One extension of five (5) workdays will be granted
upon timely reguest.

The parties agree that amendment(s) to this agreement
may be required due to changes in applicable laws,
rules, or regulations of appropriate authorities.

1.

The parties agree to meet within fifteen (15)
workdays of notification of or becoming aware of
such an event for the purpose of negotiating
language which will meet the requirements of such
laws, rules, or regulations of appropriate
authorities.

Any amendment(s) agreed to will be duly executed
by the parties and will become effective on the
date(s) as agreed to be appropriate under the
circumstances.

These ground rules establish the procedures that will
be used during any negotiations on changes during the
life of this agreement.

Verbatim records will not be kept, but negotiating team
membears may keep informal notes.

Negotiating teams:

1.

A chief negotiator will be named by each
negotiating team. Each chief negotiator or
designee will speak for his/her respective team.

Each chief negotiator will determine unilaterally
the individuals representing his/her team.
Substitutions for team members, including the
chief negotiator, may be made at any time.

The Union may use at any time the services of any
employee of the AFGE, AFL-CIO, as chief negotiater
or as a team member, or any appropriate designee
appointed by the Union.

16



H.

Collective bargaining will take place at a date, time,
and location within the NFC, as agreed upon by the two
chief negotiators. The Union will have access to a
private area for caucusing during the meeting, and will
alsc have access to an NFC copy machine for making
copies of negotiation documents,

Agenda:

1. Management will open the bargaining with a
discussion of the purpose of the proposal.

2. The Union will then describe any problems it may
have with the language or the concept embodied in
the proposal.

3. If more than one preposal is the cbject of the
bargaining session, the proposals will be taken up
one at a time in the segquence they were submitted,

The chief negotiator of each party will have the
authority to agree on a proposal, or on each article of
a proposal, as it is negotiated.

1. When agreement is reached on a paragraph or
section of a proposal, it will be put into
writing, initialed, and dated by each of the chief
negotiators to indicate agreement.

2. These tentatively agreed upon proposals or
articles will not be changed or modified except by
mutual agreement in writing of the chier
negotiators.

3. The effective date of the negotiated agreement on
a proposal will be as agreed upon, in writing, by
the parties or as required by law, rule, or
regulation.

4. The parties will not be bound by any negotiated
agreement on a propeosal until it has been approved
by any regquired higher level agency or
organization and has been declared effective.

A rest break or caucus may be called at any time by the
chief negotiator of either party without the consent of
the other party.

An employee representing the Union during a bargaining
session shall be authorized official time for such
purpose during the time the employee would otherwise be
in a regularly scheduled duty status.

17



Section 4

1. The number of employees for whom official time is
authorized shall not axceed the number of .
individuals representing Management.

2. The Union will notify Management which employee(s)
is/are on official time for the bargaining
session.

Upon reguest, Management will provide the Union with a
copy of the regulations that apply to the subject being
negotiated.

Hon-Negotiability

Issues alleged to be non-negotiable for reasons that
the proposal is contrary to law or regulation(s) of
appropriate authorities will be processed in accordance
with the Civil Service Reform Act.

Impasse Procedures

Proposale for which agreement cannct be reached will be
set aside, and after consideration of all proposals,
those items which have been deadlocked will be
discussed and reconsidered by the teams. If an
agreement is still not reached, the item will be
considered at impasse and either party may reguest the
services of the Federal Mediation and Conciliation
Service. If impasse settlement cannot be reached
through mediation, the matter may be referred to the
Federal Service Impasses Panel for resolution in
accordance with Title VII, Sub-Chapter II, Section 711%
of the Civil Service Reform Act.

Where the parties mutually agree to any change in the
agreement, they shall execute a joint document which will
amend an article(s) of the Agreement. The amendment shall
be approved and executed in the same manner as the original
agreement.

ARTICLE 11

Grisvance
Section 1

A

Procedures

The purpose of this article is to provide a mutually
acceptable method for the settlement of grievances.
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Section 2
h.

The initiation or presentation of grievances by
enmployees will not cause any reflection on their
standing with or loyalty to the Agency. Employees,
witnesses, and Union representatives who have
information about grievances will be assured freedom
from restraint, interference, coercion, discrimination,
intimidation, or reprisal in seeking resolution of
grievances. -

Bargaining unit employees and witnesses will be allowed
a reasonable amount of official time to discuss,
prepare for, and present grievances, including
attendance at meetings with Management officials.

Union representatives will be granted official time for
such representational activities as described and
authorized in Article 7, Union Representatives and
Official Time.

The term "grievance" means any complaint:

1. by any employee concerning any matter relating to
the employment of the employee;

2. by the Union concerning any matter relating to the
employment of any employee; or

3. by an employee, the Union, or Management
concerning ’

a. the effect or interpretation, or a claim of
breach of a collective bargaining agreement;
or

b. any claimed viclation, misinterpretation, or
migapplication of any law, rule, or
regulation affecting conditions of
enployment .

Procedures

1. The procedure in Section 4 below will be the sole
procedure available to bargaining unit employees
for the processing and disposition of grievances,
except when the employee has a statutory right of
choice as defined in subsection C. below.

2. Union grievances filed under A.3. may be submitted
in writing by the Local President directly to the
Director. Representatives of the parties will
meet within five (5) workdays after receipt of the
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grievance to discuss the grievance. The Director
shall give the Union President his/her written
answer within five (5) werkdays after the meeting
if the Director is at the NFC for five (5)
consecutive workdays; if not, the Director will
give his/her answer within fifteen (15) workdays
after the meeting. If the grievance is not
settled by this methed, the Union may refer the
matter to arbitration. HNothing herein will
preclude either party from attempting to settle
such grievance informally at the appropriate
lavel.

Management grievances filed under A.3. may be
submitted in writing by the Director directly to
the Local President. Representatives of the
parties will meet within five (5) workdays after
receipt of the grievance to discuss the grievance.
The Local President shall give the Director
his/her written answer within five (5) workdays
after the meeting if the Local President is at the
HFC for five (5) consecutive workdays; if not, the
Local President will give his/her answer within
fifteen (15) workdays after the meeting. If the
grievance is not settled by this method,
Management may refer the matter to arbitration.
Hothing herein will preclude either party from
attempting to settle such grievance informally at
the appropriate level.

c. Appeal Options for Bargaining Unit Employees

1.

At the employee’s option, appeals of the following
may be grieved under the negotiated procedure or
appealed under statutory procedures, but not both:

a, adverse actions under 5 USC 7512,

b. actions based on unacceptable performance
under 5 USC 4303, or

c. allegations of prohibited personnel practices
(discrimination) under 5 USC 2302 (b)(1).

An employee shall be deemed to have exercised his/
her option under subsection C.l.a., b., or c.,
above, at the time the employee timely files a
notice of appeal under the applicable appellant
procedures or timely files a grievance in writing
under the provisions of the negotiated grievance
procedure, whichever event occurs first.
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3. Steps 1 and 2 of the negotiated grievance
procedure will be waived for grievances of adverse
actions under 5 USC 7512 (subsection €. 1. a.,
above) and actions based on unacceptable
performance under 5 USC 4303 (subsection C. 1. b.,
above). Grievances of these actions must be filed
with the Director, or his designee, in step 3
within thirty (30) calendar days after the
employee’s receipt of the decision by hand
delivery or regular and/or certified mail.

D. Complaints, appeals, and grievances on the following
matters are excluded from the grievance procedure:

1. any claimed viclation relating to prohibited
political activities; or

2. retirement, life insurance, or health insurance:;
or

3. a suspension or removal under 5 USC 7532; or
d. any examination, certification, or appointment: or

5. the classification of any position which does not
result in the reduction in grade or pay of any
employaa; or

6. removal of probationary employees during the
12=-month probationary period.

Section 3

Where an employee has initiated a grievance and does not
elect to be represented by the Union, the Union will have a
right to be present at all formal discussions between the
employee and Management concerning the grievance. A
settlement agreement made between an employee and
Management, where the Union was not selected as the
employee’'s representative, will not viclate the terms of the

agreement.
Section 4 - Negotiated Grievance Procedure
A. In this article, the term "aggrieved"™ shall mean:
1. an employee or group of employees in the Unit;
2. an employea or group of employees in the Unit and

his/her/their designated Union representative in
an individual case;
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3. a Steward or other Union representative in a
matter affecting administration of this contract.

In the interest of uniformity and to expedite handling,
the aggrieved shall present the grievance in accordance
with the following procedure:

Step 1 - Informal Step

The aggrieved shall first present the grievance orally
to the appropriate supervisor within thirty (30)
calendar days of the occcurrence which gave rise to the
grievance or when the aggrieved first became aware of
the grievance. The supervisor shall give the aggrieved
an oral decision within five (5) workdays after receipt
of all pertinent information or shall inferm the
aggrieved immediately if he/she does not have the
authority to resolve the grievance.

Step 2 - First Formal Step

If the grievance is not satisfactorily settled in
Step 1, the employee or his/her Union representative
may within five (5) workdays submit the matter in
writing to the Branch Chief. The written grievance
will provide information concerning the nature of the
grievance, the article(s) and section(s) of the
agreement alleged to have been viclated, the remedy
sought, and the employee’s Union representative, if
any. The Branch Chief will give his/her written
decision no later than five (5) workdays after receipt
of the grievance.

Step J = Second Formal Step

If the grievance is not settled at Step 2, the employee
or his/her Union representative may within five (5)
workdays after receipt of the Branch Chief’s decision
forward the grievance to the Director for further
consideration. The Director will give his written
decisions no later than eleven (11) workdays after
receipt of the grievance.

Step 4 - Third Formal Step

1. Adverse decisions rendered at Step 3 may be
appegled by c@thnr Pnrty to binding arbitration as
provided for in Article 12, Arbitration, or
Article 13, Expedited Arbitration.
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2. The party appealing to binding arbitration must
notify the other party of an appeal submitted
pursuant to subsection A., above, within thirty
(30) calendar days of receipt of the decision
rendered at the last step of the grievance
procedure.

C. The parties may mutually agree in writing to waive any
step of this procedure.

A. Time pericds set forth in this article shall be
computed beginning the day after the receipt of a
grievance, an appeal, or a response. All time limits
may be extended in an individual case by mutual written
agreement between the parties.

B. Failure of Management to observe the time limits shall
entitle the aggrieved to advance the grievance to the
next step.

C. If the aggrieved fails to prosecute the grievance at
any step within the prescribed time limits, this will
have the effect of nullifying the grievance, provided
Management gives advance written notice of at least
three (3) workdays to the aggrieved.

Step &€ - Grievability/Arbitrability

Either party will provide the other with a final
written decision concerning the grievability or
nen-arbitrability of a grievance within the time limits
provided for the written decision that would be
rendered at Step 3 of the grievance procedure. All
disputes of grievability or arbitrability shall be
referred to the arbitrator as a threshold issue of the
grievance in accordance with the Arbitration article.
If the arbitrator determines that the issue is
arbitrable, the arbitrator will hear the merits of the
grievance.

ARTICLE 12

Arbitration
Section 1
A. If the Union and Management fail to settle any

grievance processed under the negotiated grievance
procedure, either party may inveke arbitration.
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Section 2

.4

Section 4

A.

The party inveking arbitration must notify the other
party in writing within thirty (30) days after issuance
of the final decision of the last step of the
negotiated grievance procedure.

The party inveking arbitration shall request the
Federal Mediation and Conciliation Service (FMCS) to
provide a list of five (5) impartial persons qualified
to act as arbitrators within five (5) workdays after
arbitration has been invoked.

The parties shall meet within five (5) workdays after
receipt of the list of persons to act as arbitrators
from FMCS. If they cannot mutually agree upon one
arbitrator from the list, the parties shall toss a
coin, and the winner of the coin toss shall decide who
shall strike first. The parties shall alternately
strike names from the list of arbitrators. The
remaining person shall be the duly selected arbitrator.

The Federal Mediation and Conciliation Service shall be
empowered to designate an arbitrator in the event
either party refuses to participate or unduly delays in
the selection of an arbitrator.

If the parties fail to agree on a joint submission of
the issue for arbitration, each shall submit a separate
submission and the arbitrator shall determine the issue
or issues to be heard.

Upon the mutual agreement of the parties, a verbatim
transcript of the arbitration proceedings will be made
with one copy given te each party.

The arbitrator will set the date of the hearing with
the concurrence of Management and the Union.
Arbitration hearings will be held on the NFC premises
during NFC business hours.

Once the date of an arbitration hearing has been
established, any party that unilaterally requests that
such hearing be postponed, delayed, and/or cancelled,
for whatever reasons, which results in any fees being
charged by the arbitrator and/or court reporter, shall
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Section 6

A

pay any and all such fees. If one party has no
objection to the regquest of the other party for
postponement, delay, or cancellation of an arbitration
hearing, it will not absclve the requesting party from
the paying of all such fees being charged.

If the parties mutually agree toc postpone, delay,
and/or cancel an arbitration proceeding, the parties
will egqually share the cost of any fees being charged.
If the parties settle the matter prior to an
arbitration hearing and there are fees being charged
due to the cancellation of the hearing, the parties
will egually share the cost of any fees being charged.

Except as provided in B. and C. above, all arbitrator’s
fees and the expenses of the arbitrator, if any, shall
be borne egually by the Union and Management.

It shall be the scle discretion of the arbitrator to
determine who may testify.

The arbitrator shall have the authority to make all
arbitrability and/or grievability determinations that
may be raised by either party as provided in the
negotiated grievance procedure. Arbitrability and/or
grievability shall be considered a threshold issue.

Attendance at a hearing will be determined by the
arbitrator.

The grievant, his/her representative, and all employees
who are called as witnesses will be excused from duty
to the extent necessary to participate in the
arbitration preoceedings without loss of pay eor charge
to annual leave.

Arbitrators may grant continuances based upon the
request of either party.

Except in emergency situations, the arbitrator shall
not have the authority to keep the record cpen in order
to hear testimony of additional witnesses. Each party
has the responsibility and cbligation te produce its
witnesses on the day of the hearing.

The arbitrator shall have no authority to add to,
subtract from, alter, amend, or modify any provisions
of this agreement.
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D.

Section 7

The arbitrator’s decision shall be final and binding,
and the arbitrator shall possess the authority to make

the aggrieved party whole to the extent such remedy is
not contrary to law.

In accordance with applicable laws and regulations the
arbitrator shall have the authority to award attorney’s
fees to the prevailing party.

The parties reserve the right to take exceptions to an
arbitrator’s award.

When arbitrability/grievability quastions arise, the
arbitrator shall hear arguments regarding both the
arbitrability and the merits of the case at the same
hearing. However, the parties may mutually agree otherwise
in instances such as highly complex cases which would
invelve several days of hearings.

ABTICLE 13
Expedited Arbitration

Section 1

Expedited arbitration is intended to provide prompt and
efficient handling of certain cases. The parties agree to
submit unresclved grievances concerning the following
matters to expedited arbitration:

Suspensions of fourteen (l14) days or less.
Written reprimands
Oral admonishments confirmed in writing.

Denials of annual leave, sick leave, or leave without
pay .

Dues withholding
Denials of official time to Union representatives.

