LABOR
MANAGEMENT
AGREEMENT

AFGE LOCAL 2113

AND
NAVAL AIR WARFARE CENTER
TRAINING SYSTEMSDIVISION

EFFECTIVE OCTOBER 22, 1998



TABLE OF CONTENTS
BY ARTICLE NUMBER

PREAMBLE ..o 1
ARTICLE 1 - DEFINITIONS ... .ot 2
ARTICLE 2 - RECOGNITION/UNIT OF COVERAGE .........ccooiiiiieieinieieesieeesee e 5
ARTICLE 3- RIGHTSOF EMPLOYEES.........oco e 5
ARTICLE 4 - UNION RIGHTS AND RECOGNITION........coiiiiiniiinieisiesreesiese e 7
ARTICLES5 - RIGHTS OF EMPLOYER .....coiiiiceee s 10
ARTICLE 6 - COLLECTIVE BARGAINING ......ccooiiiiineeeesee e 10
ARTICLE 7 - NEGOTIATED GRIEVANCE PROCEDURES..........ccccocniiinnnceeeseseene 12
ARTICLE 8 - ARBITRATION ...ttt 15
ARTICLE 9 - DISCIPLINARY ACTIONS. ... 17
ARTICLE 10 - ADVERSE ACTIONS ..o 19
ARTICLE 11 - EQUAL EMPLOYMENT OPPORTUNITY ....ooiiiiiiiiireeresreeses e 21
ARTICLE 12 - POSITION DESCRIPTION .......coiiiiiiirieiseneeesee e 23
ARTICLE 13 - PERFORMANCE APPRAISALS......c.o o 25
ARTICLE 14 - UPWARD MOBILITY ..ot 29
ARTICLE 15 - MERIT PROMOTION ..ottt 30
ARTICLE 15A - MERIT PROMOTION AFTER REGIONALIZATION.......ccoiiiireineeeeseeeeenes 36
ARTICLE 16 - DETAILS AND WORK ASSIGNMENTS........ccoiiiiineeeee s 41
ARTICLE 17 - EMPLOY EE RECOGNITION AWARDS........ccooiiiireireienreeseseeese e 42



ARTICLE 18 - EMPLOYEE PRIVACY RIGHTS.......ooiiire e 46

ARTICLE 19 - DRUG FREE WORKPLARCE ..ottt 48
ARTICLE 20 - HOURS OF WORK ........ccociitiiiiinieisiesiee e 49
ARTICLE 21 - EXCUSED ABSENCES..........o o 51
ARTICLE 22 - TYPES OF ABSENCES .........oo e 53
ARTICLE 23 - TEMPORARY DUTY POLICY ..ot 56
ARTICLE 24 - LABOR ORGANIZATION TRAINING. ..ot e 64

ARTICLE 25 - REDUCTION IN FORGCE ...t 65
ARTICLE 26 - OUTPLACEMENT ASSISTANCE........oc e 67
ARTICLE 27 - OVERTIME/COMPENSATORY TIME.......cooiiiieiinieeesieeseee s 67
ARTICLE 28 - OCCUPATIONAL SAFETY AND HEALTH ..o 69
ARTICLE 29 - SMOKING POLICY ..ottt 71
ARTICLE 30 - FLEXIPLAQCE.........o o 72
ARTICLE 31 - PARKING......oititrt s 74
ARTICLE 32 - USE OF FACILITIESAND SERVICES.........ccciiiierreeseeeee e 75
ARTICLE 33- NEW EMPLOYEE ORIENTATION ......ooiiiiiiieeneeesree e 77
ARTICLE 34 - EMPLOYEE SURVEYS.....o o 77
ARTICLE 35 - UNION DUES.........cooiiiie et 77
ARTICLE 36 - EMPLOY EE ASSISTANCE PROGRAM ..ot 79
ARTICLE 37 - USE OF TELECOMMUNICATION SYSTEM ......oiiiiii 80
ARTICLE 38 - WORKSPACE AND CONFERENCE FACILITIES ... 82
ARTICLE 39 - AMENDMENTSAND SUPPLEMENTS ..o 84



ARTICLE 40 - EFFECTIVE DATE AND DURATION OF AGREEMENT ..o



TABLE OF CONTENTS

ALPHABETICAL
ADVERSE ACTIONS - ARTICLE 10......ciiiiiiiiciseseeeniee s 19
AMENDMENTSAND SUPPLEMENTS- ARTICLE 39......ooi s 84
ARBITRATION = ARTICLE 8......oiiiiieeereeie e 15
COLLECTIVE BARGAINING - ARTICLE B ....c.eouiiiiiiiieieese e 10
DEFINITIONS - ARTICLE L ...t 2
DETAILSAND WORK ASSIGNMENTS - ARTICLE 16......cccoiiiiiiiiieieercsreeseeeseeenas 41
DISCIPLINARY ACTIONS - ARTICLE 9. 17
DRUG FREE WORKPLACE - ARTICLE 19 ..ot 48
EFFECTIVE DATE AND DURATION OF AGREEMENT - ARTICLE 40........cccccoiiniiniinenes 84
EMPLOY EE ASSISTANCE PROGRAM - ARTICLE 36.......ccoooiiiiiiiiicrce e 79
EMPLOYEE PRIVACY RIGHTS- ARTICLE 18......c.cooiiiiereeeseese e 46
EMPLOY EE RECOGNITION AWARDS - ARTICLE 17 ... 42
EMPLOYEE SURVEYS- ARTICLE 34.......o e 77
EQUAL EMPLOYMENT OPPORTUNITY - ARTICLE 11.....ccooiiiiiiicinee e 21
EXCUSED ABSENCES - ARTICLE 21 ... 51
FLEXIPLACE - ARTICLE 30......oitiiitiiiiieeeeseeses st 72
HOURS OF WORK - ARTICLE 20........ciiiiiieiiieeisreesessee e 49
LABOR ORGANIZATION TRAINING - ARTICLE 24.........cooeeee e 64
MERIT PROMOTION - ARTICLE 15.....o e 30
MERIT PROMOTION AFTER REGIONALIZATION - ARTICLE 15A......ccooieeeeeneseeeee 36



NEGOTIATED GRIEVANCE PROCEDURES - ARTICLE 7 ... 12

NEW EMPLOYEE ORIENTATION - ARTICLE 33 ... 7
OCCUPATIONAL SAFETY AND HEALTH - ARTICLE 28 ... 69
OUTPLACEMENT ASSISTANCE - ARTICLE 26.......cccoiiiieiieeceseeneeeesee s 67
OVERTIME/COMPENSATORY TIME - ARTICLE 27......coeiieeeeieeesieeesee et 67
PARKING - ARTICLE S1L....eiiie et 74
PERFORMANCE APPRAISALS - ARTICLE 13......oieeeereese e 25
POSITION DESCRIPTION - ARTICLE 12.......ooiiieeeseeese e 23
PREAMBLE ..o 1
RECOGNITION/UNIT OF COVERAGE - ARTICLE 2.......ooiiiieeeceereeeseeeie e 5
REDUCTION IN FORCE - ARTICLE 25........oiiieee e 65
RIGHTS OF EMPLOYEES - ARTICLE 3. 5
RIGHTSOF EMPLOYER - ARTICLE 5. 10
SMOKING POLICY = ARTICLE 29.......ciiiiieeerese e 71
TEMPORARY DUTY POLICY - ARTICLE 23........coeene e 56
TYPESOF ABSENCES - ARTICLE 22 ... 53
UNION DUES - ARTICLE 35......e et 77
UNION RIGHTS AND RECOGNITION - ARTICLE 4.......ccooiiiiiiiieeeeseseese e 7
UPWARD MOBILITY = ARTICLE T4......o e 29
USE OF FACILITIESAND SERVICES- ARTICLE 32......ccocoiieceeeeseeseea 75
USE OF TELECOMMUNICATION SYSTEM - ARTICLE 37.....ooiiiiiiieseeeeeesee e 80

Vi



WORKSPACE AND CONFERENCE FACILITIES - ARTICLE 38



PREAMBLE

The parties of this Agreement recognize that they have amutua and cooperétive interest in the
effective accomplishment of the assigned responsibilities of the Nava Air Warfare Center, Training
Systems Divison (NAWCTSD), Orlando, Florida, and that their mutud interests will be furthered by
the establishment and maintenance of Labor Management Relations pursuant to Public Law 95454. [t
isfurther recognized that the participation of employeesin the formulation and implementation of
personnel policies, practices, and procedures that so vitdly affect the conditions of their employment
will contribute substantialy to the improvement and efficient administration of the public service and
the morde of the employees.

Accordingly, this Agreement, and such amendments and/or supplementary agreements as may be
agreed upon from time to time, will congtitute a Labor Management Relations Agreement between the
NAWCTSD, Orlando, Florida, hereinafter referred to as the Employer, and the American Federation
of Government Employees, Loca 2113, hereinafter referred to as the Union. It is the purpose of this
Agreement to prescribe certain rights and obligations of the employees of the NAWCTSD and to
establish procedures which are designed to meet the specia requirements and needs of the Employer.
The provisons of the Act should be interpreted in a manner consstent with the requirement of an
effective and efficient government.

In recognition of the respective rights and obligations of the parties, the Union and the Employer,
intending to be bound, hereby agree asfollows:



ARTICLE 1
DEFINITIONS

The following definitions of terms used in this Agreement shdl apply:

Act: Chapter 71 of Title V of the U.S. Code (USC).

Agreement: This Agreement entered into as aresult of collective bargaining between NAWCTSD
and American Federation of Government Employees (AFGE) Local 2113 under the provisions of the
Act.

Amendments. Modifications of the Agreement.

Arbitration: A process, stated in the Act, which may be invoked by the employer or the union,
wherein an impartia arbitrator will resolve grievances by rendering afina and binding decision
subject to appeals permitted by the Act.

Arbitrator: Animpartia third party who is paid to resolve disputes under the arbitration process.

Authority: The Federa Labor Relations Authority established by the Act.

Bargaining Unit: A group of employees defined in Article 2 as certified by the Federa Labor
Relations Authority for the purpose of representation by the Union.

Bargaining Unit Member: A group of employees as defined in Article 2 of this Agreement,
represented by the Union for collective bargaining and related purposes. Employees with 2355 or
2356 in block number 37 of the Notification of Personnel Action, SF-50, are members of the
bargaining unit.

Conditions of Employment: Personnd policies, practices, and matters whether established by rule,
regulation, or otherwise affecting working conditions, except that such term does not include policies,
practices, and matters.

a relating to the politica activities prohibited under Subchapter 111 of Chapter 73 of the Act;
b. relating to the classification of any position; or

c. tothe extent such matters are specificaly provided for by federa statute.



Days Unless otherwise specified, days mean cdendar days and are applied in this Agreement in the
following manner:

a Thefirst day counted isthe day after the event initiating the need for a specified interva of
days.

b. If thelast day fals on a Saturday, Sunday or federa holiday, the period is extended until the
next business day for the Employer.

Employee: Navd Air Warfare Center, Training Systems Divison employee in the bargaining unit.
Employer: The Navd Air Warfare Center, Training Systems Divison, Orlando, Florida.

Exclusive Recognition: The status conferred on alabor organization which receives a majority
of votes cast in arepresentation election, entitling it to act for and negotiate agreements for all

employeesincluded in the bargaining unit. The labor organization enjoying this status is known as
the “exclusive representative’.

Exclusive Representative: For bargaining unit employees located a8 NAWCTSD, Orlando,
Florida, the exclusive representative is designated as AFGE Loca 2113.

Federal Mediator: An officid representative of the Federd Mediation and Conciliation Service, who
isrequested, by one or both parties, to assst with the resolution of labor/management impasses.

Formal Discussion: A meeting between one or more representatives of the Employer and one or
more bargaining unit employees concerning any grievance, personnel policy, practice or other
general condition of employment.

Grievance: A complaint by an employee, the Union, or the Employer concerning any claimed
violation, misinterpretation, or misapplication of any law, rule, or regulation affecting conditions
of employment or aclam of breach of this Agreement.

Grievance Procedure: A procedure defined in Article 7 of this Agreement, by which bargaining
unit employees, the Union, or the Employer may seek redress of any matter that has not been
expressly excluded.

Impasse: Theinability of representatives of the Employer and the Union to arrive at a mutualy
agreeable decision concerning negotiable matters through the negotiation process.

L abor/Management Meetings. Mestings which are hed for communication and exchange of views
and to discuss matters of mutual interest.




Mediation: A process wherein amediator facilitates discussions in an attempt to resolve
|abor/management impasses between both parties.

Negotiability Dispute: A disagreement between the parties as to the obligation of the partiesto
negotiate under the Act.

Negotiation: The bargaining process used to reach an agreement between the Union and the
Employer over conditions of employment.

Official Time: Duty time provided for union representatives to perform functions which are
representational activities and duties undertaken on behalf of bargaining unit employees and for
employees to meet with union representatives, to prepare a grievance or respond to management.

Panel: Federal Service Impasses Panel (FSIP) which is the administrative body created to resolve
bargaining impasses in the Federal service. The panel may recommend procedures for settling
impasses, or may settle the impasse itself.

Steward (Union Steward): A local union’s representative, appointed by the union to carry out
union duties, adjust grievances and solicit new members. Stewards are union members trained by
the union to carry out their duties.

Supplements: Additiona articles and/or sections negotiated during the term of the Agreement to
cover matters not covered by the Agreement.

Unfair Labor Practice (UL P): The legal remedy for aviolation of Chapter 71 of TitleV of the
U.S. Code. A ULP may befiled by an employee, the Union, or the Employer.

Union Member: A bargaining unit employee who pays union dues.

Union Official and/or Union Representatives. Any nationa or regiona representative of AFGE and
the duly elected officias or appointed representatives of AFGE Local 2113, including stewards.

Weingarten Right: Bargaining unit employees’ right to be represented by the local union during
ameeting with management when the employee reasonably believes that disciplinary action may
result from the meeting. The employee is responsible for requesting union representation during
the meeting and for contacting the union and making the request for representation.




ARTICLE 2
RECOGNITION/UNIT OF COVERAGE

Section 1. Recognition: This Agreement is executed pursuant to the recognition granted AFGE
Local 2113, dated February 12 and 26, 1997 as the sole and exclusive representative of al bargaining
unit employees as defined in Section 2 of thisArticle.

Section 2. Coverage: This Agreement covers two (2) exclusive bargaining units within the Nava Air
Warfare Center, Training Systems Divison. The bargaining units are described below.

L ocal 2113 Professonal Unit of Cover age:

a Included: All professond genera schedule appropriated fund employees assigned to the
Navd Air Warfare Center, Training Systems Divison, Orlando, Forida

b. Excluded: All non-professona employees, management officids, supervisors, employees
assigned to the Atlantic and Pacific Regiona Offices of the Nava Air Warfare Center, Training
Systems Divison; al employees assigned to overseas |ocations, and employees described in 5 USC
7112(b)(2), (3), (4), (6), and (7).

L ocal 2113 Non-Professional Unit of Cover age:

a Included: All non-professond WG and GS appropriated fund employees assigned to the
Nava Air Warfare Center, Training Systems Division, Orlando, FHorida, which includes the GM-301-
13 Project Manager-Aviation Directorate (PDA), GM-301-13 Project Manager-Battle Force Program
Directorate (PDB), GM-301-13 Project Management-Marine Corps Programs Directorate (PDM),
GM-301-13 Project Manager-Undersea Directorate (PDU), and GM-301-13 Project Manager-Surface
Directorate (PDS).

b. Excluded: All professona employees, management officid's, supervisors, security guards,
employees assigned to the Atlantic and Pacific Regiond Offices of the Nava Air Warfare Center,
Training Systems Divison; dl employees assigned to oversess locations, GM-343-14 Program Analyst
Research and Technology Directorate (PDR); and employees described in 5 USC 7112(b)(2), (3), (4),

(6), and (7).

ARTICLE 3
RIGHTSOF EMPLOYEES

Section 1. Statutory Rights: Employeesin the bargaining unit shal be protected in the exercise of
their right to, fredly and without fear of penalty or reprisd, to form, join, and assist the Union, or to
refrain from such activity. This Agreement does not prevent any employee, regardless of employee




organi zation membership, from bringing matters of persona concern to the attention of appropriate
officidsin accordance with gpplicable laws, regulations, or agency policies, or from choosing his or her
own representative in a statutory appedl action.

Section 2. Union Membership Right: Nothing in this Agreement shall abrogate any employee right,
or require an employee to become, or to remain, amember of a Union except pursuant to a voluntary
written authorization by a member for the payment of dues through payroll deductions.

Section 3. Complaints: Asset forth in Article 7, the Employer shall not discipline, retdiate, or
otherwise discriminate against any employee because he/she hasfiled acomplaint, or given testimony
under the Act, negotiated grievance procedure or any other available procedure for redressing wrongs
to an employee.

Section 4. Communication: The Employer and the Union shadl take steps to provide information on
the adminigtration of this Agreement. Union representatives shal be provided a reasonable amount of
officia time, if otherwisein aduty status, for these activities.

Section 5. Information: The Employer shall take such action as required by law or regulation, or as
prescribed in the Act and this Article, to inform employees of their rights and obligations.

Section 6. Notification Rights: The Employer agrees to notify employees of their right of
representation in accordance with Section 7114(8)(2)(B) of Title V11 of the Act by permanently
posting a notice on the Labor Relations e ectronic bulletin board and an annua notice on the Employee
electronic bulletin board.

