THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

15.1D Performance standards must be in writing and given
to employees no later than 30 calendar days after the
beginning of an appraisal period or change in assigned
tasks resulting in a change in performance standards. The
beginning of an appraisal period includes an employee’s
entry on duty with FmHA, change to lower grade,
reassignment, promotion (merit or career), beginning an
extended detail (90 days or more), change of supervisors,
etc.

15.2K The shortest period of time for which an employee
can be rated is 90 days. If an employee has not been
under your supervision or under the same performance
standards for at least 90 days, you should not rate them
for that period of time. That time just drops out of the
rating period. For example, if an employee is promoted on
September 9, you would not have to do an interim rating
because there was not a period of 90 days between July 1
(when the new appraisal period began) and September 8 (the
day before the promotion was effective). When you do your
annual rating of record, you should show the entire
appraisal period on the AD=435, (July 1 through June 30),
but notate somewhere on the form that the period July 1
through September 9 was not rated because the employee was
not under the performance standards (or supervisor) for at

least 90 days.

15.3 If you are changing performance standards or adding
new ones, you must follow the procedures in section 15.3C

for obtaining input from your employees.

15.3 D "Secret studies" include those where employees (and
the union) are not notified of the study; where
information is gathered without input or verification from
the employees; where there is a formal or informal report
with recommendations about performance standards and there
is no employee or union input; or where the union or
employees are not informed of the results of the study.

15.4A You cannot rate an employee "Does Not Meet" in an
element which was previously "Meets Fully Successful®
unless you have notified the employee of the decline in
his performance at least 30 days prior tc the issuance of
the rating. This notification does not have to be in
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writing, but if it isn’t, be sure you have documented your
conversation with the employee.

15.4B You must conduct progress reviews with your
employees at least semi-annually. If an employee’s
performance is "Marginal" or "Unacceptable" you must
discuss his performance with him at least quarterly. If
the employee’s performance is "Unacceptable", contact your
servicing Employee Relations Specialist for further

guidance.

15.4D Multiple ratings made during the year (interim
ratings) will be combined in deriving the employee’s
annual rating of record. For example, if your employee
was promoted on October 15, you would do an interim rating
for the period July 1 through October 14. If the employee
was reassigned on February 1, you would do another interim
rating for the period October 15 through January 31.
(Copies of both of these interim ratings should be given
to the new supervisor). Then, the supervisor who has the
employee on June 30 will do a rating for the period of
time he has had him, February 1 through June 30, and
combine that rating with the two previous interims to
arrive at the employee’s annual rating of record.

15.4D1 When an employee is detailed, temporarily
promoted, or temporarily reassigned, to a position for 90
days or more, the supervisor to whom the employee is
assigned during this period must give the employee
performance standards. If no standards exist for that
job, you must develop them and get the employee’s input
(see section 15.3C). At the end of the detail, temporary
reassignment, or temporary promotion you must do an
interim rating. If the assignment was for less than 90
days, no written rating is due. However, you must keep
some documented record of the employee’s performance and
pass this on to his supervisor so it can be considered
when the annual rating of record is prepared.

15.4D4 If an employee transfers to another Federal agency
or leaves FmHA for any reason, a rating of record should
be done. This is due to the new regulations on RIF'’s
which states that performance appraisals for the last 3
years will be used in determining a RIF register. This
ensures that a rating for the last period of time the
employee worked at FmHA is on file and can be used should
the employee be involved in a RIF.
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15.5A Employees will not receive a within grade increase
unless the employee’s rating of record in the NFC
personnel database is Fully Successful or better. The
rating of record does not change when the supervisor signs
the AD-658 (Within Grade Increase Record) that the
employee is at an acceptable level of competence. The
within grade personnel action (which is processed
automatically in the system) will not process if the
employee’s rating of record is not changed. The
supervisor must issue a completely new rating of record
showing that the employee’s performance is Fully
Successful or better.

For Example: If an employee’s most recent rating of
record is "Fully Successful® or above, but his/her
performance has declined to the "Marginal® or
"Unacceptable” level, he/she will still get his WGI unless
you prepare a new rating of record and it is entered into
the system. Conversely, if the most recent rating is
"Marginal" or "Unacceptable" and his/her performance has
improved, he/she will not be able to get his WGI until you |
prepare a new performance rating and it is entered into
the system. When you have an employee who is due for a
WGI, be sure to check to see that the most recent rating
of record is consistent with the action you are taking on
his/her WGI determination. If it is not, contact your
servicing Employee Relations Specialist. This is
especially important if you will be denying a WGI because
a letter to the employee must be prepared notifying
him/her of the denial and his/her rights to a
reconsideration.

Also, if a supervisor wishes to deny a within grade
increase, he/she must notify the Personnel Office as soon
as possible because filling out the AD-658 will not in
itself stop the system from automatically processing the
within grade increase. The supervisor must complete a new
rating of record reflecting unacceptable performance.

15.5D2 Prior to proposing a formal action to demote or
remove an employee for unacceptable performance, contact
your servicing Employee Relations Specialist. She will
assist you in preparing a notice to the employee of a
90-day "opportunity-to-improve" (OTI) period and will
advise you of the procedures to be followed during that
period.

You do not have to wait until the end of the rating period
to place an employee on an OTI period. This should be
done as soon as you recognize that the employee’s
performance has become unacceptable.
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15.5D3 This section requires us to consider locating a
vacant position for reassignment or demotion when an
employee faces an action for unacceptable performance.
The Staffing & Classification Section reviews an
employee’s qualifications, reviews vacant positions which
we believe will be filled, and matches the two. The
supervisor of the vacancy is then contacted by the
Personnel Office. There is no requirement that the
supervisor of the vacancy select this person; however, the
person should be considered for the job. The Personnel
Office will document efforts to locate a vacant position

for the employee.
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16.1 GENERAL

_ A. The parties recognize that at times it is necessary to take
disciplinary action in order to correct conduct problems and for such cause as
will promote the efficiency of the service.

B. The Employer agrees, to the extent possible, to effect all
disciplinary actions according to the principle of progressive and corrective
discipline. To be corrective and not punitive, disciplinary actions must be taken
in an expeditious and timely manner. The Employer agrees to effect disciplinary
actions fairly and equitably, and only where there is just and sufficient cause.
The parties agree to the principle of like penalty for iike offense.

C. Under normal circumstances, where a pattern of less severe
Employee conduct or performance problems arises, the Employee will be
counselled prior to disciplinary action being taken. Management will treat
Employees fairly and equitably regarding the determination of appropriate
discipline. Management retains the right to take appropriate disciplinary action in
accordance with the terms of this Agreement, law and regulation.

D. Off-duty Conduct. The Employer shall have no basis for
discipline for an Employee's off-duty conduct unless the agency can establish by
the required burden of proof, that such conduct affected the efficiency of the

service..

16.2 SUSPENSIONS OF 14 DAYS OR LESS: In cases of suspensions of
14 days or less, the following procedures will apply:

A. The Employee will be provided with a minimum of
7 calendar days advance written notice which states:

1. The entire specific-charge including which rules or
regulations were violated;

2. A complete description of any other evidence relied upon;
and

3. The proposed action.

B. The notice of proposed action will contain a statement which
informs the Employee of his/her representation rights.

C. The Employee shall have the right to respond orally or in writing
or both (within 7 calendar days of notification) to the Management official
designated to render a decision or to his/her designee. Where the response
requires additional time to prepare, the Employer will grant reasonable additional
time to the Employee and/or the representative upon written request.
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D. The Employee shall have the right to be represented by th
Union or by a representative of his/her choice. :

E. The deciding official, or designee, shall issue a decision as soon
as possible but no later than 30 calendar days after the Employee's response
unless the parties involved mutually agree to extend the time limits.

16.3 SUSPENSIONS OF MORE THAN 14 DAYS, REDUCTIONS IN GRADE
OR PAY, FURLOUGHS FOR 30 DAYS OR LESS, OR REMOVALS:

In cases of suspension of 15 days or more, or more severe actions, the
following procedures shall apply:

A. The Employee shall be provided with a minimum of 30 calendar
days advance written notice (unless the Employer invokes the crime provisions)
which shall include:

1. The entire specific charge including which rules or
regulations were violated;

2. A complete description of any other evidence relied upon;
and

3. The proposed action.

B. The notice of proposed action will contain a statement which
informs_the Employee of his/her representation rights.

C. The Employee shall have the right to respond orally or in writing
or both (within 10 workdays of notification) to the Management official/designee
designated to render a decision. Where the response requires additional time to
prepare, the Employer will grant reasonable additional time to the Employee
and/or the representative upon written request.

D. The Employee shall have the right to be represented by the
Union or any representative of his/her choice.

E. The deciding official, or designee, shall issue a decision as soon
as possible but no later than 90 calendar days after the Employee's response
unless the parties involved mutually agree to extend the time limits.

16.4 ALTERNATIVE APPEALS: The Employer shall provide a statement of
applicable appeal/grievance rights as provided in 5 USC Section 7121 and a clear
description of how the Employee may exercise these alternatives in each adverse
action decision letter. .

16.5 REPRESENTATION: Employee representation will be provided in
accordance with article 3, section 3.2. Employees who choose to process their
own appeal shall be granted a reasonable amount of time to prepare and present
their appeal.
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17.1 GENERAL

This article governs (a) a transfer of function (TOF), and (b) the release of a
competing Employee by furlough for more than 30 days; by separation; by
demotion; or by reassignment requiring displacement. Also, the release must be
required because of lack of work; shortage of funds; insufficient personnel
ceiling; reorganization; the exercise of reemployment rights or restoration rights;
or reclassification of an Employee's position due to erosion of duties when such
action will take effect after an agency has formally announced a reduction in
force (RIF) in the Employee's competitive area and when the RIF will take effect
within 180 days. The RIF/TOF will be in accordance with statutory requirements,
Government-wide rules and regulations and this Agreement. Management will
also utilize its authorities to take action to minimize the need for RIF in
accordance with law, regulation, and this Agreement.

,-17.2 NOTIFICATION

_ 1. specific function to be transferred and identification of
Employees assigned to this function;

2. the reason for the RIF or TOF;

3. the competitive area and levels that the Employer proposes
may be involved initially in a RIF;

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.

..B. Notice to Employees. The Director must give a notice of 30
calendar days prior to effecting a RIF. This means that when a general notice is
issued, such notice must be received by the affected Employee not later than 30
days prior to the conduct of the RIF. The specific notice which is issued after the
general notice must be received by the affected Employee(s) not later than 10
days prior to the effective date of the RIF.
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Should no general notice be issued, the specific notice issued the Employee(s)
must be received no later than 30 days prior to the effective date of the RIF. The
Employer agrees to give the earliest possible notice to Employees in accordance
with rules and regulation. However, such notice cannot exceed 90 days in
advance of the RIF except as specifically approved by OPM. All such notices
shall contain the information required by the Federal Personnel regulations and
this Agreement. The combined content of the general/specific RIF notices will
include the following information:

1. specific RIF action to be taken;
2. effective date of action;

3. Employee's competitive area, level, subgroup,
service date, annual performance ratings of record during last three years;

4. place where Employee may inspect regulations and
records; '

5. reasons for retaining a lower standing Employee in
the same competitive level in accordance with 5 CFR 351.607 or 351.608, if
applicable;

6. whether Employee is entitled to grade, and/or pay
retention; and

7. the Employee's grievance rights.

C. Employee's Response to Specific RIF Notice. The parties agree
that this matter will be addressed during impact and implementation bargaining

over any RIF action taken in the bargaining unit.
\/1/7.3 IMPACT AND IMPLEMENTATION NEGOTIATIONS.

A. Upon receipt of preliminary written notification of an anticipated
RIF or TOF affecting the bargaining unit Employee(s), the Union may, within 5
workdays, request negotiations concerning impact and implementation and
present the initial proposal within 10 workdays of receipt of notification.

B. Upon timely request from the Union, the parties shall meet and
negotiate within (10) calendar days after receipt of the Union's proposals
concerning the impact and implementation of the anticipated RIF or TOF on
bargaining unit Employee(s). If Management develops counterproposals to the
Union's proposals, these will be provided to the Union within 5 workdays after
receipt of the Union's proposal.

C. The Union shall have the right to review retention registers and
any other information necessary for negotiations concerning the proposed action
in accordance with 5 USC 7114(b)(4).
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| 17.4 COMPETITIVE AREAS AND LEVELS

A. The competitive area shall include all positions in FmHA
St. Louis.

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

C. At the time of preliminary notification to the Union (as addressed
in section 17.2A, above) the Employer will identify the numbers, grades, series,
and organization locations of positions occupying competitive levels in the
competitive area which are expected to be involved in the first round of '
competition. The Employer agrees that the Union shall be provided
documentation of competitive levels for all bargaining unit positions in the
competitive area as soon as these determinations are made.

17.5 SPECIAL PROBLEMS.

The Employer will make every reasonable effort to minimize hardship on
bargaining unit Employees who are adversely affected by a Management
decision.

»A. Management will pursue placement of adversely affected
Employees in other Federal agencies within the commuting area in the event of a
RIF which is anticipated to have significant impact on the bargaining unit. Such a
RIF would be expected to adversely impact 20 or more occupied bargaining unit
positions. The Employer will maintain copies of vacancies, Employer-wide, as
well as any job announcements provided by other Federal Employers and will
post these announcements on the open bulletin board located on the third floor
of the Federal Building, 1520 Market Street. A copy of these vacancy
announcements will also be provided the Union during the period between the
issuance of RIF notices and the effective date of the RIF.

B. The Employer will meet or communicate individually with
Employees interested in and eligible for optional or discontinued service
retirement to explain benefits.

LC. The Employer will explore the appropriateness of requesting OPM
authorization of early voluntary retirements ("early out").

D. Within the limits imposed by law and regulation, the Employer
will make every reasonable effort to assist and/or lessen undue adverse impact
on handicapped Employees (eligible for appointments under Schedule A, Sections
213.3102 (t) and (u) of the Federal Personnel regulations) displaced or facing
displacement as a result of RIF.

L-E. Management will provide a special group counseling session
conducted by the Employee Assistance Program (EAP) to cover such matters as
handling of stress during periods of job insecurity and any other assistance which
EAP can provide adversely affected Employees. This session will be conducted
on official time, and will not be counted against the individual's right to
administrative leave for additional counseling and referral under EAP. Such a
session will normally be scheduled after the general RIF notices have been

issued.
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/Fﬁ. Employees who are identified for separation or change to a lower
grade as a result of RIF/TOF shall be provided the following upon request:

1. b copies of theirMSF—171, Application for Federal
Employment, or resume. The Employer will take reasonable steps to ensure that
the copies provided are readable reproductions of the original.

G. Union representatives who are Employees of the Agency shall be
entitled to reasonable official time to assist Employees adversely affected by RIF
actions in accordance with article 18, sections 18.2A and 18.2B of the current
Labor-Management Relations Agreement (LMRA) and as mutually agreed by the
parties. Such time shall include:

. 1. Up to 2 hours preparation time and necessary official time
for two Union representatives to attend each meeting or briefing conducted by
the Employer in connection with RIF/TOF.

2. Reasonable official time to review retention registers, and
other RIF records that are located in the Personnel Office. If, after reviewing
retention registers, the Union determines that a copy of the retention register or a
portion thereof is needed for the performance of the Union's representational
duties, the Employer agrees to provide such documents for affected competitive
levels upon receipt of the Union's written request.

. 3. A block of official time to consult with adversely affected
Employees prior to the effective date of RIF/TOF. The actual number of hours
contained in such a block of time will be negotiated during impact and
implementation bargaining.