Other unresclved grievances as mutually agreed upon by
the parties.

Denial of representation.
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Section 2

B.

Section 3

C.

Arbitrability and/or grievability shall be considered a
threshold issue.

The arbitrator shall have the authority to make all
arbitrability and/or grievability determinations that
may be raised by either party as provided in the
negotiated grievance procedure.

Within twenty (20) calendar days after the effective
date of this agreement, a copy of this article shall be
submitted to the Federal Mediation and Conciliation
Service (FMCS) requesting a list of arbitrators from
FMCS Area Ho. 9 (including Texas, Louisiana, and
Missis=ippi) who would be willing to serve on a panel
for expedited arbitration in accordance with the terms
of this agreement.

Within ten (10) calendar days after the list of
arbitrators is received, the parties will meet to
select four (4) arbitrators to serve on the expedited
arbitration panel. If they cannot mutually agree upon
four (4) arbitrators from the list, the parties shall
toss a coin and the winner of the coin toss shall
decide who shall strike first. The parties shall
alternately strike names from the list of arbitrators.
The last arbitrator struck shall be first on the list,
the next to last arbitrator shall be second on the
list, and the process continued until a panel of four
(4) arbitraters comprises the expedited arbitration
panel, numbered from one to four.

As cases are called, the first arbitrator on the list
shall be assigned the first case or set of cases. The
second arbitrator shall be assigned the second case or
set of cases, with the rotation to continue through the
fourth arbitrator and then return to the first. When,
due to circumstances beyond the contreol of an
arbitrator and the parties, an arbitrator cannot hear a
case within the time limits, the next arbitrator on the
rotation shall be called.

During the life of this agreement, any arbitrater on
the list may be removed from further consideration
after either party files two separate written
objections on the other party and the arbitrator
concerned. Upon such a removal, the parties will
reguest FMCS5 for a new list of five (5) arbitrators
from FMCS Area No. 9, and a replacement arbitrator
shall be selected by the striking method outlined
above.
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Section 4

The following procedures will apply to the arbitration of a
dispute under this procedure:

A

The arbitrator will be reguested to be available for
the hearing within twenty (20) calendar days of the
date on which he/she is contacted.

The order of the proceedings will be determined by the
arbitrator.

There will be no transcript.
Heither party may file written briefs.

The arbitration hearing will be held on the NFC
premises during NFC business hours.

Attendance at the hearing will be determined by the
arbitrator.

Witnesses who are NFC employees shall be made available
during proceedings and will be on official (regular
duty) time.

All costs of any witness(s) uszed to testify, other than

government employees, will be borne by the party
calling such witness(s).

The parties have the right to present and cross examine
witnesses and issue copening and closing statements.

The arbitrator may exclude testimony or evidence which
he/she determines irrelevant or unduly repetitious.

The arbitrator shall have no power to add to, subtract
from, or modify the terms of the agreement.

In accordance with applicable laws and regulations the
arbitrator shall, when appropriate, have the authority
to award attorney’s fees to the prevailing party.

The arbitrator’s decision shall be final and binding,
and the arbitrator shall possess the authority to make
the aggrieved party whole to the extent such remedy is
not contrary to law.

The parties reserve the right to take exceptions to an
award to the Federal Labor Relations Authority.

The arbitrator will render a written decision within
forty-eight (48) hours after the end of the hearing.
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Section &

The fee and related expenses of the arbitrator shall be
shared egqually by the Union and Management.

ARTICLE 14

Hours of Work

Section 1

A.

Section 2

Section 3

The administrative workweek shall be seven (7)
consecutive calendar days, Sunday through Saturday.

The normal basic workweek shall consist of five (5)
consecutive eight-hour days, Monday through Friday.
The basic work week, however, will not be spread over
more than six (6) days within the administrative
workweek. Two non-duty days shall be consecutive days
whenever possible.

Management retains the right to schedule the workweek
other than Monday through Friday when considered
necessary to accomplish reguired work or to reduce
costs. In accordance with Section 2.B. below, the
Union will have the opportunity to consult or negotiate
on behalf of employees for whom a tour of duty change
has an adverse impact.

= Permanent Changes

Except in emergency situations, the days and shift
hours of the basic workweek to which employees are
regularly assigned will not be changed without notice
to the employees and the Union at least one full pay
period before the first pay period affected by the
change. This provision will not apply to emplovees who
are hired for positions which reguire rotating or
fluctuating shift work (e.g. Computer Operations
Branch) .

The notice described in A. will include the new tour of
duty and a rationale for the change. The Union will
have the opportunity teo consult or negotiate on behalf
of employees for whom the tour of duty change has an
adverse impact in accordance with the procedures in
Article 10.

Employeas who are working cother than a Monday through Friday
tour of duty will receive a written copy of their tour of
duty upon reguest.
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Section 4

Section &

- Temporary Changes

An employea will be notified as far in advance as
possible of individual temporary changes in tour of
duty schedules. Temporary tours of duty will not be
established solely for the purpose of aveiding the
payment of holiday, premium, or overtime pay.

Management agrees to consider reguests for assignment to a
vacancy on another shift on the following basis:

A.

B.

Section 6
A.

Saction 7

the employee must be fully gualified for the vacant
position, and

among employees making such a regquest, the employee who
has been assigned to the present work unit (section)
for the longest period of time will be given priority.

Consistent with work reguirements and personnel
available, Management will make an effort to allow
Union representatives to remain on the same work shift
aggiin the same general work location for their term in
o Ce.

Upon reguest by the Union, Management will adjust the
tour of duty schedules of Union representatives and
employees to allow them, when appropriate and
necessary, to attend proceedings before a Hearing
Officer of the Merit Systems Protection Board, an
Administrative Law Judge of the Federal Labor Relations
huthoerity, or an arbitrator. The adjustments described
will only be made to customary tours of duty not
exceeding eight hours per day.

In order to receive proper orientation and for safety
reasons, shift employees will_hnvu an overlap.

Section B

The NFC Flexitime Program will be included in this agreement
as Appendix B; the NFC Compressed Work Schedule Program will
be included as Appendix C.
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ARTICLE 15
Rest Periocds

Section 1

During each continuous four (4) hour segment of regular duty
and overtime worked, each employee will be allowed a paid
rest period of not less than fifteen (15) minutes for the
purpose of procuring and partaking of refreshments and other
personal comforts.

Section 2

Part-time and intermittent employees will be allowed fifteen (15)
minute rest periocds during regular duty hours in accordance with
the following table:

Seven (7) or more hours worked -—————- 2 breaks

At least three {(31), but less
than seven (7)) hours worked ==-======== 1 break

Less than three (3) hours worked =———- no break
Section 3

The exact time for rest pericds will be at the supervisor’s
discretion, however, the Union will be notified in writing
of a change in the rest pericds and be given the opportunity
to negotiate any adverse impact. The place for the rest
period will be at the discretion of the employee, but may
Ent be in the work area of other employees who are engaged

n work.

ARTICLE 16
Overtime
Section 1

During each continucus four (4) hour segment of overtime
worked, each employee will be allowed a paid rest pericd of
not less than fifteen (15) minutes for the purpose of
procuring and partaking of refreshments and cother personal
comforts. Employees who work at least four (4) hours of
overtime will be furnished a thirty (30) minute non-duty
lunch pericd at the option of the employee.
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Section 2 - Call Back Overtime

An emplovee who is called back to duty outside of his/her
basic work schedule shall receive at least two (2) hours pay
regardless of whether the employee is reguired to work the
entire two (2) hours.

Section 3

e On the reguest of an employee, a supervisor may grant
compensatory time off from his/her scheduled tour of duty
instead of payment for an egual amount of time spent in
irregular or occasiconal overtime work.

Section

A.

For employees whose rate of basic pay is in excess of
G5-10, step 10, a supervisor may reguire that these
employees be paid for irregular or occasional overtime
work with an eguivalent amount of compensatory time
off. -

When scheduling overtime which will ocecur during the
basic workweek, supervisors will provide employees with
as much advance notice as possible.

When scheduling overtime which will occur outside the
basic workweek, employees are to be notified no later
than noon on the day next to the last scheduled workday
within the basic workweek, or no later than four (4)
hours into the day next to the last scheduled workday
in the basic workweek when the employee works evening
or night shifts, except in the case of an emergency
situation. An emergency situation is one which poses
sudden, immediate, or unforeseen work reguirements
beyond the control or ability of Management to
anticipate.

Overtime will be distributed as equitably as possible
and rotated among gualified employees in the work unit.
Overtime should be assigned on a voluntary basis if
possible, uniess 1t is necessary for additional
employees in the unit to work or specific employees are
neaded to perform the tasks.

1. Qualified employees within the work unit where
overtime will be performed should be given first
opportunity to work.

2. If additional workers are still needed, employees

from other units within the NFC may be used on a
voluntary basis if their skills are appropriate
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and they are at the grade level of the work to be
accomplished. Employees regularly assigned to the
work unit who are on detail to other units within
NFC or who are attending training courses at NFC
should also be considered at this peoint.

3. If there are insufficient volunteers, employees
regularly assigned to the work unit may be
directed to work if they are gualified.

4. Qualified employees from outside the work unit may
be directed to work overtime if additional workers
are still needed to meet mission requirements.

D. Management will make available teo the Union, upon
request, current records of overtime assignments of
employees in the work unit to aid in resolving
individual claims of unfair and inequitable
distribution. The Union representative may consult
with the supervisor concerning the assignments of
overtime in an effort to keep the overtime eguitably
distributed among qualified employees in the work unit.

Section 5

Unless his/her services are regquired to meet urgent mission
requirenments, an employee may be excused from overtime upon
the presentation of a reasonable written justification to
his/her supervisor.

Section &

Supervisors will not assign nor deny overtime work to
qualified empleoyees as a reward or penalty. Patterns of
approved annual or sick leave use will be a factor in
considering employees for overtime. Any complaint on the
egquitable distribution of overtime may be processed in
accordance with the negotiated grievance procedure.

ARTICLE 17
Holidays
Section 1
Eligible employees shall be entitled to all holidays that

are now established by law and those that may be added by
law or Executive Order.
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Section 2
Regular holidays are now designated as follows:
Hew Year’'s Day---—--=-=- -January lst
King’s Birthday-------—- ~Third Monday in January
Washington’s Birthday---Third Monday in February

Memorial Day Last Monday in May
Independence Day======== July 4th

Labor Day-- First Monday in September
Columbus Day - Second Monday in October

Veteran's Day=-=-==-======November llth

Thanksgiving Day=-======-=Fourth Thursday in November
Christmas Day-==========Dgcember 25th
Section 3

Eligible employees shall receive premium pay for holiday
work in accordance with law. An employee who is assigned
overtime work on a holiday is paid in the same manner as for
overtime work performed on other days.

Section 4

In accordance with applicable laws and regulations, an
employee whose regularly scheduled days off are Saturday and
Sunday will have "in lieu of " holidays governed according

En the following schedule when a holiday falls on a non=work
ay.

Saturday Friday
Sunday Monday

Section 5

In accordance with applicakle laws and regulations, an
employee whose regularly scheduled days off are other than
Saturday and Sunday will have "in lieu of" holidays governed
according to the following schedule when a holiday falls on
a non-work day:
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Scheduled ¥hen Holiday In Lieu of
Day Off Falls On Day Off
SUH-MHON Sunday Tuesday
Monday Saturday
(of previous
week)
"HMON-TUES Monday Wednesday
Tuesday Sunday
*TUES-WED Tuesday Thursday
Wednesday Friday
*WED-THURS Wednesday Friday
Thursday Tuesday
*THURS-FRI Thursday Saturday
Friday Wednesday
*FRI-SAT Friday Sunday
(of the next
week)
Saturday Thursday

*In accordance with DPM=810 2-2. b. (1) (a), each of these days is
designated as the weekly non-work day in lieu of Sunday.

Section &

A. In the case of any employee whose basic workweek
includes both Sunday and Monday, Monday rather than
Sunday shall be treated as the holiday when a regular
holiday (not an "in lieu of" holiday) falls on Sunday.

B. In the case of any employee whose basic workweek
includes both Friday and Saturday, Saturday rather than
Friday shall be treated as the holiday when a regular
holiday (not an "in lieu of" holiday) falls on
Entﬂrdﬂ}f-

Section 7

It is agreed that work on holidays or cbserved holidays
shall be held to a minimum subject to NFC mission
requirements. Employees assigned to holiday work will be
given as much advance notice as practicable. Short notices
may be given when there are not enough volunteers to
accomplish the NFC mission. Holiday work will be rotated on
a fair and egquitable basis. Employees may be excused from
holiday assignments provided the reason(s) given by the
amployee justify the absence.
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Bection B8

An employee may reguest leave for any work day which occurs

an a

religious holiday associated with the religious faith

of the employee. Leave for such purposes will normally be
approved, worklcad reguirements permitting.

AETICLE 18

Laave

Section 1

Section 2

A.

Management and the Union agree to follow all applicable
leave statutes and regulations. Leave regquests will be
administered in accordance with the terms of this
article.

Leave shall be charged in fifteen (15) minute
increments.

= Annual Leave

Accrued annual leave is a right of an employee subject
to the approval by his/her supervisor of the dates and
times when leave may be taken.

Management agrees to grant earned annual leave in a
manner which permits each employee, if he/she wishes,
to take at least two (2) consecutive weeks of annual
leave each year, and will consider requests for longer
consecutive pericds of time, unless permitting such
leave causes a severe work interruption.

Once annual leave is approved, it may be cancelled
because of unforeseen circumstances or the development
of urgent worklcoad regquirements.

Prior to the beginning of the fifth biweekly pay period
before the end of the leave year, Management will
notify all employees in writing regarding leave
scheduling reguirements to aveoid forfeiture of "use or
lose" annual leave. It is the responsibility of the
employee to reguest annual leave so that it will not be
forfeited. If the employee’s leave schedule cannot be
approved by Management because of exigencies of the
public business, Management will request restoration of
forfeited annual leave from the NFC Director. Before
forfeited annual leave may be considered for
restoration, it must have been scheduled in writing
prior to the beginning of the third biweekly pay period
before the end of the leave year.

36



D.

In the event of conflicts in reguests for scheduled
annual leave, the supervisor will resolve the conflict
in as fair a manner as possible. If the matter cannot
be resoclved by discussions between employees and the
supervisor, it will be solved by rotating approval of
the date(s) from year to year for the affected
employees, using the employees’ time and attendance
records to determine prior leave approval for the
conflicting dates(s).

Employees will be permitted to change scheduled annual
leave providing it does not interrupt another
employee’s scheduled leave or interfere with the
accomplishment of the NFC mission and is requested at
least one full pay pericd prior to the originally
scheduled leave.

Management may approve advanced annual leave in an
amount not to exceed the amount accruable in the leave
Year. Employees will submit regquests for advanced
annual leave prier to the actual absence. Such
requests will include the employee’s intended return to
duty date.