Section 7. Employee Rights: An employee is accountable for the performance of assigned duties as
prescribed by the Employer and compliance with standards of conduct for federal employees. Within
this context, the Employer affirmsthe right of an employee to conduct his or her private life ashe or
she deemsfit without being required to report to the Employer on such activities, except as required by
law or regulation of higher authority.

Section 8. Investments and Donations: The Employer will not coerce, or in any manner require
employeesto invest their money or donate to charity. The Employer will not, in any manner, discipline
or otherwise discriminate against employees who decide not to invest their money or donate to charity.

Section 9. Representational Rights: Whenever an employee wishes to meet with aunion
representative in order to exercise his’her right to representation, as provided for in the Act and this
Agreement, the employee must request release from duty for this purpose from his’her supervisor.
Employees should indicate the amount of time required for this purpose. Upon approvd by the
supervisor the employee shdl be granted a reasonable amount of time based on workload
requirements. Norma sign out procedures will be utilized. The employee is responsible for ensuring
the availability of the union representative prior to leaving the work site.




Section 10. Redtraint: There shdl be no restraint, coercion, or discrimination against any employee
for filing acomplaint, or acting as awitness under this Agreement, the Statute or applicable
regulations.

Section 11. Professionalism: In theinterest of maintaining a professiona work environment
supervisors and employees are encouraged to deal with each other with courtesy and respect.

Section 12. Whigtleblower Protection: Employees shdl be protected againgt reprisd for the lawful
disclosure of information which the employee reasonably believes evidences aviolation of law, rule, or
regulation, gross mismanagement, gross waste of funds, an abuse of authority, or substantia and
gpecific danger to public hedlth or safety.

ARTICLE 4
UNION RIGHTS AND RECOGNITION

Section 1. Recognition:

a The Employer recognizes that the Union has the exclusive right to perform representational
functions on behdf of al employeesin the bargaining unit and to represent the bargaining unit members
during negotiations and joint meetings with the Employer with regard to personnel policies, practices,
and matters affecting conditions of employment.

b. The Employer agreesto recognize and respect the rights of the Union and to meet jointly
and to negotiate with the Union on such matters asidentified in Section 1(a) above. Further, the
Employer agrees to provide the Union with an opportunity to negotiate prior to implementation of any
new poalicy, or change in palicy, affecting the employees or their conditions of employment, to the
extent that the Employer is required to negotiate.

c. The Employer will recognize the duly eected Union officers, officias, and representatives
designated by the Union. The Union will supply the Employer in writing, and will maintain on a
current basis, aligt of the Union officers and officids including stewards and their area of designation.

Section 2. Labor M anagement Meseting Procedures. The following procedures shal apply:

a Joint L abor/Management Meetings. These meetings shdl be held upon request by ether
party, except that meeting on issuesthat fall outside conditions of employment require mutual agree-
ment. Specific item(s) for discussion shdl be provided in advance of the meeting, athough items not
submitted may be discussed to the extent that the parties are prepared. Such meetings shdl be
conducted in an aimosphere that will foster mutua respect. The Employer and the Union will make
every effort to expeditioudy respond to matters that require their action.




b. Union Input: The Employer agreesto consider and respond to the inputs of the Union. The
input may be presented ordly or in writing. The Employer will respond as it deems appropriate oraly
or inwriting.

c. Labor/Management Mestings Between L ocd President and Commanding Officer:
M eetings between the President of the Union and the Commanding Officer will be held at least
quarterly. Both parties may be accompanied by two other officids. The meetings shal be held on
officid time.

Section 3. Rights and Representation: The Union, as the exclusive representative of the employees
in the bargaining unit, shal be given opportunity to be represented at:

a any formal discussion between one (1) or more representatives of the Employer and one (1)
or more bargaining unit employees or their representatives concerning any grievance or any personnel
policy or practices or other genera condition of employment;

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

(1) the employee reasonably believes that the examination may result in disciplinary
action againg the employee; and

(2) the employee requests representation.

c. any grievance proceeding when an employee eects to present agrievance on his’her own
behalf.

Section 4. Stewardship: The Union has the right to determine the number of stewards necessary to
represent employeesin the bargaining unit.

a A steward is authorized to represent employees on any grievance an employee may have
pertaining to personnd policies, practices and other matters affecting working conditions. The
representative, when desiring to leave hisher respective work areafor the purpose of transacting
representational duties consistent with the terms and conditions of this Agreement will request
permission from hisher supervisor for the anticipated amount of officia time required to conduct the
representational duties. The supervisor will grant the representative's request to the extent permitted
by workload. Norma sign out procedures will be utilized. 1n the event the supervisor denies
permission for the representative to leave the work area, the supervisor will advise the representative of
the reason(s) therefore, and when he/she may reasonably be expected to be released. The supervisor
will consider the importance or urgency of the representational issue versus mission workload issue
when determining when the representative may be released.



b. Upon request from either party, Union officials and supervisors shdl discuss, informally,
items of concern in the gpplication of this Agreement, law, rule, or regulation to avoid
misunderstandings and to deter complaints from either party. Union officidswill be granted a
reasonable amount of officid time, if otherwisein aduty status, in agrievance proceeding, cons stent
with the issues at hand.

Section 5. Authorized Official Time:

a For the purposes of this Agreement, "officia time' means a reasonable amount of time to
perform representational functions which are those activities and duties undertaken by Union
representatives on behdf of bargaining unit employees pursuant to such employeegs rightsto
representation under statute, regulation, terms of a collective bargaining agreement or the Act.
Reasonable time will be the amount of time that is required to complete the given task of representation
and depends on the complexity of the case.

b. Union officials shal have areasonable amount of officid time to:
(1) perform representationa functions;
(2) answer any management initiated correspondence;

(3) conduct negotiations during the life of this Agreement, if otherwise in aduty
satus;

(4) receive, investigate, prepare, and present grievances, EEO complaints, appedls,
etc., when acting as a Union representative, and

(5) be present during the grievance proceeding when an employee eectsto present a
grievance on higher own behdf (it is the Employer's respongibility to inform the Union that such a
meeting is being conducted).

Section 6. Regtraint: There shal be no restraint, coercion, or discrimination againgt any Union officid
because of the performance of duties in consonance with this Agreement and the Act.

Section 7. Membership Drives. Upon written request by the Union, and subject to norma security
limitations, the Union shdl be granted up to thirty (30) days during each contract year to conduct
membership drives. Requests for use of the Employer's facilities must be made in writing ten (10) days
in advance and must explain how the Union plans to conduct the membership drive, dates, and times.
The Union’s request for use of the facilitieswill be coordinated to minimize conflict with Command
sponsored functions.




Section 8. Lig of Bargaining Unit Members. The Employer agrees to furnish the Union a current
listing showing name, title, series, grade, and organizationd code of al employeesin the bargaining unit
on amonthly bass.

ARTICLES
RIGHTSOF EMPLOYER

Section 1. Employer Rights: The Employer retains the right and authority to:

a determine the mission, budget, organization, number of employees, and internal security
practices of the Employer;

b. hire, assgn, direct, layoff, and retain employees in the bargaining unit, or to suspend,
remove, reduce in grade or pay, or take other disciplinary action against such employees, in accordance
with applicable laws and negotiated procedures,

c. assign work, to make determinations with respect to contracting out, and to determine the
personnel by which the Employer's operations shall be conducted,;

d. with respect to filling positions, to make selections for gppointments from among properly
ranked and certified candidates for promotion or from any other appropriate source; and

e. to take whatever actions may be necessary to carry out the agency's missons in emergency
stuations.

Section 2. Negotiation Issues: The Employer and the Union will negotiate on:

a at the dection of the Employer, on the numbers, types, and grades of employees or
positions assigned to any organizational subdivision, work project, or tour of duty, or on the
technology, methods, and means of performing work;

b. procedures which management officias of the Navy will observe in exercisng any authority
granted under the Act; and

c. appropriate arrangements for the employees adversely affected by the exercise of any
authority granted by the Act by such management officias.

ARTICLE 6
COLLECTIVE BARGAINING

Section 1. Manner: The partiesto this Agreement have the responsbility of conducting negotiations
and other dedlingsin good faith, and in such manner as will further the public interest. The Employer
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agreesto give notice to the Union, and an opportunity to negotiate any new policy, or changein
established policy, whichis proposed during the life of the Agreement affecting conditions of
employment. Negotiation of procedures, to implement decisions which are management rights and
that impact employees in the bargaining unit, will be handled in accordance with this Article. The
parties agree to make reasonable effort to resolve dl differences which arise between them in
connection with the administration of this Agreement, for the life of this Agreement.

Section 2. Scope: It isunderstood that no provisons of this Agreement shal nullify or invalidate the
rights of employees, the Employer, or the Union, established by Title VII, other statutes, or regulations
of gppropriate authority, nor shal it relieve the Employer of the responsibility to negotiate with the
Union on policies, practices, and procedures where the Employer isrequired to do so. Upon
implementation of this Agreement and when a conflict exists, the provisons of this Agreement shdl
govern any future actions initiated under the provisions of any instruction or directive within the
discretion of the Employer.

Section 3. Policy:

a During the term of this Agreement, the parties agree to meet and negotiate on changesin
personnel palicies, practices, and matters affecting working conditions.

b. The Employer will notify the Union in writing, of any proposed change in working
conditions of bargaining unit employees. The notice shall contain a clear description of the proposed
change. The Union shdl have five (5) working days after receipt, to notify the Employer in writing
whether the Union wishes to negotiate on the matter. 1n the event the Union does not respond within
the five (5) day notice period, the Employer will have the option to proceed with implementation of the
proposed change.

C. The parties shall meet to begin the negotiation process within ten (10) working days from
receipt of the Union’'s request to negotiate. Normaly, the Employer will not implement the proposed
changes during the negotiation period without a sgned agreement. The Union and/or the Employer
will not unreasonably deny arequest for extension of the above times.

d. The Union's negotiating team shal not exceed in number management's negotiating team.
Employees who are members of the Union's negotiating team shdl be granted officia time. No
overtime or compensatory time shal be authorized. In consonance with the above, the parties will
make every effort to keep the number of members on the negotiating teams to a minimum, based on
the complexity of the issue(s) at hand.

e. Theparties agreement shdl beinwriting.
f. Any supplements and/or amendments to this Agreement which are negotiated and agreed to

pursuant to this Section will be duly executed by the parties and will become an integra part of this
Agreement and subject to dl of the terms and conditions of this Agreement.

11



Section 4. Negotiation I mpasse: When the parties to the Agreement cannot agree on a negotiable
matter, and an impasse has been reached, elther party may seek the services of the Federd Mediation
and Conciliation Service.

Section 5. Negotiability Question: When the Employer alegesthat a matter is non-negotiable, the
Union may request in writing, that the Employer's position be provided to the Union in writing, within
ten (10) days. The Union hasthe right to proceed to the Federa Labor Relations Authority for a
determination. The request for determination must be received within 15 daysin accordance with
Section 7117(c)(2) of Title VII. The parties will commence negotiations within a reasonable period
after receipt of an FLRA decison sustaining a determination of negotiability.

ARTICLE 7
NEGOTIATED GRIEVANCE PROCEDURES

Section 1. Common Goal:

a Since the Employer and the Union both have respongbility in assuring compliance of this
Agreement, the Employer and the Union recognize the importance of settling disagreements and
disputes promptly, fairly, and in an orderly manner. To accomplish this, the parties agree to the
procedures outlined in this Article.

b. ThisArticle provides anegotiated procedure for the prompt and fair settlement of
grievances. Except as provided by Sections 2 and 3 of this Article, this grievance procedure shdl be
the exclusive procedure available to the Union, Employer, and the bargaining unit employees for
resolving such grievances.

Section 2. Exclusions: This exclusive negotiated grievance procedure will be subject to the following
exclusons.

a aviolaion rdating to prohibited political activities,

b. retirement, life insurance, or health insurance;

C. asuspension or remova for nationa security reasons,
d. any examination, certification, or gppointment;

e. classfication of position which does not result in the reduction in grade or pay of an
employee;

f. Reduction in Force
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g. denid of Within Grade Increase;

h. probationer's termination;

i. termination of atemporary employee;
J. Letter of Caution; and

k. non-receipt and/or amount of incentive awards, but the employee may grieve perceived
unfair gpplication of award criteria

Section 3. Options and Redrictions: Nothing in this Section shdl prevent an employee from
exercisgng the option of gppeding any prohibited personnd practice defined in 5 USC 2302(b)(1),
adverse actions defined in 5 USC 7512, or actions based on unacceptable performance defined in 5
USC 4303, through the statutory apped s process, provided the employee has not filed aformal
grievance on the matter in accordance with this Agreement. In addition, if an employeefilesa
grievance through the grievance procedure, or through the statutory appeals procedure, the employee
will not file an Unfair Labor Practice.

Section 4. Application: The Union may present and process grievances in its own behaf or on behalf
of any employe(s) in the bargaining unit. All employeesin the bargaining unit (regardiess of Union
membership), the Union, and the Employer will adhere to dl the terms of this Agreement. A grievance
will contain the nature of the grievance, the corrective action desired and any other relevant
information. Only the Union may represent the employee(s) in such grievances. However, the
employeg(s) has the right to present a grievance on their own behaf, and the Union will have the right
to be present during the grievance proceeding. A grievant representing hisher sdf in agrievance
procedure, and/or higher representative, will be granted reasonable time during working hoursto
investigate, prepare, and present grievances under this procedure. Permission from the immediate
supervisor will be requested for each absence. Permission will be granted as requested, unless
workload situations outweigh the need for representation. The supervisor will let the employee or
representative know when they may be released in such stuations. The meeting place for such
grievance case preparation will not be restricted to the work site location of the grievant and/or his/her
representative. Norma sign out procedures will be followed. Locd travel costswill normaly be borne
by the Union.

Section 5. Grievability: If the Employer'sfinal decision declares the matter to be not
grievablelarbitrable, the Union may refer the issue to arbitration as athreshold issue. The same
arbitrator will be used for the threshold determination and the arbitration issue.

Section 6. Grievance Procedur e
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STEP 1: A grievance to be pursued under this negotiated procedure, must be presented by an
employee or hisher representative, to his’her immediate supervisor or the lowest level management
officia with the authority to render adecision. The parties are encouraged to mest, prior tofiling a
forma written grievance, in an attempt to resolve theissue. If these discussions are not successful, a
written forma grievance may befiled. It isvery important that the issue(s) of the grievance are clearly
understood by the designated management officia. Employees and/or their representative shal ensure
that the issug(s) of the grievance are clearly stated.

a Theforma written grievance must be presented within 30 days of the incident that gave rise
to the grievance, unless the grievant could not reasonably be expected to be aware of the incident by
suchtime. Inthat event, the grievance must be presented within 30 days of the date the aggrieved
employee became aware of theincident. A grievance concerning a continuing practice or condition
may beinitiated at any time. The grievant has the burden of establishing that the matter was on-going.

In the case of disciplinary or adverse action, a grievance must be initiated within 30 days of receipt of
the written decison from the deciding officia. A written signed decision will be given to the grievant
within 15 days after presentation of the formal written grievance. If the decision deniesthe grievance,
included with the decision shdl be awritten statement indicating the grievant's right to submit the
grievanceto STEP 2.

STEP 2: If the grievant is dissatisfied with the decison given a STEP 1, or if no decison is
received within the time limit established, the written grievance may be presented by the aggrieved
employee, or his’her representative, within ten (10) days to the NAWCTSD Competency Head, or
higher designee (with the authority to make a decision) unless the Competency Head isthe
management officia of STEP 1, in which case the grievance will proceed directly to STEP 3. Upon
receipt of the grievance, the Competency Head or designee will, within ten (10) days, render asigned
written decision and forward the decision to the aggrieved employee. If the decison deniesthe
grievance, included with the decision shall be awritten statement indicating the grievant's right to
submit the grievance to STEP 3.

STEP 3: If the grievant is not satisfied with the decision at STEP 2, or if no decision has been
rendered within the time limit established, the grievant, or hishher representative, may, within ten (10)
days, submit the written grievance to the Commanding Officer or hisher designee. The signed written
decison of the Commanding Officer or designee will be forwarded to the grievant within 15 days after
receipt of the grievance. If the decision denies the grievance, included with the decison shdl be a
written statement indicating the grievant's right to request the Union to submit the grievance to
arbitration.

Section 7. Decisions: Inwriting adecison on agrievance, it isvery important that the reason(s) for
the decisonis (are) understood by the grievant. The Employer shall ensure that the reasoning in
support of the decision isclearly stated. A decision written and sent from the management officid’s
own dectronic mailbox will be considered signed by the officid for purposes of thisarticle,
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Section 8. Union Copy: The Union will be provided a copy of adl decison letters at al steps whether
or not the Union is serving as the representative in the case.

Section 9. Group Grievance: The Union and the Employer agree that when severd employees have
anidentica grievance, the Union may select one (1) case for processing under the grievance procedure.

In processing one grievance for the group, the decision on the case salected will be binding on dl the
employeesin the group. Names of dl employeesinvolved in this procedure will be made a part of the
record of the case sdlected for processing. When adecison is made on the grievance, the Employer
will notify each employee individudly.