‘M. Employees who are relocated by the Employer to a different
geographic area after having been notified of their involuntary separation incident
to RIF/TOF actions covered by this article will be authorized relocation expenses
and a reasonable amount of relocation leave for premoving and postmoving
arrangements (including a househunting trip when appropriate) in accordance
with law and applicable regulations.
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1. In accordance with the provisions of the LMRA, specifically article
11, section 11.6A, it shall be the responsibility of the Employer to plan for the
maximum retraining of adversely affected bargaining unit Employees in the
positions to which they will be assigned. The Employer will advise each
adversely affected Employee entering a new position as a result of RIF of any
formal classroom or on-the-job training which will be afforded the new Employee.
Employees assigned to career ladder positions will be placed under a career
Ladder Plan and trained in accordance with the provisions of that plan. After
each step of the plan has been completed, the supervisor will meet with each
Employee to counsel him/her on his/her status and inform him/her of any
additional training or assistance which is to be provided. Career Ladder Plans will
be developed and communicated to Employees occupying such positions (below
the full performance level) within 30 days after the Employee enters the position.
Employees placed in noncareer ladder positions will be counseled, i.e., advised of
the progress they are making, on a bimonthly basis for the first
6 months they are in the job.

17.6 REEMPLOYMENT PRIORITY LISTS.

Any career or career-conditional Employee who is separated because of RIF will
be placed on the Reemployment Priority List for all competitive positions in the
commuting area for which the Employee is qualified and available. The
Reemployment Priority List will be established and maintained by the Employer in
accordance with applicable laws, Government-wide regulations, and this
Agreement. It is understood that acceptance of a temporary appointment will not
alter the Employee’s right to be offered permanent employment.

17.7 PLACEMENT PROGRAM:

A. The Employer agrees to establish a positive placement program
to assist Employees adversely impacted by RIF as provided in Federal Personnel
regulations. Such program will include, but is not limited to, placement of eligible
separated Employees on Reemployment Priority Lists for the commuting area, and
affording Employees demoted as a result of RIF bona fide priority consideration
for appropriate internal vacancies. The Agency will also give serious
consideration to limiting the initial area of consideration for appropriate vacancies
immediately prior to and during the conduct of a RIF.

B. Once a general notice has been issued, Employees in positions
the Employer has identified as surplus will be considered for noncompetitive
reassignment to vacant positions in the competitive area for which they are
qualified and which the Employer intends to fill before other sources are
considered for filling these positions.

C. An Employee demoted as a result of RIF will be provided bona
fide consideration for each appropriate vacancy for which he/she fully meets the
qualification standards and which the Agency determines to fill. An appropriate
vacancy is one which is at or below the grade level (representative rate) of the
position from which the Employee was released but is either above the grade-
level (representative rate) or has greater promotion potential than the position
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he/she currently holds. In no case will an Employee be found to have
repromotion rights to a position at a higher grade level or with greater promotion
potential than the position from which he/she was released. An Employee's
repromotion rights will end after 2 years from the date of displacement or after
he/she accepts or rejects an offer for a position at the same grade level
(representative rate) as the position from which he/she was released, whichever

comes sooner.
17.8 USE OF PERFORMANCE APPRAISALS IN RIF/TOF.

A. Annual performance appraisals will be frozen as of the date the
specific RIF notices are issued in accordance with Government-wide rules and

regulations.

1. Except for Employees who are rerated after a period
allowed for improvement of performance at the unacceptable level as provided in
5 CFR 432, an Employee's current approved annual performance appraisal as of
the date of issuance of a specific RIF notice, in addition to annual evaluations of
the two previous years, if available, will be used to determine eligibility for
additional credit toward an Employee's service computation date.

2. An Employee's assignment rights will be determined in
accordance with Government-wide rules and regulations.

3. If an Employee has not received three annual ratings
during the 3-year period, credit will be given for assumed rating(s) of "Fully
Successful” to bring the Employee's total ratings considered up to three. If an
Employee has not received any annual ratings at the time the specific RIF notices
are issued, additional service credit will be based on three assumed ratings of
"Fully Successful” regardless of the length of the Employee's Government
service.

B. Annual performance ratings of record are to be used to
determine additional service credit and assignment rights whether they were
based on the current or the previous requirements of 5 CFR Part 430 or whether
they were based on an appraisal system not subject to 5 CFR Part 430, in
accordance with the requirements of Government-wide rules and regulations.

C. Should a performance appraisal rating be pending in
grievance/arbitration proceedings at the time an Employee's retention standing is
determined for RIF purposes, and such rating is ultimately changed by the
Employer or as a result of a determination by a third party, the Agency wiill
reconstruct the credit for performance due to the Employee as a result of the
modified rating to determine what impact, if any, the change would have had on
the Employee's retention standing. If the Agency discovers an error in such
determination, it shall correct the error and adjust any erroneous RIF action
retroactive to the effective date as provided in 5 CFR 351.506(c).
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THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

17.2A Preliminary Notification to the Union has been
changed from 45 to 90 calendar days.

17.5F2 The 5 hour restriction on the amount of
administrative leave for employment interviews has been
changed to 2 hours for the first interview and 1 hour for

each subsequent interview.
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18.2 USE OF OFFICIAL TIME

A. The Union shall be granted a block of 250 hours of official time
per calendar month for its representatives selected or appointed under the terms of
section 18.1 of this article. Official time available but not used during a month is
not transferable to other months except as mutually agreed by the parties.

B. In addition to the "block" of time described above, Union
representatives identified in section 18.1, above, are authorized:

2. official time as provided by statute while negotiating labor
management agreements on behalf of the bargaining unit;

3. official time while participating for or on behalf of the Union
in any phase of proceedings before the Federal Labor Relations Authority (FLRA)
during the time the Employee would otherwise be in a duty status and to the
extent determined appropriate by FLRA;
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e parties recognize
available to an Employee, mcludmg a Union representative, who represents another
agency Employee in processing an appeal before the Merit Systems Protection
Board or a complaint before the Equal Employment Opportunity Commission to the
extent provided under the regulations of those agencies. Nothing in this
Agreement will affect a designated representative’s entitlement to official time as
provided under those regulations.

6. Official time spent by up to two Union representatives
attending an arbitration hearing will not count against the Union’s block of time.

C. Normally, no Union representative will spend in excess of 35
percent of his/her on-duty hours performing representational functions as provided
in paragraphs A and B, above.

1. Whether or not the specific request for official time is
reasonable, in an amount necessary to accomplish the task at hand, and in the
public interest.

: 2. Whether or not the request demonstrates a legitimate need
for additional time (i.e., above and beyond the block time provided for in this
Agreement).

3. Whether or not there has been past abuse by the Union
and/or its representatives as established through the negotiated grievance/
arbitration procedure for which corrective action has not been taken.

E. Any activities performed by any Employee relating to the internal
business of a labor organization (including the solicitation of membership, elections
of labor organization officials, and collection of dues) shall be performed during the
time the Employee is in a non-duty status.

F. The use of official time shall be for legitimate bargaining unit
representational duties. Except in accordance with section 18.2D, time shall not
accumulate from one position to another, nor from one representative to another,
nor fromm month to month.

105




G. Any official time used in excess of an Employee's authorized
maximum allotment for the month will be chargeable to leave, unless the Employee
obtains additional time in accordance with paragraph D, above.

18.3 PROCEDURE FOR USE OF OFFICIAL TIME

blocks 1, 2, 9, 10, 11 and 12 of the revised 'Form FmHA 300-42, Record of Use of
Official Time (Appendix I).

2. The official will initial in block 3 acknowledging the advance
notice from the representative immediately upon receipt of the notice. If the
official cannot release the representative at the time requested in accordance with
section 18.3C of this article, the official will so notify the representative. A new
entry will be made on the log reflecting the rescheduled release time.

3. The representative will initial the log indicating the time
he/she actually left the work area (Blocks
4 and 5).

‘ 4. Upon his/her return, the representative will indicate the time
of return and again initial the log (Blocks
6 and 7).

5. If the reason for the use of the official time is a grievance or
complaint, the representative will indicate the official time number (OTN) on the log
in block 10.

6. If the official time being used is not chargeable to the Union
"block™ of approved time (as provided above in section 18.2), the representative
will provide the OTN or additional information, as appropriate, which is required for
the approval of official time. Such reason will be identified in block 9 of the log.

‘ 7. The representative must also indicate when he/she signs out
on the log the location (block 11) and the telephone extension (block 12) at which
he/she can be reached during his/her absence from the work area on official time.

8. When requesting official time to process any complaint or
grievance (including unfair labor practice charge, negotiated or administrative
grievance, proposed or actual adverse action, demotion/removal for unacceptable
performance action or denial of WGI, statutory appeal or EEO complaint), the Union
representative will obtain an official time number (OTN) through the Labor Relations
Staff. The number will be referenced on all official time logs having to do with that
complaint or grievance. In obtaining the number, the Union representative will
inform the Labor Relations Staff of the name of the Employee(s) being represented,
the Employee’s work unit, and the issue involved. If the Union representative is
unfamiliar with the issue, he/she will contact the Labor Relations Staff as soon as
possible to provide that information.
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9. If the representative's business will exceed the amount of
time originally estimated, he/she must contact his/her immediate supervisor and
obtain permission for additional time based on his/her new estimate. The
supervisor will normally approve the additional time unless the representative's
services are necessary. In such a case, the representative will be required to
return to the worksite and he/she will be released as soon as the workload demand

allows. -

10. The representative will advise the supervisor immediately
upon return to his/her work assignment whenever he/she uses official time, and
will initial and date the log.

11. If the Union business involves another Employee(s), the
representative will obtain advance permission and approval from the supervisor(s)
of the Employee(s) being contacted.

12. If more than one representational function will occur
simultaneously or consecutively, separate notations must be made on the official
time log.

B. Emplovyees

2. Based on the estimated time required and the
appropriateness of the request, the Employee will be granted official time for such
purpose as soon as possible based on workload demands. If the time necessary to
conduct the business will exceed the estimated time required, the Employee will
immediately contact his/her supervisor and request an extension based on his/her
estimate of additional time necessary. The supervisor will normally approve the
additional time unless the Employee's services are needed. If the supervisor can no
longer release the Employee, the Employee must immediately return to his/her work
assignment. Arrangements will then be made for an alternate time when the
Employee can be released.

3. When the Union wishes to interview Employees who may
have information required by the Union for representational purposes, the
designated Union representative will provide in writing to the Labor Relations
Specialist the names of these Employees and briefly explain the necessity to meet
with the Employee(s) in relation to the case. Management will grant such official
time as is reasonable, necessary to accomplish the tasks at hand, and in the public
interest. The Labor Relations Specialist will then contact the Employee(s)
immediate supervisor(s) to inform him/her of approval for such release. The Union

{
{
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representative will contact the immediate supervisor and arrange for individual
release of Employee(s) based on workload demand. It is understood that an
Employee under this paragraph can choose not to discuss his/her knowledge with
the Union, but Employee participation is encouraged to maximize the Union's
understanding of the issue and ensure proper discovery of all relevant facts. The
Employee will complete Form FmHA 300-89 which will be provided to the
immediate supervisor for a determination. The supervisor will complete his/her
portion and return it to the Employee for retention.

4. Any time an Employee is released to conduct Union business
under this article, he/she will advise his/her supervisor immediately upon return to
his/her work assignment.

5. In the case of disagreement on the use of official time, the
issue must be raised by the appropriate individual within 5 workdays of the
approval of the time. In such cases, Employees will be expected to produce as
evidence the form which authorized their release.

1. Provided reasonable advance notice of at least 48 hours has
been given whenever possible, Employees will be released at the time requested
when the request is for one of the following reasons, unless a bona fide emergency
exists which would prevent the release:

a. Negotiations.
b. Grievance meetings with Management.

c. Committee meetings in accordance with the terms of
this Agreement. ,

d. Management-initiated meetings.

e. Meetings initiated by the FLRA or other outside
Government authority.

f. Presenting or appearing as a witness in a third-party
proceeding.

2. For other requests for official time outlined in this article, the
Employee(s) will be released at the time requested unless there is a need for that
individual Employee's services at that particular time. In any case, the time will be
authorized within 48 hours of the time initially requested, unless mutually agreed
otherwise by the Labor Relations Staff and the Union President/designee.

3. It is mutually understood and agreed that the Union

President/designee will take into consideration the relative workloads in work units
when assigning representatives to handle functions.
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4. In those cases when a request for official time is denied as
inappropriate, the Labor Relations Staff will contact the Union President/designee |
and provide the reasons for the denial. The supervisor cannot deny a request for
official time as inappropriate without first obtaining guidance from the Labor
Relations Office.

18.4 RECORDING USE OF OFFICIAL TIME

All errors that are discovered in filling out the Form FmHA
300-42 (as provided in section 18.3, above) will be corrected.

18.5 LEAVE WITHOUT PAY

LWOP for up to 1 year (more than 1 week at a time) may be granted for no more
than one Union representative at any one time to serve on a temporary basis with
the American Federation of Government Employees (AFGE), unless there is a
critical need for that Employee's services during that time or the Employee is in a
production position and the request includes time during yearend processing or
periods of mandatory overtime. When an Employee is on LWOP under the
provisions of this section, he/she shall be entitled to active employment at the end
of the approved leave period at the same grade and salary and in accordance with
appropriate law, Government-wide regulations and this Agreement.

In addition, short-term LWOP for up to 1 week may be granted to a Union
representative for union-related business. Requests may be denied if there is a
critical need for that Employee's service at the time of the request or the Employee
is in @ production position and the request includes time during yearend processing;,
or periods of mandatory overtime. \

All requests for LWOP for union-related purposes must be made in writing.
Requests for extended LWOP will be made at least 1 pay period in advance of the
date(s) requested whenever possible and must state the purpose of the leave of
absence and its specific duration. Requests for short-term LWOP should be made
as far as possible in advance of the request on the SF-71.
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THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

18.1 cConsult the current list issued by the Personnel
Officer to make sure a person is entitled to official time
as a "union rep." Be especially careful when an employee
says they are a "substitute" or an "alternate" for a union
official. Call Employee Relations at X6625 with any

questions.

18.2B1 Check with Employee Relations before releasing an
employee who claims to be on their way to a Y“committee"
meeting. Internal union business committees do not
qualify for official time. Those joint labor-management
committees that do qualify for official time would
normally have standing members, regular meetings with
written agendas.

18.2B4 A written notice of proposed adverse action will
state how much official time an employee may use to
prepare a written and oral response.

18.2D All responses to requests for additional official
time should be coordinated with Employee Relations.

18.3A The union rep must complete the official time log
before leaving the work area. The supervisor must initial
off and make sure the reason for official time is listed
in block 9. For example, an employee who is named on the
list published by the Personnel Officer as a union rep to
a committee recognized by the contract would write-in
reason "C" on Form FmHA 300-42. A union rep recognized by
the Personnel Officer would write-in reason "2" for a
representational function other than a grievance.

All original official time log sheets (Form FmHA 300-42)
must be turned into the Employee Relations office at the
end of each month. This is necessary to track the 250
hour monthly limit for all union officials, as well as the
35 percent per individual rep called for in the contract.
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18.3B1 This form is appropriate for use by an individual
employee seeking representation concerning a personal
grievance. It is not meant to be used by a union rep who
is conducting business on behalf of the union as an
organization. (Union reps must ,use Form FmHA 300-42.)
Call Employee Relations to discuss the appropriateness of

the request.

18.3C Union reps do not have to be released at the time
requested for general representational functions. If you
need the employee’s services at that particular time, you
have a 48 hour period from the time initially reguested to
release the employee. Always check with Employee
Relations before denying a request for official time.