Requests for advanced annual leave will be considered
in light of:

1. The needs of the unit and/or section,

2. The annual leave record of the employee, including
whether the employee is on current annual leave
rastrictions, and

3. The likelihood of the employee returning to work
following the period of leave,

Annual leave should be requested as far in advance as
poseible, at least cne (1) full pay period before the
start of the leave period. However, annual leave may
be granted on a one (1) or two (2) day basis provided
it is requested no later than at least one (1) full
workday immediately preceding the day for which leave
is requested.

Approval or disapproval of annual leave for emergency
raasons will be based on individual circumstances. It
is the responsibility of the employee, or the
employee’s designee if the employee is physically
incapable of carrying out such a responsibility, to
ensure that his/her supervisor is notified if he/she is
prevented from reporting to work because of an
emergency. Such requests for emergency leave shall be
made by the employee, or his/her designee, as soon as

37



possible after the employee learns of the emergency,
preferably before the start of the shift, but normally .
no later than one (1) hour after the start of the
employee’s regular shift on the first workday of
his/her absence. Employees are regquired to give
reasons for requested emergency annual leave. An
employee who does not comply with these requirements
will be charged AWOL. The AWOL may be changed to
approved requested leave if the employee provides
administratively acceptable evidence for not calling in
timely and provides administratively acceptable reasons
for the emergency leave.

An employee who has been absent for emergency reasons
will personally explain the reasons for the absence to
his/her immediate supervisor as soon as possible after
returning to work and provide, when necessary,
acceptable administrative evidence to support the

reguest.

"Emergency" means a significant personal problem or
need which requires the employee’s absence, and the
problem or need could not have been reasconably foreseen
by the employvee.

All requests for leave must be either approved or
denied within a reasonable time.

- Sick lLeave

Sick leave is an employee’s earned benefit and will be
granted to an employee when the employee:

1. receives medical, dental, or optical examination
or treatment;

2. is incapacitated for the performance of duties by
eickness, injury, or pregnancy and confinement:;

3. is required to give care and attendance to a
member of his/her immediate family who is
afflicted with a contagious disease; or,

4. would jecpardize the health of others by being
present on duty after exposure to a contagious
disease.

It is the responsibility of an employee who is
incapacitated for duty, or of the employee’s designee
if the employee is physically incapable of carrying out
such a responsibility, to notify his/her supervisor or
designee at the worksite as soon as possible, but no
later than one (1) hour after he/she is scheduled to
report for duty.
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If the degree of illness, injury, or the difficulties
encountered prevent compliance with the one (1) hour
limit, the employee, or his/her designee, will report
his/her absence as soon as possible thereafter.

A period of absence for sick leave purposes in excess
of three (3) consecutive workdays must normally be
supported by an original medical certificate. A
medical certificate is a written statement signed by a
registered practicing physician or other approved
practitioner certifying te the incapacitatien,
examination, treatment, and/or a period of disability
of an employee while undergoing professiocnal treatment.
The certificate should contain the dates during which
the employee was not fit for duty and the date the
employee will be or was fit for duty.

Where there is reason to believe that an employee is
abusing the sick leave entitlement:

1. the employee shall be counseled and advised of the
possibility of future medical certification
requirements should the abuse continue;

2. if, after counseling, the employee’s pattern of
gick leave use does not improve, the supervisor
will issue a written notice reguiring a medical
certificate for each absence regardless of
duration;

3. all such cases requiring counseling or medical
certification shall be reviewed not later than six

(6) months afterward:;

4. if ne further abuse is indicated, the restriction
will be removed, and the employee will be notified
in writing of this action. The employee will alse
be notified of the reasons, in writing, if the
restriction is to be continued.

Management may approve advanced sick leave not in
excess of 30 days. Emplovees with limited appointments
may be advanced sick leave only to the amount which
will be earned during the remaining period of

enployment.

Emplovees will normally submit requests for advanced

sick leave prior to the actual absences. Such reguests
must be accompanied by supporting medical certification
verifying the requested leave dates= and intended return
to duty dates. The regquests may be approved only when
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Section 4

employees are seriously disabled or ill and when it is
axpacted that the employees will return to duty. .
Employees who currently are on sick leave restriction
will normally not be granted advanced sick leave.

When an employee is temporarily unable to perform all
of the duties of his/her position because of a job-
incurred injury or disability, the employee’s physician
or a physician approved by the O0ffice of Worker's
Compensation Programs will make a determination as to
whether the employee is able to perform light duty.

The employee will not be sent home until Management has
made a reasonable effort to assign the employee to
appropriate light duty.

Employees under sick leave restrictions will be allowed
use of sick leave based on the duty station nurse’s
recommendation for release from duty for that day:
however, eince the nurse is not a registered practicing
physician or other approved practitioner, this does not
relieve the employee from the responsibility to provide
a medical certificate as reguired in subsection E.
above.

= Excused Leave

In accordance with applicable laws and regqulations,
Management will grant excused absence (administrative leave)
as described below.

A.

B.

Section &5

Any employee making a donation of blood off site may be
excused from work without charge to annual or sick
leave for a period not to exceed four (4) hours. The
employee will be required, however, to provide
administratively acceptable evidence of the time and
date of the donation.

As a general rule, where the voting peolls are not open
at least three hours either before or after an
employee’s regular hours of work he/she may be granted
an amount of excused leave which will permit him/her to
report for work three hours after the polls open or
leave work three hours before the polls close,
whichever requires the lesser amount of time off.

Under unusual circumstances, an employee can be excused
up to a full day.

- Leave Without Pay
Leave without pay (LWOP) is a temporary non-pay status

of approved absence from duty reguested by an employee.
Except in emergencies, all reguests must be made prior

40



Section &
A,

to the commencement of LWOP. Written emergency LWOP
requests must be made at the earliest possible time
following the beginning of a pericd of leave.

When considering requests for LWOP, the benefits to NFC
as well as the welfare of the employee will be taken
inte account. Leave may be denied if an employee’s
service is needed, if the employee has not followed
prescribed procedures for requesting leave, or if the
employee is currently on leave restriction.

Supervisors may not place employees on LWOP without
their regquest or consent.

In the absence of compelling circumstances, Management
will grant LWOF for cone (1) year to employees who
accept positions with AFGE.

1. Management agrees that extensions will be granted,
if. reasonable, to permit an employee to complete a
term of an office if deemed necessary by the Union
and Management.

2. Management will place an employee returning from
leave of absence in the position held at the time
that leave of absence began, or make an effort to
pPlace the employee in a like position.

= Court Leave

Court Leave is an authorized absence without charge to
leave or loss of pay for jury duty or for attending
judicial proceedings in a nonofficial capacity as a
witness on behalf of any party when the United States,
the District of Columbia, or a state or local
government is a party in the proceedings. Court leave
is chargeable in gquarter-hour increments.

Time spent testifying in an official capacity as
assigned by the NFC is official duty time and not court
leave. Enmployees will give their supervisors original
coples of court certificates verifying their hours of
court attendance upon return to duty.

Enployees notified to report for jury duty or for
judicial proceedings as a witness shall submit a copy
of the court order, summons, etc., to their supervisor
as soon as possible,

An employee serving on jury duty or attending judicial
proceedings shall be assigned to the day shift (7:45
a.m. to 4:15 p.m.) during the duration of his/her duty
or attendance.
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Section 7
A

= Leave for Maternity/Paternity Reasons

There will be no specified time granted for absence for
maternity reasons. The length of time reguested will
be determined by the employee and her physician.

Management may request a medical certificate from the
employee if there is a guestion as to the employee’s
physical fitness to continue work before delivery or to
return to work.

A male employee may be granted part-time or full-time
annual leave or leave without pay for the purpose of
assisting or caring for his minor children or the
mother of his newborn child while she is incapacitated
for maternity reasons. A reguest will be denied only
if there is urgent need for the employee during the
requested period of time.

An employee, male or female, may be allowed to use
annual leave or leave without pay for the purpose of
adopting children. A reguest will be denied enly if
there is urgent need for the employee during the
requested period of time.

ABTICLE 19

Personnel
Section 1

A.

Records

Each employee and/or his/her designated representative
will, upon reasonable reguest, have access to records
or information pertaining to the employee during
Personnel’s normal duty hours with the exception of
records restricted by the Office of Personnel
Management.

1. The employee’s written designation of a
representative will be given to Personnel when
requesting to see the OPF.

2. Before disclosure of a record is made to an
employee and/or his/her designated representative,
the identity of each must be verified (e.g.,
presentation of an identification badge).

3. Examination of the records will take place only in
the general presence of an employee having custody
of the records, and the records shall not be
removed from the Personnel Office.
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B. An employee or his/her designated representative can
obtain one (1) copy of records made available under
Section 1.A. Charges for more than one (1) copy can be
made at cost.

Section 2

A. Personnel records will be maintained in accordance with
USDA and OPM regulations. Only material designated by
OPM rules and regulations will be made a part of the
employee’s personnel file.

B. No record, file, or document pertaining to an employee
will be made available to any unauthorized person(s)
for inspection and/or to copy.

c. Disciplinary and adverse action letters will be
retained in accordance with applicable regulations.

Section 3

F " Employees will be given copies of all personnel
actions, discipline and adverse actions, and decisions
pertaining to him/her which are placed in his/her OFF.

B. An employee will, in any disciplinary or adverse action
and upon recquest, be furnished a copy of that portion
of all written documents which contain evidence relied
on by Management which form the basis for the reasons
and specifications.

ARTICLE 20
Position Classification
Section 1
A. Each position will be classified in its proper

B.

C.
Bection 2

A.

occupational title, series, and code.

The position description for each position will
accurately reflect the major duties and
responsibilities pertaining to that position.

All positions will be reviewed on a periodic basis.

An employee will be provided with a copy of his/her
official position description.
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Section 3
A.

Section 4

A.

When a new position description is issued or whan
changes are made to a current position descriptien,
revised copies will be distributed to affected
enployees.

An employea shall be given the opportunity at
performance rating time to review his/her position
description and discuss it with his/her supervisor.

If an employee feels the position description
inaccurately described the majeor duties currently being
performed, he/she should discuss it with the
supervisor.

1. The supervisor will attempt to resclve the matter.
If the employee feels his/her position description
is still inaccurate, he/she may regquest in writing
a review of the matter from Personnel.

2. The request will specifically identify the reasons
why the position description is considered
inaccurate and explain how it could be corrected.
The written reguest shall be given to the
supervisor who shall forward it within five (5)
working days to Personnel. Personnel shall render
a decision within forty (40) working days of
receipt. One extension not to exceed ten (10)
workdays will be granted for just cause.

3. If the employee is dissatisfied with the Personnel
decision, he/she may file a grievance under the
negotiated grievance procedure or a statutory appeal
under appropriate regulations.

An employee may appeal the classification of his/her
poesition in accordance with USDA and OFM regulations.

1. Prior to filing a formal appeal, the employee is
encouraged to resolve any classification problems
by discussing guestions he/she may have with
his/her supervisor.

2. If the problems cannot be resclved by the
supervisor, the employee may reguest a
classification review/evaluation of his/her
position by Personnel.
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3. A written request for review/evaluation should
clearly state what is felt to be incorrect about
the classification of the position and list
reasons why the employee feels the classification
should be changed.

B. Requests for classificatien reviews should be
submitted, in writing, to the Perscnnel Office.

1. A clasgification decision will be issued within
forty-five (45) workdays of receipt of the
reguest.

2. Personnel will make every effort to resolve
problems regarding the classification of the
position. HNothing in this article will prohibit
an employee from filing a formal appeal at anytime
as provided by appropriate regulations.

c. An employee who has filed a formal classification
appeal with USDA or OPM may elect to have one Union
representative at a meeting with Management concerning
the appeal, if such a meeting is held.

ARTICLIE 21
Performance Appraisal System

Section 1

The NFC performance appraisal system as applied to
bargaining unit employees will be in accordance with the
laws, rules, and regulations of appropriate authorities.

Secticon 2

For the purpose of this Article, the following definitions
will apply:

A. Appraisal means the act or process of reviewing and
evaluating the performance of an employee against
his/her described performance standards(s). This
includes oral or written progress reviews.

B. Performance means an empleoyee’s accomplishment of
assigned duties and responsibilities as specified in
the critical and non-critical elements of the
employee’s position.

C. Performance Element is a component of an employee’s job
consisting of one or more duties and/or
responsibilities

for which the employee is accountable and responsible.
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D.

Section 3

1. Critical Element means a component of a job

consisting of one or more duties and
responsibilities which contributes toward
accomplishing organizational goals and objectives
and which is of such importance that
"Unacceptable" performance on the element would
result in "Unacceptable" performance of assigned
work.

2. Hop-Critical Element means a component of a job
which does not meet the definition of a critical

element but is of sufficient importance to warrant
appraisal and the assignment of an element rating.

means the aggregation of all of an
enployee’s written critical and non-critical elements
and performance standards.

Performance Standard means a statement of the
expectations or requirements established by Management

for a critical or non-critical element at a particular
rating level. A performance standard may include, but
is not limited to, factors such as quality, guantity,
timeliness, and manner of performance.

Procedures for developing performance elements and
performance standards are:

A

The major duties of each position will be described in
a position description before performance standards are
established. Management has the right to establish
critical elements, non-critical elements, and
performance standards. The immediate supervisor will
clarify, explain, or answer guestions or concerns the
employee may have regarding the critical elements, key
responsibilities, and/or performance standards of
his/her position.

Management will encourage employee participation in
identifying performance elements and establishing
performance standards. Employees shall be given a copy
of their position description, performance standards,
and performance plan.

An employee’s performance rating will be a result of
the application of standards of performance to the
employee’s performance on critical and non-critical
elements of the employee’s position.
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Section 5

Employeaes who have been under performance standards for
their current position for a peried of not less than
ninety (50) calendar days will be rated annually. When
a formal appraisal must be made and the employee has
occupied his/her current position less than ninety (90)
days, the appraisal period shall be extended for the
amount of time necessary to meet the minimum appraisal
period.

Employees will be given a copy of their completed
Performance Appraisal and Performance Appraisal
Worksheet.

Performance appraisals will be used as a basis for granting
awards, within-grade increases, taking remedial actien,
determining training needs, and as a factor in the rating
pProcess under the Department Merit Promotion Plan.

‘Bection 6

Procedures for applying the Performance Appraisal System:

A.

Within thirty (30) days after an employee enters a new
position, a copy of the performance appraisal worksheet
(Form AD-435 a and b) shall be given toc the employee.
The form shall show the performance elements including
the critical elements and the corresponding performance
standards.

1. Performance standards will be defined at the fully
successful level, that is, the expected lavel of
performance.

2. Each performance element will be appraised at the
exceeds, the fully successful, or the does not
meet level.

3. A summary rating will be prepared as provided in
DPM-430, 2-7.a.(3), using rating of unacceptable,
marginal, fully successful, superier, or
outstanding.

During the rating peried, the supervisor will discuss
with each employee his/her work performance.

1. If an employee’s performance is "Unacceptable" in
cne or more critical elements of the job, the
supervisor shall inform the employee, in writing,
as soon as the "Unacceptable" performance is
apparent, inform the employee of standards that
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Section 7

must be met for "Fully Successful" performance,
and provide him/her an opportunity period to
demonstrate "Fully Successful"™ performance.