Section 10. Employer/Union Initiated Grievance: Grievancesinitiated by the Employer or the
Union againgt the other party will be processed in accordance with the following:

STEP 1. The Commanding Officer or Union President, or their designee will present a
grievance in writing to the other party within 30 days after occurrence of the action or incident being
grieved. After recaipt of the grievance by the responding party, but within 15 days thereof,
representatives of both parties, with authority to bind the parties, shal meet to discuss the grievance.
The responding party will render awritten decison within 15 days after the meeting noted above.
Failure of the responding party to answer in atimely manner shall dlow the other party to proceed to
arbitration without further delay.

STEP 2: If disstisfied with the decison in STEP 1, the charging party may refer the matter to
arbitration in accordance with Article 8 of this Agreement.

Section 11. Merit Promotion Grievance Procedur e: Merit promotion grievance procedures arein
accordance with Article 15 of this Agreement.

Section 12. Time Limits: The parties may mutualy agree in writing to extend any time limits of the
grievance procedures. |If the grievant fails to pursue a grievance within the prescribed or extended time
limit, the grievance shdl be dismissed unless the grievant is aole to reasonably justify hisher falureto
request an extension within the established time limits.

ARTICLE 8
ARBITRATION

Section 1. Right to Arbitration: A grievance submitted under Article 7 of this Agreement that has
not been settled to the satisfaction of the grieving party may go to arbitration. Arbitration may be
invoked by the Union or by the Employer, but only after the grievance procedure prescribed in Article
7 has been exhausted.

Section 2. Procedur e The procedure for invoking and preparing for arbitration follows:
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a Within 30 days after recelving the other party'sfind decison on agrievance, or within 30
days after the decison was due, the party desiring arbitration will notify the other party in writing.

b. Within seven (7) days from the date of the request for arbitration, the parties normaly will
submit ajoint request to the Federd Mediation and Conciliation Servicefor alist of seven (7) impartid
persons qualified to act as arbitrators. The parties shal meet within seven (7) days after receipt of such
alist to select an arbitrator. The partieswill take turns striking names from the list until only one name
remains. A flip of acoinwill determine which party strikes the first name,

c. The processto be utilized by the arbitrator may be one of the following:

(2) A dtipulation of factsto the arbitrator can be used when both parties agree to the
facts at issue and both parties agree that a hearing would serve no purpose. In this Stuation al
records, data, documentation, and briefs are jointly submitted and sent by the party invoking
arbitration, using certified mail (return receipt requested) to the arbitrator with arequest for a
decision based upon the casefile presented. The cost of mailing will be shared equaly by both
parties. In such a case, each party will retain acopy of the stipulation of facts.

(2) The parties may agreeto joint stipulations prior to the hearing. When the parties
can not agree to a stipulation of factsto the case, afull hearing will be held to establish the facts
relevant to the issue. When the Employer or the Union requests aforma hearing, it will be
convened and conducted by the arbitrator.

Section 3. Expenses:

a Thetotal cost of arbitration shall be borne by the losing party, except in casesinvolving
disciplinary actions and adverse actions. In these cases, if the arbitrator's decison states that the
Employer had just cause to discipline an employee, but adjusts the Employer's pendlty, the arbitrator's
expenses shdl be borne equdly by the parties.

b. The parties shdl pay no more than the maximum Joint Travel Regulation authorized travel
and per diem expenses. Arbitrators feeswill be paid to the Arbitrator after thefina decisionis
rendered. If either party requests atranscript, that party will pay the full cost. If the other party desires
acopy of the transcript, that party will pay one half the original cost of the transcript to the other party.

Section 4. The Arbitration Hearing: The arbitration hearing shal be held in the Employer provided
premises during the Employer's norma working hours. All participants, selected witnesses, the
grievant, and the Union representative(s), who are employees of the Employer and who are otherwise
in aduty status, shdl be excused from duty without charge to leave to provide testimony at the hearing.

Section 5. Decison:
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a The arbitrator will be requested to render awritten decision as quickly as possible, but not
later than 30 days, after the conclusion of the hearing.

b. Any dispute over the gpplication or interpretation of an arbitrator's award, including
remanded awards, will be returned to the arbitrator for settlement. Any portion of adecision that is not
in dispute shall be implemented. This procedure does not preclude elther party from filing an
exception.

c. The parties may mutualy agree to submit to the arbitration written documentation
concerning arbitrability of acasein lieu of aforma hearing. When this provison is not exercised, the
arbitrator will hear arguments regarding both the arbitrability and the merits of the case, except where
the parties have mutualy agreed otherwise, such asinstances where highly complex cases would
involve several days of hearings.

d. Thearhitrator's decison shal be fina and binding, and the remedy shdl be effected in its
entirety, unless an exception isfiled.

Section 6. Arbitrator's Authority: The arbitrator shal have the authority to resolve any questions of
arbitration and interpret and define the explicit terms of this Agreement, law, rule or regulations as
necessary to render adecison. The arbitrator's authority is limited to deciding only the issues presented
inthe formal grievance. An arbitrator may set aside adisciplinary action or non-disciplinary adverse
action if the arbitrator finds a harmful error in the procedure management gpplied in taking the action.
For the purpose of this Agreement, "harmful error is defined as an error by the agency in the
application or interpretation of any procedures which in the absence or cure of the error might have
caused the agency to reach a conclusion different than the one reached. The burden is on the appdllant
to show that based on the record as awhole, the error was harmful. The arbitrator shal have no
authority to add to, subtract from or modify any terms of this Agreement. The arbitrator shall decide
issues under Sections 4303 and 7512 by gpplication of the standards and burdens of proof specified in
5USC 7701(c)(1).

Section 7. Exceptions, Judicial Review and Enfor cement:

a Any person aggrieved by a Federal Labor Relations Authority (FLRA) final order, except
for ordersinvolving Unfair Labor Practices and gppropriate unit determinations under 5USC
7112, may seek judicid review in accordance with 5 USC 7123.

b. Either party to arbitration under Chapter 71, 5 USC may file an exception to an arbitrator's
award with the FLRA in accordance with 5 USC 7122, and during the 30 day period beginning on the
date the award is served on the party.

c. With respect to matters of unacceptable performance (5 USC 4303), misconduct 5

USC 7512), or judicid review may be obtained in the same manner asif the matter had been raised
initialy under the statutory procedure.
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ARTICLE9
DISCIPLINARY ACTIONS

Section 1. Purpose: For purposes of this Agreement, adisciplinary action is defined as a Letter of
Reprimand or a suspension of 14 days or less, taken againgt an employee by the Employer. Disciplinary
actions shdl be taken only for just cause aswill promote the efficiency of the service in accordance
with 5 USC Chapter 75.

Section 2. Representation: An employeeis entitled to request to be accompanied by hisgher Union
representative during any meeting with his’her supervisor and/or any other management official or
agent, when the employee reasonably believes the results of the meeting may result in disciplinary
action. The Act does not dlow an employee to be represented by any person other than aUnion
representative at these meetings. If the employee requests representation, the supervisor, management
officia or agent will postpone the meeting for areasonable period of time until a Union representative
can be present. The Union representative will have the right to participate at these meetings. If the
Situation warrants immediate action, Management will document the attempt to verbaly contact a
Union representative from the list of Union officids and sewards prior to proceeding.

Section 3. Progressve Discipline: Discipline is administered to correct ingppropriate behavior and/or
misconduct of an employee rather than punish the employee. Progressive discipline will normaly be
utilized, athough certain acts of misconduct could warrant more severe action on afirst offense.

Section 4. Oral Counsding: Supervisors may utilize ora counsdling or admonishment asatool in
dedling with inappropriate behavior and/or misconduct of an employee. Oral counseling sessons are
informal and will not be made a part of an officid record. Counsgling sessonswill normdly be
conducted privately to avoid embarrassing the employee.

Section 5. Lettersof Caution: A letter of caution may be utilized asatool in progressive discipline.
A letter of caution will specify the reason(s) for the issuance, and provide notice that the letter of
caution will not be made a matter of record in the employee’ s Officid Persona Folder (OPF). A Letter
of Caution may not be counted as a prior offensein determining aleve of disciplinein any future
instance.

Section 6. Letter of Reprimand: A letter of reprimand may beissued asatool in progressve
discipline. Theletter of reprimand will specify reason(s) for the issuance, notice of the employee's
right to file agrievance under Article 7 of this Agreement and the length of time the letter of reprimand
will be retained in the employee’sOPF. A letter of reprimand will be maintained for a maximum of
two (2) yearsin the employee' s OPF.

Section 7. Suspension of Fourteen Day or Less: An employee against whom a suspension for
fourteen (14) daysor lessis proposed is entitled to:
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a An advance written notice stating the specific reasons for the proposed action;

b. At least ten (10) days following receipt to answer oraly and/or in writing and to furnish
affidavits and other documentary evidence in support of the answer;

c. Berepresented by an attorney or other representative including a Union representative; and

d. A written decison by the Employer at the earliest practica date providing the employee
gpecific reasons for the decison and, if the decison is unfavorable, advising the employee of higher
right to grieve the decision under the negotiated grievance procedure under Article 7 of this
Agreement.

Section 8. Fairnessand Timdliness: Disciplinary actionswill be congstent with applicable laws,
rules, regulations, and NAWCTSD policy. Discipline will be administered in atimely manner based
upon the circumstances and complexity of each case and will be administered fairly and equitably.

Section 9. Right to Review M aterial(s): Inaproposed disciplinary action, the employee will be
given an opportunity to review the material, as disclosable in accordance with gpplicable law, rule, or
regulation, which was relied upon to support the specified charges in the proposed notice. Copies of
these materials will be provided upon request by the employee or their representative.

Section 10. Official Time: Employees and their representative, who are otherwise in aduty status,
shall be authorized a reasonable amount of officid time to review the materid relied upon by the
Employer in proposing the adverse action, to interview witnesses and for preparing and submitting a
written response.

Section 11. Posting: The Employer shdl post quarterly, on the “employee’ eectronic bulletin board,
al disciplinary actions taken during that quarter. The description of the offense(s) will clearly convey
the nature of the particular offense without divulging the identity of the offender.

ARTICLE 10
ADVERSE ACTIONS

Section 1. Definition:

a For purposes of this agreement, an adverse action is defined as areduction in grade or pay,
removal, suspension of more than fourteen (14) days, or afurlough of 30 daysor less. Adverse actions
shall be taken only for just cause, which will promote the efficiency of the service. All adverse actions
will be taken in accordance with provisons of 5 USC Chapter 75. The provisions of this article do not
include the following actions:
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(1) asuspension or removad for reasons of national security; and
(2) areduction inforce action.

Section 2. Representation: An employeeis entitled to request to be accompanied by hisgher Union
representative during any meeting with his’her supervisor and/or any other management official or
agent, when the employee reasonably believes the results of the meeting may result in discipline. The
Act does not alow an employee to be represented by any person other than a Union representative at
these meetings. If the employee requests representation, the supervisor, management official or agent
will postpone the mesting for areasonable period of time until a Union representative can be present.
The Union representative will have the right to participate at these mesetings.

Section 3. Progressive Discipline: Disciplineis administered to correct inappropriate behavior and/or
misconduct of an employee rather than punish the employee. Normaly, adverse actions, other than
furloughs of thirty (30) days or less, will be progressive in nature and be preceded by the disciplinary
procedures of Article 9 of this Agreement, athough certain acts of misconduct could warrant not
following this progressive concept.

Section 4. Employee Rights: An employee against whom an adverse action is proposed is entitled to:

a a least thirty (30) days advance written notice, unlessthereis reasonable cause to believe
the employee has committed a crime for which a sentence of imprisonment may be imposed, stating the
specific reason(s) for the proposed action;

b. at least ten (10) days following the receipt of the proposed action, to answer orally and/or in
writing and to furnish affidavits and other documentary evidence in support of the answer, unlessthe
crime provision in Section 4.ais applied;

c. berepresented by an attorney or other representative, including a Union representative; and

d. awritten decison by the Employer at the earliest practica date providing the employee
specific reasons for the decision and advise the employee of higher right to grieve the decision under
the negotiated grievance procedure or appeal the decision to the Merit Systems Protection Board
(MSPB). The employee may not use both procedures, and higher eection is made when he/shefilesa
grievance or an gpped..

Section 5. Fairnessand Timdliness: Adverse actionswill be consstent with gpplicable laws, rules,
regulations, and NAWCTSD policy. Adverse actions will be administered in atimely manner based
upon the circumstances and complexity of each case and will be administered fairly and equitably.

Section 6. Right to Review M aterials: In aproposed adverse action, the employee will be given an
opportunity to review the materid, as disclosable in accordance with gpplicable law, rule, or regulation,
which was relied upon to support the specified charges in the proposed notice which formed the basis
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for the reasons and specifications. Copies of these materials will be provided upon request by the
employee or their representative.

Section 7. Official Time: Employees, and their representative, who are otherwise in a duty status shall
be authorized time to review the materia relied upon by the Employer in proposing the adverse action,
to interview witnesses within the bargaining unit and for preparing and submitting a written response.

Section 8. Request for Time Extensions: The Union and/or the Employer will not unreasonably
deny arequest for extension of time to established time frames of this Article.

Section 9. Pogting: The Employer shdl post quarterly, on the “employeg’ eectronic bulletin board,
al adverse actions taken during that quarter. The description of the offense(s) will clearly convey the
nature of the particular offense without divulging the identity of the offender.

ARTICLE 11
EQUAL EMPLOYMENT OPPORTUNITY

Section 1. Palicy: Neither the Employer nor the Union shdl in any way discriminate againgt an
individua regarding employment or conditions of employment because of race, color, religion, sex,
non-disquaifying handicapping conditions, nationd origin, or as outlined in the Civil Rights Act of
1964 as amended, and other statutes or regulation.

Section 2. Mutual Concern: The Union and the Employer, through labor/management meetings
discussed in Article 4, can address aleged discrimination issues at a broad/organizationd level and
resolve to find mutually effective and lasting remedies where discrimination is found to exi<t.

Section 3. Equal Employment Committee: The committee shall have, but not be limited to, the
following responghilities:

a provide recommendations to assst the Command in devel oping the gods and policies of
equa employment opportunity;

b. provide recommendations on strategies which promote the overal EEO program and
affirmative action efforts; and

C. provide recommendations concerning the development of training amed toward helping
individuasto progressin occupations and levelsin which they are under represented.

The Union shdl be authorized one (1) representative to serve on this committee.

Section 4. Union Representative: An employeg(s) discussing a problem of aleged discrimination
with an Equa Employment Opportunity (EEO) Counsdlor, or at any step of the EEO complaint
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procedure, has the right to be accompanied by a representative of their choice which may bea
representative of the Union. If after discussing the problem the employeg(s) decides to follow the
negotiated grievance procedure, the employee(s) may be represented by a Union representative or may
elect to be hisor her own representative.

Section 5. EEO Options and Restrictions:

a An employee who has an dleged discrimination complaint, as outlined in Section 1 of this
Article, may present the matter for informal resolution to an EEO Counsdlor within 45 days of the date
the incident occurred, or if apersonnel action, within 45 days of its effective date; or the employee has
the option of using the grievance procedures of Article 7, Section 6.

b. The EEO Counselor shall have a minimum of 30 days to facilitate resolution of the
matter, except under the following circumstances:

(1) the complainant may voluntarily agree in writing to extend the counseling
period up to an additional 60 days; or

(2) the complainant elects to enter the Alternate Dispute Resolution (ADR)
Program, as outlined below, in which case the informal period shall be 90 days.

c. The EEO Counselor will analyze the complaint and if the counselor believes the
complaint is suitable for ADR will so recommend to the Deputy EEO Officer.

d. The Deputy EEO Officer shall approve or disapprove the recommendation. If the
recommendation is approved, the Deputy EEO Officer will provide the complainant, in writing, an
opportunity to utilize the ADR Program. The written offer shall explain the process thoroughly
including the fact that it is voluntary on the part of the complainant.

e. If the complainant elects to participate in the ADR program:

(1) The Deputy EEO Officer shall request the services of a certified mediator. The
process shall be completed within 90 days from the date the complaint was filed with the
EEO Counselor.

(2) If an agreement is reached between the parties, the terms shall be placed in a
negotiated settlement agreement and signed by the parties and the complaint will be
considered resolved.

(3) If there is no agreement reached between the parties, the counselor will issue a
Notice of Fina Interview to the complainant.
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f. If the complainant does not elect to participate in the ADR Program, the EEO
Counselor shall attempt to facilitate resolution of the matter informally and shall issue a written
Notice of Final Interview to the complainant within 30 days unless the complainant has agreed in
writing to extend the time limits.
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g. The Notice of Fina Interview shall advise the complainant of his or her right to file a
formal complaint of discrimination under the Navy’s regulatory process within 15 calendar days of
the date the complainant received the Notice of Final Interview; the appropriate official(s) with
whom to file; and of the aggrieved person’s duty to assure that the EEO Officer isimmediately
informed if arepresentative is retained.

ARTICLE 12
POSITION DESCRIPTION

Section 1. Review: Each employeeis entitled to an accurate position description (PD) that must be
reviewed and certified by the Employer. The Employer will certify asto the accuracy of the PD
annualy at the time performance standards are set with awritten indication within the performance
standard forms.

Section 2. Position Description Changes. Management retains the right to assign duties. If achange
to a bargaining unit employee PD resultsin areduction in grade or areduction in pay, the Union shall
be provided a copy of the old and new PD's upon request. |f achange to abargaining unit PD results
in achange in conditions of employment, the Union will be provided the opportunity to bargain on the
impact and implementation in accordance with Article 6. The Union will be informed in advance of
any broad Classification Review of postionsin segments of the NAWCTSD. The Employer will
provide the Union an opportunity to review al documents related to the review of positions.