19.1 SPACE. EQUIPMENT AND OTHER SERVICES

A. Space: When available, the Union may reserve and use
(during non-duty hours) the Employer's conference rooms or other suitable space
for internal business meetings of its officers, stewards, and members. Advance
reservations are subject to cancellation in the event of unforeseen official needs.
In the event the Employer's space is not available or it becomes necessary to
cancel a reservation, the Employer will attempt to secure for the Union conference
facilities of other agencies in the building.

1. Use of GSA Conference Rooms: The requestor must
submit a GSA Form 3453, Application/Permit for Use of Space in Public Buildings
and Grounds, filled out completely for all items 1A through 10 in part 1 including
the indemnification. The form must be sent to the Director, Property Supply and
Management Staff (PSMS), at least 1 week in advance of the function to the
extent possible. The Director, PSMS, will forward the form through the Assistant
Administrator, Finance Office to the Field Office Manager, GSA, for review and
appropriate approval/disapproval action. PSMS will advise the requestor of GSA
action on the request as soon as possible. GSA Form 3453 will be distributed to
branch secretaries.

2. Use of Finance Office Conference Rooms: The
requestor will submit the same GSA Form 3453 to the Director, PSMS, as stated
above. The Director, PSMS, will forward the form to the Assistant Administrator,
Finance Office for review and appropriate approval/disapproval action. PSMS will
advise the requestor on the action taken regarding the request.

B. Union office. The Employer agrees to renovate Rooms
3901-A and 3901-B so that the entire space will be used as the Union office. If
the Union office is not available to perform representational functions with
Employees, and the Union cannot find suitable alternative space on its own, the
Union representative may contact the Labor Relations Staff to determine if the
Personnel Office training rooms are available. If not, the requirement for GSA Form
3453 will not apply, and the Union representative may contact other work areas to
obtain space. The Union will retain current equipment and furnishings. In addition,
the Employer will provide the Union the usual and customary furnishings and
equipment within a reasonable time after receipt of appropriate written justification.
Requests for furnishings and equipment for the Union office will be made using
Form AD-700, Procurement Request, and signed by the Union President/designee.
The Union will be responsible for assuring assigned space is maintained in a neat
and orderly manner.

1. Telephone service. The Employer will provide the
Union office two telephone lines. The Employer agrees to pay for the initial
installation of the second line with the understanding that a Union-provided
answering device will be attached to one line. The Union telephone lines will be
placed in the Union's name. All billing will be made directly to the Union. The
Union will be reimbursed up to a maximum of $1020 per year towards telephone
service. The telephone provided the Union office will be equipped with a speaker
phone.
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2. Personal Computer. The Employer will provide the
Union the use of one IBM-compatible personal computer and printer. The Union
will be responsible for supplying paper and other supplies necessary for the use of
this equipment except that the Employer will provide the Union with basic
operating software, i.e., word processing and database. Routine maintenance wiill
be provided by the Employer.

C. Telephone Directory. The Local President’'s name, title and the
telephone extension available for his/her use will be in the Employer’s telephone
directory.

D. Copier Service: The Employer will provide the Union one plain
paper copier to be located outside the Union office. This convenience copier will
be equipped with a key and is intended for copy requirements of less than 100
impressions per original. The Union will be responsible for insuring proper use and
maintenance of the key. When the Union convenience copier is inoperable, the
President/designee should make arrangements through the Labor Relations Staff to
utilize the copier in the Personnel Office.

All costs including supplies and maintenance will be borne by the Employer for the
first 5,000 copies annually. This 5,000 credit will be applied during the first
quarter of each fiscal year. Use of the Personnel Office copier will count against
the 5,000 annual requirement. Copies in excess of 5,000 annually will be billed at
2 cents per copy. )

For other printing requirements, the Union will complete GSA Form 50, Requisition
for Reproduction Services, and deliver it to the GSA Print Shop. The cost of GSA |
printing will be reimbursed by the Union to Management on a quarterly basis at the |
same cost borne by Management. The Union agrees to pay for all charges
assessed for copying/printing services within 15 workdays of receipt of the
agency'’s bill. No further printing will be approved until the bill is paid in full.

19.2 LIST OF EMPLOYEES: The Employer will furnish quarterly, free of
charge to the Union, a list of the names, grades and organizational locations of all
bargaining unit Employees of the Employer.

19.3 BULLETIN BOARDS:

A. The Employer will furnish the Union one 3' X 4' open bulletin
board on each floor (first, second, and third) at 1520 Market Street. The Employer
will furnish the Union the enclosed bulletin board located on the first floor,

1520 Market Street. :

B. The Union President will be fully responsible for any and all
material posted. The Union agrees these materials will not be inflammatory,
derogatory, or otherwise in bad taste, and will comply with all existing rules and
regulations regarding posted material, including assuring that those materials will
not advertise @ commercial product, service, or firm; directly or indirectly attack or
reflect adversely on the integrity or character of any Government official or
Employee; or condemn or criticize the policies of any Government agency.
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19.4 DISTRIBUTION OF UNION PUBLICATIO‘NS:

A. Distribution of the Union newsletter and announcements of Union
meetings/Union education programs may be made through the Agency inter-office
mail system as long as the items meet the requirement of postings as in article 3.
Materials to be distributed will be delivered to the Head, Records and Mail Section.
If the Union breaks down the materials into the appropriate number of copies for
each distribution point, and attaches a routing slip with the appropriate mail code,
materials will be distributed by the next day. If the Union does not break down the
materials in this manner, the distribution will be made within 5 days.

B. The officers and members of the Union who are Employees of the
Employer may make personal distribution of their newsletter and other Union
publications (including petitions and solicitations in accordance with appropriate
law and Government-wide regulations) in the working areas of the Employer during
the nonwork hours of the Employees distributing this material. Such distribution
must occur prior to 7:00 a.m., during the designated break and lunch periods for
the area or after 4:30 p.m. in areas having only one shift. In areas with more than
one shift, distribution will be made during the designated lunch and break periods
or between the hours of 6:30 a.m. and 7:00 a.m.

19.5 REGULATIONS AND OTHER MATERIALS: The Employer will provide
access to personnel regulations and MSPB and FLRA decisions normally maintained
onsite and in accordance with article 18. It is understood and agreed that use of
these materials must be scheduled in advance and that the Union will inform the
Labor Relations Staff of items copied. It is also understood and agreed that
Management is only under obligation to provide one copy of information to the
Union under this section. Additional copies will be at the cost of 2 cents per copy
in accordance with section 19.1 of this Agreement.
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20.1 - EFFECTIVE DATE: The Director of Personnel, USDA, shall approve
the Agreement within 30 days from the date the Agreement is executed if the
Agreement is in accordance with the provisions of the Federal Service Labor
Management Relations Statute and any other applicable law, rule or regulation
{unless the agency has granted an exception to the provision). The Union
membership shall also vote on the Agreement during this period.

If the Director of Personnel, USDA, does not approve or disapprove the Agreement
within the 30-day period, the Agreement shall take effect and shall be binding on
the Employer and the Union subject to the provisions of the statute and any other
applicable law, rule or regulation.

20.2 TERM OF AGREEMENT: This Agreement shall remain in effect for five

() years. However, the Agreement will be renewed on its anniversary date for an
additional period of one (1) year, and thereafter on each anniversary date unless
sixty (60) days and not more than one hundred and five (105) calendar days prior
to such date either party gives written notice to the other of its desire to effect
changes in the Agreement. The nature of the proposed changes shall be included
in the notice. The notice must be acknowledged by the other party within ten (10)
days of receipt and negotiations on an amended Agreement shall begin at least
forty-five (45) calendar days prior to the anniversary date.

20.3 SUPPLEMENTAL AGREEMENTS: The parties agree that during the life
of this Agreement, supplements will be added, or changes to provisions will be
made, when required by new or changed laws, Government-wide regulations, or
changes in working conditions. Requests to supplement or to change provisions of
the Agreement will be submitted in writing and will specifically cite the reasons for
the proposed changes. The request must also include the specific proposal which
that party is offering for inclusion in the Agreement. Receipt will be acknowledged
by the receiving party within 10 days and negotiations will begin within thirty (30)
calendar days of receipt.

Midterm agreements will only be added as supplements to the basic LMR
Agreement when they affect the entire bargaining unit.

Mid-term negotiations, including impact and implementation bargaining, over
matters determined appropriate by case law interpretation of PL 95-454, shall be
conducted in accordance with the following procedures:

a. The proposing party will submit sbeciﬁc proposals along with
the reasons for these proposals in writing to be respondent.

b. Within 10 workdays of receipt, the respondent will notify the

proposing party of its acceptance of the proposals, of its intent to negotiate, its
determination that the matter is not negotiable, or other appropriate reply.
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c¢. If the parties are to negotiate, the respondent will submit its
proposals along with its reasons to the proposing party within 10 workdays of the !
notification.

d. The parties agree that, if feasible, bargaining will begin
within 5 workdays of receipt of the respondent's proposals.

e. The parties agree that normally no unilateral changes will be
made as a result of these proposals until negotiations have been completed, except
in the case of overriding exigencies, unreasonable delays in the exercise of
Management rights, or if otherwise required by law, rule, or regulation.

f. Negotiation teams will consist of 3 members from each party
unless otherwise mutually agreed. Official time will be granted as provided in
article 18.

g. Changes that are negotiated or agreed to pursuant to this
section shall be duly executed by the parties and shall become an integral part of
this Agreement and subject to its terms and conditions.

20.4 TERMINATION OF BASIC AGREEMENT: Termination of this Basic

Agreement will not, in and of itself, terminate the recognition granted the Union.
This Agreement will remain in effect after expiration and until a new contract is
negotiated in accordance with Ground Rules established for that purpose.

If one party wishes to reopen a contract article using this procedure, that party will
serve the other party with written notice citing the article and briefly explaining
why the party wishes to reopen the article. This written notice must be submitted
in accordance with the above 60 day timeframe. If the notice is submitted on the
final workday of the 60 day period and the party served has not exercised its
option of selecting an article to reopen, this party may have an additional five
workdays to select an article to reopen.

Once an article or articles have been selected for reopening, the moving party or
parties must submit detailed proposals within 30 calendar days. Negotiations may
begin at any mutually agreeable time thereafter. The negotiating teams shall
consist of no more than two members for each party.

If the parties are unable to reach agreement within 60 calendar days of submission
of detailed proposals, a mediator/arbitrator will be selected. Mediation will be
limited to five billable days. If no agreement is reached, the remaining disputes will
be submitted to arbitration. The costs of mediation/arbitration will be divided

50/50.
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THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

20.1 The contract was effective February 1, 1993.

20.5 This is the procedure by which either side may
reopen one Article each year if some contract provision
has been creating special problems. Each year, probably
in late fall or early winter, we will survey supervisors
for problem areas which may need to be reopened. However,
at any point during the year that you feel an area is
presenting a problem, please bring it to the attention of
the Labor Relations Staff so that we can maintain a list
of potential problem areas for reopening.
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Voluntary allotment by Employees for the payment of dues to the Union shall be
authorized and processed in accordance with the January 15, 1979, Memorandum
of Understanding between the U.S. Department of Agriculture and the American
Federation of Government Employees covering Employee dues deduction until
superseded. At that time, this article will be reopened for negotiations as
appropriate. A copy of this Memorandum of Understanding is attached hereto as
Appendix K. Procedures for processing of dues withholding and dues revocation

are contained in Appendix L.

We will continue our current method of dues deductions pending possible changes
resulting from discussions between AFGE and USDA at the National Level. Any
agreement they work out will be implemented in accordance with that agreement.
If they fail to reach an agreement at the national level that would apply to us,
either party may, one time only during the term of this contract, reopen this article
and submit proposals for changing the dues deduction process at any time during

the term of the Contract.

115




22.1 After review and approval by appropriate officials, the Employer will
reproduce, in a size not less than 8 1/2" x 11" in Elite size type, and distribute
copies of the Basic Agreement and supplements and amendments thereto as
follows: -

A. One copy to each Employee at time of agreement.

C. 50 copies to the Union.
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THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

22.1B The Personnel Office gives each new employee an LMR
Agreement in their orientation package.
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It is agreed and understood that Employees of the bargaining unit while engaged in
Government business will dress in a neat and orderly manner, including shoes,
consistent with the environment in which the Employee works and conducive to
safety. Application or interpretation of this paragraph will be fair and consistent.
Any disagreement with the application or interpretation of this paragraph may be
pursued through the grievance procedure.

It is further agreed and understood that Employees are to fully comply with the

provisions of Federal, Department and agency policies regarding Employee
responsibilities and conduct.
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24.1 NOTIFICATION

A. The Union will be notified by the Employer when a study pursuant
to OMB Circular A-76 is being initiated which concerns work currently performed
by bargaining unit Employees.

B. The Employer will notify the Union at least 30 calendar days prior
to implementing a decision to contract out which substantially impacts Employees
in the bargaining unit.

C. Management agrees to provide the Union with copies of any future
RFP/IFB involving the type of work currently performed by members of the
bargaining unit. ,

24.2 COMPLIANCE: The Employer agrees to comply with all controlling law
and regulations relating to the contracting out of bargaining unit work, including
OMB Circular A-76 as it may be revised from time to time by OMB. The Employer
agrees to make every reasonable effort to assist Employees subject to a reduction
in force as a result of a decision to contract out.

24.3 STATEMENT OF WORK: The Employer will provide a copy of any
Statement of Work which has been developed and which deals with work currently
performed by bargaining unit Employees. The Union will be given 10 calendar days
to comment regarding the Statement of Work.

24.4 IMPACT AND IMPLEMENTATION: The Employer agrees that prior to
implementation of a decision to contract out, except in cases of overriding
exigency, the Union will be given the opportunity to timely negotlate regarding the
impact and implementation of such a decision which substantially impacts
bargaining unit Employees.

24.5 ACCESS TO REGULATIONS: The Employer agrees to provide the
Union access to all regulations relevant to contracting out which are maintained on

site.
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25.1 The parties agree that child-care related reasons fall into the category
of "unforeseen circumstances which make necessary Employee absences
chargeable to annual leave™ as provided in section 9.1 B of article 9 of this

Agreement.

25.2 CHILD CARE COMMITTEE

A. The parties agree that the Finance Office will participate in the
established Mart Building Tenant Board (MBTB) committee on child care. Under the
auspices of the Federal Executive Board, this committee is conducting a
comprehensive survey of all Federal agencies located downtown to determine the
feasibility of a child care center for the Federal community in downtown St. Louis.
Management and the Union will each designate one representative for participation
on the committee. The Finance Office will distribute the MBTB survey to all
Finance Office Employees. Results will be tabulated by IRS which is chairing the
committee. Committee meetings will take place on duty time, without charge to
the Union's "block"” of official time.

B. The child care options to be investigated by the committee will be
determined by the committee and its participants.

C. A report on the findings and recommendations of the committee
(either prepared by the committee or a summary of the outcome of the committee's
work prepared by the two agency child care representatives) will be submitted to
the Employer, reproduced, and made available to Employees.

D. If the MBTB committee on child care does not address temporary
child care for school-aged children, the Employer and the Union agree to identify
through appropriate representatives (e.g., child care representatives, EAP
coordinator) community resources available to address Employee needs in this area
and to publicize the information identified to Employees.

25.3 The Employer shall provide to Employees, upon request, a Child Care
Information and Referral Service Kit, furnished by the Child Day Care Association of
Greater St. Louis. The cost of the kit (currently $25) will be evenly divided
between the Employer and the Employee. Entitlement to the kits will be one (1) kit
per requesting Employee. Information regarding these kits will be provided in the
orientation packet issued all new Employees and notice of this service will be
specifically mentioned to new Employees during their orientation session.