Management will provide for at least one progress
review of standards and accomplishments during the
established appraisal period. The progress review
should take place within six or nine months of the
beginning of the appraisal period. At the time of
the review, HManagement should advise employees of
their current performance.

Supervisors will discuss directly with each
employee the annual performance appraisal that
he/she makes of the employee, after it has been
reviewed by the next higher level of supervision.
Other discussions during the rating period may
take place when necessary.

Work performance for the rating period will be
summarized on the performance rating form. A copy
of the completed rating form and performance
appraisal worksheet will be given to the employee.

During appraisal discussion, the supervisor will
explain, upon reguest, or based upon need, how the
employee may improve his/her performance.

If unacceptable or marginal performance is
indicated during an appraisal review discussion,
the supervisor will take corrective action
consistent with required procedures. Such
corrective action will include but not be limited
to close supervisory review, discussion, and
correction of work products.

At the end of the annual rating period, the
supervisor will consider factors beyond the
control of the employee which may have caused an
employee not to achieve a specific performance
level.

Unacceptable Performance

A.

Failure to meet the fully successful performance
standards established in one or more critical elements
constitutes unacceptable performance.

l.

An employee may be reduced in grade or removed at
any time during the performance appraisal cycle,
provided
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2.

a. the employee has been given an opportunity as
defined in 2.a. below to improved his/her
performance, and

b. the instance(s) of unacceptable performance
occurred within one year preceding the date
of the advance written notice of proposed
action.

Opportunity to Improve

a. Management will inform the employee, in
writing, of the critical element(s) for which
performance is unacceptable and will give the
employee not less than 40 days nor more than
ninety (90) days to demonstrate acceptable
performance before propeosing a reduction in
grade or removal.

b. Efforts of supervisor(s) to assist an
employee shall be documented.

Consideration shall be given to know factors which
may exist, such as a handicapping condition,
mental condition, alcohol or drug problem, marital
or financial problem, etc., and the employee shall
be informed of any assistance that may be
available.

B. Frocedures

1.

An employee whose reduction in grade or removal is
proposed is entitled to thirty (30) days advance
written notice. The action will be taken only for
such cause as will promote efficiency of the
service. This notice must:

a. state specific instances of unacceptable
performance by the employvee,

b. name the critical elements inveolved in each
instance of unacceptable performance,

C. give notice of the employee’s right to be
represented, and

d. provide for a reascnable time but not less
than fifteen (15) days for the employee to
answer orally or in writing. The employee
and/or representative may request a time
extension in accordance with 2. below.
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Management may extend the notice period for an
additional thirty (30) day perieod. This extension
shall be in writing and shall include the
expiration date of the extended notice peried.

The employee shall be provided a decision, in
writing, within thirty (30) days after the
expiration date of the notice period. If the
decision is to reduce in grade or remove, the
written decision shall:

a. specify the instances of unacceptable
performance for which the action is being
taken,

b. be concurred with by a Management official
who is in a higher position than the
Management official who proposed the action,
and

c. include a statement of the employee’s right
to appeal under the negotiated grievance
procedure or the statutory appeals procedure.

The decision to take action will not be based on
untE'rn not stated in the original proposed
notice.

Appeals

1.

If Management’s final decision is to effect an
action based on unacceptable performance against
an employee, the employee may appeal the decision
to the Merit Systems Protection Board in
accordance with applicable law, or to binding
arbitration under the negotiated grievance
procedure, but not both.

If the Union elacts to appeal an unacceptable
performance action to arbitration, the Union must
give Management notice of its decision within
thirty (30) days of the employee’s receipt of
Management’s final decision.

Any copies or records maintained by Mana

relative to an llpln{ll'l rating will be provided
to the employee or his/her representative, upon
regquest, without cost.
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AETICLE 22

Awards

Section 1

SEpecial Awards

A.

D.

Section 2

A special awvard may be granted to an employee or group
of employees when the suggestion, invention,
meritorious action, or other personal or group effect;

1. is based on employee accomplishments and
contributions that are clearly beayond or outside
the emplovee’s performance standards,

2. benefites the government as described in 5 USC 4503
and 4505,

3. was made while the contributer was a government
employee, and

4. has been described in writing.

Epecial awards shall not be mandatory and all employees
chall be encouraged to participate in the Special
Awards Program.

Reasons for rejection of a suggestion will be given in
writing to the employee making the suggestion. The
employee will be allowed to review his/her suggestion
file if he/she requests.

If an employee’s original suggestion which was
previously disapproved is implemented within two (2)
years of the disapproval, Management shall reconsider
the suggestion in terms of the employee’s entitlement
to an award. Appropriate recognition will be given to
the employee who submitted the original suggestion.

Assignment to special projects for which awards may be
granted will be done without regard to the employee’s
race, color, religion, sex, age, national origin,
handicap, or the affiliation/non-affiliation with the
Union on a fair & equitable basis.

Performance Awards (Monetary/Quality Step Increase)

A.

A performance award may be granted to an individual
wvhen superior accomplishment or other contribution:
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B.

C.

D.

Section 3

1. is within the scope of the employee’s assigned jub
responeibilities and performance standards,

2. was made while the contributor was a government
employee, and

3. has been supported by a performance rating of
"exceeds fully successfully" for a monetary award
and "outstanding" for a quality step increase.

Performance awards shall not be mandatory.

Changes to eligibility criteria for performance awards
will be in accordance with applicable laws, rules, and

ragulations.

No percentage will be used in determining the number of
employees to receive awards.

Criteria for an award will be uniformly applied for all
bargaining unit employees.

AETICLE 23
Within-Grade Increases

Section 1

Eligibility

A.

An employee occupying a permanent position under the
General Schedule, who has not reached the maximum rate
of pay of his/her grade, is entitled to the next higher
rate of pay for that grade when the employee:

1. has performed at a "fully successful" level or
better of competence;

2. has completed the required waiting peried; and

3. has not received an equivalent increase during
that waiting period.

Acceptable Level of Competence:
An acceptable level of competence means a level of
performance of assigned work of at least "fully

successful™ as defined in Part 430 of Chapter 1 of
Title 5, Code of Federal Regulations, for each critical
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Section 2

element. In addition, the employee’s most recent
summary performance rating, as defined in the Agency
Performance Management Plan, must be at least "fully
successful . "

Determination

A.

Section 3

The supervisor’s determination shall be based on an
appraisal of the employee’s performance as it relates
to the performance standards established for the
position occupied, and shall be of the employee’s
performance as demonstrated within the specified
waiting pericd.

An employee who has not received performance standards
at least ninety (90) days prior to the end of the
waiting pericd shall have his/her determination
postponed. The period of postponement shall not be
more than ninety (90) days. The employee’s performance
during this pericd shall be the basis for the
determination.

Notice to the Employee

A.

C.

Section 4

The supervisor should give ample warning, usually at
least 30 calendar days, before the end of the within-
grade waiting period to an employee whose performance
does not or may not meet the acceptable level of
competence requirement. The employee should be advised
of his/her deficiencies and told that he/she may not be
certified as meeting the acceptable level of competence
unless his/her performance improves.

During the warning period, the supervisor will, to the
extent possible, assist the employee in bringing his/
her performance up to an acceptable level.

A failure to inform an employee as stated in A. above
does not delay the determination required.

Notice of Decision

A.

When it is determined that an emplovee’s performance is
not at an acceptable level of competence, the negative
determination shall be communicated in writing to the
employee as soon as possible after completion of the
waiting peried.
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The written notice shall:

B.

1. set forth the reasons for the negative
determination;

2. set forth the manner in which the employee must
improve his/her performance in order to be granted
a within-grade increase under subseguent
redetermination procedures;

3. notify the employee of his/her right to reguest
reconsideration of the determination within
fifteen (15) days of receipt of the notice:

4. identify the official designated to receive and
act upon the reconsideration request;

5. inform the employee of his/her right to a
representative and of his/her right to a
reasonable amount of official time to review the
material relied upon te support the negative
determination, if otherwise in a duty status; and

6. inform the employee of his/her right to request
the opportunity to make a personal presentation.

Section 5
Reconsideration
A. When an employee files a regquest for reconsideration,

Management shall establish an employee reconsideration

file which shall contain all pertinent documents

relating to the negative determination and the regquest
for reconsideration. The file shall not contain any
document that has not been made available to the
employee or his/her personal representative.

B. The agency shall provide the employee with a prompt

written final decision.

1.

If the decision is rendered in favor of the
employee, he/she shall be certified as meeting the
acceptable level of competence and the
certification shall be made effective retroactive
to the original due date.

If the decision sustains the supervisor’s negative
determination, the written notice of decision
shall inform the employee of the reasons for the
decision and of the employee’s appeal rights.
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Section 6
| Appeal Rights

When a decision sustaining a supervisor’s negative
determination is issued to an employee, the employee shall

be informed in writing of his/her right to appeal the
decision to the Merit System Protection Board.

ARTICLE 24
Pay Schedules and Practices

Section 1

Management agrees to conform to the present pay plan of 26
pay periods, i.e., every other Thursday, during each
calendar year unless the pay plan is changed by the
Department on a nation-wide basis.

Section 2

When an employee is denied benefits or pay to which he/she
is otherwise entitled through administrative error or
oversight, restoration of benefits or pay will be made in
accordance with regulations.

Section 3
Practices governing pay:

A. Shift differential will be paid to employees in
accordance with governing regulations.

B. shifte will not be scheduled solely to aveoid payment of
differential pay.

c. Premiur pay for Sunday or heoliday work will be
authorized in accordance with regulations.
ARTICLE 25
Employee Debts
Section 1
It is recognized that all employees are expected to pay
promptly all just financial obligations. A just obligation

is one which the employee acknowledges as being just or
which has been reduced to a judgement by court actien.
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Section 2

In the event of a dispute between an employee and a private
individual or firm, Management will take no action
concerning the disputed debt until it has been resolved.

ARTICLE 26
Disciplinary and Adverse Actions

Section 1

A. A disciplinary action for the purpose of this article
is defined as an oral admonishment confirmed in
writing, a written reprimand, or a suspension of
fourteen (14) days or less.

B. An adverse action, for the purpose of this article, is
defined as a removal, a suspensicon for more than
fourteen (14) calendar days, a reduction in grade, a
reduction in pay, and a furlough of thirty (30)
calendar days or less. This article does not apply to
a reduction in grade or a removal based on unacceptable
performance as defined in 5 USC 4303.

A. No employee will be the subject of a disciplinary or
adverse action except for such cause as will promote
the efficiency of the service.

B. In any disciplinary or adverse action, or an appeal of
such action, an employee shall have the right to be
represented by the Union or by a representative of
his/her choice.

C. The Union shall be given the opportunity to be
represented at any examination of an employee in the
unit by a representative of the agency in connection
with an investigation if:

1. the employee reascnably believes that the
examination may result in disciplinary action
against the employvee; and

2. the employes regquests representation.
D. If the employee requests a representative, no further
gquestioning shall take place until the representative

is present. If no representative is requested by the
employee, the interview may continue.
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E. All interviews, inguiries, counseling sessions, and
matters relative to discipline of an employee will be
conducted in a manner as to minimize any personal
embarrassment to the employee.

Section 3

When a formal adverse action is contemplated and prieor to
issuing the formal action, Management will advise the
employee of his right to representation.

Section 4

When a formal adverse action is taken, Management will
notify the employee and his/her representative of the
reasons which justify the action.

Section 5§

A copy of Admonishments Confirmed in Writing will be given
to the employee if it is to be relied upon by Management in
any subsequent disciplinary or adverse action against an

employee.
Section 6

In disciplinary or adverse actions against any employee
covered by this agreement, when Management issues any
written communication to the employee, Management will
furnish the employee with an extra copy of the written
communication. The employee may give thelr copy to a
representative of the Union or te any other person.

Section 7

Employees against whom formal disciplinary or adverse action
is taken will be advised of their rights of grievance and/or
appeal, as appropriate.

Section 8

When Management learns that an employee is to be served with
a warrant or subpoena, Management will attempt to arrange
that service be made in private.

ARTICLE 27

Promotions

The Union and Management agree that all merit promotions

will be in accordance with the Department Merit Promotion
Plan (DPM), the Federal Personnel Manual (FPM), and the
ﬁulau and regulations of the Office of Personnel Management
OPFM) .
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ARTICLE 28

Detall of
Section 1

A

c'

Becticn 2

Employeas

A detail is an assignment on a temporary basis of an
employee to perform duties of a different pesition for
a specified period of time with the expectation that
the employee will return to their regular duties at the
end of the detail.

Details may be used to meat temporary needs of the

Agency’s work program when necessary services cannot be
obtained by other desirable or practical means.

Detajls will not be made to circumvent the merit
principles of open competition for promotion.

Detaile may be made appropriately under circumstances such
as the following:

A.

Section 3

Mana

. To meet emergencies occasioned by an
abnormal workload, special projects or studies, changes
in miesion or organization, or unanticipated absences.

. Pending official assignment, pending
dascription and classification of new position, pending
security clearance, and for training purposes.

gement may detail employees to unclassified positione

for 130 days.

Section 4

A.

c.

Details in excess of thirty (30) days will be reported
on Standard Form 50 and maintained as a permanent
record in Official Personnel Folders.,

Detaile for thirty (30) daye or less may be done
verbally or by memo.

If an employee is detailed for less than 30 days, the
employee may initiate an SF-172 and forward it to the
personnel office for verification and inclusion in the
ezmployee’s OFF.

5B



Section S

When a detail is made for sixty (60) days or more,
performance standards must be established and discussed with
the employee within thirty (30) days after the start of the
detail.

ARTICLE 25
Hepotism

Section 1

"Relative"™ as used in this article means an individual who
is related to a public official as father, mother, son,
daughter, brother, sister, uncle, aunt, first cousin,
nephew, niece, husband, wife, father-in-law, mother-in-law,
son-in-law, daughter-in-law, brother-in=-law, sister-in-law,
stepfather, stepmother, stepson, stepdaughter, stepbrother,
stepsister, half brother, or half sister.

Section 2

This article shall not be construed te prohibit the
appointment of an individual who is a preference eligible in
any case in which the passing over of that individual on a
certificate of eligibles furnished under 5 USC 3317(a), will
result in the selection for appointment of an individual who
is not a preference eligible.

ARTICLE 30
Equal Employment Opportunity
Section 1

A. Management is responsible for providing egqual
opportunity in employment in all occupations and at all
grade levels, and to take actions, within its
authority, to prohibit discrimination based on race,
color, religion, sex, national origin, age, marital
status, pelitical affiliation, and mental or physical
handicap.

B. Management is committed to the promotion of a positive,
continuing Affirmative Employment Plan invelving all
personnel policies, practices, and programs in
accordance with applicable law and the rules and
regulations of appropriate authorities.

59



Section 2

A

Section 3

Management will continue to provide to employees
written information on the process to file an EEOQ
complaint and will carefully, justly, and expeditiously
process and adjudicate discrimination complaints which
are filed with Management through the statutory EEOQ
complaint procedure.

Employees shall choose from available designated EEO
Counselors-for the NFC to pursue their complaint.
Management will continue to cooperate with EEO
Counselers and other EED officials who attempt to bring
about informal resolutions of such complaints.