Section 3. Mobility Statements: Management will not place mobility statementsin the PD’ s of
bargaining unit members with the exception of intern positions where the employee was aware of and
accepted amobility requirement at the time he/she accepted the intern position.

Section 4. Resolving Employees Concerns: Management has a compdlling interest in addressing
legitimate employee concerns regarding the classification of their positions. In that regard supervisors
at the lowest practicable level will encourage early discussion of such concerns, address them
objectively, and make reasonable attempts at resolution before the filing of an appedl.

Section 5. Position Description Review: Any employee who believes hisher position isinaccuratdy
classfied (e.g., thetitle, series, grade, or pay system) may initiate arequest for informal review to
higher immediate supervisor. After completion of the informa review the Employer will provide the
employee with the basis of the classification of the position description. If the supervisor and employee
determine that the position description is not current, accurate or adequate, anew position description
will beinitiated and the request for informa review will be canceled. An employee may file a statutory
classfication gpped of hisher PD at anytime in accordance with gppropriate rules and regulations.
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Section 6. Classification Appeal: An employee s gpped shdl bein writing, and shal contain the
reasons why the employee believes his or her position is erroneoudy classified. Any employee may file
aclassfication gpped at any time (except as noted in Section 7 below) using one of the following:

a Generd Schedule (GS) employees may apped the classification of their position to:
(1) the Department of Defense Civilian Personnel Management Service (CPMYS),
(2) the U.S. Office of Personnel Management (OPM), Atlanta Region, or
(3) OPM through CPMS.

b. Federd Wage Schedule (FWS) employees may apped to:
(1) directly to CPMS, or
(2) to OPM through CPMS.

Although appeds may be sent directly to CPM S or OPM per (8) and (b) above, they should normdly
be sent via the Commanding Officer who may, upon review, provide afavorable determination to the
apped or forward the apped to the designated party. Forwarding of appeals shall be within sixty (60)
days after receipt by the Employer.

Section 7. Classfication Downgrade Deter mination: An employee whose position isreclassified to
alower grade which isbased in whole or in part on aclassfication decison is entitled to a prompt
written notice from the Employer. If the position action requires a personnd action which will result in
aloss of grade or pay to the employee, Management must advise the employee, in writing, of the
position action and the proposed date of the personnel action. This notice shal beissued prior to
taking a personnd action. In the event a classfication action results in adowngrade to the employee's
position, in order to preserve any entitlement to retroactive correction, the following information
goplies:

a GSemployees mugt filetheinitia apped with either CPM S or OPM within fifteen (15) days
after the effective date of the personnd action.

b. FWS employees must file appeds with CPM S within 15 days from the effective date of the
personnel action.
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ARTICLE 13
PERFORMANCE APPRAISALS

Section 1. Overview: To promote teamwork a smplified performance assessment system will be
employed. The system focuses on contributions within the scope of the employee’ s job description in
achievement of the overal mission. The employee performance system will be fair, equitable,
reasonable and related to the employee’ s position description, work assignments and responsbilities.

Section 2. Egablishment and Use: The performance appraisa system shall be in accordance with
goplicable laws and regulations and will:

(1) promote employee devel opment,
(2) emphasize supervisory-employee dialogue,
(3) encourage team and group achievement, and,
(4) emphasize employee contributions.
a Timelimitsand review periodswill be in compliance with gpplicable laws and regulations.
The currently established performance-rating period will be from August 1 through July 31. Changes
to the rating period dates will be negotiated, as appropriate, with the Union prior to implementation.

b. Each performance plan must have at least one critical eement that addresses individua
performance.

c. All officia forms or documents pertaining to performance appraisals will contain a
statement that an “acceptable’ level of performance rating isthe highest rating attainable at
NAWCTSD.

Section 3. Definitions:

a. Acceptable Performance: Performance of an employee, which meets the established
performance requirement(s) or sandard(s), a aleve above “unacceptable’ in dl criticd dementy(s) of
an employee' s pogition.

b. Performance Appraisa Sysem: A system which providesfor:

(1) establishment of performance standards,
(2) identification of critical performance e ements,

(3) communication of performance elements and standards to the employee, and
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(4) methods and procedures for evauation of employee performance against
established standards.

c. Close-out Rating: An gppraisal conducted when an employee or their first level supervisor
leaves a pogition after the employee has been under established performance standards for ninety (90)
days or more but before the end of the gppraisal cycle. Closeout ratings will be in writing and used in
deriving the rating of record and, in some cases, may become the rating of record.

d. Peformance: An employee's accomplishment of work assignments or responsibilities.

e. Performance Plan: The written performance elements and standards devel oped to identify
the requirements of an employee' s performance at an acceptable leve.

f. Rating of Record: The officid performance rating prepared at the end of an gppraisal period
for performance over the established rating period.

g. Unacceptable Performance: Performance of an employee which fails to meet established
performance standards in one or more critical eements.

Section 4. Perfor mance Rating:

a The NAWCTSD Performance Appraisal System will be administered using the levels of
performance currently in effect within the Department of the Navy. Future changes will be negotiated,
as appropriate.

Section 5. Performance Procedur es:

a A written performance plan will be established by the Employer for each bargaining unit
employee which accurately reflects al the written or otherwise recorded performance e ements which
st forth expected performance of the employee’ s position, work assignments, and responsibilities.
Employee participation is welcome and encouraged in the development of their performance plan;
however, Management has find authority for establishment of performance plans.

b. At the time performance standards are set, the NAWCTSD gppraisa officid, or hisher
designee, and the employee will meet to clarify and communicate the employee s critica elements so
there isaclear and common understanding of the established performance standards for the next rating
period. These discussions may be held privately upon employee request. The dementsand
standards shal be put in writing and signed by the employee and the NAWCT SD appraisd officid, or
higher designee, to signify that both parties have met to discuss and review the appropriate e ements
and standards.
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¢. Normdly, the employee will be provided with a copy of the performance plan within thirty
(30) days of the beginning of each gppraisa period, permanent assgnment to anew position, and of
each gppropriate detail or temporary promotion.

d. Any employee may request review of his’her performance standards and elements at any
time by the appraisa officiad or next level management officid. However, the find determination of
critica dements and performance standards rest with Management.

e. At the time performance standards are set, currency and accuracy of the employee’'s
position description will be documented on the performance plan form. If the PD is not current and
accurate that will be documented, and a current PD will be provided in accordance with Article 12.

f. Appraisa periodswill be fixed with beginning and ending dates of the appraisa period.
When an employee has not performed under a performance plan for ninety (90) days, the rating period
will be extended to ensure the minimum ninety (90) day period.

g. Informal discussions should occur throughout the appraisal period and may beinitiated by
the NAWCTSD gppraisd officid, or higher designee, or the employee. Discussionswill provide the
employee the opportunity to seek further guidance and understanding of his or her work performance.
At aminimum, amid-year review will occur near the middle of the established rating period.

h. Subsequent discussions should be held when there is a change in the work situation, such as.

(1) achange in the supervisor of record,

(2) achangein the employee’s critical elements or performance standards,

(3) achangein assignments, or

(4) when an employee returns from an extended absence of 90 days or more.
I. A closeout rating will be provided to an employee when:

(1) the employee' s supervisor changes,

(2) the employee completes adetail or temporary promotion of one hundred twenty
(120) days or more, or

(3) when an employee under established standards for a period of ninety (90) days or
more changes positions, or moves within the organization.

J. Feedback may be solicited on the employee s performance from as many applicable sources
as appropriate, e.g., team leaders, IPTs, customers, etc., when preparing the annua performance
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rating. However, the employee’ s critical elements and performance standards will not be provided as
part of the solicitation for comments.

k. Training appraisas conducted under Individua Development Plans must cover at least
ninety (90) daysin duration. They will be consdered in the annua performance rating process.
Training gppraisals shal not serve as acloseout rating or as arating of record.

I. When assessing performance, factors that are beyond the control of the employee will be
taken into congderation. The employee will not berated in critica € ements for which work was not
assigned during the assessment period.

m. An employee's Sgnature does not condtitute agreement with ratings, it only signifies that
the employee has seen the ratings. The employee may attach comments to the final appraisal not to
exceed one (1) page in length.

n. A performance appraisa and resulting rating of an employee shall not be lowered based
upon an absence caused by amedicaly substantiated illness or disability.

0. Normally, employees will be provided at least 48 hours advanced notice prior to hisor her
performance review being conducted.

p. Criticad performance eements and standards will be consstent with the duties and
responghilities as outlined in the employee’ s PD.

Section 6. Unacceptable Perfor mance Procedur es:

a Anemployee may be reassigned, reduced in grade, or removed for unacceptable
performance. Before initiating action on an employee for unacceptable performance, the performance
standards must have been established, provided, and communicated to the employee in accordance
with this article and applicable law, and/or regulation.

b. A written Performance Improvement Plan (PIP) will be devel oped with the participation of
the employee, if requested, when hisher leve of performance fdls below the acceptable level. Thefirst
notice will include an opportunity period to improve of not less than ninety (90) days. Any subsequent
notices will include an opportunity period of not less than thirty (30) days. The notice will identify the
critica dements and the related performance standards in which the employee' s performance failsto
meet the stlandard; and what the employee must do to improve performance in terms of time and
results expected for progress to an acceptable rating level. Training, if appropriate, will also be
included. The employeewill be provided assstance, if necessary, or if requested by the employee, in
improving hisor her performance under the PIP.

c. If theemployeesleve of performanceis evauated to be acceptable, awritten notice will be
provided stating such at the completion of the opportunity period. The unacceptable performance, and
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any other written annotations as such, will be destroyed no later than four (4) years after the caseis
closed.

d. If theemployee'sleve of performance remains unacceptable, after the expiration of the
opportunity period, the supervisor will provide the employee athirty (30) day advance written notice of
proposed action as stated in paragraph a. above. The notice will identify specific instances of
unacceptable performance on which the proposed action is based, and the critical performance
elementsinvolved in each instance of unacceptable performance. The proposed notice will include a
statement of applicable employee rights in accordance with other articles of this Agreement.

ARTICLE 14
UPWARD MOBILITY

Section 1. Policy:

a The Employer and the Union understand that employees want to reach their full potentia
without necessarily leaving their employment with the NAWCTSD. The parties recognize the
importance of utilizing employeesto their full potentia. Asaresult, the Employer agreesto maintain
an Upward Mobility Program (UMP). The UMP applies to employees who have potentia but do not
meet minimum qudification requirements for target positions. The Union will be afforded the
opportunity to be involved in the design of the UMP. The consderation of positions for upward
mobility will not be limited to any particular occupationa series. The UMP shal meet the requirements
of this Agreement and 5 CFR Section 300.103 and al other applicable regulations including:

(1) ensuring that the UMP is explained to employees and that they are encouraged
to apply for the UMP positions; and

(2) identifying target positions suitable for designation as upward mobility training
opportunities in the organization.

b. For employees sdlected for upward mobility positions the Employer shdll:
(1) ensurethat theindividua development plan is adhered to; and
(2) review the employee's progress quarterly.

Section 2. Training Positions: Upward mobility may aso be achieved by:

a evauaing Stuations where vacant positions can befilled at lower-grade, trainee levels,

b. identifying areas where “bridge postions’ could be established to bridge the gap between a
lower level position and the first rung of an established career ladder or to bridge the gap between a
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career ladder with lesser career growth to one with greater potentia in order to provide opportunities
for employees to enhance their careers.

Section 3. Related Opportunities: Though not a part of the UMP, the Employer shdl look for ways
to make adequate advancement opportunities available to employees in dead-end positions who do
meet minimum qualification requirements for higher level postions.

ARTICLE 15
MERIT PROMOTION

Section 1. General:

a The procedures st forth in this Article apply when bargaining unit positions arefilled by
promotion or other personnel action subject to competitive merit promotion procedures.

b. The Union recognizes the Employer's right to select from appropriate sources. In
determining which source to use the Employer will select the source(s) which are most likely to meet
its mission objectives, contribute fresh ideas and new view points, and to meet affirmative employment
gods.

¢. The Union and the Employer have equal responsibility to ensure that the merit promotion
program isimplemented in a manner to ensure fair consderation and selections based on merit. The
Union, upon request, may review merit promotion records for the purpose of resolving merit
promotion grievances.

Section 2. Other consderations. Management reserves the right to select or not select from among a
group of best-quaified candidates. It isunderstood that since the Employer is under no obligation to
fill vacancies, it may cancd aposition even if action has been initiated to fill the position through the
promotion procedure.

Section 3. Purpose of the M erit Promotion Program:

a The Merit Promotion Program is designed to:

(1) ensure asystematic means of selection for promotion according to merit;

(2) ensurefair and equitable evauation of the qudifications of candidates;

(3) ensurefar consderation of candidates without regard to politica, religious, or
[abor organization affiliation or non-affiliation, marital status, race, color, sex, nationa origin,

non-disquaifying physical handicap, or age, or any other non-merit factor and shall be based solely
on job-related criteria; and
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(4) establish clear procedures and adequate records sufficient to allow reconstruction
of the promotion action, including documentation on how candidates were rated and ranked.

Section 4. Procedur es:

a Management may fill vacancies by many different methods. However, before taking any
action to fill avacant position, except the placement of an employee with Statutory or regulatory rights,
individuals who are entitled to prior referral and consideration for placement must be referred. These
employeeswill be referred in the following order:

(1) NAWCTSD employees on retained grade/pay;

(2) employeeswho did not receive proper consideration for promotion dueto a
procedurd, regulatory, or program violation;

(3) Priority Placement Program registrantsin priorities 1 and 2; and
(4) employees onthe DON Reemployment Priority List (RPL).

b. While employeesreferred under Section 4.a.(1) and (2) above are entitled to bonafide
congderation, there is no entitlement to selection. If not selected as a prior consideration digible, the
applicant may apply under regular competitive procedures. If the selecting officia does not select one
of these employees under regular competitive procedures, he/she will, upon request by the employee,
provide information to the employee relative to his’her non-salection.

c. Tobedigible for promation, employees must meet dl legal and regulatory requirements,
and the minimum qualification standards as prescribed by the Office of Personnd Management (OPM)
and any sdlective placement factors (e.g., knowledge, sKills, abilities or other characterigtics) essentid
to successful performancein the job to befilled. Selective placement factors must be appropriate to the
position to be filled.

d. Except when employees are entitled to prior consderation, they must apply for vacancies
advertised via Merit Promotion announcements if they wish to be considered, or an gpplication must be
submitted on their behaf prior to the closing date of the announcement. Employees who will be absent
may deliver gppropriate application forms to the Human Resources Office (HRO) Merit Staffing Unit
along with awritten request that they be considered for NAWCTSD vacancies which may occur while
they are absent. They must specify the period of time they will be absent and the series and grade(s) of
the positions for which they wish to be consdered. A separate gpplication isrequired for each series.
For positions at GS-13 and above, a supplementa qudifications statement addressing the knowledge,
skills or abilitiesidentified in the specific vacancy announcement will be accepted if post marked or
recaived in the HRO by the closing date of the announcement. Upon return, the employee will contact
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the Merit Staffing Unit and ascertain if there were any vacancies meeting their specifications. If there
were no such vacancies advertised, HRO will return the application to the employee.

e. Each employeeisresponsble for ensuring the completeness and accuracy of the information
in his’her gpplication. Employees should ensure that they have clearly described al experience that
reflects their possession of the knowledge, skills and abilities specified in the vacancy announcemen.

Section 5. Vacancy Announcements:

a Vacancieswill be publicized via Merit Promotion Individua and Open Continuous
Announcements (OCA’s), as gppropriate. Management will make maximum use of OCA’sto the
extent feasble. Each new Individua Vacancy Announcement will be evauated for conversion to an
OCA; and Management will, if requested by the Union, justify why an OCA was not used.

b. All candidates within ten (10) points of the highest ranked candidate will be considered for
selection. In the event of an unanticipated vacancy, sdection certificates established under individud
announcements may be used for substantialy identical vacancies with the same knowledge, skills, and
abilities, within x months of the closing date of the origind announcement. Accordingly, employees
are encouraged to apply for all vacancies for which they qudlify, if they are interested in the type work
described in the vacancy announcement. The minimum time between opening and closing dates of
Merit Promotion announcements will be six (6) workdays, except that for positions at the GS-13 and
above, the minimum time will be fifteen (15) workdays. Merit promotion vacancy listings will be
published on the TSD Loca Area Network (LAN) aong with the respective Position Description
(PD). Vacancy announcement gpplication forms may be picked up from the HRO. If available from
the Standard Forms bulletin board, an eectronic application form may be used.

Vacancy announcementswill contain:
(1) jobtitle, series, and grade(s) of the position;
(2) abrief description of duties,;

(3) organizationa and geographica location of the position (if not an open
continuous annhouncement);

(4) theknowledge, skillsand abilitiesto be used in the evduation of applicants;

(5) dective placement factors, if any, (and if used, will be clearly rlevant to the
job and identified within the PD, and not used to unfairly restrict applicant pool);

(6) any specid working conditions (e.g. travel requirements, shift work, security
clearance requirements, financid disclosure requirements, etc.);
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(7) if appropriate, information regarding the known promotion potentia of the
postion;

(8) areaof consideration;

(9) opening and closing dates for receipt of application;
(10) formsto file and how to apply;

(11) cut-off datesfor open continuous announcements; and
(12) Equa Employment Opportunity statement.