If this service is discontinued by the Child Day Care Association, the Employer and
the Union will immediately negotiate an alternate child care service.

25.4 The Employer agrees that at least two of the Employee seminars

presented annually under the auspices of the Employee Assistance Program will be
relevant to parenting.
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26.1 PARKING IN THE BASEMENT.

A. The Employer agrees to continually maintain, through
negotiations with GSA and other agencies, the maximum possible number of
parking spaces for Employee use in the basement. Current parking arrangements
for night shift Employees will continue through the term of this Agreement,
contingent upon continuation of present allocations of parking spaces by other

affected agencies.

B. Spaces available for FMHA Employees will be allocated in the
following order of priority:

2. Executive personnel.

; . 3. ‘Carpools of 3 or more Employees.

- 4. Most recent USDA seniority among career
and career conditional Employees.

5. Most recent USDA seniority among other
Employees.

C. The Employer agrees that, to the extent feasible, Employees who
occasionally work after 6 p.m. will be permitted to arrange for parking between
the hours of 6 p.m. and 6 a.m. in the basement parking garage. The
responsibility for making arrangements for entry into the basement garage will be
the Employee's. Such arrangements must be coordinated with the Security
Office or in the case of an emergency overtime situation, through the supervisor
or the Security Office with the Federal Protective Service. Compliance with such
requests will be limited to the availability of FmHA assigned parking spaces for
the period in question and is contingent upon the space(s) not being utilized for
the same period by those persons normally assigned the space or those with
higher priority under the FPMR, other applicable Government-wide regulations,
and this Agreement. In all instances, it is understood that the parking space(s)
made available for employees assigned to work at night must be vacated not
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later than 6 a.m. The unavailability of basement garage parking will not be
considered adequate reason for an employee not to report for scheduled duty
after 6 p.m. For Employees who are permanently or temporarily "on call" for
hours between 6 p.m. and 6 a.m., management will make appropriate arrange-
ments with the Security Office/FPS to ensure the employees’ access to the
basement parking garage in accordance with the above.

26.2 PARKING STUDY

Management agrees to provide the union 80 hours official time (not chargeable to
union's block) to conduct a parking study with the understanding that the
findings and recommendations resulting from the study will be made available to
the Agency in written form within 180 days of implementation of the LMRA.
Scheduling the use of this official time must be made in coordination with the
representative's administrative supervisor.
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THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

26.1B1 An example of a severe permanent impairment is an
employee who is permanently bound to a wheelchair or has a
permanent health condition of such a debilitating nature
he or she has little mobility.

Examples of temporary disabilities are a broken legq,
sprained ankle, or any condition which severely impairs
mobility and is of limited duration. Parking and garage
access issues are now coordinated through the Management
and Administrative Staff.




27.1 POLICY STATEMENT: The Employer recognizes that a wide
range of persistent problems, not directly associated with one’s job
function, can and usually do, have an effect on an Employee's job
performance. The Employer believes it is in the best interests of its
Employees, the Employee's family, and the organization, to provide an
Employee Assistance Program which deals with such persistent problems.

It shall be the policy of the Employer to handle such problems in accordance
with applicable laws, regulations, and this Agreement. The Employer agrees
to consult with the Union regarding proposed program changes and to
negotiate, as appropriate, in accordance with laws and regulations.

The Employer recognizes that almost any personal problem, including
alcoholism which is a disease, can be successfully treated if it is identified
early and the individual accepts appropriate assistance. Other personal
problems arising as a result of substance abuse (drugs) or family, financial,
legal, personal or interpersonal difficulties that also may adversely affect an
Employee's job performance, conduct or attendance, can be successfully

treated as well.

The purpose of this policy is to assure Employees that if such personal
problems are the cause of deteriorating job performance, conduct, and/or
attendance, careful consideration and an offer of assistance will be given to
an Employee to help him/her solve such problems in an effective and
confidential manner. Employees may also voluntarily request referral to the
Employee Assistance Program whether or not job performance, attendance
or conduct is affected.

27.2 SUPERVISORY RESPONSIBILITIES: A supervisor shall

immediately refer an Employee to the program who acknowledges having a
problem which would fall under the auspices of the Employee Assistance
Program or any Employee who demonstrates a marked deterioration in job
performance, conduct or attendance. It will be the responsibility of all
supervisors and other Management officials to support and implement this
policy equally and fairly throughout the entire organization.

It is recognized that supervisors and other Management officials do not
have the professional qualifications to make any diagnosis or judgments
as to the cause of an Employee's poor job performance. A supervisor's
responsibilities are limited to assessing job performance and initiating the
corrective action appropriate to that level of job performance.
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Employees experiencing personal problems which interfere with job -
performance, conduct or attendance, are encouraged to voluntarily seek
confidential counseling and assistance through the EAP program. With an
Employee's consent, the supervisor will establish the initial contact with the

EAP counselor.

It will be the Employee's responsibility to comply with referrals for diagnosis
and cooperate with prescribed treatment. When an Employee refuses to
accept diagnosis and treatment, or fails to respond to treatment, and his/her
job performance, conduct or attendance continues to be unsatisfactory,
disciplinary action against the Employee will be initiated by the supervisor.
An Employee who is cooperating and progressing in the EAP will normally
be given at least 3 months to satisfactorily improve performance, conduct or
attendance before further disciplinary action is taken.

In accordance with Article 3.2, Representation Rights and Duties, and
Article 5, Grievances, Employees have a right to grieve actions under this
program and to seek Union representation.

27.4 CONFIDENTIALITY: The policy covering confidentiality means:

A. The EAP Coordinator will request and receive appropriate
information from the EAP counselor limited to that necessary to determine
whether progress is being made that should improve the Employee's
performance and conduct on the job. This information will not normally
concern the details of the underlying causes which may be affecting the
Employee on the job.

B. All such records and reports will be kept confidential by the
EAP Coordinator, who will merely inform supervisors that, "Yes"” or "No"
the Employee is making progress. Records will be maintained in accordance
with laws and regulations.

Only the EAP counsellors/doctors shall become involved in the direct
treatment/diagnosis of medical/behavioral problems personal to the
Employee or his/her family.

27.5 PERSONNEL ACTIONS: So long as an Employee is participating
in the EAP and the counsellors/doctors are reporting progress, this will be
taken into consideration when determining disciplinary or other personnel
actions. All written forms of disciplinary, adverse or performance-related
actions will contain a statement regarding the availability of the Employee
Assistance Program.

27.6 LEAVE: Employees utilizing the EAP will be allowed up to 2
hours administrative leave for the first counselling session with the EAP
counsellors. Sick leave, annual leave, or LWOP will be granted regardless of
leave restrictions, as appropriate, to cover the Employee's ongoing
participation in the EAP as long as the leave scheduled is in accordance with
existing regulations and this Agreement.
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27.7 EMPLOYEE NOTIFICATION: The Employer's written policy
concerning troubled Employees, program publicity, and assurance of
confidentiality for participants, shall be posted on official bulletin boards and
issued to all Employees annually.
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THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

27.3 You should request the employee to authorize the EAP
counselor to keep you posted on the employee’s
participation and progress. Do not assume "all is well;"
the employee may need some accommodation but you won’t
hear automatically from the counselor--keep in touch with

each other frequently.




28.1 EYE EXAMINATIONS: Employees assigned to work at Video
Display Terminals (VDT) will be offered the opportunity for an annual eye
examination administered by the Employee Health Clinic Staff.

28.3 SAFETY AND HEALTH: Should a large question arise
concerning the safety and healith of VDTs, including physical discomfort,
both physical and psychological stress, etc., the matter may be referred by
the Employee (through his/her supervisor) to the parties' safety and heaith
committee for investigation and resolution. Health and Safety Committee
investigations shall include, as appropriate, an evaluation of the ergonomic
design, illumination, glare control, or other problems. The report of findings
shall be provided to the Union.
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THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

28.2 Contact the FmHA Safety Officer, Steve Hodgson,
extension 2413, whenever a safety concern arises.
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29.1 PURPOSE AND POLICY

>

- A. The parties agree that substantial benefits and enhanced
productivity will accrue through an Incentive Awards Program and an Employee
Suggestion Awards Program which objectively recognize and financially reward
Employee accomplishments.

B. It is the policy of the Farmers Home Administration (FmHA) that
incentive awards will be used to improve the quality of work life and to provide
incentive to Employees to improve their performance and to increase efficiency and
economy and quality of public service in our programs. FmHA Employees may be
considered for incentive awards when they meet the following criteria:

1. increase the efficiency or economy or quality of public
service of FmHA, USDA, or Government operations by better work performance,
suggestions, or inventions;

2. perform special services in the public interest that relate to
their employment; or

3. perform acts of courage either related to their work, or not
related to their work, such as saving a life.

. C. Eorms of Recognition. Incentive awards are granted in the form of
cash, certificates, letters of commendation, emblems, pins, plaques and other forms
of recognition, in accordance with law, Government-wide regulations, FmHA
Instruction 2063-B (except as modified by this Agreement), and this Agreement.

D. The parties acknowledge that recommending, reviewing, and
approving officials are responsible:

1. for avoiding favoritism and discrimination;

2. for withholding consideration from Employees involved in an
investigation or audit before the case is closed, and for similar avoidance of
embarrassment to FmHA or USDA; and

29.2 DEFINITIONS

A. Performance Awards. The purpose of performance awards is to
motivate Employees by recognizing and rewarding those who attain high levels of
performance. Performance awards will be based on an Employee's rating of record
for the current appraisal period for which the performance award is being paid. A
performance award is a performance-based cash payment to an Employee based on
the Employee's rating of record. A performance award does not increase base pay.
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B. Superior Accomplishment Awards. A superior accomplishment

award is a monetary or nonmonetary award for a contribution resulting in tangible i
benefits or savings and/or intangible benefits to the Government.

1. Contribution means an accomplishment achieved through an
individual or group effort in the form of a suggestion, an invention or special act or
service in the public interest connected with or related to official employment which
contributes to the efficiency, economy or other improvement of Government
operations or achieves a significant reduction in paperwork.

2. Intangible benefits are benefits to the Government which
cannot be measured in terms of dollar savings.

3. Nonmonetary award is a medal, certificate, plaque, citation,
badge or other similar item that has an award or honor connotation.

4. Special act or service is a contribution or accomplishment in

the public interest which is:

a. a nonrecurring contribution either within or outside of
job responsibilities;

b. a scientific achievement; or
c. an act of heroism.

5. Tangible benefits are benefits or savings to the Government
that can be measured in terms of dollars.

C. Quality Step Increase. A quality step increase (QSl) is an increase
in an Employee's basic rate of pay from one step of the grade of his/her position to
the next higher step. The purpose of a QS is to recognize outstanding performance
by granting faster than normal step increases. In accordance with applicable
Government-wide regulation, a QSI shall not be required, but may be granted only
to an Employee who receives a rating of record of " Outstanding.” A QS| may not
be granted to an Employee who has received a QSI within the preceding
52 consecutive calendar weeks.

29.3 TYPES OF AWARDS.

1. A QSl is an additional within-grade increase under Section
5336 of Title 5, United States code in recognition of outstanding performance.

2. QSl's may be appropriate when:

a. an Employee's most current rating of record is
"Qutstanding;"

b. the Employee gives evidence of continuing at the same
high performance level; and
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c. the supervisor certifies on the recommendation that the
Employee’s performance is expected to continue to exceed the acceptable level of
performance in the same or similar position at the same grade level in the future,
i.e., at least the next 60 days.

3. Because of the greater benefits accruing from a QSI,
Employees meeting all applicable eligibiltiy requirements will be considered for a QSI
prior to receiving consideration for a performance award or a superior
accomplishment award.

4. An Employee who receives a QSI| does not start a new
waiting period for a regular within-grade increase (WGI) unless the QSI puts the
Employee in the fourth or seventh step of his/her grade. When this happens, the
waiting period is extended by 52 weeks from the date of his/her last regular WGI.

5. In cases where a QSI is to be granted, the recommendation
and eventual determination to grant the QSI should be made as soon as practicable
after a rating of record of "Outstanding” is approved. The QSI should be made
effective as soon as possible after it is approved, except that where the Employee
will enter the fourth or seventh step within 60 days of the approval date, the
effective date of the QSI will be delayed only until the Employee has received the
scheduled WGI. An Employee who is about to enter the tenth step of the grade
level will normally not be considered for a QSI. . -

1. Sometimes referred to as "sustained superior performance cash
awards,” performance awards may be appropriate when:

a. an Employee’s most recent rating of record reflects
attainment of a high level of performance and meets established criteria for such an
award, as provided in the agency's performance awards plan;

b. total performance is less than what is required to meet the
QSI standard;

c. the cash award would be more advantageous to the
Employee than a QSI; or

d. due to budgetary considerations, another type of recognition,
e.g., a QSI, is not practicable, but some form of recognition is appropriate.

2. Performance awards will be documented in the official personnel
folder to reflect the nature and the amount of the award.

3. Performance awards will be given due weight when rating and
ranking an Employee for promotion.

1. Sometimes referred to as special achievement awards, superior
accomplishment awards may be appropriate when an Employee either individually or
as part of a group:
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a. displays performance that exceeds normal requirements in an,
important part of a job, either once or over an extended period;

b. overcomes exceptional job difficulties;

c. contributes to the efficiency, economy or quality of public
service in Government work;

d. exceeds records of production without a reduction in quality;

e. performs in a superior manner which advances the EEO
program;

f. displays great courage or ability in an emergency related to
official employment or in the community; or

g. performs in a superior manner which promotes the
Procurement Preference Program.

2. Superior accomplishment awards may be granted for Employee
suggestions which benefit the agency or the Federal Government in accordance
with law, Government-wide and Departmental regulation, agency instruction and
this Agreement.

E. Honorary Awards. These include Distinguished Service Awards, Superior
Service Awards, Equal Employment Opportunity Achievement Awards, Procurement
Preference Program Achievement Awards, President's Award for Distinguished
Federal Civilian Service, Career Service Awards, awards to Federal Employees of
other agencies, awards to private citizens, Employee of the Year Awards, Employee
of the Quarter Awards, Office of the Year Awards, etc.

F. Employees of the Year.

1. Employee of the Year awards will honor Employees who have made
the most outstanding contributions to FmHA's goals and have projected the most
professional image in the administration of FmHA programs during the year.
Awards will be given in the following catagories:

a. Employees who occupy Grades GS-1 through 5;
b. Employees who occupy Grades GS-6 through 8; and

c. Employees who occupy Grades GS-9 and above.
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2. Employees of the Year in each of the above categories will be
selected from among those Employees who were designated Employees of the
Quarter during the "award” year, using the procedures described below.

: G. Employees of the Quarter. Employee of the Quarter awards will be given
to Employees following the same criteria as for Employee of the Year awards. Each
Employee so designated will be placed in competition for Employee of the Year in
his/her current grade category. Employees of the Quarter will be selected within
each division of FmHA, St. Louis. Selections may be made in one, two or three
categories as determined appropriate by each division/staff office.

H. Performance awards, superior accomplishment awards, and quality step
increases will be granted in accordance with law, Government-wide regulations,

Departmental regulations and agency instructions (except as modified by this
Agreement) and this Agreement.

29.4 CRITERIA AND GUIDELINES

A. The application of awards criteria will be as follows:

1. The award criteria established by the Employer will be
applied fairly and equitably in recognizing and rewarding superior performance by
Employees. Use of annual or sick leave will normally not be a consideration in
assessing an Employee's qualifications for an award.

B. The final decision to approve or disapprove any award
recommendation will normally be within 60 days of the date the recommendation is

submitted.

D. Whenever possible, cash award nominations will be submitted for
processing to the appropriate Management official within 60 days after the
achievement.