Employees who allege discrimination or who participate
in presenting such complaints will, in seeking
resolution of such matters, be free from restraint,
interference, coercion, discrimination, or reprisal.

If an employee wishes to be represented by an
individual when filing an EE0Q complaint through the
statutory procedure, he/she may choose his/her
representative as provided in governmental, agency, and
departmental regulations and directives,

EED Counselors will advise employvees who seek their
assistance of the procedures invelved in processing an
EED complaint under the statutory appeals procedure.
The EED Counselor will alsc advise the complainant of
his/her right to file a grievance under the negotiated
grievance procedure.

The EEQ Counselor shall give the complainant a copy of
written reports pertaining teo the complaint being
handled, as long as provision of such reports will not
vioclate the Privacy Act.

Management agrees that sexual harassment will not be
permitted at NFC.

Section 4

A.

Management will appoint EE0 Counselors to be available
and reasonably accessibkle to all employees. The
counselors names, pictures, and telephone numbers will
continue to be posted on designated bulletin boards.

Training for the counselors will be continued as

regquired by EEOC and departmental regulations and
directives.

&0



Section 5

Section 7

In accordance with regulations, directives, and
standards issued by the Egqual Employment Opportunity
Commission and Department of Agriculture, Management
will continue to maintain a comprehensive Affirmative
Employment Plan which will identify affirmative action
objectives and goals. Employees will have access to
information describing this plan.

Management shall develop a results oriented program
intended to resolve problems of under-representation of
minerities and women.

Prior to submitting local Affirmative Action Plans to
EEOC, Management will negotiate as appropriate with
Local 2341.

Management will maintain an Equal Employment
Opportunity committee, including a Union
representative, to provide recommendations for program
improvement and analyses of program progress.

Management will select the Union representative from
nngng at least three (3) names recommended by the
Union.

Training for committee members will be continued as
required by EEOC and Departmental regulations and
directives.

Managers and supervisors on all levels will be kept fully
informed and will support and participate in, as
appropriate, all pelicies and programs and will strive to

meet

any goals and cbjectives established for full egual

employment within their areas of jurisdiection.

Section 8

Copies of the Multi-Year Affirmative Employment Plan,
updates to the Multi-Year Affirmative Employment Plan, The
Federal Egqual Oppeortunity Recruitment Program Plan (FEORP),

and ,

upon reguest, the guarterly statistical report prepared

by the NFC EEQ Office for the USDA Employee Appeals Staff

will

be furnished to the Union.
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ARTICLE 31
Upward Mobility Program

Section 1

A.

Baction 2

A.

The NFC Upward Mobility Program is designed to provide
ocpportunities for advancement to employees in single
interval series at grades GS5-9 and below or eguivalent
positione. The job opportunities offered are in the
professional, administrative, and technical series.

It is the policy of the NFC in implementing this
program that:

1. Candidates are evaluated in accordance with merit
principles and procedures.

2. Equal opportunity for participation is given to
all eligible and interested employees regardless
of race, color, religion, sex, age, national
origin, or handicap.

Positions targeted for the Upward Mobility Program will
be allocated from the NFC’s regular staffing needs. As
ceiling permits, a specific number of positions will be
designated each year by Management to be filled under
the Upward Mobility Program.

In determining the number and kinds of positions to be
announced, Management will consider past turnover
rates, anticipated expansion or contraction, and
funding available for training.

At the time vacancies are advertised, the career ladder
or potential of the positions will be identified in
accordance with the Department Merit Promotion Plan.

Employees accepting veoluntary demotions to participate
in this program will be entitled to salary retention as

provided by laws, rules, and regulations of appropriate
authorities.

62



A. Management and the Union agree that the training and
development of employees is a matter of significant

importance.
B. In conjunctien with this geoal, Management will:

1. encourage and assist employees in planning and
following a plan of self development.

2. maintain information and furnish counseling and

guidance about suitable and available educatiocnal
resources.

3. make available to employees current listings of
OFM correspondence courses and after hours
university courses.

C. The Union, on its part, will encourage employees to
take advantage of suitable self-development
opportunities.

Bection 2

Selection for training which is part of an authorized
training agreement, part of a promotion program, or required
before an employee is gqualified for reassignment to a
different occcupational series or considered for a promotion

a?all be in accordance with the Department Merit Promotion
FPlan.

Section 3

A. An employee who has cbtained prior approval from
Management shall be reimbursed for all authorized
expenses for out-service training when all of the
following conditions are met:

1. the training will enable the employee to increase
his/her ability to perform his/her current job or
a job he/she has been selected to fill in
accordance with the Department Merit Promotion

Flan and his/her approved Individual Development
Plan (IDP).

2. comparable training is not available through OPM
developed courses, and it would be too costly for
the NFC to develop a suitable program at that
time.
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3. reasonable inguiry has failed to disclose
suitable, adeguate, and timely programs being
offered by other government agencies within the
local area,

4. the course meets the needs of the employee and of
the NFC as well as or better than other courses of
its nature which may also be avajilable.

5. the course is not being taken solely for the
purpose of obtaining a degrea.

6. funds are available to pay for the training
without deferring or canceling higher priority
commitments.

B. An employee who fails to satisfactorily complete the
out-service training provided for in A. above shall
reimburse Management for all tuition and related
expenses incurred by Management for such out-service
training.

Section 4

Training is an appropriate matter for consultation by the
Labor-Management Cooperation Committee.

ARTICLE 23
Health and Safety

Section 1

Management will provide a safe and healthful work place for
employees of the Nationmal Finance Center and the safety and
health program shall be consistent with the provisions
contained in the CSRA and appropriate Federal regulations.

Section 2

The Union may designate a Union Safety Representative who
may make safety inspections and coordinate educational and
other safety and health activities with the NFC Safety
Oofficer

Section 3

When employees are reguired to perform duties which invelve
real or potential hazards they will be provided training to
perform the job safely. Such training will include proper
work methods to be used and proper use of protective
equipment with which he/she is unfamiliar until Management
has provided adegquate training and instructions, as
determined by Management, to safely perform the job.
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Section 4

When employees, during the course of performing their
official duties, have reason to believe they are being
required to work under conditions which are unsafe and
present an imminent danger which may cause death, injury,
occupational illness, loss of a faculty, or major property
damage, they shall cease the activity and immediately notify
their supervisor of the alleged hazard. The supervisor
ehall make an evaluation of the situation. After discussion
with appropriate safety personnel and the Unien safety
representative, the supervisor shall make a determination as
to whether work may proceed. If the employee is
dissatisfied with the decision of the superviseor, the
hazardous condition may be reported to an appropriate
authority in accordance with applicable laws and
regqulations.

Section &

When work is regquired to be performed in areas where
flammable or toxic vapors may exist, all such areas will be
maintained so that vapor levels remain within acceptable
safety parameters as determined by OSHA safety standards.

Section &

The agency agrees to assure response to employee reports of
unsafe or unhealthful working conditions. Management will
initiate immediate inspections for employee reports of
imminent danger conditions, such as loss of life or limb,
within 24 hours for potentially serious conditions, and
within ten (10) working days for other than serious safety
and health conditions. Inspections may not be initiated
where the hazardous conditions identified can be abated
immediately.

Section 7

Ho employee will be regquired to work in a confined area or
space beyond the visibility of others, without periecdic
checks being made by the supervisor, other employees, or
security guards as to the safety and well being of the
enployee.

Section 8

An employee who becomes ill or is injured in the performance
of his/her duties will be informed by Management of benefits
he/she is entitled to under the Federal Employee’s
Compensation Act. Management will investigate the facts and
circumstances concerning the illness or injury, and prepare
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the necessary forms for submission to the Office of Worker’s
Compensation Programs. If an employee sustains a traumatic
injury in the line of duty and is unable to perform work for
all or a portion of the day because of the injury, he/she
will remain in a paid non-duty status on the day injured in
accordance with applicable regqulations.

Section 9

Management will provide reasonable accommodations to
handicapped employees in the performance of their duties and
assistance to evacuate the building in cases of emergencies.

Section 10

Management will continue to provide the variocus health
services which are currently previded to employees.

A.

Section 11

Emergency first aid services will be furnished on a
24-hour basis to all employees during their assigned
tour of duty. Management will regquest the appropriate
authority to post emergency telephone numbers,
including emergency first aid and services covering all
shifts on all telephones throughout the NFC.

Management will staff the Health Unit with a nurse
during the day shift Monday through Friday, except on
holidays.

Upon receiving approval from his/her supervisor, an
employee will be allowed to visit the Health Unit.
Supervisors will not arbitrarily deny reascnable
requeste to visit the Health Unit.

Management agrees, according to the provisions of 20
CFR Parts 1 through 199, to provide medical assistance
to any employee who sustains a job related illness or
injury, including carpal tunnel syndrome.

There will be a periocdic safety inspection of all areas
occupied by employees, as regquired by regulations of
appropriate authorities.

Section 12

The parties agree that health and safety are appropriate
matters for consultation by the Labor Management Cooperation
Committee.
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Section 13

K. Hanagement and the Union agree to a no smoking policy te
apply to all areas within Building 350 and the TANO
Building.

B. Management agrees to provide two (2) areas independent of
Building 350 which employees may utilize for taking breaks
and to smoke if they desire. These two (2) areas will be
well built, attractive, and ventilated by design.

C. Management agrees to prévide one (1) area independent of the
TANO Building which employees may utilize for taking breaks
and to smoke if they desire. This area will be well built,
attractive, and ventilated by design.

D. The no smoking pelicy will apply to all private offices in
Building 350 and the TANO Building.

E. Management agrees to provide an annual smoking cessation
program to assist employees affected by the no smoking

policy. An employee will be allowed to enroll and attend
this program no more than two times.

ARTICLE 34

Employee Assistance Program
Section 1

The parties recognize that alcoholism, alcohol abuse, drug
depandency, drug abuse, and behavioral/emotional problems
(which includes financial, marital, or family distress) are
illnesses or health problems that can be treated. The
parties agree that employees having these problems should
receive the same consideration and respect as employees
having other illnesses.

Section 2

A. Management ie concerned with any illness or health
problem that affects employee performance and
oductivity. Management agrees to continue the full
lementation of the Employee Assistance Program and
to continue to make employees aware of the program.

B. The parties recognize that the program is designed to
be carried out as an effort to rehabilitate persons who
suffer for such illnesses or health problems, If an
enmployee reguests assistance and participates in the
program, the immediate supervisor shall give
consideration to the employee’s participation, if
known, in determining any action based on performance
and/or conduct.
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Bection 3

This program will not be used for purposes other than
improvement of employee health and referral for treatment of
illnesses causing or contributing to deficiencies in job
performance. Referrals will be based on cbjective and
factual evidence related to job performance.

Section 4

A. An employee undergcing a prescribed program of
treatment will be granted sick leave for this purpose
on the same basis as any other illness when absence
from work is necessary.

B. Hothing in this article will prevent an employee from
availing himself/herself of the program services on
his/her own initiative.

Section 5

The program procedures will adhere to reguirements
established by OPM. They will include assurances that:

A. Employees will not be denied or deprived of jcb
security (including employment and work assignments) or
promotional opportunities on the basis of their
participation in this program.

B. The confidential nature of all records of the identity,
diagnosis, prognosie and/or treatment of any employee
will be preserved in accordance with applicable law and
regulations.

C. Medical information gained through the Emplovee
Assistance Program regarding the diagnosis or prognosis

of an employee will not be used in any disciplinary or
adverse action.

BRTICLE 305
NFC Drug Testing Program

1.

The NFC Drug Testing Program shall only apply to motor
vehicle operators. If the NFC determines to implement a
drug testing program of any kind for any other group of
bargaining unit employees, such a program will reguire
notification of the American Federation of Government
Employees, Local 2341, AFL-CIO, and will be subject to
negotiations in accordance with all applicakle statues and
regulations.
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All motor vehicle operators covered by the collective
bargaining agreement shall receive training on the NFC
Testing Program. Such training will be on official time.

NFC motor vehicle operators who attend and/or visit an NFC
Employee Assistance Program (EAP) for counseling, or who are
referred to the NFC EAFP, shall be provided with official
time to attend such counseling sessions.

Approximately 2 hours prior to testing, the supervisor will
inform the employee orally, and privately, of his/her
identification for random drug testing, and where and when
to report for testing.

Employees randomly selected for testing are not immune from
testing in succeeding months. To ensure program
credibility, these names remain in the testing program and
stand an equal chance of being re-selected in any future
month.

Employees whﬁ are directed to submit to a drug test shall
receive official time and appropriate travel for the time
regquired to complete the test.

AETICLE 36

Dress Code

Section 1

A. There is a need for general guidelines for office dress
so that safety practices can be cbserved, so that no
enployee will unduly offend another, and an appropriate
image will be presented to the many visitors of the
HFC.

B. While it is not practical to set specific guides for
office dress, the following will not be acceptable:

1. Wearing of shorts.

2, Wearing of clothing that exposes a bare midriff.
3. Wearing of T-shirts and/or transparent blouses
without proper foundation or undergarments.

4. Wearing of hair rollers while on duty.

c. Any type of jeans or other informal clothing must be

neat and clean, and must not display suggestive
patches, printing, or writing.
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D. In the interest of safety, employees must wear shoes,
which includes sandals with ankle straps, at all times -
when on duty. The following will not be acceptable and
are prohibited:

1. Clogs.
2. Beach or house slippers.
3. Other types of loose slip-on sandals or slippers.

E. Good grooming and personal hygiene are regquired of all
employees. Employees that appear unclean or with

excessive body odor may be referred to the Health Unit
for counseling.

Section 2
Employees may be sent home by supervisors to correct

deficiencies with leave charges to available annual leave or
to leave without pay.

ARTICLE 37
Parking

Section 1

Employees will be provided with adeguate parking space,
without cost, within the designated parking areas.

Section 2

Designated reserved parking spaces will be available for
handicapped employees within close proximity to their
woerking area.

Bection 3

Management will recommend to NASA and TANO that unsafe
conditions in the parking facilities be corrected. The
Union will be provided with a copy of Management’s
recommendation.

Section 4
Management will notify the Union before any change is made

in the current practices regarding parking. The Union will
be given the cpportunity to negotiate about the change.
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ABTICLE 238
Reduction-in-Force or Transfer of Function

Section 1
A

Section 2

A reduction-in-force is a release of an employee from
his/her competitive level by separation, demotion, or
furlough for more than thirty (30} calendar daye, or
reassignment requiring displacement when there is a
lack of work or funds, reorganization, reclassification
due to a change in duties, or the need tc make a place
for a person exercieing reemployment or restoration
rights that reguires Management to release an employee.

A transfer of function is the transfer of the
performance of a continuing function from cone
competitive area and its addition to one or more other
competitive areas, or the movement of the competitive
area in which the function is performed to another
commputing area.

A reduction-in-force will be accomplished by Management
in accordance with the laws and regulations of
appropriate authority. Existing vacancies will be
utilized to the maximum extent possible to place in

continuing positions those employees who otherwise
would be separated.

Kotification

A.