¢. The Unionwill be permitted to review promotion packages for al bargaining unit positions
when it has reason to believe a discrepancy exists or when requested to do so by an employee.

Section 6. Evaluating Candidates:

a Applicants who must be competitively evauated will be evaluated by athree-member rating
pand. Two of the panel memberswill be from the competency that has the vacancy and the third
member from outside the competency. Rating panel members must be thoroughly knowledgeable
about the duties and responsibilities of the vacancy and equivalent to or of a higher grade than the
postion to befilled. If apane member is chosen from outsde of NAWCTSD, they will be
knowledgeable in NAWCTSD business practices. Normdly, the panel chair will beaNAWCTSD
employee.

b. Individual(s) performing the rating will devel op documentation to show how the best
qudified candidates were identified.

c. Refard Cetificates:

(1) Candidatesfor promotion or placement shall be referred, in dphabetica order,

on a salection certificate unless the certificate includes other than the best qualified

candidates. When the certificate includes more than the best qualified candidates, they will

be listed aphabeticaly in category groups. Selecting officias will review the qudifications

of al candidates referred to them. In the event no selection is made from the origina

competitive selection certificate, the Employer may eect to extend the areaof consderation,
re-advertise with no extension of the area of consideration, or cancel the announcement. When
one of these dternativesis exercised, the selecting officia will  provide the reasons for the return of
the certificate to HRO. Upon request, the reasons will - be provided in writing to an employee and/or
the Union.
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(2) The best qualified candidates will be determined by considering scores of the
quaified candidates as derived from the crediting plan. The best qualified list will contain
al applicants who scored within ten (10) pointsof the highest score. If the minimum area
of consderation produced only one (1) candidate who meets the best qualified/quaified
criteria, this candidate can be referred without extension of the area of consideration,
provided he/sheis acceptable to the sdecting officidl.

(3) Thesdecting officid hasthe right to select or not select any candidate referred
on asdection certificate. If interviews are conducted by the selecting officid, and a
candidate is not available for interview within areasonable period of time, normally within
ten (10) days, the selection process need not be delayed pending their availability for
interview. If necessary, interviews may be conducted by telephone. If unable to do ether,
the candidate will be considered based on review of the application. Interview questions
will be the same for each candidate interviewed, while follow-up questions may vary
depending on the answers given by the candidates and their background and experience.

d. Each candidate has the right to review the advisory selection board written comments and
scores generated for him or her during the rating and interview proceedings for the announced
vacancy. Rating comments and scores will be made available after the completion of the rating
process. Interview comments and scores will be provided after the completion of the selection process.

Section 7. Applicant | nfor mation:

a A notice of rating will be sent to the applicants immediately after the rating process has been
completed. Applicantswill be provided the following information:

(1) whether or not they were found to be qualified,

(2) the numerica score assigned their gpplication,

(3) whether or not they were digible for noncompetitive selection; and
(4) whether they were in the group referred to the selecting officid.

b. Thisdoes not preclude applicants from making inquiries regarding a promotion action at
any time during the process provided that particular phase of the process has been completed. The
Employer will show the employee the ratings assgned his’her application, the cut-off score for
certification, evaluator comments, etc. Information that might give candidates unfair advantage shall
not be released.

c. Non-sdlection for promotion from among a group of properly ranked and certified

candidatesis not an appropriate basisfor aforma complaint or grievance. If an employee bdievesthat
the promotion plan procedures were not properly applied he/she may discuss hisher complaint with the
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Director, HRO or his’her Union representative. If after being given an explanation, the employee till
believes that the promotion plan procedures were not properly applied or that discrimination was
involved, the employee may grieve through the negotiated grievance procedure or under regulations
governing handling of Equal Employment Opportunity complaints, as appropriate.

Section 8. Temporary Promotions: Employees selected for temporary promotions must meet the
minimum OPM qudification requirements, any selective placement factors, and dl legd and regulatory
requirements. If the temporary promotion exceeds 120 days, the competitive procedures contained in
this article will gpply; unless the employee is digible for noncompetitive sdection. When the decision is
made to promote temporarily, the supervisor will make an effort to process the necessary paperwork
50 that the effective date of the temporary promotion will coincide with the date the selected employee
begins performing the higher grade duties. Retroactive temporary promotions are not permitted.

Section 9. Trandgfer or Position Changes. The competitive procedures of thisarticle will aso apply
to employees requesting transfer or position change (e.g., promotion, reassignment, or change to lower
grade) to abargaining unit podtion if the transfer or position change is to a higher grade position or to
one with more promotion potentia than the employee's current position or one previoudy held ona
permanent basisin the competitive service.

Section 10. Accretion of Duties. The Employer will not assign duties to a position for the purpose of
claming that an accretion of duties has occurred in order to promote an employee. When apostion is
upgraded due to accretion of duties, competitive promotion procedures will not be required if the
following requirements are met:

a themaor duties of the employee's old position are absorbed into the new position, and the
former pogition is canceled;

b. the new position has no known promotion potential; and
c. the additiond duties do not adversaly affect another encumbered position.

Section 11. Merit Promotion Grievance Procedur e

STEP 1. A written grievance based on rating and ranking under merit promotion procedures
shall be submitted to the personnd specidist who processed the action within 30 days of the date the
Employer notified the aggrieved of the rating and ranking. The written decision of the personnel
specidist will be forwarded to the grievant within 15 days after receipt of the grievance.

STEP 2: If the grievant is dissatisfied with the personnel specidist’s decision, he/she may,
within ten (10) days, present the grievance to the Director Human Resources Office (HRO). The
decison of the Director HRO will be forwarded to the grievant within 10 days after receipt of the
grievance. The decison of the Director HRO shdl be the final Employer decision.
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ARTICLE 15A
MERIT PROMOTION AFTER REGIONALIZATION

Section 1. General:

a The procedures st forth in this Article apply when bargaining unit positions are filled by
promotion or other personne action subject to competitive merit promotion procedures and becomes
effective on the date the Regiond Service Center (RSC) assumes respongbility for filling positions
through Merit Promotion. At that time, Article 15 is canceled.

b. The Union recognizes the Employer's right to select from appropriate sources. In
determining which source to use the Employer will select the source(s) which are most likely to meet
its mission objectives, contribute fresh ideas and new view points, and to meet affirmative employment
gods.

¢. The Union and the Employer have equal responsibility to ensure that the merit promotion
program isimplemented in amanner to ensure fair consderation and selections based on merit. The
Union, upon request, may review merit promotion records for the purpose of resolving merit
promotion grievances.

Section 2. Other consdderations. Management reserves the right to select or not select from among a
group of best qudified candidates. It isunderstood that since the Employer is under no obligation to
fill vacancies, it may cancel apogtion even if action has been initiated to fill the position through the
promotion procedure.

Section 3. Purpose of the M erit Promotion Program:

a The Merit Promotion Program is designed to:

(1) ensure asystematic means of selection for promotion according to merit;

(2) enaurefar and equitable evauation of the qualifications of candidates,

(3) ensurefar consderation of candidates without regard to politica, religious, or
labor organization affiliation or non-affiliation, marital status, race, color, sex, nationa origin,

non-disquaifying physical handicap, or age, or any other non-merit factor and shall be based solely
on job-related criteria.
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Section 4. Procedur es:

a Management may fill vacancies by many different methods. However, before taking any
action to fill avacant position, except the placement of an employee with statutory or regulatory rights,
individuals who are entitled to prior referral and consderation for placement must be referred. These
employees will be referred in the following order:

(1) NAWCTSD employees on retained grade/pay;

(2) employeeswho did not receive proper consideration for promotion dueto a
procedurd, regulatory, or program violation;

(3) Priority Placement Program registrantsin priorities 1 and 2; and
(4) employees on the DON Reemployment Priority List (RPL).

b. While employeesreferred under Section 4.a (1) and (2) above are entitled to bonafide
congderation, there is no entitlement to selection. If not selected as a prior consideration digible, the
applicant may apply under regular competitive procedures. If the selecting officia does not select one
of these employees under regular competitive procedures, he/she will, upon request by the
employee(s), provide information to the employee relaive to hisher non-selection.

c. Tobedigible for promotion, employees must meet dl legal and regulatory requirements,
and the minimum qualification standards as prescribed by the Office of Personnd Management (OPM)
and any sdlective placement factors (e.g., knowledge, sKills, abilities or other characterigtics) essentid
to successful performancein the job to befilled. Selective placement factors must be appropriate to the
position to be filled.

d. Except when employees are entitled to prior consideration, they must apply for vacancies
advertised via Merit Promotion announcements if they wish to be considered.

e. Employees who are absent for legitimate reason, e.g., planned leave, travel, or are absent
because of a compensable injury, may deliver appropriate application forms to the Human Resources
Office (HRO) aong with awritten request that they be considered for vacancies that may be
announced during their absence. They must specify the period of time they will be absent and the series
and grade(s) of the positions for which they wish to be considered. A separate application is required
for each series. Upon return, the employee will contact the HRO and ascertain if there were any
vacancies meeting their specifications. 1f there were no such vacancies advertised, the HRO will return
the application to the employee.

f. Each employeeisresponsible for ensuring the completeness and accuracy of the information

in hisher gpplication. Employees should ensure that they have clearly described al experience that
reflects their possession of the knowledge, skills and abilities specified in the vacancy announcemen.
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0. Applicationswill be duein the RSC by the close of business of the closing or cut-off date
gpecified in the announcement.

Section 5. Vacancy Announcements:

a Vacancies will be publicized viamerit promotion individua and open continuous
announcements (OCA’s), as appropriate, and will be posted on officid bulletin boards accessible by
employees. Management will make maximum use of OCA’sto the extent feasble. Each new
individua vacancy announcement will be evauated for conversion to an OCA; and Management will, if
requested by the Union, justify why an OCA was not used.

b. In the event of an unanticipated vacancy, selection certificates established under individua
announcements may be used for subsequent essentidly identica vacancies within Sx months of the
closing date of the original announcement. Accordingly, employees are encouraged to apply for dl
vacancies for which they quaify, if they are interested in the type work described in the vacancy
announcement. The minimum time between opening and closing dates of merit promotion
announcements will be ten (10) workdays, except that for positions a the GS-13 and above, the
minimum time will be fifteen (15) workdays. Merit promotion vacancy listings will be published on the
TSD Loca Area Network (LAN) aong with the respective position description (PD). Vacancy
announcement gpplication forms may be picked up from the HRO and are available on the Standard
Forms Bulletin Board. Individua and open continuous announcements will contain the following
information, as appropriate:

(1) jobtitle, seriesand grade(s) of the position,
(2) abrief description of duties,

(3) organizationa and geographica location of the position (if not an open
continuous annhouncement);

(4) the knowledge, skillsand abilities to be used in the evduation of applicants;

(5) dective placement factors, if any, (and if used, will be clearly rlevant to the
job and identified within the PD, and not used to unfairly restrict gpplicant pool);

(6) any specid working conditions (e.g. travel requirements, shift work, security
clearance requirements, financid disclosure requirements, etc.);

(7) if appropriate, information regarding the known promotion potentia of the
postion;

(8) areaof consideration;
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(9) opening and closing dates for receipt of gpplication;
(10) formsto file and how to apply;

(11) cut-off datesfor open continuous announcements; and
(12) Equa Employment Opportunity statement.

Section 6. Evaluating Candidates:

a Applicants who must be competitively evauated will be evauated by the RSC using subject
matter experts as appropriate.

b. Refard Certificates:

(1) All best quaified gpplicants will be referred for selection consideration. If there
are more than ten (10), al those above the natural breskpoint will be referred. Applicants
referred for congderation for GS-13 through GS-15 positions will be notified of their  referrd.

Applicants for promotion or placement shall be referred, in dphabetical order,ona  sdection
certificate unless the certificate includes other than the best quaified applicants. When the
certificate includes more than the best qualified applicants, they will beliged  aphabeticdly in
category groups. Selecting officids will review the qudifications of al gpplicantsreferred to them. In
the event no selection is made from the original competitive  selection certificate, the Employer may
elect to extend the area of consderation, re-  advertise with no extension of the area of
congderation, or cancel the announcement. When one of these dternativesis exercised, the
selecting official will provide the reasons for the return of the certificate to HRO. Upon request,
the reasonswill be provided inwritingtoan  employee and/or the Union.

(2) The best qudified candidates will be determined by considering qualifications
of the candidates as measured againgt the crediting plan. If the minimum area of
condderation produced only one (1) candidate who meetsthe best quaified/qudified criteria,
this candidate can be referred without extension of the area of consideration, provided he/sheis
acceptable to the selecting officid.

(3) The sdecting officia hasthe right to sdlect any candidate referred on aselection
cetificate. If interviews are conducted by the sdlecting official, and a candidate is not
available for interview within areasonable period of time, normally within ten (10) days,
the selection process need not be delayed pending their avallability for interview. If
necessary, interviews may be conducted by telephone. If unable to do ether, the candidate
will be considered based on review of the application. Interview questions will be the same
for each candidate interviewed, while follow-up questions may vary depending on the
answers given by the candidates and their background and experience.
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(4) Anevduation pand will be used for dl senior leve (e.g., GS-13 through

GS-15) postions. The pand will consist of three members gppointed by the

selecting officid to review applications and interview the candidates referred by the RSC.

Two individuas on the pand will be from the competency in which the vacancy exiss and one
will be from outside the competency. Rating panel members must be thoroughly knowledgeable
about the duties and responsibilities of the vacant position and must hold a position equivalent to
or higher than the pogition to befilled. The pand will interview and  evaluate dl candidates and
report the result to the selecting officid. Pand memberswill  document their evaluationsin such a
way as to show the relative merits of the candidates  evaluated. Each candidate hastheright to
review the written documentation generated for him/her by the pand after the completion of the
selection process.

c. After asdection has been made, officid job offers will be issued in writing by the RSC.

d. A record of each promotion will be maintained in sufficient detail to allow reconstruction of
the promotion action, including documentation on how candidates were rated and ranked.

e. The Unionwill be permitted to review promotion packages for al bargaining unit positions
when it has reason to believe a discrepancy exists or when requested to do so by an employee.

Section 7. Applicant | nfor mation:

a A notice of referra/non-referral will be sent to the applicantsimmediately after the selection
has been made.

b. Applicant inquiries regarding qualifications determinations, ratings, and related issues will be
made directly to the RSC in writing, at any time during the process, provided that particular phase of
the process has been completed. If available, applicantswill be provided the information requested.

c. Non-sdlection for promotion from among agroup of properly ranked and certified
candidatesis not an appropriate basisfor aforma complaint or grievance. If an employee bdievesthat
the promotion plan procedures were not properly applied he/she may discuss hisher complaint with the
Director, HRO or his’her Union representative. If after being given an explanation, the employee till
believes that the promotion plan procedures were not properly applied or that discrimination was
involved, the employee may grieve through the negotiated grievance procedure or under regulations
governing handling of Equal Employment Opportunity complaints, as appropriate.

Section 8. Temporary Promotions: Employees selected for temporary promotions must meet the
minimum OPM qudlification requirements, any selective placement factors, and dl legd and regulatory
requirements. If the temporary promotion exceeds 120 days, the competitive procedures contained in
this article will gpply; unless the employee is digible for noncompetitive sdection. When the decision is
made to promote temporarily, the supervisor will make an effort to process the necessary paperwork
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S0 that the effective date of the temporary promotion will coincide with the date the selected employee
begins performing the higher grade duties. Retroactive temporary promotions are not permitted.

Section 9. Trandfer or Position Changes. The competitive procedures of thisarticle will aso apply
to employees requesting transfer or position change (e.g., promotion, reassignment, or change to lower
grade) to abargaining unit podition if the transfer or position change is to a higher grade position or to
one with more promotion potentia than the employee's current position or one previoudy held on a
permanent basisin the competitive service.

Section 10. Accretion of Duties. The Employer will not assign duties to a position for the purpose of
claming that an accretion of duties has occurred in order to promote an employee. When aposition is
upgraded due to accretion of duties, competitive promotion procedures will not be required if the
following requirements are met:

a the mgor duties of the employee's old position are absorbed into the new position, and the
former position is canceled,

b. the new position has no known promotion potential; and
c. the additiond duties do not adversdly affect another encumbered position.

Section 11. Merit Promotion Grievance Procedur e

STEP 1. A written grievance based on referra/non-referral under merit promotion procedures
shall be submitted to the servicing personne specidist within 30 days of the date the RSC or the
Employer notified the aggrieved of the referrd/non-referral. The written decision of the personnel
specidist will be forwarded to the grievant within 15 days after receipt of the grievance.

STEP 2: If the grievant is dissatisfied with the personnd specidist’'s decison, he/she may,
within ten (10) days, present the grievance to the Director Human Resources Office (HRO). The
decison of the Director HRO will be forwarded to the grievant within 10 days after receipt of the
grievance. The decison of the Director HRO shdl be the final Employer decision.

ARTICLE 16
DETAILSAND WORK ASSIGNMENTS

Section 1. Definition: A detail isatemporary assgnment of an employee to a different position or set
of dutiesfor a specified period of time. Thereisno formd position change; officidly, the employee
continues to hold the position from which detailed and keeps the same status and pay.