E. Nominations for Employee of the Quarter/Year will be based on the
following criteria:
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1. overall effectiveness in delivery of FmHA programs;
contributions to Management effectiveness or cost reduction;

respect earned throughout the community;

Powon

cooperation with peers, superiors, subordinates and the
public;

o

concern in day-to-day dealings with the public; or

6. additional achievements not expressly indicated will be given
consideration.

Such nominations may be submitted by superiors, fellow Employees or
subordinates. Nominations will be in writing and will address the above criteria.

F. Although there is no time restriction on the granting of cash awards
for special achievement, no more than one such award may be granted for the
same special achievement. Nor should a special achievement award be granted for
accomplishments which enabled the Employee to receive a cash award for
sustained superior performance.

G. No more than one spot cash award ($250 or less) may be given to
an Employee in any 6-month period. Granting of a spot cash award will not impede
an Employee from receiving a cash award in a higher amount in a subsequent 6-
month period, or within the same period if for a different purpose (i.e., overall
performance for the extended period, or special achievement). Justifications shoula
not exceed one paragraph for spot cash awards.

H. Management agrees to publicize the Honorary Awards Program by
informing Employees of the nature of those awards which are applicable to Finance
Office Employees the established guidelines for granting such awards, as published
in agency instructions; the procedures for submitting nominations in those cases
where an Employee may nominate another Employee for recognition, and the
recipients of those awards. In addition to those honorary awards identified for
Employee nomination within current agency instructions, Employees may submit
nominations for Employees of the Quarter/Year.

29.5 EMPLOYEE SUGGESTION PROGRAM.

A. The parties agree to encourage Employees to submit suggestions
under the Employee Suggestion Program, in accordance with FmHA Instruction
2006-H, Employee Suggestion Program and this Agreement Suggestions will be
consrdered in a fair and equitable manner and will receive orderly and timely
processing within the Finance Office. If approved, the award will be timely
processed. If the suggestion is rejected, such rejection will be written and contain
the reason for rejection.

B. If a suggestion initially rejected is later adopted, the suggesting
Employee may be eligible for an award, in accordance with agency instructions,
controlling regulations and law, if the Employee resubmits the suggestion citing the,
earlier rejection and subsequent implementation. <
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C. The amount of suggestion awards will be objectively determined by
a fair and equitable methodology which will permit up to the maximum amount
allowed by Government-wide regulations.

29.6 AMOUNTS OF CASH AWARDS.

A. The granting of cash awards, including determinations as to the
amounts of such awards, will be administered in a fair and equitable manner.

B. The amounts for Spot Cash Awards will be in accordance with
amounts prescribed by current agency instructions (up to $250).

C. The amounts of Superior Accomplishment Awards will be as
provided in Exhibits D and E of FmHA Instruction 2063-B.

D. Recipients of Employee of the Quarter awards will be issued $100
- cash awards. Employee of the Year awards, processed under the Special
Achievement award criteria, will be issued to the Employee of the Year selected for
each-of the three categories identified in section 3, item F, above. Each award
recipient will receive a cash award of $500.

E. For an Employee who receives an honorary award to receive a cash
award or QSI, the Employee’s achievement or performance must meet the
requirements of the individual award, as described in this Agreement.

F. Cash awards will be paid as promptly as feasible after approval and
will not be unduly delayed. :

29.7 CONFIDENTIALITY AND PUBLICITY.

A. Officials will disclose information about specific awards in process
only to those persons with a need to know.

B. When an award is approved, a copy of the nomination will be given
to the recipient with documentation of reasons for approval, and a copy of the
approved award recommendation will be placed in the Employee's official personnel
folder.
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C. Publicity of the awards program will include the names of award
recipients and a description of the type of award published in the Employee
Organization's newsletter, posted on the bulletin board and announced during
awards ceremonies, if held.

D. The parties agree that honoring award recipients during awards
ceremonies is beneficial to Employee morale, lends credibility to the awards
program and may strengthen the awards program as an incentive to superior
performance by other Employees. Therefore, Management agrees to periodically
conduct such ceremonies when formally recognizing the accomplishments of its
Employees. However, Management retains the discretion to determine the size of
the organizational component which will participate in each ceremony (i.e., unit,
section, branch, division or Finance Office-wide) and the frequency of such
ceremonies. Normally ceremonies including groups smaller than the entire Finance
Office will be on-site. Additionally, issuance of an award will not be excessively
delayed so that the award may be presented at a scheduled ceremony.

29.8 INFORMATION.

A. Monitoring, reporting and record-keeping for the Incentive Awards
and Employee Suggestion programs will be handled in accordance with
Government-wide regulations, applicable Departmental regulations, agency
instructions and this Agreement.

B. Management agrees to provide the Union, on an annual basis, a
summary report identifying the number of performance awards issued and the
number of "Superior” and "Outstanding” ratings of record per division.

C. Management will advise the Union on an annual basis of the
available funding for cash awards. When changes occur to the available funding
during the fiscal year, the Union will be so advised.

D. Such other information as may be required by the Union in the
performance of its representational duties will be provided, within a reasonable
period of time following the Union's submission of a written request, in accordance
with 5 USC 7114(b)(4).
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THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

29.1D3 Spot awards and Special Achievement awards should
be given as close to the accomplishment as possible. For
example, don’t wait until July to reward an employee for a
project he finished in January. Also, Performance
(Sustained Superior Performance) awards can and should be
given at any time during the year. You don’t have to wait
until after the rating of record in June to submit an SSP
award recommendation.

29.3A QSI recommendations must be supported by the
employee’s most recent rating of record (which must be
outstanding). If the most recent rating of record is more
than 60 days old, a narrative justification must also be
attached to the recommendation, detailing the employee’s
outstanding performance since the last appraisal period

ended.

A period of at least 6 months must be used to support the
QSI recommendation.

An employee about to enter the 4th or 7th step of the
grade should not be given a QSI prior to entering these
steps because it will delay the normal step increase by a
52-week period. The QSI should be delayed until after the

regular WGI is received.

29.3B SSP recommendations must be supported by the
employee’s most recent rating of record (which must be at
least Superior). If the most recent rating of record is
more than 60 days old, a narrative justification must also
be attached to the recommendation, detailing the
employee’s superior performance since the last appraisal
period ended.

A period of at least 6 months must be used to support the
SSP recommendation.

29.3C When recommending an employee for a Special Act
cash award, remember that you must identify tangible
and/or intangible benefits. Refer to FmHA Instruction
2063-B, Incentive Awards Program, Exhibit E, for the table
to help you determine the amount of the award.

When submitting a recommendation for a group special act
cash award, refer to the letter to all supervisors dated

April 4, 1983, for guidance.
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29.3D Employees cannot receive more than two Spot awards
in a fiscal year and the dollar amount per employee is
limited to $300 per fiscal year. Justifications for Spot
awards should not exceed one paragraph in length.

29.4A2 A QSI is not an option if the employee will be
promoted within 60 days of the effective date of the QSI.
You must certify on the QSI recommendation that the
employee is expected to remain in his same or similar
position at the same grade level for at least 60 days.

29.4C Supervisors are not obligated to recommend any
employee for a cash award or QSI. You should consider all
employees who receive "Superior" or "Outstanding" ratings,
but you never have to recommend them for awards.

29.5D The Employee should submit one copy of the
suggestion to MAS, not Personnel. MAS is the primary
responsible office for the suggestion program.




30.1 Scope

This article provides noncompetitive procedures to be followed by Management
when temporarily or permanently assigning bargaining unit Employees to other
bargaining unit positions or locations within the organization, and when assigning
bargaining unit Employees to "special project assignments” as defined below.
These procedures will not apply when the competitive procedures described in
article 10 are being utilized or:

A. The position is being filled by a Management or Employee-
initiated demotion or reassignment of an Employee, e.g., in response to
performance deficiencies in the current position;

B. The position is being filled by directive of a third party, e.g.,
arbitrator, EEOC, MSPB, FLRA, etc., or is being filled as a resolution to a formal
grievance, complaint, or appeal;

C. The position is being filled by an individual due special
consideration as a result of reduction-in-force, repromotion rights, reemployment
priority rights, return from military furlough/ieave, etc.

D. The Employer is otherwise required by law, regulation, or
controlling Labor-Management Relations Agreement to select a particular person
for the position.

30.2 Definitions

A. A lateral reassignment is the permanent movement of an
Employee from one position to anothef at his/her current grade level and to a
position that has no higher promotion potential than the position currently held.

B. A detail is the temporary assignment of an Employee to a
different position for a specified period, with the Employee returning to his/her
regular duties at the end of the detail.

C. A special project assignment is the temporary, full-time
assignment of an Employee to duties which afford the Employee the opportunity
to acquire new, career-related skills or significantly enhance existing skills. For
the purpose of this agreement, "special project assignment” will not be
interpreted as including duties and responsibilities normally assigned to the
position.

D. A loan is the temporary assignment of an Employee to a different
location within the work organization to perform duties consistent with the
Employee's current position title, grade, and series.
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30.4 Selection of Employees

A. Detail assignments, reassignments, special project assignments
and loans, as defined above, will not be made or denied solely to punish or
reward an Employee or instead of taking appropriate disciplinary action.

However, this provision is not intended to restrict the Employer from detailing or
reassigning an Employee or otherwise adjusting the work assignment of an
Employee because of demonstrated performance problems taken in accordance
with provisions of article 15 of this agreement, when such action is being taken
to avert a disruption to the safety or security of the Employees or the work area,
or while an Employee's conduct is the subject of a disciplinary inquiry and the
Employee's reassignment or detail is determined to be consistent with the safety
and security of the operation and its Employees. Such action will be taken
consistent with the provisions of law, controlling regulations, and this
Agreement.

B. Special project assignments and details which last more than 30
days will be recorded by a Standard Form (SF) 52, Request for Personnel Action,
in the Employee's Official Personnel File. Employees detailed for shorter periods
may describe the work performed during these details on a SF 172, Amendment
to Personal Qualifications Statement, for inclusion in the OPF.

C. Management agrees to closely review special project
assignments, as provided in section 2C of this article, to ensure, to the maximum
extent feasible, appropriate, equitable representation of protected groups. When
such assignments occur and are expected to last more than 30 days,
Management agrees to forward its selection to the EEO office for review.

30.5 Requested Reassignments

A. If an Employee is interested in being reassigned to a position in
another work area, the Employee will complete an interest application (Appendix
M) in triplicate with 1 copy going to the current supervisor, 1 copy being retained
by the Employee, and the original going to the Personnel Office.

B. Applications will include a statement as to the Employee’s
reasons for requesting reassignment, any anticipated benefits which may accrue
to the Employee, and anticipated benefits accruing to the Agency, if any, should
the reassignment be effected.
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C. The Personnel Office will confirm whether the Employee is
minimally qualified for the position in which he/she is interested. If the Employee
is not qualified, the Personnel Office will return the application to the Employee
so indicating. If the Employee is qualified, the Personnel Office will retain the
application. The application will be retained for a period of one year unless the
Employee is reassigned or withdraws his/Her request prior to the end of the year.
Prior to filling bargaining unit positions, except as excluded above in section 1,
items A-D, the Employer agrees to first consider any appropriate interest
applications on file.

D. The Employer agrees that any eligible Employee who submits a
request for reassignment will be provided:

1. Bona fide consideration of the reasons for requesting the
assignment;

2. Appropriate consideration of any documented hardship
reasons submitted in support of the request; and

. 3. Written notice that he/she was considered for a position
and whether he/she was selected. ‘

4. If not reassigned, the Employee is also entitled, upon
request, to be advised verbally of the job-related reason(s) for not being
reassigned and to retention of his/her request in the interest file, as provided
above, so that the request may be considered for future reassignment

opportunities.

5. When the Employee's request for lateral reassignment
documents an adverse effect (ie., health-related, childcare, or transportation
hardship) which is impacting the Employee in his/her current job assignment and
may reasonably be expected to be alleviated by reassignment, the Employer will
grant the request unless there are substantive employment reasons for not
complying with the request. Health-related reasons which are used as a basis for
requesting reassignment must be supported by medical documentation.
Childcare problems refer to Employees who have sole responsibility for the care
of preteenage children, or other dependents, during the hours/days in question.
Transportation problems refer especially to problems arising from dependence on
public transportation.
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THE FOLLOWING COMMENTS ARE ADVISORY ONLY AND DO NOT
CONSTITUTE ACTUAL CONTRACT LANGUAGE.

30.3 This section was changed in three ways. First,
management must "announce" all positions which we intend
to £ill through reassignment, change to lower grade, or
detail FROM THE REASSIGNMENT INTEREST APPLICATION FILE.
(Note that there are other ways to f£ill a position through
reassignment, change to lower grade or detail than through
the reassignment interest application file.) This has
generally been our past practice since the reassignment
procedure was established in the 1988 contract. The
"announcement" is a letter to employees, not the typical
vacancy announcement form. The Staffing & Classification
Section can provide supervisors with a sample letter.

Second, an employee who is not selected for reassignment,
change to lower grade, or detail may request a meeting
with the selecting official to learn why he/she was not
selected. The Staffing & Classification Section can help
you prepare for these meetings, if any are requested.

Third, the Personnel Office will now refer all
reassignment interest applications on file (if any) along
with the merit promotion or other certificates for any
bargaining unit vacancy whether the supervisor requested
them or not. The supervisor must indicate on the
reassignment certificate whether a selection was made from
that certificate. The supervisor is not required to
interview these candidates; however, if one reassignment
candidate is interviewed, all must be interviewed.

30.6 Management determines the qualifications for
positions "announced" through the procedure in Article 30.
These qualifications are not limited to the OPM
Qualifications Requirements. For example, management may
require experience with ADPS, experience with Microsoft
Word Version 5.0, or other appropriate and job related
experience. The Staffing & Classification Section of the
Personnel Office can help supervisors determine
appropriate qualifications.
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We will submit the smoking issue to a direct vote of all St. Louis FmHA
employees. The employees will be able to select one of two options:

A: Continue the Current Smoking Policy pending action by national
authorities to restrict smoking in all federal buildings; or

B. Ban smoking in all FmHA space, limit smoking only to the
designated smoking areas of the cafeteria and space completely
outside the building (outside the double door entry). After the
implementation period, there will be no additional "smokmg breaks"

during duty tlme

Both bargaining unit and non-unit employees may vote in this special
election. However, the votes of unit and non-unit employees will be tallied
separately. All bargaining unit employees may vote in the unit part of the
election including those who are not dues paying members of the union.

The decision will be based upon a 2/3 (66.6%) vote of those employees
who choose to vote in each category (unit or non-unit). If 2/3 of the unit
employees AND 2/3 of the non-unit employees both vote for option "b,"
then option b will be adopted. However, if either the unit employees or the
non-unit employees vote against option "b," then option "a" will be
adopted.

The vote will be held within 30 days of the effective date of this agreement
(or within 30 days of the arbitration decision if no agreement on this matter
is reached) on a mutually acceptable Tuesday, Wednesday, or Thursday.
The polls will be open from 9:00 a.m. to 3:00 p.m. There will be three
union and three management officials to monitor the vote and count the
vote (two each at 1520 Market and one each at 2350 Market). Employees
may vote on duty time and need not take leave or vote during lunch or
break. The Agency will prepare a list of all employees for the monitors to
use. ldentification will be done on the basis of the building pass.

Any votes cast for any optibns other than "a" or "b" will not count in any
way for any purpose. It will be as if such a vote were not cast at all.

There will be no absentee ballots.