. When it ie

Ereliminary Motification to Unjon
anticipated that a reductien-in-force or a transfer of

function affecting bargaining unit emplovees will be
necessary, the Union will be given the earliest
possible preliminary notification in writing. This
notification will be at least thirty (30) calendar days
in advance of the anticipated implementation date and
will include the following information:

1. Specific functions to be transferred and
identification of employees assigned to this
function,

2. The reason for the reduction-in-force or transfer
of function,

3. The competitive areas and levels that Management

proposes may be invelved initially in a reduction-
in-force,

71



C.

Section 3

A

B.

C.

4. The anticipated effective date that action will be
taken, and .

5. The manner in which Management anticipates
exercising its discretion under 5 CFR 351, if
known.

The Agency agrees to freeze performance evaluations of
enployeas affected by a reduction-in~-force,
reorganization, or transfer of function effective as of
the date of the specific notice.

Management will give & minimum notice of eixty (60)
calendar days notice and ten (10) calendar days
specific notice to employees involved in a transfer of
function or a reduction-in-force, but will give the
earliest peossible notice in accordance with applicable
rules and regulations. An employee may give a copy of
the notice to the Union or to any other person.

¥When an employee is affected by a2 reduction-in-force,
he/she has the right to designate a representative to
represent him/her in resolving his/her dissatisfaction.
Enployees affected by & reduction-in-force and/or their
representative, if any, will have the right, upon
reasonable st to appropriate authority and notice
to the supervisor involved, to inspect appropriate
reduction-in-force records.

Upon receipt of preliminary written notification of an
antici reduction-in-force or transfer of function
aff bargaining unit employees, the Union may,

within five (5) workdays, request negotiations
concarning impact and 1lﬁ1utnntatiﬁn and present the

initial preoposal within ten (10) workdays of receipt of
notification.

Upon timely t from the Union, the parties shall
meet and ate within five (5) workdays after

of the Union’s. proposals concerning the impact
and implexentation of the anticipated reduction-in-
force or transfer of function on bargaining unit
enployees. If Management develops counter proposals to
the Unicn’s proposals, these will be provided to the
Union within five (5) workdays after receipt of the

Union’s proposals.

The Union shall have the right to review retention
reglsters and any other informaticn necessa for
negotiations concerning the proposed l:tium?{ﬁ
accordance with 5 USC 7114({b) (4).
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Bection 4

Competitive Areas and Levels

A

Section 5

The competitive area shall be the Hew Orleans commuting
Area.

Competitive levels will include all positions of
similar duties in accordance with government-wide rules
and regulations.

The National Finance Center Personnel Office will make every
reasonable effort to assist employees affected by a
reduction-in-force, including, but not limited to:

A.

Section &

Meeting with employees eligible for optional or
involuntary retirement to explain its benefits and
advise them of their right to have a Union
representative present.

Management will make every effort to find employment in
other Federal agencies within the competitive area for
those employees.

Management may waive gualification regquirements in
assignments during reduction-in-force if Management
determines the employee has the capacity, adaptability,
and special skills reguired by the position.

Management will contact the appropriate State
Employment Security Commission about any available
training at government expenses and inform the
enployees how to apply for such training.

Reemployment Priority List

A

Any career or career-conditional employee who is
separated because of reduction-in-force will be placed
on the reemployment priority list for all competitive
positions in the commuting area for which the employee
is gualified and available in accordance with
applicable laws and regulations.

It is understood that acceptance or refusal of a

temporary appointment will not alter the employee’s
right to be offered permanent employment.
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Bection 7

For the duration of a reorganization, reduction-in-force, or
transfer of function, the agency will provide the Union with
up-to-date information and keep them informed.

ABTICLE 35
Contracting-out of Bargaining Unit Work

Bection 1

A.

B.

Section 3

The Union recognizes the right of Management to
determine the methods, means, and personnel used to
accomplish the mission of the NFC.

Management recognizes and shares the desire of the
Union to protect the job security of employees.

Both pirtien recognize that employee job security is
enhanced through the efficient and economical
accomplishment of the mission of the NFC.

When a determination is made to study the contracting=-
out of work which is being performed in whole or in
part by employees and the contracting-out may adversely
affect employees, Management will notify the president
of the Union.

1. Management will brief the Union president with

respect to any possible impact on employees and
keep the president informed.

2. The term “adversely affect™ for the purposes of
this Article means separation, demotion, or loss

of pay.

Management agrees to abide by the provisions of OMB
Circular A-79 and other applicable laws and regulations
concerning contracting=-out. .

Contracting out and the release of information regarding
contracting out will be in accordance with applicable laws
and regulations. Upon request by the Union, Management
agrees to meet and confer with the Union concerning the
impact on bargaining unit employees; up to three Unien
representatives will be considered on regular duty time for
such meetings.
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ARTICLE 40
Personnel Research Programs and Demonstration Projects
Section 1

Definitions

A. Research Program - means a planned study of the manner
in which public management policies and systems are
operating; the effect of those policies and systems,
the possibilities for change, and comparisons among
policies and systems.

B. Demonstration Project - means a project conducted by
the Office of Personnel Management, or under its
supervision, to determine vhether a specified change in
personnel management policies or procedures would
result in improved Federal personnel management.

Section 2

In the event that Management determines to participate in a
research program or demonstration project, it agrees to

abide by the provisions of Title VI of the Civil Service
Reform Act of 1978.

Section 3

Employees will not be included in a demonstration project
unless there has been consultation and/or negotiation as
provided in 5 USC 4703 (f). -

Section 4

Any research program or demonstration project shall be
consistent with and may not amend or waive any provision of
this agreement, except by mutual written consent of the
parties.

ARTICLE 41
Duration of Agreement
Section 1

This agreement will remain in full force and effect for
four (4) years from the date of approval by the Director of
Personnel, USDA. If neither party serves to renegotiate
this agreement, it shall be automatically renewed for two
year periods subject to the provisions of this article.
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Section 2

Either party may give written notice toc the other, not more
than 105 or less than 60 days prior to the expiration date,
for the purpose of renegotiating this agreement.
Kegotiations will begin no later than 30 days prior to the
expiration date., This agreement will remain in full force
and effect during renegotiations.

ARTICLE 42

Distribution )
Section 1
After review and approval by appropriate officials,
Management will reproduce and distribute copies of the
Agreement, supplements, and amendments as follows:
A. an initial copy teo each employee.

B. a copy to each newly hired employee at the time the
employee enters on duty.

C. fifty (50) cecpies to the Union.

Reproduction of this agreement will be at Management’s
expense.

Section 2
The Union president or his/her designee will be allowed
official time while otherwise in a duty status to inform

orientation classes of new employees of the Union’s
exclusive recognition.
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APPENDTIX &

MEMORANDUM OF DUES

WITHHOLDING (USDA-AFGE)



MEMORANDIM OF UNDERSTANDIRG
BETWEEH
DEPARTHMENT OF AGRICULTURE AND THE AMERICANM
FEDERATION OF GOVERNMENT EMPLOYEES

This Memoranduz of Understanding is between the Department of Agriculture, here-
inafrer referred to am USDA, and the American Federation of Government Emplovees,
herainafter referrved to as AFGE.

I. It is agreed that this Agreement is subject te and governed by CSEA.

1I. The individual emplovee of the USDA wvho is 2 member of the AFGE and
included within an exclusive unit ghall obtain his/her 5F=1187, REQUEST AND
AUTHORLZATION FOR VOLUNTARY ALLOTHMENT OF COMPEMSATION FOR PAYMENT OF EMPLOYEE
ORGANIZATION DUES, from AFCE and shall file it wich the designated AFGE r:prt-
sentative, who vﬂi forwvard it to the Personnel Office of the Agency. those
Lases wherein management and the union disspree regarding the elil:ll:ul ¥ of an

employee for dues withholdd th parties acknowledge that such represencacion
disputes are the sole function of the ordingly agree that the duss
of such an employee shall be placed im an escrow account pending an appropriace

ricy determinacion. The amployee £hall be instructed by AFGE to complete
Fart A and Fart B. Ho other number must appear in the block provided as "identi=
fication Humber™ except ths employse’'s Social Security Number.

I1I. Deduccions will be =ade each pay pericd by the USDA and remictances will
be made each pay period co the National Office of the AFGE. HRemictances shall
be accompanied by a computer tape, one for each pay period, by Locals, showing
the names of the member ezployees from whose pay dues were withheld, the amount
withheld, the code number of che Local to vhich each smployee member belongs,
social security number, and will be summarized to show the number of members for
vhom dues were withheld, total amount withheld, and the amount due the Local.
Each tape will also include the name of each employee member for that Local who
previously made an allotment for whom no deduction was made whether due o leave
without pay or other cause. Such emploeyvee shall be designated with an appropriate
exXplanatory term.

IV. It ie agreed that Part A of SF=1187, including the inssrtieon of code
ounbers of the AFCE (52) and the appropriate Local mumber, will be executed by
tha Financial Officer of the Local to vhich the employee member belongs or by
the Hational Secretary=Treasurar of cha AFCE, if the member is a member-at=larpge.
The amoiunt @0 certified shall ba the amount of the regular dues [exclusive of
iniciation fees, assessments, back dues, fines and eimilar charges and fees).
One standard amount for all employeas or different asounts of dues for different
employess may ba specified. If chere should be any change in the dues structure
or amount, & blanket authorization listing each ewmployee's name and social
security number, and the amount of dues to be withheld will be submicted to the
appropriace payroll office. The listing will be idencified by labor crganizacion
and Local codes. Omnly one such change may normally be made in any peried of
twelve consecutive months for a given Local.

V. The payroll office of the USDA will terminate an allotment per &

request received in asccordance with any one of the following:

{1) aa of the bagioning of the fitet full pay peried following
recalpr of notice that exclusive recognition has been withdravn;



.

(2) at the end of the pay pericd during which
an employee member is separated from the
USDA;

{(3) at the end of the pay period during which
the payroll office receives notice from
the AFGE or a Local of the AFGE that the
employee member has ceased to be a member
in goed standing:

(4) effective September i, 1979, and each Sep-
tambar 1 thereafter for all allotments in

effect as of September 1, ;

(5) 2? the annual anniversary date of each
allotment completed after September 1, 1978,

VI. The USDA payroll office will send to the Hational
Financial Officer of the AFGE a copy of each written rewvo-
=ltinn of an authorization which it receives. nnvacatiun

st_be submitted to the appropriate Local in writin
the mig turen!thnmrmﬂmstandmm lEEn.n
must be submitted to APPToODn .u.t. Peracnnal Office not

aarlier an - ret day of the month prior to the annual
date %h shich reveocation may be IEEME& in accordance
w 8.

Agreed to on the 15th day of January, 1979, and as amended
ion Mo, 0-P5-1 on April 19, 1979.

-

ng ng Earmf

US Department of Agriculture American Federation of
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Corrected Copy of NFC Gliding Flexitime Schedule

™  All OFM/NFC Employees

Attached hereto is a corrected copy of the HFC Gliding Flexitime
Schedule. This corrected copy replaces Appendix B of the
Cellective Bargaining Agreement between the MNational Finance
Center, Office of Finance and Management, U.S. Department of
Agriculture, and AFGE Local 2341.

Enployees are encouraged to keep this document available for
future reference.

ﬂuﬁjﬂgmég }ift"vﬂﬂyj
I!-.FLLD R.

Labor Relations Officer

“An Equal Opportunity Employer”



APPENDIX B - CORRECTETD

NFC GLIDING FLEXITIME

SCHEDULE



Flexitime Program

Section 1 - Flexitime Purposs

The Union and Management agree to continue the Flexitime
Program at NFC. Flexitime working hours give employees some
control over their personal and working lives by allowing
them to choose, within limits, the working hours which best
suit their particular situation.

Section 2 = Flexitime Objectives

The objectives of flexitime are to:

Section

A.

allow employees some control of their working lives,

and enhance their personal lives,

improve morale and productivity,

improve the efficiency and effectiveness of the NFC,
and

relieve traffic congestion.

- Policies and Procedures

Employees covered by flexitime pust accurately record
beginning and ending times of work periods. Any
enployee found to have falsified timekeeping records
for the personal gain of his or herself or by another
employee, will be subject to disciplinary action, up to
and including remeval.

Aotual time:

Regular time worked is recorded and credited to the
minute, beginning with the minute the emplovee cleocks
in and ending with the minute the employee clecks out.
Regular time does not begin, however, prior to the
enployee’s regular or modified flexitime tour of duty.
Overtime begins as scheduled or the minute the exployee
clocks in when work is to be performed cutside the
enployee’s regular or modified tour of duty. In the
case of overtime following regular time, the overtime
begins the minute the regular tour has been completed.



Overtime is recorded in 1l5-minute intervals.

Actual Time has no effect on leave charges. Leave is
charged in 15-minute increments.

The 15-minute increment of leave starts when the
employee clocks out.

Tardiness Excusal Policy for Emplovees

1.

4.

This tardiness policy applies to all full-time or
part=time erployees. Up to 15 minutes of
tardiness will be excused with no charge to leave,
provided the employee works an egqual number of
minutes later at the end of the workday.
Otherwise, the employee must request leave for the
i5-minute period. The employee is not regquired te
give an explanation for cccasional tardiness which
is to be made up by working later.

If an employee is more than 15-pinutes late, leave
must be reguested for the entire tardiness peried
and a reason must be given for the tardiness. If
reqguested leave is denied, the employee will be =o
advised in a timely manner.

This policy is intended to be of help to employees
who are occasionally late for the start of their
shift due to bad weather or other unusual
circumstances. Employees should make every effort
to be on time for the start of their shift,
Frequent tardiness will subject an employee to
appropriate administrative action.

Management agrees that this tardiness policy shall
be uniformly and egquitably enforced.

Types of Flexitime

1.

Flexitime at the NFC is an arrangement which
allows employees to choose their own starting
times on a day-to-day basis, with no advance
notice to their supervisor. There are two types
of flexitinme: '

a. ERegular Flexjtime Regular flexitime is
explained in Section 5 of this article.
Regular flexitime will be used by all

employees except those emplovees listed in
iter 2. below. :



b.

Missicens could not be
accomplished in some NFC organizations if all
employaes in those organizations had reagular
flexitime available to them. Where there is
a need for employees to interface between
shifts, to maintain communication with other
governmental facilities eover the nation, or
to utilize equipment at specified times,
flexitime privileges will be restricted to
the extent necessary to maintain effective
and efficient operations. Employees in the
affected areas will, when feasible, be able
to participate in some type of flexitime
program. A full explanation of the modified
flexitime schedules is given in Section 7 of
this article.

Areas with modified Flexitime

2.

b.

i.