Section 2. Purpose: Management may detail employees to meet mission requirements. For
qudification purposes, the experience of employees on detall is credited as an extension of the work
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the employee was doing immediately prior to detail, or on its own merits, whichever ismore
advantageous to the employee.

Section 3. Details of 30 Daysor Less: Detailsfor 30 days or lesswill not be documented in writing.
The supervisor will discuss with the selected employee the reasons for the detall, nature of duties and
respongbilities to be performed and the approximate length of the detail. Employees detailed for
periods of 30 days or less may submit an SF-172 to the HRO for incluson in higher Officid Personnd
Folder.

Section 4. Details Over 30 Days. Details exceeding 30 days and extensions thereafter will be
documented by SF-52/50 and made a matter of record in the employee's Officiad Personnd Folder.
Competitive procedures as outlined in Article 15 will apply when adetail to an officialy established
position of a higher grade or one with known promotion potentia will exceed 120 days.

Section 5. Detailsto Higher Grade Poditions: In Situations which require the temporary services of
an employee in ahigher grade position for more than four (4) pay periods, the employee will be
temporarily promoted to the position if the employee meets the Office of Personnel Management
qudification and digibility requirements for promation.

ARTICLE 17
EMPLOYEE RECOGNITON AWARDS

Section 1. Purpose: Recognition of employees through monetary and non-monetary awards
reflects the parties’ efforts to promote continuous improvement in performance. The employee
recognition program, as described in this Article, has the following characteristics:

a. It isan incentive program where an employee’ s recognition is based on achievement and
contributions to the activity. Achievements are linked to the Employer’s mission of providing
high quality products and services to our customers. Recognition of efforts to improve service to
our customersis intended to motivate employees to strive for excellence.

b. The program recognizes the accomplishments of employees both as individuals and as
members of groups or teams. Because of the inter-relationship of work performed by employees,
enhanced performance is sought through teamwork, not through competition among individuals.

c. Theintent of this program is that awards are given in afair and equitable manner and
are linked to employee contributions that enhance the Employer’s mission.

d. The award’ s program provides for various forms of recognition, enabling the award
recipient to be recognized in a meaningful manner.
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e. The program provides the flexibility necessary to adapt to a changing work environment
and unanticipated circumstances.

Section 2. Policy:

a. Thereisno limit on the number of awards that an individual employee may receive or
the frequency with which he/she may receive awards unless otherwise stated in this Article.

b. When employees are considered for awards, the relative significance and impact of
their contributions will be considered in determining which type of awards would constitute
appropriate recognition and, for monetary awards, in determining the amount of money to be
granted. Funding availability must also be considered in the granting of monetary awards.

c. Awardswill be processed on an ongoing basis.

d. The Employer will provide an award recipient with written documentation that clearly
articulates the specific reason(s) why the employee recelved the award. Employees are
encouraged to relate this information to specific evaluation criteria when completing applications
for merit promotion.

Section 3. Award Panels. An Oversight Awards Panel, consisting of an equal nhumber of
management and bargaining unit employees, will be established. Management will designate the
management panel member(s) and the Union will designate the bargaining unit panel member(s).
Recommendations will be made by consensus. The oversight panel will be formed at the
beginning of the assessment period, will meet at least monthly, and serve for one (1) year. The
oversight panel will maintain the strictest confidentiality and avoid even the appearance of conflict
of interest and perform the following functions in afair and equitable manner:

a. Review and recommend criteriato be used for monetary awards based on mission-
related goals and accomplishments, and service to our customers.

b. Monitor and provide feedback on the application of criteria, recipients, and amounts
awarded for Specia Achievement Awards, On-the-Spot Awards, and Time-Off Awards.

c. Review and recommend criteriato be used for Time-Off Awards.
Section 4. Types of Recognition Awards: Awards will be given for significant accom-

plishments related to products or servicesto NAWCTSD customers or for promoting the mission
of the Employer.

a. Specid Act Award (SAA). The SAA isaspecial act or service award, which
recognizes individuals or groups for major accomplishments, or mgjor contributions, which have
provided products or services to customers, or which have promoted the mission of the
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Employer. Award amounts should be linked to the significance and impact of the accomplishment
or contribution on the service to the customer, or mission of the Employer.

(1) The amount of an SSA will be based on the tangible/intangible scale, as
appropriate. Normally, the minimum amount to be awarded for a SAA is $200 and the
maximum $2000 to any one individua at any onetime.

(2) An SAA award may be made to an individua or to ateam.

(3) A team may consist of individuals from a single competency or multiple
competencies.

(4) The team may be empowered to determine the distribution of the award
money among the members of the team.

b. On-the-Spot (OTS) Award. An OTS award recognizes a one time, short-term effort
that resultsin service of exceptionaly high quality or quantity. The award is a cash payment to an
individual employee, which recognizes noteworthy contributions, or accomplishments to the
Employer’s mission and/or our customers, which are connected with or related to the recipient’s
officia duties. The distinction between an SAA and OTS award rests in the relative significance
of the contribution or accomplishment. The minimum amount of an OTS award is $50 and the
maximum amount is $750.

c. Beneficia Suggestion Award. The Employer will encourage employeesto file
suggestions under the Beneficia Suggestion Program. Suggestions will be considered in afair
and equitable manner. Suggestion awards will be appropriate for tangible suggestions, intangible
suggestions, and problem identification as defined in the Beneficia Suggestion Program.

(1) In the event of a decision regarding adoption or non-adoption of a suggestion
not being made within 120 days of submission, the employee, upon request, will be given
awritten or oral status report.

(2) Non-adoption of employee suggestions are to be written and contain specific
reasons for non-adoption.

(3) If the idea set forth in arejected suggestion is later adopted, the appropriate
suggestion coordinator will, if the matter is brought to his/her attention within the two (2)
year period after the date of the rejection notice, reopen the case for award consideration.

(4) An employee who informally submits a suggestion (e.g., orally gives higher
ideato a staff or management person) that is adopted, must submit it in writing within
one (1) year of the date the suggestion is placed in effect. Otherwise, the employee
making the suggestion will not be considered for a cash award.
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e. Time-Off Awards. A Time-off Award is an incentive award granted to an individua
that allows an excused absence without charge to leave or loss of pay. Thisawardisin
recognition of contributions to the quality, efficiency or economy of operations.

(1) Employees with arating of record of “Acceptable” are normally eligible to
receive a Time-off Award.

(2) The amount of time-off awarded for a single contribution should be
commensurate with the contribution.

(3) Time-off may be awarded in increments of 1 hour, up to 40 hours for asingle
contribution (or in the case of a part-time employee or an employee with an uncommon
tour of duty, one-half the average number of hours of work in the employee’s biweekly
scheduled tour of duty).

(4) An employee may be granted up to 80 hours of time-off during aleave year (in
the case of a part-time employee or an employee with an uncommon tour of duty, the
average number of hours of work in the employee’s biweekly scheduled tour of duty).

(5) Competency Heads or their designees may grant Time-off Awards of nine (9)
hours or less and recommend to the Executive Director and the Commanding Officer
awards of more than nine (9) hours.

(6) The time off must be scheduled and approved in accordance with this
Agreement, and taken within one (1) year after the date the award is approved. Time-off Awards
can not be converted to a cash payment.

Section 5. Award Nomination Procedures:

a. Employees and management officials are encouraged to identify and submit
nominations of individual employees who they believe should be recognized for high quality
accomplishments or contributions.

(1) Nominations of individual employees should be submitted, in writing, to the
appropriate manager.

(2) The nominations should include a description of the accomplishments or
contributions of the nomineg(s) and an explanation of their significance, as well asthe
name and telephone number of the employee submitting the nomination.

(3) Nominations should include suggestions for the type of award or the amount
of money to be granted.
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(4) Information provided in the nominations will be considered in determining the
appropriate recognition.

Section 6. Awards I nfor mation: Management will provide the Union statistical data and budget
information on the awards program annudly. The data will show distribution of cash awards,
honorary awards, time off awards, and Quality Step Increases by grade level and organizational
unit.

ARTICLE 18
EMPLOYEE PRIVACY RIGHTS

Section 1. Policy: Employees will be afforded proper regard for and protection of their privacy
and congtitutional rights. Employees also have an interest in being free from intrusion into their
private affairs.

a Care shal be taken to maintain employee confidentiality in appropriate areas.
Documentation concerning details of an investigation or search shall be maintained in separate
secure files with limited access to only those individuals having a legitimate need to know.
Inappropriate disclosure of such information will subject employee to potential disciplinary action.

b. Employees having officia access to information regarding an employee’s private life,
such asillness, financia situation, or sexual orientation, will maintain the strictest level of
confidentiality.

Section 2. Procedures. The Privacy Act is a statute designed to provide certain safeguards for an
individua against an invasion of persona privacy. To protect that privacy, it is necessary to regulae
the callection, maintenance, use and dissemination of persona information in the records system.
Management will not maintain any system of personnel records other than those authorized by law,
rule or regulation. Any questions regarding the Privacy Act and/or regulations should be directed to
the appropriate personnd in the HRO.

a Accessto an employee s officid personnd files held by the Employer will be determined
after an appropriate written request has been made in accordance with law, rule or regulation. The
Employer normally will let an employee inspect his’her personal records, and obtain copies of his/her
records unless otherwise prohibited by law or regulation of higher authority.
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b. When collecting employee information that is subject to the Privacy Act, the following will be
provided:

(1) inform each individua whom it asks to supply information by what authority it
IS requesting the information, and whether disclosure of the information is mandatory or
voluntary;

(2) the principa purpose for which the information isintended;

(3) the routine uses which may be made of the information; and

(4) theaffectson him/her, if any, for not providing dl or any part of the requested
information.

C. Supervisors private notes normaly are not subject to the Privacy Act but can become
subject to the Privacy Act if they are used to make decisions that concern a person's employment
status.

d. Management will ensure compliance with the Privacy Act to protect the privacy of
individuas from unwarranted invasions.

e. A Union representative and a management representative will monitor privacy issues,
review existing and new ingtructions and make recommendations to the Commanding Officer or hisher
designated representative.

f. Condderation will be given to an employee’ swritten request for amendment to his’her
personnel records and a decison will be provided once it is determined the amendment of the record is
appropriate and isin accordance with law, rule or regulations.

0. An appropriate record of disclosures will be maintained in accordance with law, rule or
regulation when records about an employee are disclosed.

h. Records describing how an individua exercises hisher rights guaranteed by the First
Amendment (religion, speech, and press, assembly and redress of grievances), will not be maintained
unlessthey are;

(2) expresdy authorized by statute;
(2) authorized by the individua about whom the record is maintained;

(3) within the scope of an authorized law enforcement activity; or
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(4) for the maintenance of certain items of information relating to religious
affiliation for members of the Nava service who are chaplains. This should not be
construed, however, as restricting or excluding solicitation of information which the
individua iswilling to have in his’er record concerning religious preference, particularly
that required in emergency Stuations.

ARTICLE 19
DRUG FREE WORKPLACE

Section 1. Policy: In order to maintain a Drug Free Workplace Program (DFWP), the following
provisons will be implemented by the Employer:

a All new employeeswill be provided information regarding the DFWP upon their entry on
duty.

b. Random drug testing will be conducted for employeesin Testing Designated Positions
(TDP). All employees are subject to drug testing based on reasonable suspicion.

c¢. Employees assigned to a TDP will be provided awritten notice that they are subject to
random testing.

d. A computer will be programmed for random selection of employeesin TDPs.

e. The Employer shdl provide employees selected for random testing a checklist which
indicates that the employee is under no suspicion of taking drugs and that the employe€g's name was
selected randomly.

f. Under no circumstances, shdl the urindysis test be ordered by the Employer as a punitive
measure.

0. Employees shdl not be required to disclose the legitimate use of a specific drug at the outset
of the testing. Employeeswill have an opportunity to provide medical documentation in the event of a
positive test resullt.

h. An employee is entitled to request representation prior to holding discussions with the
Medical Review Officer (MRO) in regard to a pogitive test result.

i. An employee with a poditive test result, as determined by the MRO, is entitled to request
representation prior to any examination by the Employer, if the employee reasonably believes the
results of the examination may result in disciplinary action. If the employee requests representation, the
supervisor, management official or agent will postpone the meeting for areasonable period of time
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until a Union representative can be present. The Union representative will have the right to participate
at these mestings.

J- A liquid crystal thermometer will be utilized to measure the temperature of urine samples.

k. Upon written request, an employee ordered to adrug test based on reasonable suspicion
may regquest the evidence on which the decision to order the drug test was based, if the information is
otherwise releasable under law, rule or regulation. Releasable documentation will be provided to the
employee or the employee's representative.

|. The employee's request for Safe Harbor will be sent viathe Activity Drug Program
Coordinator (DPC) to the Commanding Officer. The Activity DPC will provide arecommendation to
the gpproving officid.

m. The acknowledgment of the employee's request for Safe Harbor will normally be acted
upon within five (5) workdays of receipt of the request by the approving official.
ARTICLE 20
HOURS OF WORK

Section 1. Tour of Duty: A tour of duty means the hours of aday and the days of an adminigtrative
workweek that congtitute an employee' s regularly scheduled administrative workweek.

Section 2. CoreHours: Core hours are the hours designated during which all employees not on
approved leave must be present for work. Under this Agreement, core hours are from 0930 to 1130
and 1330 to 1530. Meetings should normally be scheduled during core hours.

Section 3. Work Schedules: Some positions or work groups, because of the nature of the work
performed, may not be suitable for dternative work schedules. All fixed schedules must be adhered to
and exceptions are subject to the gpprova of the supervisor. Once work schedules are established,
changeswill befor at least one pay period long. Employees may select their work

schedule from the following options:

a Basc Workweek - Regular Hours: Thisisafixed schedule of 0730 to 1600, Monday
through Friday with ameal break between 1130 and 1200.

b. 5/4/9 Work Schedule: The 5/4/9 schedule is awork schedule that includes eight (8) nine (9)
hour workdays, one (1) eight (8) hour workday, and one regular day off (RDO) within the biweekly
pay period. Employees may sdlect either the first or second Friday of the pay period astheir RDO.
Employees may be required to take the ternate RDO, for specific pay periods, based on work
requirements. If work requirements necessitate that an employee report to work on both Fridays
within the pay period, another day during that pay period may be requested by the employee, subject to
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approva by the supervisor. On rare occasions employees will be able, subject to supervisory approva,
to switch their RDO from one Friday to the other for personal reasons aslong as there is no work

impact.

c. Gliding Schedule: A flexible schedule in which an employee may, with supervisory
goprova, select flexible arrival and departure times daily while working eight (8) hour days and forty
(40) hour weeks.

Section 4. Credit Hours. Credit hours are those hours in excess of the employee’ sdaily tour of duty
which are requested by the employee and approved by hisor her supervisor. Normally, credit hours
are intended for those situations created by workload requirements. It is not intended that credit hours
be earned and/or used on aregular and recurring basis. An employeeisentitled to hisor her rate of
basic pay for credit hours, and credit hours may not be used by an employee to create or increase
entitlement to overtime pay.

a Employeeson a5/4/9 work schedule are not eligible to earn credit hours.

b. Normally, the employee will request to work credit hours during the workday preceding the
day the employee wishesto work. This does not preclude the working of same day credit hours upon
mutual agreement of the supervisor and the employee. Normaly, the request will be approved or
denied by the supervisor as soon as possible on the same day.

c. Employeeswill be authorized to earn credit hoursin sx (6) minute increments, up to two
(2) credit hours per workday .

d. A maximum of ten (10) credit hours may be carried over from pay period to pay period.
Any credit hours, in excess of ten (10) hours, will be forfeited.

e. Employees may use up to ten (10) credit hours, in one (1) pay period, with prior
supervisory gpprova.

f. Credit hours may not be converted to cash.

Section 5. Lunch Periods: Work schedules should provide for alunch period of at least thirty (30)
minutes duration. The lunch period should be scheduled as close to the midpoint in the tour of duty as
possible and within established time bands of 1130 to 1330. An employee normdly will have the
option of not taking alunch period if the employee has leave approved for that afternoon provided the
employee has not worked more than six (6) consecutive hours. Lunch periods that are non-
compensated shdl be the employee's own time to utilize as the employee deems necessary.

Section 6. Call Back: Whereit is necessary for employees to return to work outside of their
scheduled work hours, to perform unscheduled overtime work of less than two (2) hours duration,
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they shdl be paid a minimum of two (2) hours at the appropriate overtime rates. Employees may be
granted compensatory time off in lieu of overtime payment. The commuting distance of called back
personnel should be consdered. Overtime status will begin when an employee arives a the duty
location. Scheduled or unscheduled overtime, continuous with an employee's regularly scheduled tour
of duty, is not considered cal back overtime. Overtime sdection procedures in this Agreement do not
apply to cdl back overtime. In making adecison to call back an employee the Employer shdl consider
if:

a They arein aleave Satus.

b. They are unable to work for reasons of health, as determined by medical or other competent
authority.

Section 7. Religious Accommodation: Title VII of the 1964 Civil Rights Act requires that the
Employer accommodate religious practices of al employees when it does not impose an undue
hardship on the Employer. Meetings and conferences shall be scheduled when practicable so asnot to
conflict with mgjor religious holidays; provided that employees provide the necessary information,
(holiday and date) for such holiday to the Employer at least 60 days in advance of the holiday.

Section 8. Cancelation of Flexible Work Schedules: The provisions of the flexible work schedule
programs shal not be dtered or canceled without following the procedures outlined in Article 6 of this
Agreement, including anotice that contains the specific changes proposed and the reason(s).