Proponents of each option may print and distribute literature supporting their
point of view; however, no party, management, union, or employees may
use government time or government equipment for purposes of promoting
either option. Any campaign material must be printed or copied off-site at
the expense of the individuals promoting that option. Any literature which
is distributed must be distributed on non-duty time, in non-work areas, and
identify the source of the material.

The results of the vote will be posted on bulletin boards the next work day
and if option "b" is selected by a 2/3 majority of both unit and non-unit
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employees, it will become effective 60 calendar days following the date of
the election.

During the 60 day pre-implementation period, the Agency will offer all
interested employees an opportunity to attend a smoking cessation program

on the clock.

During the first 120 days after implementation, smokers may, with advance
notice to their supervisors, take one additional break of up to 10 minutes
per day for the purpose of adjusting to the no smoking policy.

For the second 120 days after the no smoking policy is implemented,
smokers may, with advance notice to their supervisors, divide their 30
minutes of morning and afternoon breaks into three separate 10 minute
breaks for purpose of adjusting to the no smoking policy.

Effective with implementation, the Agency will pursue a liberal leave policy
in granting annual, credit hours, and LWOP in 15 minute increments for
smokers who wish to smoke more often than the 60 minutes of lunch and
normal breaks (and during the initial 120/240 day periods the bonus breaks
and split breaks) would permit. Employees may also use core time deviation
in 15 minute increments for smoking.
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APPENDIX A

UNITED STATES DEPARTMENT OF AGRICULTURE - FARMERS HOME ADMINISTRATION
RECORD OF INQUIRY

EMPLOYEE (Name, Title, Location) NOTE: This 1s not a disciplinary action.
This form is to aid in making a decision

regarding an incident of questionable conduct
See instructions on the.reverse side.

PART I. STATEMENT OF FACTS AS KNOWN BY SUPERVISOR:

These facts indicate that you may have voilated the USDA standards for acceptable conduct or
behavior which could result in disciplinary action being taken against you. For information
about the possible penalty involved, see Item , USDA Table of Disciplinary Penalties.

SUPERVISOR SIGNATURE TITLE DATE DELIVERED 10
, : ' EMPLOYEE :

PART I1. EMPLOYEE RESPONSE 10 PART 1.
Use thi part for any comments or information you wish to provide in response to Part 1. 1If
you want. your comments considered in evaluating this incident, you must return the original

to your supervisor by .
: date

EMPLOYEE SIGNATURE. 4 DATE

PART 111,
SUPPORTING DOCUMENTS ATTACHED:

RECORD OF PREVIOUS DISCIPLINARY ACTIONS:

ACTION RECOMMENDED:

SUPERVISOR SIGNATURE . . TITLE DATE

LUNCURRENCE OUF OTHER ACTION IAKtNAUR RELUMMENUED:

HIGHER LEVEL SUPERVISOR SIGNATURE (If Necessary5[TlTLE . DATE
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UNITED STATES DEPARmENT OF AGRICULTURE = FARMERS HOME ADMINISTRATION

RECORD OF INQUIRY INSTRUCTIONS

1. The lomedlatTe superviscr 1s narmalily respensible for InlTlating an Inqulry when an employes has been lavolved In
questionable cenduct, Such Inqulry way lead to ceunseling, disclpllinary actlan a2 no sction. This fom Is used to
summarize the facts develcped when o sltustlen appesrs to come under the USDA Tebie of Disclpllnary Panaitles
centalned In appendix A of DPM Chapten 751, Use of thls form provides the employee an ppatunlty to present
his/her pes!tion betae o declslon Is made To propese o effect disclplinary actlich, It eny.

2. The supervisar shauld make a thearough end eareful Inquliry to establlish the facts. This Inquiry may Include
Intervieving any wltnessas who have first-hand Infamation and revlieving any pertinent deuments a: other evldence
of miscenduct, Every effoart should be made to reconclle cenfllictling statements so the whole stary Is known, it
witnesses provide statements o cther documants, they must be retalned by the supervisa fa later use. The
supervlsa: conducting this prallminary inqulnry may also Interview the employee at thls tlwe It he/she belleves that
such & discussieon may elimlnate the need for further actien,

3, Shauld the employes lnvolved Jn the alleged mlscenduct request unlon representatien dunlng the Inqulry, such
reprasenteatien must be perzitted 14 the employee |s & member of the bargalning unlt represented by AFGE Lecal 3354,
Addltlenally, employees questicned as wltnesses durlng formal lInvestigatlens conducted by Agency ottficials regarding
ancther empioyes!s mlsconduct wlll, upan request, be atfoarded the cppartunity fa- unlen representstien, The unien
representative, 1t present durlng the Inquiry,‘wlil bs bound by the same requirement as the wltness to malntaln the
centldentlallty of the naturs of the lnvestigaticn and the Infamatlen disclesed. A foamal Investlgatian Is e in
whlch an employes belng questlened is subject to disciplinary actlen If he/she falls to cocperate, Fo znswers To
questlons ragarding employee rlghts to unlen representatlon during the preocessing of a discipllinary matter, please
reter to artlcle 3, sectien 3.2 of the LMR Agreement & contact the servicing employee relatlons speciallst In the

Perscnnel Ottlce,

4, Bassd en the Infamation collected during the prelimlnary lnguiry, the superviser sust make & Judgment as to
whether any conduct has been ldentltled whlch requlres further acticn and, If so, what sctien would most [lkaly
prevent the conduct frem balng repeated. 1f at any time durlag the Inquiry process, the Judgment Is made to cwunsel
the employea, this form wlll be attached to the recerd of camseling, e.g., Form FRHA 300~43, Ezployee

Barf arsance/Canduct Repart,

_1f disclpllnary actlen way be reguired, this fa= Is to ba completed in accordanca wlth the folloring
Instructions, Camplete en aiginal snd at least two coples. Address the fam to the eaployee Involved In the

quastieable conduct, :
PART |

8. State the facts develcped durlng the lnqulry slmply and In lcglea! order, Be as specitle &s pessible
ragarding the cincumstances which led yau to eonduct thils Inquiry.

b. Enter: the ltem number from the USDA Table ot Dlsciplinary Penaltles, It applicable.
c. Enter the date the employee's rn'spcnso Is due to yau, Aller 8 reasenable amcunt of tlme fa: the respense,
namally two wak days, Extenslons may be granted far gocd cause,

_d., Sign and enter the data of dellvery,

PART |

Employee may use thls part To submlt coments fo censlderation, Attachoents may be used when nesded,
Exmployss may raply by admltring, denylng, explaining the situatlon, o the eaployes may offer no reply, If &
raspase s not recelved by The due date, yau shauld proceed with a declsliom ai recammendatlen witheaut the

eaployeets reply.
PART ti1

2. After the due date, the suparvisa wlll attach wltness statements and all other supparting decumants
ebtalned durilng this prellmlnary dnqulry, Inciuding evidoncs of pnler notice, ®.g., recards o counzellng.

by List priea disclplinary actliens of recerd Including warnlngs, offlclal rabrlnands, suspensiens a other
advarse actlons whlch have been effectsd agalnst The eaployee, Acticns which have explred o which were
reversed and pricposals ta whlch no actian has been taken shauld nor namally be cmsldered here.

€. Recod whether employee was counseled sbaut o nreferrad to the Employee Asslstance Priogram.

d. Revlew the fscts, eaployee!s response and past recad, !f the employce made 8n aal respense, prepare a
wriitten summary toar the recomd, Determine whieh sctlan below Is approprilats,

1. Ko actlen., Destroy tnis foa and not!fy esployee.
2, Counsslling
8. Oral counseling. HKake a wriltten recerd, Attach thils form,

b. Written counsellng. Retain copy fa yaur records. Provide copy of written counsellng to eaployee.
Attach this fta=,

3. Discliplinary Actlen, Censult USDA Table of Disclpllnary Penaltles to determine apprepriate actien,
Contact servicing eaployes relatiens speclallst, It actlen requlres sutharlTy of hlgher superviser,
the Inltlating supervisa shalid casplete Part 111, Including recamended penalty, sign, date, &nd
rafer. this fam aleng with supperting documents To hlgher superviscry level fa- comcurrencs o auth
to take racamended sctiam. .

“Fora FarA 300-50

N




APPENDIX B

AD-507 U.S. DEPARTMENT OF AGRICULTURE 1. TYPE OF PERIOD EMPLOYEE IS
(2710 ’ SERVING:
PROBATIONARY OR TRIAL PERIOD REPORT
IMPORTANT: THIS-REPORT IS DUE BACK TO THE PERSONNEL OFFICE i -
NOT LATER THAN PROBATIONARY TRIAL
2. NAME 3. SOCIAL SECURITY NUMBER |4. PAY PLAN, OCCUP, SERIES AND GRADE

6 _PERIOD OF SERVICE COVERED BY REPORT

OFFICIAL TITLE OF POSITION

FROM:

™™

AGENCY B. ORGANIZATIONAL STRUCTURE CODE

9. OFFICIAL DUTY STATION

TENURE GROUP

11, TYPE APPOINTMENT

12. OBLIGATED POSITION

FOR COMPLETICN BY SUPERVISOR (PLEASE SEE REVERSE OF THIS FORM BEFORE COMPLETING THE FOLLOWING ITEMS)

13.

INDICATEBY S, O, M, OR U WHETHER THE EMPLOYEE'S PERFORMANCE IS SATISFACTORY, OUTSTANDING,
MARGINAL, OR UNSATISFACTORY IN THE CHARACTERISTICS LISTED BELOW:

I

PERFORMANCE

Interest in Work
Leadership
Initiative
Dependability
Productivity
Quality of Work
Attitude
Professional Interest
Self-Development

1. CONDUCT
Attendance
Punctuality
Disposition

General Deportment

III. CHARACTER AND SUITABILITY

Honesty
Integrity
Self-Conflidence
Cooperativeness
Compatibility
Saciability
Neatness
Cleanliness

T

14.

POTENTIAL FOR ADVANCEMENT., Give your appraisal of this employee's capacity for growth and potential davel-

opment. (If necessary, use additional sheets and attach)

15.

| CERTIFY THAT THE EMPLOYEES PERFQRMANCE, CONDUCT,
AND GENERAL CHARACTER TRAITS ARE: (Check One)

A
B.

SATISFACTORY A

NOT SATISFACTORY B.

16. | RECOMMEND THAT THE EMPLOYEE BE: (Check One)

i RETAINED IN HIS PRESENT POSITION

SEPARATED FROM HIS PRESENT POSITION

17. IF YOU RECOMMEND THAT THE EMPLOYEE BE SEPARATED FROM HIS PRESENT POSITION, PLEASE INDI-
CATE ANY OTHER WORK IN THIS AGENCY FOR WHICH YOU BELIEVE HE MAY BE FITTED: -

18. SIGNATURE OF SUPERVISOR 15, TITLE 20. DATE

23, SIGNATURE OF REVIEWING OF FICIAL 22, TITLE 23. DATE
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APPENDIX C

UNITED STATES DEPARTMENT OF AGRICULTURE - FARMERS HOME ADMINISTRATION

REQUEST FOR INFORMAL MEETING ,.
(FIRST STEP OF BRIEVANCE PROCEDURE)

TO (SUPERVISOR NAME) . 1 FROM (GRIEVANT NAME) GRIEVANCE NUMBER | DATE

- THE ISSUE IN THIS GRIEVANCE IS:

SIGNATURE OF UNION REPRESENTATIVE RECELIVED BY DATE

WHITE - SUPERVISOR i YELLOW - UNION REP PINK - LABOR RELATIONS STAFF "_.
Form FmHA 300-14 (Rev. 11/88
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APPENDIX D

UNITED STATES DEPARIMENT OF AGRICULTURE - FARMERS HOME ADMINISTRATION
STATEMENT OF GRIEVANCE

GRIEVANT'S NAME ARTItLE/REGULATION VIOLATED

BASTS FOR GRIEVANCE

RELIEF REQUESTED:

GRIEVANT SIGNATURE DATE UNION REPRESENTATIVE DATE

RECEIVED BY . | DATE

WHITE-Division Director  YELLOW-Labor Relations  PINK-Union Representative WHITE-Grieva

. Form FmHA 300-13 (Rev. 09/8




APPENDIX E

UNTTED STATES DEPARTMENT OF AGRICULTURE - FARMERS HOME ADMINISTRATION
‘ EMPLOYEE OYERTIME REQUEST

1 HEREBY REQUEST TO WORK OVERTIME. IN THE FOLLOWING ORGANIZATIONAL UNITS.

TRITS
1 HAVE HAND-DELIVERED A COPY OF THIS FORM TO THE IMMEDIATE
SUPERVISOR OF EACH UNIT NOTED ABOVE.
EMPLOYEE SIGNATURE DATE RECEIVED BY DATE
APPROVAL

THIS REQUEST IS REASON FOR DISAPPROVAL

[] APPROVED |

[] DISAPPROVED SUPERVISOR SIGNATURE DATE
ORIGINAL - SUPERVISOR PHOTOCOPY - REQUESTOR " Form FmHA 300-40
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Form FmHA 300-15 ‘
11-01-77 :
} APPENDIX F

REPORT OF EMERGENCY LEAVE

Employee:

Type of Leave: ' ’
Date of Request:

Time Request Received:

Date(s) and Duration of Leave:

Purpose of Leave:

Summary of Discussion:

Discussed With Employee

(date) . Supervisor's signature

FmHA 300-15
143 '
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APPENDIX G

" APPLICATION FOR FINANCE OFFICE-RELATED TRAINING

DATE

TNSTRUCTIONS: COMPLETE AND RETURN 7O EMPLOYEE DEVELOPMENT SPECIALIST

NAME OF APPLICANT

DIVISION/BRANCH

NAME OF SCHOOL/TRAINING VENDOR

CREDIT HOURS

COURSE TITLE

TRAINING PERIOD

COST

COMPLETE

TUITION

BOOKS

OTHER

START

—

BRIEF LY EXPLAIN WHY THIS TRAINING WILL BENEFIT THE MISSION AND GOALS OF THE FINANCE OFFICL

I UNDERSTAND THAT REIMBURSEMENT IS

SUBJECT TO AVAILABILITY

OF FUNDS

FOR THIS TRAINING PROGRAM.

TITLE OF EMPLOYEE

EMPLOVEE'S SIGNATURE/DATE

I HAVE REVIEWED THIS APPLICATION
TO ENSURE THE REQUEST DOES NOT

- INCLUDE JOB-RELATED .TRAINING NEEDS.

TITLE OF SUPERVISOR

SUPERVISOR'S SIGNATURE/DATE

NOTE: THIS IS AN APPLICATION FOR FUNDING. YOU WILL BE NOTIFIED AT A

LATER DATE OF APPROVAL OR DISAPPROVAL OF THIS REQUEST.

Form FmHA 301-1 (4/82)




APPENDIX H

UNITED STATES DEPARTMENT OF AGRICULTURE - FARMERS HOME ADMINISTRATION

REPORT OF SAFETY OR HEALTH COMPLAINT.

NAME DATE OF SUBMISSION =
ORGANTZATION (Division, Branch, section, Unit) - | EXTENSTON
IMMEDTATE SUPERVISOR { EXTENSTON

1

DESCRTBE THE NATURE OF THE SAFETY, HEALTH COMPLAINT. BE SPECIFIC AS T0 THE NATURE, "LOCATION,

DATE OF ONSET, WHETHER PROBLEM IS CONTINUING OR INTERMITTENT, AND WHETHER TO REPORTER'S
KNOWLEDGE ANY ACTION HAS BEEN TAKEN TO CORRECT PROBLEM.