Travel and Transportation Section (see
Section 7.A)

Furchase Order Section (see Section 7.B

Miscellaneous Payments Section (see Section
7.C)

Program Billings and Collections Section (see
Section 7.D)

Administrative Billings and Ceollections
Section (see SectionSn 7.E)

Communications and Dispatch Units (see
Section 7.G)

* Moteor Vehicle Operators

* Mail Clerks

* Teletypists

output Distribution Unit (see Section 7.G)
Microform Processing Units (see Section 7.G)
Reproduction Unit (see Secticon 7.G)

Data Preparation Units (see Section 7.H)

Payroll /Voucher Control Units (see Section
7.G)



1. Computer Scheduling Section (see Sectien 7.1I)
m. Computer Support Operations Section (see
Section 7.J)
n. £11 Payroll/Perscnnel Operations Units (see
Sactieon 7.K)
o. Logistics Management Unit (Warehouse) Supply
Room employees only (see Section 7.H)
P- Thrift Savings Plan Operations Branch (see
Sectien 7.N)
* TSP Operations Office
* Loan Processing Group
= Reconciliation Group Section
* Aoocounting and Asset Reporting Sectien

* Farticipant Counselling Group 1 and 2

Section 4 - Definitions

W i = the number of hours,
excluding overtime hours, which an employee is required

to work er is required to account fer by leave or
ctherwvise.

Core Time - those hours in each scheduled workday
during which all employees must be present for work .
unless on approved leave or on midshift flexiband.

Flexible Time - those parts of 2 gliding schedule of
working heours during which employees may choose
starting time and during which they may leave after
having completed an eight (8) hour workday.

Flexitime - a system of work scheduling which divides
the workday into two kinds of time--core time and

flexible time. The twe requirements under any
flexitime schedule are:

1. an employee must be at work during core time,
unless on approved leave or midshift flexiband,
and

2. employees must account for the total number of
hours scheduled to work.



Actual Time - a timekeeping system in which credit is
given for all regular time worked beginning with the
minute the erployee clocks in and ending with the
minute the employee clocks out. Regular time does not
begin prior to the employee’s regular or modified
flexitime tour of duty.

Gliding Schedule - a flexible schedule under which an
enployee has a2 basic work reguirement of eight (8)
hours each day and forty (40) hours each week, and may
select an arrival time each day. That arrival time may
change daily as long as it is within the established
flexible time band.

Midshift Flexiband (MSF] - that part of a schedule of

working hours during which empleoyees may extend their

lunch period or attend to personal business without
charge to leave.

Overtime Hours - all hours of work in excess of eight
{8) hours in a day or forty (40) hours in a week which
are officially crdered or approved by Management.

Section 5 - Regular Flexitime

A. Regular flexitime will be used by a2ll employees
except those in organizational areas where the
requirenments of their jobs limit the amount of
flexibility available. The excepted sections and
units are listed in Section 3.D.2.

B. The workday under a regular flexitime gliding
schedule consists of the hours from 6:30 a.m. to
6:00 p.m. Employees are free to begin their work
each day at any time between 6:30 2.m. and 9:00
a.m. The flexible time schedule is extended to
include the periods 6:30 a.m. to 9:00 a.m. and
3:00 p.m. to 6:00 p.m.

Employees then complete their shift after eight
(8) hours of work, plus a one-half (1/2) hour
non=-work lunch period.

- 1 L]
P.ll., except when the tardiness excusal policy for
occasional tardiness is used. (See Section 3.C.)



This is illustrated in the diagram below:

F;exiblﬂ Core Flexible
Iige Time Time
£:30 00 100 T B:00
a.m. a.m. o - D.R.

Emplmfees must be present for work during the core
times unless on approved leave or approved
midshift flexiband,

Section & = Midshift Flexiband

The Midshift Flexiband (MSF) is modified and expanded
to ineclude any time pericd, provided 8 hours of work
can be accorplished within the flexible time peried,
that is between 6:30 a.m. to 6:00 p.m. The M5F may not
include the employee’s hegnrnlng or ending times.
Approved leave must be taken for absence which includes
the beginning or ending time.

A. Employees may use up to three (3] hours if MSF not
including any lunch pericd. The midehifs
flexiband must be reguested by emplovees and pust
be approved by their supervisor before it is used.
Time used must be made up during the same workday.

B. All MSF must bhe recorded on the time clock.

Employees must indicate whether the MSF includes
the lunch period.

C. Full-time emplioyees may utilize the MSF only of 8
hours of work or work and leave can be
accomplished within the designated working hours.
For exanple, a full-time smployee whoe cleocks in
at B:30 a.m. could use a paximum of 1 hour of MSF,
not including the lunch perieod since further
extension would preclude accomplishment of & hours
of work and 30 minute lunch periocd before 6:00 p.m.

D. Epployees may regquest leave for any period
adjacent to the MSF.

Section 6 - Modified Flexitipe

Flexitime in many organizaticnal areas varies with the
work assignments of the different positions. Telephone
and teletype cperators, for instance, Eay be regquired



to work special modified schedules due to the
relationship of their work to other agencies and
organizations over the nation. In some situations
individual positions may not be able to flex at all.

A TRAVEL AND TRANSPORTATION SECTION

Employees in this section will be allowed to use the
regular flexitime schedule given in Section 5 above,
when they are not assigned to telephone inquiry duty.
Accounting Technicians handling telephone inquiries
will be divided inteo two (2) groups which will
alternate as needed, and will follow the following
schedules:

a. M : Shift #1

Flexible Core Flexible
Time Time Time
E:30 7245 2:00 #:15
a.m. a.m. : p.D. p.m.

The workday consists of the hours from 6:30 a.m. teo
4:15 p.m. An employee is free to begin his/her work
each day between 6:30 a.m. and 7:45 a.m. The employee
then completes his/her shift after eight (8) hours of
work, plus a one-half (1/2) hour non-work lunch period.
The workday must be completed by 4:15 p.nm. An employee
may use the midshift flexiband as described in Section
6. However, since there is only one and one-fourth
(1 1/4) hours of flexible time available at the end of
the workday, the non-work period can only be no more
than one and one-fourth (1 1/4) hours in length or one
and three-fourths (1 3/4) hours including the 30 minute
lunch peried.
b. Morping Shift #£2

Flexible Core Flexible

Time Time Time

T:i45 g:00 4:15 5:30

a.m a.m. p.m. p.-m.

The workday consists of the hours from 7:45 a.m. to
5:30 p.m. An employee is free to begin his/her work
each day between 7:45 a.m. and 9:00 a.m. The employee
then completes his/her shift after eight (8) hours of
work, plus a one-half (1/2) hour non-work lunch periocd.
The workday must be completed by S5:30 p.m. An employee

may use the midshift flexiband as described in
Sectlon 6.



However, since there are only one and one-guarter (1
1/4) hours of flexible time available at the end of the
workday, the non-work period can be no more than one
and one-guarter (1 1/4) hours in length or one and

three-guarter (1 3/4) hours including the 30-minute
lunch period.

PURCHASE ORDER SECTION

Exployees in this section will be allowed to use the
regular flexitime schedule given in Section 5 above,
when they are not assigned to telephone ingquiry
service. Accounting technicians handling telephone
inguiries will be divided into two (2) groups which

will alternate as needed and will fellow the =chedules
given in A above.

MISCELLANEQUS PAYMENT SECTIOR

Employees in this section will be allowed to use the
regular flexitime schedule given in Section 5 above,
when they are not assigned to telephone inguiry
service. In the event that the employess’ use of
flexitime results in an inadegquate telephone coverage,
accounting technicians handling telephone inguiries
will be divided into two (2) groups which will

alternate as needed and will follow the schedules given
in A above.

PROGRAM BILLINGS AND COLLECTIONS SECTION

Employees in this section use the reqular flexitime
schedule except when assigned to telephone inguiry
duties. At such times, the schedule is 7:45 a.m. to
4:15 p.m. However, an employee may use the midshift
flexiband as described in Section 6 if adegquate
telephone coverage can be provided by other inguiry
personnel.

ADMINISTRATIVE EILLINGS AND COLLECTIONS SECTION

Empleyees in this section will be allowed to use the
regular flexitime schedule given in Section 5 above
Provided there is adeguate coverage for payment
processing. In the event that the employees’ use of
flexitime results in inadequate coverage for
balancing/processing/certifying payment schedules,
employeess responsible for the process will be divided
into groups which will alternate on a monthly basis and
will fellow the schedule shown below:



Shiftt # 1
Flexible Corea F@lxibla
Time _Tips Time
B: 30 B:00 I:00 4:30
Ei-ni a.-lm-l P-Inl' pin‘i
shift 4 2
Flexible Core Flexible
Tips Tims Time
2200 Q00 4:20 &:00
-H..I- - Pi-ni Pqﬁ-

G. DISTRIBUTION AND COMMUNICATIONS SECTION
1. Copmunications and Dispatch Unit

An employee's working hours are detercined by the
work regquirenments of the position he/she occuples.
Several of the drivers and the teletypists are not
able to use flexitime because of their relation-
ship to other agencies and organizations locally

and over the nation. The gliding schedules for
this unit are:

2. Motor Vehicle Coerators

1) Two positions have specific assignments
that reguire employees to work a fixed
schedule in order to meet the time
schedules that exist. These two

positions, with their work schedules,
are;

aj Morning mail pick-up ~ 5:00 a.m. to
1:30 p.n. i

b) Mail delivery between the TANO
Building and Building 350 is
E:00 a.m. to 4:30 p.m. Shuttle
service between buildings is 7:45
A,m. and 4:15 p.m.

2] A1l other drivers use the regular
flexitime schedule give in Section 5.
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Flexible Core Flexible

Time Tine Timne
G200 E:1l5 2:30 Gdras
a.m. Aa.m. . P+‘E+ P+II11

The weorkday consists of the hours from 6:00 a.m. to
4:45 p.m. An employee is free to begin his/her work
each day between 6:00 a.m. and 8:15 a.m. The employee
then completes his/her shift after eight (8) hours of
work, plus a one-half (1/2) hour non-work lunch peried.
The workday must be completed by 4:45 p.m. An employee
may use the midshift flexiband as described in '
Section 6. However, since there are only two and
one=guarter (2 1/4) hours of flexible time at the end
of the workday, the non-work period can only be
extended for up te two and one-guarter (2 1/4) hours in
length or two and three-guarters (2 3/4) hours
1ncludlng the 30 minute lunch period.

2) Intra-Office Mail Clerk

Flexible Core Flexible
Time Time Time

7:15 E:15 3145 4145
a.m. a.n. p.m. p m.

The workday consists of the hours from 7:15 a.m. to
4:45 p.m. An employee is free to begin his/her work
each day between 7:15 a.m. and 8:15 a.m. The employee
then completes his/her shift after eight (B) hours of
work, plus a one-half (1/2) hour non-work lunch peried.
The workday must be completed by 4:45 p.m. An employee
may use the midshift flexiband as described in Section
&. However, since there is only one (1) hour of
flexible time available at the end of the workday, the
non-work period can be no more than one (1) hour in
length or one and one-half (1 1/2) hours including the
30 minute lunch period.

c. Teletvpists

Teletypists have a2 work schedule starting at
7:45 a,m. and finishing at 4:15 p.mn. These
hours represent a compromise between the
Eastern and Western time zones, and no



3.
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flexibility is possible since agencies over

the country plan their work to use these
times.

da. Heekend Tours
The timing of tha tasks perforped during

Saturday and/or Sunday shifts lipits

flexibility to the point that flexitime cannot
be used.

Outou t i it

a. Early Morning Shift

The early morning shift will start at

5:00 a.m. Since the work of other sections
and/er units of the NFC depend upon the
accopplishment of the work of this shift, no
time flexibility is available.

b. HMorning Shift

Employees on the morning shift will use
regular flexitime as given in Section 5
above. However, a special tour of duty and/for
hours of work may need to be assigned to
individual employees to cover special needs,
priorities, and tasks; such assignments will
be rotated among affected employees in as
egquitable and fair a manner as possible.

o, Heekand

The timing of the tasks to be performed
during Saturday and/or Sunday shifts limits
time flexibility teo the point that flexitime
cannct be used.

Micreoform Processing Units

The absolute need for employees in these units to
overlap on shifts in order to maintain the

_ continuous cperation of the eguipment, as well as

to communicate possible problems and/or special
instructions, limits the amount of time
flexibility to fifteen (15) minutes before and
fifteen (15) minutes after the beginning of each
shift. For this reason, flexitime cannot be used.
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4. Reproduction Unit
FIRST TOUR
Flawible Core Flexible
Time Time Time
&: 00 G130 2:30 J:00
a.m. &.m. p.D. p.n.

The workday consists of the hours from 6:00 a.m. to
3:00 p.m. An employee is free to begin his/her work
each day between 6:00 a.m. and 6:30 a.m. The employee
then completes his/her shift (tour) after eight (8)
hours of work, plus a one-=half (l1/2) hour non=work
lunch period. The workday must be completed by

3:00 p.m. An employee may use the midshift flexiband
as described in Section 6. However, since there are
oenly two (2) hours of flexible time at the end of the
workday, the non-work peried can only be extended for
up te two (2) hours in length or two and one-half

(2 1/2) hours including the 30 minute lunch peried.

SECOND TOUR

Flexikle ' Core Flexible
_Tine Time Time
7:45 S:00 4:15 5:30
a.nm. a.m. P p.mo.

The workday consists of the hours from 7:45 a.m. to
5:30 p.mn. An employee is free to begin his/her work
each day between 7:45 a.m. to 9:00 a.m. The employee
then completes his/her shift (tour) after eight (8)
hours of work, plus a one-half (1/2) hours non-work
lunch period. The workday must be completed by

5:30 p.m. An employee may use the midshift flexiband
as described in Secticn 6. However, since there are
only one and one-guarter (1 1/4) hours of flexible time
at the end of the workday, the non-work pericd can only
bhe extended for up to one and one=guarter {1 1/4) hours
in length or one and three-guarters (1 3/4) hours
including the 20 minute lunch peried.
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H. DOCUMENT PROCESSING AND CONTROL SECTION

1.

Flexible
Time

Data Preparation Units

Employees in the Data Preparation Units will have
the following tours of duty:

a. First Tour
Core Flexible
Time Time

7100
a.m.

Flexible
Timpe

B:00 J:30 4530
&.m. p.mo. ' p.m.

The workday consists of the hours from 7:00 a.rx.
to 4:30 p.m. An employee is free to begin his/her
work each day between 7:00 a.m. and 8:00 a.m. The
employee then completes his/her shift after eight
(8) hours of work, plus a one-half (1/2) hour
non=-work lunch pericd. The workday must be
completed by 4:30 p.m. An employee may use the
midshift flexiband as described in Section 6.
However, since there is only one (1) hour eof
flexible time available at the end of the workday,
the non-work period can be no more than.on (1)
hour in length or one and one~half (1 1/2) hours
including the 30 minute lunch period.

b. Second Tour

Core Flexible
Time Time

9:00 4:30 &5:30
2.m. =% - p.n.

The workday consists of the hours from 8:00 a.m.
to 5:30 p.m. AN employee is free to begin his/her
work each day between E:00 a.m. and 9:00 a.m. The
employee then completes hiss/her shift after eight
{B) hours of work, plus a one-half (1/2) hour
ccopleted by 5:30 p.m. An employee may use the
midshift flexiband as described in Section 6.
However, since there is only one (1) hour in
length or cne and one-half (1 1/2) hours including
the 30 minute lunch period.



b.

Flexible
Time
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i =] it
a or e

The early morning shift will start at 5:00 a.m.
Since the work of the employees in the
Administrative Payments Branch depends upon the

timely completion of the work of this unit,
flexitime cannct be used.

orni i ft

Core Flexible
Time Time

&€:00

d.l.