ARTICLE 21
EXCUSED ABSENCES

Section 1. Voting: Adminigratively excused absences will be given digible employees for the purpose
of voting in nationd, state, and local municipal elections or referenda. In this connection, each request
for excused absence for voting shdl be carefully reviewed and, given the employee's work schedule,
aufficient excused absence shdl be granted that will allow atotd of three hoursto vote.

The following restrictions apply:

a Employees having voting residence within commuting distance of their work who have a
least three (3) hours to vote before or after their regular hours of work shall not be excused for voting.

b. For the purpose of this section, commuting distance is defined as any locality from which
employeestrave to and from work on adaily bass.

Section 2. Regigtration: For employeeswho vote in jurisdictions that require registration in person
and no other time is available outside the employee's work schedule, excused timeto register will be
granted on the same basis asfor voting.
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Section 3. Severe Weather Conditions: Notification of closure due to severe weather will be
accomplished by the public address system if during working hours and by recorded tel ephone message
if during non-working hours. 1n the event that administratively excused absence is granted due to
interruption of normal operations by extreme westher conditions or other natural phenomena, at the
discretion of the Employer, those employees considered essentid will remain on duty.

a Those employees who are directed to remain on duty will receive pay a the regular rate for
the remainder of the workday. Employeeswho are not covered by Fair Labor Standards Act and
exceed their normal scheduled work hours will receive overtime or compensatory time as the Employer
chooses. Article 27 of this Agreement shdl be applicable.

b. When administrative excuses are granted during working hours, determination asto
whether an employee should or should not be charged |eave for an absence depends upon his duty or
leave gatus at the time of dismissal asfollows:

(1) If the employee was on duty and was excused, there is no charge to leave for the
remaining hours of the work shift following the time of dismissal.

(2) If the employee was on duty and departed on approved |eave after officia word
was received but before the time set for dismissd, leave is charged only from the time the
employee departed until the time set for dismissal.

(3) If the employee was scheduled to report for duty after aninitia period of leave
and dismissd is given before the employee can report, leave is charged until the time set for
dismisa.

(4) 1If the employee was absent on approved leave for the entire work shift, the
absence is charged to appropriate leave.

¢. When the Employer announces prior to the start of the workday that the facility is closed
due to an emergency, al employees, including those on leave, who are not required to report to work
for assgned emergency respongbilities, will be placed on adminigtrative leave for the entire work shift.

Section 4. Excused/Unexcused Absences:

a Excused Absences. Theimmediate supervisor has the authority to excuse employees for up
to fifty-nine (59) minutes if the employee is unavoidably or necessarily absent or tardy for adequate
reason. The excused absence is not an employee entitlement, but a privilege that may be extended to
employees by the immediate supervisor .

b. Unexcused Absences. Absences or tardiness from duty that are not excused by the
immediate supervisor may be:
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(1) charged to appropriate leave, or

(2) made up on the same day of the absence or tardiness through an extension of the
employee'swork day aslong as the entire time to be worked that day does not exceed the
Employer'swork day boundaries. If the work day boundaries are exceeded, the employee
will take leave to make up the difference.

When an employee is charged with leave for an unauthorized absence or tardiness, the Employer shall
not require the employee to perform work for any part of the leave period.

ARTICLE 22
TYPES OF ABSENCES

Section 1. Annual L eave: Employees shall accrue annud |eave in accordance with applicable laws
and regulations. A reasonable effort, consstent with workload requirements, will be made to satisfy
the desires of employees with respect to the scheduling and approva of annud leave.

a Annud leave will be requested asfar in advance as possible and subject to gpprova based
onwork consderations. The fact that an employee has not previoudy scheduled annua leave acertain
number of days in advance will not be the reason for denying annua leave. If aconflict occurs, the
employees affected should attempt to resolve the conflict. If thisattempt is unsuccessful, priority will
be based on Service Computation Date. This seniority right will not be exercised in two consecutive
years.

b. Employees are respongible for contacting their immediate supervisor, by telephone, when
unforeseen annud leaveisrequired prior to reporting for duty. Such requests for annual leave shall be
made as soon as possible, but normaly not later than two (2) hours after the start of the employee's
norma reporting time. If the immediate supervisor is not available, amessage will be left on the
supervisor' s voice mail explaining the reason for the absence and the anticipated return to duty. If
practicable, atelephone number where the employee can be reached will dso be provided. The
employee will normaly cal the supervisor during norma duty hours.

¢. When the Employer findsit necessary to cancd previously approved leave for work related
reasons, the reason(s) will be explained to the affected employee in writing. An effort will be made to
assure employees do not |ose deposits, non-refundabl e tickets, etc. Employees will be given two
weeks advance notice of cancelation of leave unless, due to unforeseen and uncontrollable circum-
stances, alesser period of advance notice is necessary.

d. The Employer agrees, to the maximum extent possible, that a request for annua leave will
be granted so that employees will not lose annud leave whenin ause or lose status. Previoudy
scheduled use or lose annud leave which is canceled by Management due to an exigency of the public
business shdl be restored to the employee. The annua leave must have been scheduled in writing
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before the tart of the third biweekly pay period prior to the end of the leave year. Forfeited leave
cannot be restored until the beginning of the next leave year. The restored leave must be scheduled and
used not later than the end of the leave year ending two (2) years after the leave was forfeited.

e. When sickness occurs within aperiod of annud leave, the Employer will grant sick leave for
the period of sicknessin accordance with Section 2 of this Article.

f. The Employer will not direct an employee to utilize annua leave except under those
conditions authorized by OPM directives.

Section 2. Sick L eave and Advanced Sick L eave: Employees shdl accrue sck leave in accordance
with gpplicable laws and regulations.

a Sick leave, if available, shall be granted to employees when they are incapacitated to
perform their duties dueto iliness, injury, medical examinations, or in other circumstances as set forth
in 5 Code of Federd Regulation (CFR) 630. Employeeswill request Sick leave for purposes of
receiving medicdl, dental or optical examination or treatment as far in advance as possible.

b. Employees are respongible for contacting their immediate supervisor when sick leaveis
required. When the employee is prevented from reporting to work, such requests for sick leave shdl
be made as soon as possible, but normally not later than two (2) hours after the start of the employee's
norma reporting time. If the immediate supervisor is not available, amessage will be left on the
supervisor’ svoice mail explaining the reason for the absence and the anticipated return to duty. The
employee will normaly cal the supervisor during normal duty hours.

c. The Family Friendly Leave Act, Public Law 103-388, permits employees to use available
sck leaveto carefor afamily member asaresult of physical or mentd illness; injury; pregnancy;
childbirth; or medical, denta, or optica examination or treatment; or for purposes relating to the degth
of afamily member, including making arrangements for or attending the funera of such family member.
Up to forty (40) hours of sick leave, per leave year, may be authorized for the purposes described
above. In addition, afull time employee who maintains aminimum sick leave baance of eighty (80)
hours after deducting the amount to be used, may use up to 104 hours of sick leave per leave year for
these purposes.

d. The Employer may grant sick leave only when supported by evidence administratively
acceptable. Regardless of the duration of the absence, the Employer may consider an employee's
certification asto the reason for his or her absence as evidence adminigtratively acceptable. However,
for an absence in excess of three (3) workdays, or for alesser period when determined necessary by the
Employer, the Employer may aso require amedical certificate or other administratively acceptable
evidence as to the reason for an absence. An employee with a chronic medica condition that does not
require medica trestment but does result in periodic absences from work in excess of three (3)
consecutive days will not be required to furnish a physician’s certificate on a continuing basisif the
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employeeis not on leave restriction, and provides, if requested, an updated valid medica certificate
every sx (6) months which clearly states the continuing need for periodic absences.

e. When the Employer has reason to believe an employee has abused sick leave, the employee
may beissued a Letter of Requirement. Normally, the Employer will not require medica certification
when the Employer is satisfied that an employee under a Letter of Requirement is departing work in an
ill condition and returns to work the following workday. However, repetition of this behavior by the
employee may result in the requirement to submit administratively acceptable certification for any
absence duetoillness. The Employer will review, at least every six (6) months, the need for the Letter
of Requirement and advise the employee in writing when the requirements have improved to alevel of
satisfaction warranting the Letter of Requirement to be terminated. An employee may grieve a Letter
of Requirement.

Section 3. Minimum L eave Char ges. Employeeswill charge approved leavein six (6) minute (/10
hour) increments.

Section 4. Leave Without Pay (LWOP): LWOP, atemporary non-pay status and absence from duty,
may be granted upon the employee's request.

a Upon written request and with the appropriate required documentation, LWOP shdl be
granted to disabled veterans needing medical trestment as required by Executive Order and to Reserv-
issand National Guard personnel for military training duties under Section 9(g) of the Military
Sdlective Service Act.

b. In accordance with applicable regulations and upon written request, employees shal be
entitled to atotd of twelve (12) administrative workweeks of LWOP during any twelve (12) month
period for one or more of the following reasons:

(1) thebirth of achild of the employee and the care of that child;
(2) the adoption of achild;

(3) thecare of agpouse, son, daughter, or parent of the employee, if such spouse,
son, daughter, or parent has a serious hedlth condition; or

(4) aserious hedth condition of the employee that makes the employee unable to
perform the essential functions of his or her position.

c. LWOP may aso be granted in accordance with gpplicable regulations on an extended basis

for such reasons as: educationa purposes, while awaiting action on a retirement or Office of Workers
Compensation Program (OWCP) claim; or while serving as an officer or representative of AFGE.
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Section 5. Rdigious Observance: A Federd employee may eect to work compensatory overtime,
for the purpose of being absent without charge to leave, when persond religious beliefs require that the
employee abstain from work during certain periods of the workday or workweek. Any employee, who
elects to work compensatory overtime for ardigious purpose, shdl be granted (in lieu of overtime pay)
an equa amount of compensatory time off from his or her normally scheduled tour of duty. Under
appropriate regulations, an employee's el ection to work compensatory overtime, or to take
compensatory time off to meet hishher religious obligations, may be disapproved if such modifications
inwork schedules interfere with the efficient accomplishment of the misson. The premium pay
provisons of TitleV and the Fair Labor Standards Act do not apply to compensatory overtime work
performed by an employee for this period.

Section 6. Blood Donations. The Union and the Employer recognize the benefits of the blood donor
program and agree to encourage employees to participate. Those employees who donate blood will
normally be authorized up to four (4) hours of excused absence as needed for recuperation. If an
employee has been disciplined for abuse of leave in connection with blood donations, certification from
the blood bank to verify the employee actually donated blood may be required.

Section 7. Military Leave: Title 38 United States Code (USC) provides that, upon request, an
employeewho isareservist or member of the National Guard shdl be granted annud leave, or leave
without pay, if he or sheis not entitled to or has exhausted their military leave as defined in 5 USC
Section 6323.

Section 8. Other Leave: Other leave will be granted to an employee in accordance with applicable
laws and regulations as primarily stated in 5 CFR Part 630.

Section 9. Leave Application: Normally, the Employer will process leave requests within five (5)
daysof whenthe request was made.

ARTICLE 23
TEMPORARY DUTY POLICY

Section 1. Purpose: Since temporary duty (TDY) is of benefit to the Employer, every effort will be
made within reason to makethe TDY as non-disruptive as possible for the employee. Selection of
TDY employeeswill be based on mission requirements. Employeestraveling on officia government
business are encouraged to exercise the same care in incurring expenses that a prudent person would
exerciseif traveling on personal business.

Section 2. Definitions. The following definitions gpply to this Article:

a Temporary Duty (TDY) - Any duty performed away from the employe€'s permanent duty
gation for atemporary period of time and upon completion of his’her assgnment returnsto the
permanent duty station.
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b. Per Diem Allowance - A daily payment instead of actud expensesfor lodging, meds and
related incidenta expenses asfollows:

(1) Lodging: Expensesfor overnight deeping facilities.
(2) Meds: Expensesfor breskfast, lunch and dinner.

(3) Incidentd Expenses. Expenses such as fees and tips to waiters and waitresses,
porters, baggage carriers, bellhops, laundry, cleaning and pressing of clothing.

¢. Miscdlaneous Expenses. Expenses such as fees for passports and visas, cost of birth
certificates, charges for inoculations, commissions for conversion of currency in foreign countries,
costs of traveler's checks, money orders or certified checks, taxi fares or privately owned vehicle
(POV) expenses, parking fees, and excess baggage fees.

Section 3. TDY Accommodations and Travd:

a Management agreesto inform the employees of pertinent TDY policies and changesto
those policies. Normaly, policy changeswill not be applied to employees prior to notification.

b. Employeeswill not be directed to perform officid travel at their own expense or at rates of
alowances and amounts of reimbursement incong stent with regulation.

c. Normdly, employees on officia travel will not be required to share aroom or bath.

d. Employees may request non-smoking rooms and non-smoking automobiles. Thisincludes
government quarters and government automobiles. If not available, the employee will be dlowed to
change lodging and car renta agency to secure a non-smoking room or non-smoking automobile
provided the cost does not exceed per diem rates for lodging and the CTO booked rate for
automobiles.

e. Employees may choose any hotel accommodations when commercid quarters are
authorized. Reimbursement will be limited to the lesser of the actua cost or the maximum lodging rate
for the location listed in the JTR.

f. The employee normdly will be provided an airline ticket for air transportation, unless
electronic ticketing is the only method used by that airline. Employees may request electronic
(paperless) ticketing if available.

g. Mog arrlines offer advanced seat assgnments except for asmall percentage of seatsthat are

assigned at the airport and for the tickets issued for the common practice of overbooking flights. In
order to insure completion of mission essentiad travel, on those airlines offering advanced seet
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assgnments, if aconfirmed seat assgnment is not available, employees may request though the CTO
reservations on flights that do provide confirmed seat assgnments.

h. Employee' s persona hardships will be considered when Management assignstravel.

I. When the contract carriers flight schedule is inconsistent with the policy of scheduling travel
during norma working hours (see section 5.a. below), employees may request through the CTO trave
on non-contract carriers during normal working hours. Travel authorization will include a statement of
justification if the cost of the non-contract carrier exceeds the contract carrier cost.

J. Travel will be kept to aminimum and is to be used for essentid officia busnesswhich
cannot be accomplished by mail, telephone, teleconferencing or other means. Every reasonable
measure will be taken to reduce to a minimum the number of trips and the number of personnel
performing travel. Normally, only the project team members will participate in officid project travel.

Section 4. Advance Notice of Trips: The employee and Management will make every effort to
anticipate travel in advance. Normadly, travel authorizations will be submitted at least ten (10) daysin
advance of anticipated travel. On trips with less than ten (10) days advance notice, it will normaly be
possible to "walk through" orders.

Section 5. Hours of Travd:

a To the maximum extent possible, travel will be scheduled so the employee travels during
hisher regular hours of duty and not on his’her own time. It is recognized that in some cases no
amount of planning or scheduling will prevent employees from being required to travel outsde their
regularly scheduled workweek. If an employeeisrequired to travel outsde norma working hours, the
reasons for travel at that time must be documented in writing by the authorizing officid and a copy
provided to the employee.

b. Employeeswho are required to travel are entitled to receive compensation as follows:

(1) Non-exempt employees covered by the Fair Labor Standards Act (FLSA) are
entitled to compensation for time spent in travel status outside norma working hours when:

(& The employeeisrequired to drive avehicle or perform other work while
traveling.

(b) The employeeisrequired to travel as apassenger on a one-day
assgnment away from the officid duty station.

(c) The employeeisrequired to travel as a passenger on an overnight

assgnment away from the officid duty station during hours on non-workdays that
correspond to the employee’ s regular working hours.
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(2) Exempt employees covered by Title V are entitled to compensation for time
gpent in travel status outside norma working hours when the travel:

(8 involves the performance of actud work while traveling; or

(b) isincident to travel that involves the performance of work while
traveling;

(c) iscarried out under such arduous and unusua conditions that the travel
isinsgparable from work; or

(d) results from an event which could not be scheduled or controlled
adminigratively.

(3) The*exempt” or “non-exempt” designation appears on each employee's
position description cover sheet and on the Natification of Personnel Action form, SF-50.

(4) Normally, an employee should not be ordered to travel on aholiday. If anon-
exempt employeeisrequired to travel on aholiday, compensation for holiday premium pay
isauthorized. If an exempt employeeisrequired to travel on aholiday, the employee will
be compensated if the travel involves the conditions cited above.

(5) Payment of overtime or the granting of comp-time will be in accordance with
Article 27.

¢. Normdly, an employee will be authorized excused leave for rest purposes when the
employee' stravel day exceeds a gpecified number of hours. Excused leave, like other forms of leave,
requires supervisor approva. If an employee getsto their TDY point, or resdence, after atwelve (12)
hour day, that employee will normaly be authorized four (4) hours of excused |leave the following day.
If through no fault of the employee, the returning travel day exceeds 16 hours, the employee will
normally be authorized to take the following day off. Employeeswill not receive officia time off if the
following day isaweekend, holiday or non-work day. An employee cannot purposdaly take action to
extend their travel day for the sole benefit of using excused leave the following day. Examples of a12
or 16 hour work/travel day are the following:

(2) If thetravd itinerary or achangein the trave itinerary is approved by
Management, and resultsin a 12 or 16 hour work/travel day, then the excused leave will be
approved unless awork-related issue exists.