SIGNATURE

WATTE - Supervisor YELLOW - Union PINK - Employee GOLDENROD - Safety Officer, FT 212

Form FmHA 300-45
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APPENDIX I
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APPENDIX J

EMPIOYEE REQUEST FOR OFFICIAI TIME

I request approval to see a union representative. I will meet

with the representative for ~ minutes. I wish to take
this time at a.m./p.m. on , and
can be reached at extension . I understand if the

time needed will exceed the time initially approved, I will
contact my supervisor and request additional time which will be
approved if workload considerations allow. I further understand
upon my return I am expected to report to my immediate supervisor

or his/her designee.

Signature

*****************************************************************

I approve the request.

I approve the request but can only authorize
minutes due to workload considerations and
the need for the employee’s services. Additional time,
if necessary, will be given at a.m./p.m. on
if requested by the employee.

I cannot approve the request at the time indicated due
to workload considerations. The employee will be
released at a.m./p.m. on .

Request denied as inappropriate use of official time.

Signature Date

147 Form FmHA 300-39 (1/93)




APPENDIX K

: MEMORANDUM OF UNDERSTANDING, .- - =
BETWEEN <
DEPARTMENT OF AGRICULTUKE AKD THE Amzcu
FEDERATION OF .GOVERRMENT EMPLOYEES

This Memorandum of Understanding ie between the Department of Agriculture,
hereinafter ‘referred to as USDA, end the American Federation of
Govermment Ewployees, hereinafter referred to as AFGE.

I., It is agreed that this Agreement is subject to and governed by
CSRA . ' : " .

11, 'l'he individual employee of the USDA who is a -enber of the AFGE
and included within an exclusive unit shall obtain his/her SF-1187,
REQUEST AND AUTHCRIZATION FOR VOLUNTARY ALLOTMENT OF COMPENSATION POR
PAYMENT OF EMPLOYEE ORGANIZATION DUES, from AFPGE and shall file it with
the designated AFGE representative, vho will forward it to the Personnel
Office of the Agency., In those cases wherein wanagement and the union
disagree regarding the eligibility of an employee for dues withholding,
both parties acknowledge that such representation disputes are the sole
function of the FLRA and accord:.ngly agree that the dues of such an
employee shall be placed in an escrow account pending an approprute
Authority 'determination. The employee shall be imstructed by AFGE to
complete Part A and Part B, No other number must appesr im the block
provided as "identification Number" except the employee's Social Security
Number, : c ‘ . e

I11. Deductions will be made each pay period by the USDA and
remittances will be made each pay period to the Rational Office. of the
APGE. Remittances shall be accompanied by a computer tape,.one for each
pay period, by Locals, showing the names of the member employees from
whose pay dues were withheld, the amount withheld, the code number of the
Local to which each employee member belongs, social security number, and
will be summarized to show the number of members for whom dues were
withheld, total amount withheld, and the amount due the Local. Each tape
will also include the name of each employee wmember for that Local who
previously made an allotment for whom no deduction was made whether due to
leave withont pay or other cause. Such employee shall be deugmted with
an approprute explanatory term. ' o

Iv. It is agreed that Part A of SP-1187, mcluding ‘the insertion of
code numbers of “the AFGE (52) and the appropriate Local number, will be
executed by the Pinancial Officer of the Llocal to which the employee

"member belongs' or by the National Secretary-Treasurer of the AFGE, if the

member is a wember-at-large. The amount so certified shall be the amount
of the regular dues (excluesive of initiation fees, sssessments, back dues,
fines and eimilar charges and fees). One standard amount for all
employees or different amounts of dues for different employees may be
specified, If there should be any change in the dues structure or amount ;
a blanket authorization listing each employee's name and social security
number, and the amount of dues to be withheld will-be submitted to the
appropriste payroll office. The 1listing will be "identified by labor
organization and Local codes. Only one such change may normally be made
in any period of twelve consecutive wonths for a given Local.
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v. The payroll office of the USDA will tar-innte ean allotment per
a vequest received in accordance vith any one of the follpvxnl

(1) as of the begxnnzng of the first full pay’period follovin;
‘ receipt of notxce that exclusive recognition has been’

withdravn;

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

(3) at the end of the pay period dunng vhich the payroll

" office receives notice from the APGE or & Locsl of the
AFGE that the employee member has ceaeed te be a member in
good standing;

(4) pur'unn: to a timely request in accordance Avith_ the
folloving time provision effective September 1, 1979, for
all revocations received prior to September .1, 1978;

(5) effective September 1, 1979, and .eech September 1
-+ thereafter for all allotments in effect as of Januaty 11,

l979i

(6) on the annual anniversary date of each allotment completed
after January 11, 1979, .

vi. The USDA payroll office will send to the National Financial
Officer of the AFGE a copy of easch written revocation of an authorization
. which it receives. Revocation must be submitted to the appropriste Local

in writing over the signature of the member on the Standard Form 1188 and
must be submitted to the appropriate Personnel Office not earlier than the
first day of the month prior to the annual date upon which revocation may
be effected in accordance vith the above,

Agreed to ‘on the 15th day of January, 1979, and as amended by FPLRA
decision No. O-PS-1 on April 19, 1979,

JORN W. FOSSUM .  RENWETH T. BLAYLOCK

Director of Personnel - National President
‘U.S,. Departnent of Agrzculture Anmerican Federation of
" Government Employees

6/22/79
Date ':

L F




APPENDIX L
Memorandum of Understanding
Union Dues Payroll Deductions

Under the terms of the new Labor-Management Relations (LMR)
Agreement, Management and the Unionm have agreed.to continue to
comply with a memorandum of agreement regarding Jnion dues
wvithholding which was initially negotiated between USDA and AFGE
in 1979. A copy of this agreement is contained as appendix K of
the LMR Agreement.

While this does not constitute a new agreement, in the past,
procedures contained in this agreement have beenm the source of
some confusion. The purpose of this memorandum is to clarify
those procedures and to provide for the orderly, timely
processing of dues withholding requests and cancellations.

Dues Vithholding

In order to initiate Union dues withholding by payroll .
deduction, a bargaining unit employee must complete a Standard
Form (SF) 1187, Request and Authorization for Voluntary

Allotment of Compensation for Payment of Employee Organization
Dues, and submit it to the Union for processing. Employees

should complete the top portion of the form (with their nane,
social security number, home address, city, state, zip code and
work unit) and sign and date the form at the bottom. The Union ‘.
President will complete the middle portion of the fornm, o
including the amount of dues to be withheld and the Union local
number, and will sign and date the form. Dues deductions will
normally begin the pay period following submission of the

SF-1187 to the Personnel Office. Employees can secure SF-1187's
in the Personnel Office or in the Union Office. The Union will
provide each employee who submits a completed SF-1187 with a
receipt copy of that document for the employee's records. The
receipt copy will reflect the pay period in which the deduction

is to be made effective, i.e., the "anniversary date."

Dues Revocation

Once a bargaining unit employee has processed a union dues
withholding request, the employee can terminate union dues
deductions on the anniversary date of the pay period in which
the dues allotment began. To cancel the dues allotment, the
employee must submit to the Union a completed Standard Form

(sF) 1188, Cancellation of Payroll Deductions for Labor
Organization Dues, at least 6 wvorkdays prior to the beginning of
the anniversary pay period and not earlier than the firast day of
-the month preceding the anniversary date. Employees can secure
SF-1188's in the Personnel Office and in the Union Office. The
employee should complete items 1, 2, 3, 5, 7 and 8 of the form
prior to submission to the Union. Upon receipt of the completed
SF-1188, the Union will (1) provide the employee with a receipt
copy of the form; (2) verify the anniversary date for
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cancellation; (3) submit the completed form to the Personnel
O0ffice for processing not less thanm 3 workdays prior to
beginning of the pay period imn which the anniversary date falls.

Employees who are uncertain regarding the anniversary date of
their dues allotment can contact the Union Office or the Labor
Relations Staff of the Personnel Office for this information.

-‘\,'\ //’ L/oz/;
STEVEN M. HOLLIS
President

AFGE Local 3354

q /3o 8

{ DATE

LFS

L.
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. ‘ APPENDIX M
UNITED STATES DEPARTMENT OF AGRICULTURE - FARMERS HOME ADMINISTRATION '

REASSIGNMENT INTEREST APPLICATION
DATE:

NAME:

POSITION ToTLE: LOCATION: CURRENI GRADE :

T HEREBY REQUEST ASSIGRNMENT T0: (ldentify specific position(s) and organization(s)).
: :

REASON FOR REQUESTING REASSIGNMENT:

BENEFITS TO EMPLOYEE:

-—

BENEFLTS TO AGENCY:

FOR PERSONNEL OFFICE USE ONLY
DATE RECEIVED: EXPIRATION DATE:

ACTION TAKEN:

-

WITE —TerconneT OTice, TC-30T YELLOW - Superbisor PINK - Employee
, 150 " Form FmHA 300-46 (11/88)




APPENDIX N

Memorandums

The attached memorandums of understanding and agreement are examples
of past practices that continue in effect under the new contract. There are

other such agreements not included; they also remain in effect per Article 2.
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ATTACHMENT 1

MEMORANDUM OF UNDERSTANDING

Management and the Union agree that employees will not normally
be required to sign out and in for 30-minute lunch periods

while working overtime. However, lunch periods for more than

30 minutes will require the employee to sign out and in., If the
employee does not take a lunch, the sign in/out sheet must be 50
annotated in the remarks column. :

e 2/i /i W%f

JAMES C. SPARKS STEVEN M. HOLLIS
sonnel Officer President
AFGE Local 3354

2/t/¢;




ATTACHMENT 2

MEMORANDUM OF UNDERSTANDING

7. When an employee is to be promoted and is within 2 pay
periods of receiving a regular within-grade increase, the

employee may request a delay in the effective date of the
promotion action in order to receive the step increase first.

This agreement is effective upon signature by the two

2.

parties.

///Zfi%%;f—;zz;f{éi7/2/7/$2— QZQEMJMM. ALVW~——— (Déﬁn—
For the Agency v

For the Union
(signature and date) (signature and date)




ATTACHMENT 3
FINANCE AN 91-055

United States Farmers 1620 Market Street

/70N
: Q Department of Home St. Louis, Missouri
X Agriculture Administration 63103
REPLY TO
® ATTN OF: FC-301 A APR 8 1981

SUBJECT:  Use of Headphone Radios
TO: All St. Louis FmHA Employees

This letter is to advise all St.. Louis Farmers Home
Administration employees that the use of headphone radios is now
permitted subject to supervisory approval. Such approval will
be based on the ability of the employee to perform all of the
required duties of the position in a satisfactory manner. The
use of headphone radios will not relieve employees of any of
their job responsibilities. If documented performance or
conduct problems result from the use of such radios, the
supervisor may restrict the employee's further use of headphone

radios.

A1l radios must be battery operated and cannot be plugged into

electrical sockets in lieu of battery operation. All radios

must utilize individual headphones so that fellow employees will

. not be disturbed. The use of headphone radios is restricted to

( the employee's immediate work area and employees leaving their

1 units should not take their radios with them. Violations of
‘these rules may result in the loss of radio privileges for

offending employees.

I ask that employees using radios be considerate of their fellow
employees and respond in a positive manner to complaints that
result from the use of radios. If employees exercise common
courtesy, we can avoid problems resulting from the use of
radios.

‘I ask for your cooperation in this matter.

¢ Top TEES
CLARENCE P. SQUELLATI

Assistant Administrator
Finance Office

cc:
AFGE Local 3354 —

EXPIRATION DATE: March 31, 1992

=_ Jul/a\ Farmers Home Administration is an Equal Opportunity Lender.
'Fn‘\ann\ Complaints of Discrimination should be sent to:
Secretary of Agriculture, Washington, D.C. 20250




ATTACHMENT 4

SETTLEMENT AGREEMENT
Grievance MNes. 89-29, 89-30

This agreement constitutes full and final settlement of the
above grievances, The employer and the union agree to the
following in order to resoclve the issue:

1. A trial period will be implemented in the Collection
Branch, Operations Division, and the Loan and Investor
Accounting Branch, Fiscal and Accounting Division. This
trial period shall not exceed 1 year from the date of this

agreement,

2. During this trial period, employees in the above two
branches will be permitted to use battery powered headphone
radios during normal duty hours, This agreement does not
authorize the use of any other type of radio which does not
utilize individual headphones. Nor does it authorize
radios to be plugged into electrical sockets in lieu of
battery operation,

3. The use of headphone radios by employees in these
branches are restricted to the employee's work unit.
Employees leaving their units should not take their radios

with them.

4., The use of headphone radios does not relieve employses
of any of their responsibilities on the job.

Management will not accept the use of headphone radios as
an excuse or Justification for any performance or conduct

problem.

5. Management will evaluate the trial period at its
conclusion, If there are no significant problems
encountered, the use of battery powered headphone radios
will be permitted in all areas of the Finance Office
subject to the same conditions in items 2, 3, and 4,

SV N2 F (G, .

if;}s C. SPARKS ,_,/ STEVEN M. HORLIS
S

onnel Officer President
AFGE Local 3354

'8/,9/5 . //’/‘7/6/7

/ (Date) C (Dafe)




ATTACHMENT 5

MEMORANDUM OF AGREEMENT
ADPS ERROR VERIFICATION

1. Although for performance rating purposes time spent on each measured
task is currently taken from an employee's work measurement report or
equivalent, management hereby reserves the right to obtain this data in the
future from other appropriate sources, e.g., Operator ID Reports. Prior to
making such change, the Employer agrees to notify the Union and provide it the
opportunity to engage in appropriate bargaining.

2. Certain rejected transactions are counted as errors.

a. The rate of rejected transactions per lines worked, i.e., error
rate, which is chargeable to an employee for performance appraisal purposes is
taken from individual Operator ID reports, except as noted below. All covered
employees will be informed of which rejected transactions will be considered as
chargeable errors for performance appraisal purposes. The Employer agrees that
errors which are beyond the control of the employee, €.8., €rrors directly
attributable to program problems, will not be charged in determining an
employee's error rate.

b. When an accounting technician believes that an error was not
chargeable, such error and any associated rejected transactions will be
documented by the employee on a-¥og provided by the Employer for this purpose.

Those errors which are not chargeable (i.e., beyond the control of the employee)

and have been signed off on the log by either the lead accounting technician
or the supervisor will be subtracted from the total number of transactions
rejected°<:When deductions are made from the number of errors charged to the
employee, corresponding adjustments will be made to the total lines credited to
the employee only for purposes of determining the error rate,

3, The error rate on which an employee's performance evaluation will be
based is the cumulative error rate, that is, the total number of errors charged
over the total number of lines credited for the current appraisal period. An
employee's error rate over a shorter period of time, e.g., the monthly rate,
may be used to determine whether the employee's performance has demonstrated
improvement. An employee will be subject to appraisal on the quality of work
only where a reasonable quantity of transactions havé been assigned for
processing during the rating period. :

4. Employees will be notified in advance of any changes in transaction
processing requirements before errors are chargeable which are directly
attributable to those changes. Notification will be in writing and posted
in a defined area. The day following the day of posting, those errors will be
chargeable. Employees will have the responsibility to comsult the posting at
the beginning of each work day for changes in transaction processing
requirements.

5. An employee will have been provided current ADPS classroomuand/or
on the job training commensurate with time in grade, prior to use of the
Operator ID Report for error verification purposes.

6. Employees will be provided a copy of their unadjusted monthly Operator
ID Report upon request to the supervisor. Employees will be notified of their
right to request their monthly Operator ID report. ’




7. Under ADPS, when error data becomes available, performance standards
concerning the quality of work will not be finalized for a reriod of at least
90 days. Error data to support the standards will be gathered from all

employees working under ADPS.

8. An employee dissatisfied with a determination made as to whether a
particular error should have been charged may grieve under provisions of the
negotiated grievance procedure.