Flexible
_Time

G130 2:30 I:00
a.m. p.m. p.m.

The workday consists of the hours from 6:00 a.n.
to 3:00 p.m. An employee is free to begin his/her
work each day between 6:00 a.m. and 6:30 a.m. The
enployee then completes his/her shift after eight
(8) hours of work, plus a one-half (1/2) hour
non-work lunch period. The work must be completed
by 3:00 p.m. An employee may use the midshift
flexiband as described in Section 6. However,
since there is only one-half (1/2) hour of flexible
time available at the end of the workday, the
non-work period can be no more than cne-half (1/2)

hour in length or cne (1) hour including the 30
minute lunch period.

c. Daytime ghift #£3

Core Flexible
Time Tine

F:00
s

B:15 3:30 4145
a.m. p.m. p-mE.
The workday consists of the hours from 7:00 a.m.
Lo 4:45 p.m. An employee is free to begin his/her
work each day between 7:00 a.m. and E:1% a.m. The
employse then completes his/her shift after eight
(8) hours of work, plus a cne-half (1/2) hour
non-work lunch pericd. The workday must be
completed by 4:45 p.m. An employee may use the
midshift flexiband as described in Section s,
However, since there are only one and one-guarter
(1 1/4) hours of flexible time at the end of the
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workday, the non=work period can only be extended
for up to one and one-guarter (1 1/4) hours in
length or one and three-guarters (1 I/4) hours
including the 30 minute lunch peried.

d. Daytime Shift #2
Flexible Core Flexible
Tipe Time Time
8:30 S:00 5:00 5:30
a.m. a.m. p-=. pP-m.
The workday consists of the hours from E:30 a.m.
and 5:30 p.m. The employee is free to begin
his/her work each day between B8:30 a.m. and
9:00 a.m. The employee then completes his/her
shift after eight (8) hours of work, plus a
one-half (1/2) hour nen-werk lunch period. The
work must be completed by 5:30 p.m. An employee
may use the nidshift flexiband as described in
Section 6. However, since there is only cone-half
(1/2) hour of flexible time available at the end
of the workday, the non-work period can be no more
than one-half (1/2) hour in length or one (1) hour
including the 30 minute lunch peried.
I. COMPUTEER SCHEDULING SECTION
The timing of tasks to be performed and completed by
enployees in this section, in relation to the work of
enployees in other secticons and/or units of the NFC,
limits the amount of time flexibility to fifteen (15)
minutes before and fifteen (15) minutes after the
baginning of each shift. An individual employee may be
allowed to flex on a given day with prior approval of
his/her superviseor.
J . COMPUTER SUPPORT OPERATIONS SECTION

The absolute need for emplovees in this section to
overlap on shifts in order to maintain the continuous
operation of the computers and related egquipment, as
well as to communicate possible problems and/or
special instructions, limits the amount of time
flexibility to fifteen (15) minutes before and fifteen
(15) minutes after the beginning of each shift. An
individual employee may be allowed to flex on a given
day with prior approval of his/her supervisor.
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ALL PAYROLL/PERSONNEL OFERATIONS UNITS

Employees in these units use the regular flexitime

schedule except when assigned to telephone inguiry
duties. At such times, the schedule is 7:35 a.m. to
4#:05 p.m.

SUFPLY ROOM OF LOGISTICS MANAGEMENT UNIT

{Excluding the motor vehicle cperator for the Supply
Foom) :

Flexible Core Flexible

Time

Time Time

E:O0 3:00 4:30
A.m. p.o. p.m.

The workday consists of the hours from 6:30 a.m. to
4:40 p.m. An employee is free to begin his/her work
each day between 6:30 a.m. and B8:00 a.m. The employee
then completes his/her shift after eight (8) hours of
work, plus a cne-half (1/2) hour non-work lunch peried.
The workday must be completed by 4:30 p.m. An employee
may use the midshift flexiband as described in Section
&. However, since there are only one and cne-half

(1 1/2) hours of flexible time at the end of the _
workday, the non-work period can only be extended for
up to one and one-half (1 1/2) hours in length or two
{2) hours including the 30 minute lunch periocd.

NHETWOEFK CONTROL CENTER

The absolute need for employees in this section to
overlap shifts in order to maintain the continuous
operation of eguipment, as well as to cocmunicate
possible problems and/or special instructicns, limits
the amount of time flexibility to fifteen (15) minutes
before and fifteen (15) minutes after the beginning of
each shift. For this reason, flexitime cannot be used.

THRIFT SAVINGS PLAN OPEFATIONSE BRRMCH

1. Thrift Savings Plan Operations Office
2. Accounting and Asset Reporting Secticn
3. Loan Reprocessing Group

4. Reconciliation Group
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Flexible Core Flexible
Time Tipe Tims

F:00 5:00 3330 L: 30
2.m. a.m, p.m. pP.o.

The workday consists of the hours from 7:00 a.m. to
S:30 p.m. An employee is free to begin his/her work
each day between 7:00 a.m. and 9:00 a.m. The employee
then completes his/her shift after (8) hours of work,
plus a one-half (1/2) hour non-work lunch period. An
enployee may use the midshift flexiband as described in
Section 6. However, since there are only twe (2) hours
of flexible time available at the end of the workday,
the non-work periocd can be no more than tweo (Z) hours
in length or two and one-half (2 1/2) hours including
the 30 minute lunch period.

5. Participant Counselling Group 1 and 2
a., Shift £1
Flexible Core Flexible
Time Tine Time
7:00 &%:00 3:30 5:30
a.0. a.m. p.mo. P.m.

The workday consists of the hours from 7:00 a.m. to
5:30 p.m. BAn employee is free to begin his/her work
each day between 7:00 a.m. and %:00 a.m. The employee
then completes his/her shift after eight (8) hours of
work, plus a one=half (1/2) hour non-work lunch pericd.
An exployee may use the midshift flexiband as described
in Section 6. However, since there are only two (2)
hours of flexible time available at the end of the
workday, the non-work period can be no more than two
{2) hours in length or two and one-half (2 1/2) hours _
including the 30 minute lunch peried.

b. Shift $2

Contact representatives on Shift #2 have a work
schedule starting at 7:45 a.m. and finishing at 4:15
p.m. These hours are necessary to assure adegquate
service is provided to participants in both the Eastern
and Western time zones, and no flexibility is possible.
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6. TEP Operations Office, Account Maintenance Group

Tvﬂ pﬁ"ltlﬂﬂE have gpecific nssignnents that
require employees to work an evening shift in
order to meet workleoad and timeliness

requiraments. The work schedule for these two
positions is:

Flexible Core Flexible
Time Time Time

T:45 g:00 d:14 5:30
a.m. a.m. p.mo. p.:m.

The workday consists of the hours from 2:00 p.m. to
12:30 a.m. An employee is free to begin his/her work
each day between 2:00 p.m. and 4:00 p.m. The employee
then completes his/her shift after eight (8) hours of
work, plus a one-half (1/2) hour non=work lunch peried.
An employee may use the midshift flexiband as described
in Section 6. However, since there are only twe (2)
hours of flexible time available at the end of the
workday, the non-work period can be no more than two

(2) hours or two and one-half (2 1/2) hours including
the 30 minute lunch peried.

Section B8 - Office Hours and Questions.

A. The official office hours of the NFC are 7:45 a.m. to
4:15 p.m. As a ninimoum, someone must be available to
answer telephones during these hours.

B. Questions and Answers about Flexitine.

1. Does Flexitime change the total number of hours an
enployee 1s expected to work each day?

Ho. All full-tipe employees on & regular schedule
work an eight=hour day, five days a week, and
include in each workday a ocne-half (1/2) hour -
non=work lunch period.

2. I am on regular flexitime. Can I begin work at
£:30 a.m., leave at 8:00 a.m., and come back again
at the beginning of my core time?

Yes. You could return to work as late as
11:00 a.m. and complete eight hours of work by
6:00 p.m. with the supervisor’'s approval.

3. Can I skip my lunch period and leave work 30
minutes early instead?
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Employees who are taking leave for the afternoon
may work through their normal lunch peried, with
the approval of their supervisor. Enployees
working a copplete day must take a lunch break.

Under flexitime, can I come in at 1:00 p.m. some
days and use only three hours of annuzl leave?

Yes. If you work until €:00 p.m., vou will use
only three hours of leave. Of course, annual
leave or sick leave for scheduled medical
treatment pust be approved in advance.

What happens if my supervisor calls a meeting
outside of core time?

Most office meetings can be scheduled within the
9:30 a.m. and 3:00 p.m. core time. If, under
special circumstances, your supervisor does hold
a meeting before or after core time, you are
expected to attend. However, supervisors and
employaes are encouraged to work on establishing
good communications with each other so that they
may see a common need to have a meeting at a
particular time.

How is overtime figured?

Under flexitime, a supervisor must authorize any
employee’s work in excess of eight hours in one
day. The minimum amount of irregular or
occasional overtime iz 15, and overtime iz payakle
in multiples of 15 minutes.

What happens if the building closes early due to a
hurricane or some other reason?

All employees may leave at the time that
authorized excused absence begins. For exanmple,
if all employees are excused at 2:20 p.m. on a
given day, those who began work at 6:30 a.m. would
receive one-half (1/2) hour of excused absence,
while those who started later would receive more

excused absence, depending on what their exact
starting time was.

Ocecasiconally, I am called to work early on
energency overtime. When this happens, when does
my regular eight-hour workday begin? How much
overtime will I be paid?

If you are present and on duty at the beginning of
the flexible time, then your eight-hour workday
begins at that time. let‘s say, for example, that
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the workday for your section begins at 6:30 a.z:.
and you begzan work at 5:30 a.m. due to an
emergency.

Your basic eight-hour workday would begin at
6:30 a.m., and you would be paid one (1) hour
overtine. The comptroller General has ruled that
the two-hour minimum overtime charge for callback
overtime does not apply when the unscheduled
overtime continues into the regular workday.

If T am less than 15 minutes tardy following the
beginning of core time, will this be excused if T

make it up by working an extra 15 minutes at the
end of the day?

Yes, as long as the conditions provided in
Section 3.C. are met.
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APPENDIX C - AMENDED
Altemnative Work Schedule, 5-4/9

Effective Movember 4, 2001

Section 1 - Purpose

The Alternative Work Schedule, 5-4/9 (AWS) provides employees an additional benefit
in scheduling work time to best meet their professional and personal needs. Most employees are
free to choose an AWS. Those wishing to remain on a 10-workday schedule each pay period

may do 5o,

Section 2 - Policies and Procedures

A

Except as noted in this Appendix, the policies provided in Appendix B, NFC
Gliding Flexitime Schedule, apply to AWS,

TOURS OF DUTY

Under the 5-4'9 compressed schedule, tours of duty may begin no earlier than
6 a.m., and end no later than 6 p.m. Core time remains 9 am. to 3 p.m.
Employees who clock-in before 6:30 a.m. on 8-hour days must use all time
worked before 6:30 a.m. on a midshift flex or must earn overtime for that work

period.

An employes may request to change hisher AWS dav off and'or 8-hour day prior
to the beginning of a pav period Employees may request to go on AWS at the
beginning of any pay period. However, an employee can only go on AWS and off

AWS once a quarter. Form NFC-1179 should be used for documentation
purposes.

Supervisors may approve employee requests for changes in the off-days, or may
ask employees to request another day. Unforseen work changes (travel or
training) may necessitate schedule changes.

Supervisors have final responsibility for approval of tours of duty and for
determining when a change in AWS will have an adverse impact to accomplishing
the mission of the Office of the Chief Financial Officer, National Finance Center.

WORKWEEEK. For full time employees, the basic workweek is B0 hours
biweekly worked in 9 days (eight 9-hour days and one 8-hour day). The basic
workweek for part-time employees is the number of hours they are regularly
scheduled to work in a workweek, Part-time employees’ schedules must include
at least one 9-hour day. Employees must clock in no later than 8:30 a.m. on
G-hour days.
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EREMIUM PAY

1. OVERTIME. For both full-time and part-time employees, overtime work
is work in excess of @ hours per day or 80 hours per pay period. Work
performed outside an employee’s compressed work schedule, and in excess
of 9 hours in a day or 80 hours in a biweekly pay period, is overtime work.
Employees are entitled 1o overtime pay for overtime work in accordance
with applicable provisions of law.

2, COMPENSATORY TIME OFF. Employees may request compensatory
time off “in-lieu-of " overtime pay. Compensatory time off may be used
only as a substitute for irregular or occasional overtime work.

3. HOLIDAY PAY. Employees who perform non-overtime work on a
holiday (or a day designated as the “in-lieu-of" holiday) are entitled to basic
pay, plus premium pay equal to basic pay for that holiday pay only for
work performed during their compressed work schedule on a holiday. A
part-time employee is not entitled to holiday premium pay for work
performed on day designated as an “in-lieu-of” holiday.

4. SUNDAY PAY. Full-time employees who perform non-overtime work
during a period of service, part of which is performed on a Sunday, are
entitled to Sunday pay for the entire period not to exceed 9 hours. A part-
time employee is not entitled to Sunday pay.

HOLIDAYS When a full-time employee's off-day falls on a holiday, the
following day will be the in-lieu-of holiday, except that the in-lieu-of holiday for
the Friday will be the preceding day. Employees are entitled to the hours of pay

for the holiday for the amount of time scheduled to be worked (i.e, either8 or @
hours).

Part-time employees are only paid on holidays for those hours they are scheduled
to work on that day. For part-time employees, no payment of the holiday or “in-
lieu-of” holiday is permitted for scheduled off-days.

TRAVEL AND TRAINING

During training or travel periods in excess of 3 days, employees will be allowed to
remain on an alternative work schedule approved in accordance with the
provisions of the NFC Alternative Work Schedule. When training includes an
employee’s scheduled off day, one of the following changes in the work schedule
will be selected by the employee

i Change the employee’s scheduled non-workday to another
workday in the pay period. (or)
Allow the employee to earn compensatory time in lieu of overtime

for hours spent in training on sc.heduled AWS day. |hgte This

tion can onl ] re

-
a
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¥ {exempt) meets the criteriain 5§ CFR § 410 4@}}1 {or)
Chang: employee's schedule back to ten 3-hour days for the pay

For the Union:

P

Patricia A. Parker, President
AFGE. Local 2341

Date: /) -A4 -0/

For Management:

;_Tg%' 2. .QLuhﬁatﬂrﬁzj_

UVErnay
Labor Relations Specialist

Date;  f9-35-0]
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For the Union: y For Management:
‘%?;% cif.iannil ;ﬁﬂ _ Donald R. is

Union President Labor Relations Specialist

Chief Negotiator Chief Negotiator

r
Executed this ﬁ % day of p 1993.

For the Union: For Management:
rt C. Jones, ngdmt conrad M. Newsom, Director
Local 2341, AFL-CIO Naticnal Finance Center, OFM,
USDA
APFROVAL

Approved by the United States Department of Agriculture and

effective on the 25 it day of '??f'ﬂ-;;.- ., 1993,