FOR THE EMPLOYER: FOR THE UNION:
7 2
N 4 & /_,,: !/U_F g
L. E. KEHOE~ AFGE Local 3354

Director, Fiscal and Accounting Division

/’///9’/;/ /%//7/?7

7 DATE 4 'DATE



ATTACHMENT 6

MEMORANDUM OF AGREEMENT

This agreement resolves all concerns between the parties-
pertaining to the impact and implementation of the move of the
User Support Expert Resolution Branch and the Automation
Training Branch to 2350 Market Street, and the move of the ADP
Security Staff first to the 0ld Post Office and subsequently to
2350 Market Street. The parties agree to the following:

1. The Agency agrees that programs and services
historically available to bargaining unit employees at
1520 Market Street will continue to be available to
employees located at the 0ld Post Office and at 2350 Market
Street. These employees can apply for reimbursement of
reasonable transportation expenses incurred when traveling
between their work-sites and the Federal Building while
performing their assigned duties, participating in agency-
sponsored programs, or conferring with union stewards and
EEO counselors., Reimbursement of travel expenses will not
be authorized for employees in order to conduct personal
business. Employees can apply for administrative leave of
reasonable time to travel and participate in agency-
sponsored programs. Administrative leave will not be
authorized for employees in order to conduct personal
business. Administrative leave authorized under this
section is subject to prior scheduling and approval of the
employee's supervisor. Union stewards and officers can
request official time for conducting business under the
provisions of the Labor Management Relations Agreement.

2. Employees of ADP Security reassigned to the 0ld Post
Office will be provided up to 45 days in which to make new
arrangements for transportation to and from their new duty
station. During this 45 day period, the employees may be
granted, on an occasional basis, up to 30 minutes of
administrative leave due to difficulties encountered with
their existing modes of transportation. After the Y45-day
ad justment period, ADP Security employees will be expected
to be at work on time and no further accommodation will be
granted based on their inability to make adequate
transportation arrangements.

3. It is understood that there is a microwave and a
refrigerator located at the 0ld Post Office for.use of FmHA
employees stationed there according to the terms of an
earlier MOU between the Agency and the union. Employees of
ADP Security reassigned to the 0l1d Post Office will have
use of the microwave and the refrigerator. The ADP
Security Employees will be responsibile for proper use of
these appliances and for maintaining their cleanliness.




4., Because of the location and the lack of on-site eating
facilities, the Agency will supply each branch at 2350
Market Street with one microwave oven and one refrigerator
for installation in a general "coffee" area. The
refrigerator will be of sufficient capacity to service the
number of employees in the branch. The employees in each
branch will take full responsibility for safe and sanitary
use of all appliances, including coffee makers, the
microwave, and the refrigerator. The appliances provided
by the Agency will be subject to removal if misused by
employees or allowed to become health or safety hazards.
The lessor also may require the removal of unsafe and

unsanitary appliances.

5, The amended Finance Office smoking poliecy (June 30,
1987) will be observed at the 2350 Market Street location.
It is understood that this means no smoking is allowed in
training and conference rooms. Employees who wish to smoke
will have access to balconies on the second floor; they
will not use private office space adjacent to the balconies

as thoroughfares.

6. The Agency will provide daily mail pick-up and delivery
to the 2350 Market Street location as well as to the 0ld
Post Office. This service will include the delivery of
supplies ordered by employees via FmHA. In addition, it is
understood that the U.S. Postal Service will make delivery
of mail addressed directly to the 2350 Market Street
location and to the 0ld Post Office. .

7. The Agency will submit a request to the Forsythe Group,
Inc (lessor) for permission to mount an official bulletin
board on the wall in .the vending machine room on the second
floor. Upon receipt of permission from the lessor, the '
Agency will order and hang the bulletin board which the
union may use as well as management. The Agency will
provide to the union on-site point of contact the same
information it provides to the union at the 1520 Market
Street location; e.g., job announcements, administrative
announcements, notices of meetings, training, etc. This
information will be provided in a2 timely manner; if

necessary, it will be faxed.

8. General building maintenance, repair, and cleaning at
2350 Market Street will be provided by the lessor. It is
understood that cleaning is normally done at night,
starting at 5:30 p.m. It is also understood that the
lessor does not provide guard service. ‘




3.

9. It is understood that the lease may be modified in the
future. To the extent that such changes affect working
conditions of bargaining unit members, the Agency will give
due notice to the union and consider appropriate requests
for impact and implementation bargaining. The Agency will
respond to the extent the requests are within its control.
Otherwise, the provisions negotiated herein constitute the
entire agreement on the moves to 2350 Market and to the

Old Post Office. There are no other agreements, written or
implied, on subjects related to the moves. The parties had
full opportunity to raise any and all issues during
bargaining; this document represents the sum total of the
terms and conditions which the parties agreed to abide by.

This agreement may be reopened only by mutual consent as
necessary due to the following exclusive conditions:
changes of existing regulations, policies, laws; or the
introduction and implementation of new policies, laws or
Executive Orders. This agreement supersedes all past
practices, understandings, and previously negotiated
agreements on moves between the union and the agency.




For the Union:

BRIAN ZE
AFGE Local’

54

ate)

For the Employer:

e

"ROBERT ROOD (Date)
Chief, User Support Expert
Resolution Branch

4

ﬁ/

7
JOHN OWENS (Date)
Acting Director
Telecommunications

W/&Z_

BOB TANNEHILL (Date)
Automation Training Branch

{ 2&3&@ 2’)@#9&
TOM MORRIS (Date

ADP Security

L~ pks
CHRIS KUNZ (Date) D>
Labor Relations Staff




For FmHA For AFGE Local 3354

SE e S

L. E. Kehoe Steve Hollis
Chair, Negotiating Committee President
e
O A
Ron Garland - Norma Karsteter
Chief Negotiator Co-Chief Negotiator

Clee K= Neeerd W ttom )
Chris Kunz Darrie Walton
Negotiator Co-Chief Negotiator

Date of Execution: December 31, 1892







MEMORANDUM OF AGREEMENT

AFGE Local 3354 and Farmers Home Administration St. Louis
hereby amend the Labor-Management Relations Agreement as it
pertains to Article 7, Section 7.6, on Credit Hours.

1. We agree to change the reguirement that employees must
request to work credit hours ¥ 2 by noon of the day they
want to work them. Instead, the following will apply:

A. Employees must complete Form FmHA.300-62,
Request to Earn Credit Hours, and submit it to their .
immediate supervisor prior to the supervisor leaving work
for the day. (If the supervisor leaves at 12 noon or later
and the employee has not yet reguested to work credit hours,
the employee will not be allowed to submit a request to an
alternate leave approving official or acting supervisor.)

B. On T&A Friday (i.e., the last Friday of the pay
period), reguests to work credit hours must be submitted to

the immediate supervisor by noon.

2 .Employees may earn credit hours while in a training
status, if requested and approved prior to the day of the
training. Regular duty time of 8 or 3 hours, as
appropriate, will preceéﬁ the credit hours. The employee,
the T&A clerk, and the supervisor will coordinate the
various records (e.g., sign-in/out sheet, form to request
credit hours, training forms, etc.) to assure accurate and
complete documentation.

All other provisions of section 7.6 still apply.

It is also understood and agreed that whatever procedures
are currently in place within a work area for processing
credit hour requests when a supervisor is absent for a whole
day or longer (e.g., travel, training, leave, etc.) still

Mo dlad P09

For FmHA St. Louis

‘ FGE Local 3354
A k- jpoNy 29, (11

/ﬁ?te 7 Date
_/







Absence
excused, 48
without leave, 47, 49

Adverse Actions, 96

Administrative Leave
EAP, 123
tardiness, 48
union use, 48
weather, 49

Affirmative Action, 69
Agency, (def.) 1

Agreement
copies of, 5, 116
duration of, 113

Alternative Appeals, 97

Alternative Work Schedules, 32
limitations, 34

Annual Performance
Rating Cycle, 56, 86

Applications, 57

Appraisals, (def.) 85
multiple, 89
performance, 88
period, 85
system, 85
unacceptable, 86, 88
unit, 85

Arbitration
conditions, 27
fees, 29
full, 27, 30
grievability, 20
hearing, 28
mini, 27
official time, 30

Awards

employee of the guarter, 130
employee of the year, 129
incentive, 126

performance, 126

spot cash, 129

superior accmplshmt., 128

AWOL, 47, 49

Basic Workweek, 31

Bulletin Boards, 111

Career Enhancement, 73

Career Ladder Positions, 62
Child Care, 119

Classification
position, 84, 94

Collective Bargaining, (def.) 2

Committees
advisory, 70
child care, 119
EEO, 68
safety, health,
wellness, 76

Compensatory Time, 43

Compressed Day Off
in travel status, 38
in training, 38
jury duty, 38
changing, 46
conflict w/AL, 45

Conditions
of employment, 2, 5, 6
unsafe, 78, 80
work, 80




Conduct
disciplinary action, 96
off-duty, 96
responsibility, 117

Conflicts
CDQO's, 45, 46
leave, 39

Contract
copies of, 5, 116
duration of, 113

Contracting out, 118

Core Time, 31, 33
deviation, 33

Counseling
EAP, 122
employee behavior, 8
representation rights, 7

Credit Hours, 36
form, 39a

Critical Element, 85

Customer Service Band, 31, 33

Decision Table, 86

Decline In Performance, 88

Details, 134
performance, 89

Disciplinary Actions
& AWOL, 47
& EAP, 123
general, 96
- off-duty conduct, 96

representation rights, 7, 97

suspensions, 96, 97
Discrimination, 19, 68, 71
Distribution

contract, 5, 116
of union material, 112

Drop Files, 8

Dues Deduction, 115

Element rating, 86

Emergency
conditions, 49
situation, 2

Emergency Leave
call in procedures, 44, 49
annual, documentation, 44
sick, documentation, 46

Employee, (def.) 1
conduct report, 8
health clinic, 82
misconduct, 7
orientation, 5
performance report, 8
responsibility/conduct, 117
rights, 6, 122
suggestion program, 131

Employee Assistance Program, 122
Employee Suggestion Program, 131

Employer, (def.) 1
rights, 4

Equal Employment Opportunity, 68
advisory committee, 70
committee guidelines, 68
complaint procedures, 70
official time for, 70, 72
meeting minutes, 68

Error Verification, 90
Excepted Service Employees, 15

Excused Absence, 48

Facilities
air/heat, 33
official use of, 110




Federal Women's Program, 71
Finance Office Related Trng., 66
Flexitime, 31, 33
Flexible Time, 31
Flexible Work Schedules, 32
limitations, 34
removal from, 33

Flexitime Model, St. Louis, 33

Formal Discussion
representation, 5

Formal Investigation, 7

Full Flexitime, 35

Grievability , 19

Grievance, (def.) 18
employee initiated, 20
employer initiated, 23
expedited procedure, 25
formal step two, 22
general conditions, 24
informal step one, 22
performance related, 91
procedure, 19
remedy, 26
time limits, 24
union initiated, 23

Hardship Leave, 52

Hazardous Weather, 49
Health Clinic, 9

Health, Safety
& Wellness, 76, 125

Health Service Program, 82

Hearing Impaired
Interpreter Services, 69

lliness, 81

Impasse, (def.) 2
Inclement Weather, 49
Injury, 81

Intermittent Employees, 15
Interpreter Services, 69
Interviews, 60
Investigation

procedures, 7
representation rights, 5

Job-related Training, 65

Joint Promotion Process
Improvement Study, 64

Jury Duty, 38

KSAP, 55, 57
official time, 55
ranking criteria, 58

Law

provisions of, 3

Leave
abuse, 46, 51
administrative, 48
annual, 44
approval/denial, 45, 50
conflicts, 39, 45
documentation,44, 50




(Leave cont.)
EAP, 123
emergency, 44
funeral, 46
hardship, 52
mandatory approval, 50
overtime, 41
parental, 52
religious, 52
request procedures, 9
restrictions, 50, 51
schedules, 44
SF-71, 45, 46
sick, 46
unscheduled, 44

Leave Without Pay, 47
union use, 109

Lunch Times, 33
Lunch & Learns, 48

Management, (def.) 1

Medical Certification, 46, 47

Meetings
work area, 6

Merit Promotion
applications, 57
policy, 53
rating grievance, 25
training, 65

Mini-Arbitration, 27

Multiple Appraisals, 89

Off-duty Conduct, 96

Official Time, 104
EEO, 68 - 72
grievances, 19

KSAP, 55 ’
procedure for use, 106
recording use of, 109
release union rep/emp, 108

Orientation
employee, 5

Overtime, 40
call back, 43
compensatory time, 43
exceptions, 43
irregular, 40
leave usage, 41
mandatory, 41
occasional, 40
ordered, 41
outside work unit, 42
scheduling hours, 40
solicitation, 40
voluntary attendance, 41, 42

Parental Leave, 52

Parking, 120

Performance
appraisal, 84
awards, 93, 126, 128
decline in, 88
element, 88
error verification, 90
factors beyond control, 90
grievances, 91
in RIF/TOF, 103
plans, 85, 87
promotions, 93
rating cycle, 86
rating of record, 88
records, 91
reviews, 88
standards, 86
unacceptable, 86, 88, 93
within-grade, 93

Permanent Part-time Employee, 13
Position Changes, 89

Position Classification, 84, 94




Position Description, 95

Posting '
CEP minutes, 74

EEO committee minutes, 68
materials, 9

on-the-job accidents, 78
vacancies, 54

Probationary Employees, 12
Progress Review, 86, 88

Promotions
grievances, 25
interviews, 60
merit, 53, 93
Joint Promotion Process
for Improvement Study, 64
panels, 59
selection, 60
temporary, 63

Quality Step Increases, 93, 127

Ranking Criteria, 58

Rating of Record, 86, 88
Reassignments, 134
Records of performance, 91
Reduction In Force, 94, 98

Regulations
provision of, 3

Religious Leave, 52

Representation
adverse actions, 97
AFGE authority, 1
rights, 5, 7
union, 104

Rest Periods, 31
credit hours, 32

overtime, 32
Restriction, leave, 46, 50, 51

Retraining, 67

Rights
employee, 6, 122
management, 4
representation, 5, 7, 97

Safety, 76, 1256
Officer, 77

Seasonal Employees, 12
Selection, 60

Sex Discrimination, 71
Sexual Harassment, 71

Shift Operations, 33, 37
rest periods, 31

Sick Leave Restriction, 46

Single Article Reopener, 114

Spot Cash Awards, 129
Suggestion, employee program, 131
Summary Rating, 86

Supervisor, (def.) 2
change of, 89

Suspensions, 96, 97

Tardiness, 48

Telephone Use, 10
Temporary Employees, 15

Temporary Promotions, 63




Training
additional/retraining, 67
compressed schedules, 38
expenses, 67
Finance Office Related, 66
OJT schedules, 38
potential hazards, 78
priorities, 67
selection, 65
types, 65

Travel
compressed schedules, 38

Transfer of Function, 98

Transfer of Rating, 89

Unit, (def.) 1

Union, (def.) 1
admin. leave, 48
distributions, 112
LWOP, 109
representation, 104
restrict from work area, 5
training, 48

Unacceptable Performance, 86, 93

Unscheduled Leave, 49

Vacancies
open continuous, 56
posting & exceptions, 54

Verification of Errors, 90

Video Display Terminals, 125

Voting Leave, 50

Weather Conditions, 49
Weliness, 76

Within-grade Increase, 93

Work Area
restrict union from, 5

Working Hours, 31
adjust for OJT, 38
adjust for religion, 52
overtime, 40
times, 33
shifts, 33

Work Environment, 8