(2) If an employeeisddayed in returning home, due to factors beyond hisher control

such as delayed flights, which resultsin a12 or 16 hour work/travel day, he/shewill  notify their
supervisor the following morning. If theimmediate supervisor is not available, avoice mall
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message should be left requesting leave, and identifying the time the employee will returnto
work, and if possble, a number where they can be reached.

(3) Anemployeewill normdly be alowed to return home early after completion of
assigned work even if thisresultsina 12 or 16 hour work/travel day described above. The
employee will contact their supervisor regarding the changein plans. If theimmediate
supervisor is not available, avoice mall message should be left requesting leave and the
time the employee will return to work. However, the employee must endeavor to return
home in the most expeditious manner.

(4) Anemployeewill normaly be allowed to depart fromthe TDY station the
morning after completinga TDY assgnment to prevent travel during off-duty hours when
the employee isn't required to be at the permanent duty station the first thing in the
morning.

d. Anemployeewill normally not be required to board acommercid carrier between the hours
of 10:00 p.m. and 7:00 am., except in those rare occasions where these departure and arrival schedules
arethe only available flights which will meet mission requirements or because of unavoidable situations,
such asflight delays, etc. Where scheduling continuous travel between the PDS and TDY station
would necessitate travel during normal hours of rest on modes of transportation which do not provide
adequate deeping accommodations (regardless of the time of embarking/debarking), arest stop en
route may be authorized, if warranted. Ticketsfor flights operating between 10:00 p.m. and 7:00 am.
will not be issued unless the defined mission requirement necessitating this schedule is provided on the
travel orders.

Section 6. Local TDY:

a Locd TDY istravel to amilitary ingtdlation, training facility, contractor's facility,
NAWCTSD field activity or other authorized destination which:

(1) can be accomplished in ten (10) hours or less during the same cdendar day;
(2) involves no lodging portion of the per diem; and

(3) the mode of trangportation is by government vehicle, POV, or commercid
trangportation (e.g., public buslines or taxis) not requiring the presentation of travel orders.

b. Travel not meeting al of the above criteriawill be consdered asregular travel. Distance
from home or the permanent duty station to the TDY station is not one of the criteria

c. The employeewill be reimbursed for automobile and miscellaneous expenses incurred while
on officia locd travel, regardless of the distance or duration of thetrip. Travelerswill normdly usea
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government vehicle when available. POV mileage will include getting to and from the TDY location as
well aslocal mileage a the TDY location less norma commuting distance.

Section 7. Advances: Normdly, employees going on officia travel shall be entitled to an advance of
100 percent of meds and 75 percent of miscellaneous expenses. When an employee judtifies on higher
travel orders or justification a higher miscellaneous expense, this higher amount will be advanced. The
Department of Defense, through GSA, has a contractual arrangement for the use of a Travel Card for
cash withdrawasat ATM locations worldwide as authorized on their travel orders. Travel advances
(checks) will be authorized for:

a Infrequent travelers;
b. Trave to aresswhereno ATMs are available; and

c. PCYTCSexpense.

Section 8. Use of Government L odqing:

a When an employee's point of TDY isarecognized post, camp, station, base or depot owned
or operated by the United States and adequate government lodging is available on that post, camp,
station, base or depot, the employee will be encouraged to stay at the government lodging. When
adequate Government quarters are available and other lodging is used, rembursement islimited to the
government quarters cost. The Government lodging will have the same qudity of furnishings, facilities
and services as would be found in agood quality hotd. If these conditions are not met, the employeeis
authorized to stay a acommercid lodging facility. Upon return to work, the employee will have
his’her orders amended to authorize commercia quarters. The amended orders will have the same
sgnatures asthe origina orders.

b. When the employee’ s point of TDY isto acity instead of to an ingtallation, use of
Government quartersis encouraged, but not required.

Section 9. Procedurefor Obtaining Gover nment L odging:

a. Prior to submitting travel orders, the employee will call the appropriate government lodging
facility or request reservations through the CTO. If aroom is not available, a non-availability number
will be requested. This number will be put on the travel orders and commercia lodging will be
authorized. If government lodging is unavailable, but a non-availability number cannot be obtained, the
employee will note the name of the employee and phone number of the government facility on hisher
travel orders and commercid lodging will be authorized. An employee will not be required to call
another government lodging facility if the facility at the place of TDY isunavailable. An employee who
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follows the above procedures will not be required to have orders slamped for non-availability at the
TDY location.

b. An employee who reports to the government lodging facility and finds higher room is not
avalable will get hisher orders stamped for non-availability certification and is authorized to secure
commercia lodging. Under this circumstance, if lodging within the authorized per diem rate cannot be
obtained, the employee may request reimbursement for actual expenses not to exceed 150% of the
goplicable per diem rate. Actua Expense Allowance (AEA) clams will be reviewed on a case-by-case
bass.

c. When it is not possible for al members of the working team to stay at government lodgings,
the Project Manager will review al lodging requirements and provide a solution based on misson
requirements and lodging availability.

Section 10. Rental Cars:

a Normdly, the employee will usetherentd car agency identified on higher travel orders. If
the agency identified on the travel orders does not have a car available when the traveler arrives at the
TDY location, the employee is authorized to rent asimilar Sized car at another renta agency. The
employee will use good judgment in obtaining the best rate available. Normaly, al renta carswill be
equipped with automatic transmission and air conditioning.

b. If the rentd car agency designated on the travel orders quotes ahigher rate to the traveler
than that listed on the travel orders, the employee will be reimbursed the actua cost. Upon return to
the permanent duty station, the employee will provide abrief memorandum of the incident, dong with
acopy of the rentd car contract and his’her orders with higher travel claim.

c. Normdly only one rental car will be authorized for groups of four (4) personsor less.
exceptions will be made for special cases, such as extra baggage, working different shifts, etc., and will
be explained and approved on the travel orders and justification prior to the Sart of travel. For shift
work, arental car will be authorized for each shift team. For one (1) or two (2) travelers, a compact
car will be authorized. For three (3) travelers, an intermediate Sized car will be authorized. For four
(4) travelers, afull szed car will be authorized. For the purpose of determining the rental car size, eg.,
compact, midsize or full Size, the appropriate sandardsin the Military Traffic Management Command
car rentd agreement will be used and supersedes any assgnment of vehicle Size by various automabile
rental companies. Reimbursement will be made for the actua cost of the vehicle in the size authorized.
Travelers are encouraged to fill the gas tank before returning the car to the rental car agency.

d. The CTO will reserve dl rentd carsin accordance with the requirements of the approved
travel orders. If an authorized need for alarger vehicle is approved on the travel orders, alarger
vehiclewill be provided. Prior to the employee’ s departure, if mission requirements cause a change to
the size of the rentd car, the employee will be reimbursed only for the misson required size. Inthis
casg, it isthe employee srespongbility to cal the CTO and change the car Size. If requirements change
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after departure from the office, the employee must provide justification with the travel clam in order to
receive reimbursement for alarger car size.

Section 11. Trave by POV:

a Condgructive Costs. When an employee uses a POV as amatter of persond preference
while traveling on official business, reimbursement may not exceed the total constructive cost of the
mode of common carrier that would have been provided. Constructive transportation cost will be
computed on the basis of the use of common carrier transportation, plus the allowable per diem, taxi
faresto and from the airport, and excess baggage costs. Congtructive POV costs will include mileage
alowance, talls and the alowable per diem cogts.

b. Local In and Around Mileage. In and around mileage a the TDY station will be paid for
travel between places of business, lodging and where medls are obtained as authorized on travel orders.
Totd in and around mileage will be listed on the travel voucher.

Section 12. Charge Cards: The use of government contractor issued travel charge cardsis
encouraged. While declining to apply for or accept the card is permissible, advances in such cases will
be in accordance with Section 7.

Section 13. Teephone Calls:

a Officd Cdls Anemployeewill be reimbursed for dl officia locd and long distance
telephone calls made whileon TDY . Maximum use will be made of government owned or leased
equipment for long distance cdls.

b. Persond Calls. Anemployeeon TDY will be authorized abrief daily call to their resdence
by utilizing the 1-800 number of the Employer.

Section 14. Rembur sement:

a The employee will normaly submit hisher travel claim within ten (10) days after completion
of travel. If that isnot possible, the employee will inform his’her immediate supervisor asto the
reason(s) thetravel claim will belate. An employee who neither submits hisher claim within ten (10)
days nor submits an acceptable explanation of extenuating circumstances will be subject to denid of
future travel advances aswell as having the outstanding debt withheld through salary deduction.

b. Employees will normally be reimbursed within ten (10) workdays after the employee submits
hisher travel clam.

c. The employee will normaly refund any over advanced portion within 15 days of officid
notification of a baance due. A pay checkage or sdary deduction will be processed unlessthe
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employee can provide extenuating circumstances to his’her immediate supervisor which would prevent
the employee from making paymern.

Section 15. Passports, Visas and Immunization: All required passports (including officia and
private), visas and immunization shots required for officid travel will be paid for by the Employer.

Section 16. Rest Stops: When travel is direct between duty points which are separated by severa
time zones with at least one duty point outside the Continentd United States (CONUYS), arest period
of not more than 24 hours may be authorized when ar travel between the two pointsis by lessthan
premium class accommodations and the scheduled flight time including stopovers, exceeds fourteen
(24) hours. However, rest stopsin excess of 24 hourswill normaly be authorized when, through no
fault of the employee, internationd flight connections prohibit a departure within 24 hours.

Section 17. Compressed Work Schedule Whileon Travel: Whileon TDY, an employee will be
alowed to maintain hisher normal approved work schedule except when mission requirements or
training schedules necessitate a change from CWSto aregular or flex schedule. Whenthe TDY
assignment necessitates a change to the employee’ s norma approved work schedule, Management and
the employee will determine an appropriate work schedule in accordance with Article 20, Hours of
Work.

Section 18. Emergency Return from TDY: If an employee discontinuesa TDY assgnment before
its completion because of an incapacitating illness, injury or persona emergency Stuation, the
employee shall be provided with appropriate transportation and per diem expensesto return to his’her
permanent duty station. If the employeeinterruptsa TDY assignment because of an incapacitating
illness or injury, and takes leave of any kind a the TDY location, the per diem and local travel
alowance shdl be continued until the employee is able to return to hisher permanent duty station.

Section 19. Death Whileon TDY: If an employee dieswhileon TDY, the employee's body will be
returned to the location designated by the employee's family. However, the cost shall not exceed that
which would have occurred if the employee's body is returned to his’her permanent duty station.

ARTICLE 24
LABOR ORGANIZATION TRAINING

Section 1. Palicy: Union officids shdl have areasonable amount of officia time for the purpose of
attending pre-approved labor relations seminars and training sessions which occur during regular duty
hours. Officid time for these purposes will be no more than 500 hours each contract year with no
carry over from year to year. The officid timewill be used a the Union’ s discretion using the
procedures outlined in thisarticle. Officid time authorized for training related sessonswill be applied
toward the employee’s annua forty-hour (40) training requirement.

Section 2. Request Procedures:
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a The representative(s) selected for training attendance will verbaly notify their immediate
supervisor of their need of officid time and obtain supervisory approval, subject to work related needs,
to attend the designated event. This notification will include the time and dates of the event.

b. A written request for officia time will normally be submitted by the Union at least two (2)
weeks in advance of the scheduled event to the Director, Human Resources Office. This request will
contain the consolidated list of names and organi zation assignment of the Union representative(s)
requesting officid time and information about the dates, time, duration, purpose, and nature of the
event.

Section 3. Authorized Time:

a The Union officid(s) may be authorized officia time for time spent during regular duty hours
for traveling to and from and attending Employer approved training seminars.

b. Union officials will be prudent in their use of officia time when scheduling travel to and
from the designated event.

c. Thetrave policy outlined in Article 23 of this Agreement will not gpply to aUnion officid’s
authorized officid time for travel under this article.

ARTICLE 25
REDUCTION IN FORCE

Section 1. Procedures: Any Reduction in Force (RIF) will be carried out in accordance with
gpplicable regulations in effect at the time the RIF is conducted. The Employer will notify the Union of
aproposed RIF asfar in advance as practicable and prior to notification of affected bargaining unit
employees. Such written notification will include (@) the reason for the proposed reduction in force; (b)
the projected numbers, types and grades of positions scheduled to be reduced; and (c) the proposed
effective date of the action if known at the time. 1f the Union desiresto negotiate, it will notify the
Employer in writing in accordance with Article 6. If the Union desires to negotiate on the impact and
implementation of the proposed RIF, thiswill be conducted in accordance with Article 6. The
Employer agrees to meet with the Union at |east once aweek, unless otherwise mutually agreed upon,
to provide information on the status of aRIF. The Union will be entitled up to three (3)
representatives at these mestings.

Section 2. Competitive Areasand L evels: Competitive areas and levels shdl be established in
accordance with gpplicable RIF regulations contained in 5 CFR 351. The competitive area has been
designated as the Navd Air Warfare Center, Training System Divison, Orlando, Florida. Upon
request, the Union will be provided with alist of affected competitive levels. Employees who are
affected by aRIF, and the Union in the performance of its representationd duties, are entitled to review
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the retention registers and other related records for the employees competitive levels, and for levelsin
which there are employees who may displace them, and for levelsinto which the employees believe
they may be entitled to displace.

Section 3. Noticeto Employees. If aRIF is necessary, the Employer shal provide specific written
notice to each affected employee at least 60 days prior to the effective date of the action. For aRIF of
fifty (50) or more employees, the Employer shdl provide awritten notice to each affected employee at
least 120 days, or in accordance with applicable regulations, prior to the effective date of the action.

At the same time the Employer issues anotice to an affected employee, it must give awritten notice to
the Union for each affected employee. If the Union desires to negotiate the notice period beyond 60 or
120 days, it will notify the Employer in writing in accordance with Article 6 of this Agreement. A list
of affected employeeswill be provided to the Union.

Section 4. Employer Respongbilities: During a RIF, the Employer will afford an adversely affected
employee prior consderation for existing vacancies currently under recruitment when he/she meets the
qudificationsfor the vacancy. The Employer will avoid filling vacant positions from outside sources
until prior consideration has been extended to adversdly affected employees who qualify for the
vacancies. To provide effective placement of employees displaced by aRIF, the Employer agreesto:

a. counsal employees regarding their rights under aRIF;

b. inform supervisors that they may waive qudification standards and requirements, except for
minimum education requirements, when it is determined that an employee affected by RIF hasthe
capacity, adaptability, and specid skills needed to satisfactorily perform the duties and responsibilities
of avacant pogtion;

c. inform supervisors that they may restructure positions to enable adversdly affected
employees to recelve placement consderation;

d. consder employees scheduled for separation for temporary positions currently under
recruitment; and

e. contact other federd agencies, at an adversdy affected employee's request, to solicit
placement assstance.

Section 5. Extended Employment for Retirement and/or Health Benefits: Department of Defense
components will continue to carry acivilian employee in an annud leave status, beyond the scheduled
separation date, to the extent such leaveis available in the employee’ s annud leave account, if in so
during, the employee will attain first digibility for retirement annuity and/or Federal Employee Hedlth
Benefits Program annuitant coverage.

Section 6. Employee Placement Assistance: An employee who receives a pecific notice of
separation under this part must be given information concerning the right to reemployment
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congderation under applicable placement programs. The employee must be given information
concerning how to gpply for unemployment insurance through the state of Florida program.
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ARTICLE 26
OUTPLACEMENT ASSISTANCE

Section 1. Policy:

a The primary am of Outplacement Assstance Programsisto assig in finding a podition in the
federal sector for each affected employee commensurate with the employee's qudifications, digibility
and availability. The Employer agreesto register digible employeesin the Department of Defense
(DOD) Automated Selection and Referrd System (ASARS) and provide employees information on the
Reemployment Priority List (RPL) and the Office of Personnel Management’ s Interagency Career
Trangtion Assistance Program (ICTAP) defined in 5 USC 330. Employeesissued specific Reduction
In Force (RIF) notices shal be provided a copy of the DOD "Reduction in Force Information
Pamphlet” which fully explains the eigibility and procedures for registering in placement assistance
programs. Employees must meet the digibility requirements for registration in the outplacement
programs in accordance with appropriate regulations. Employees who may qudify for more than one
skill may elect which of the skills, in addition to their current sKkills, they desire to be used for
outplacement assstance. Employees’ regidtration in the various placement programswill remainin
effect in accordance with appropriate regulations.

b. Although not aforma part of the Navy's Outplacement Program, the Employer will establish
aprocess by which to contact outside organizations, as the need arises, for purposes of ascertaining the
availability of competible postions.

Section 2. Personnd Files: The Union and the Employer jointly encourage employeesto maintain
their Officid Personnel Folder (OPF) current at dl times; thisis particularly important during periods of
RIF. The Employer will provide a documented procedure that alows employeesto review, and
provide documentation reflecting past experience, training, and education, to their OPF.

Section 3. Outplacement Assistance Program Status: The Employer will provide status regarding
employee placement as part of the RIF meetings discussed in Article 25, Section 1.

ARTICLE 27
OVERTIME/COMPENSATORY TIME

Section 1. General: Overtimework shal be paid at the appropriate rate in accordance with current
pay regulations. Overtime rates shdl include any shift differentia or additiona pay to which the
employeeisentitled. In the event an employee does not desire to work overtime, the Employer will
congder excusing the employee from overtime work provided another qualified employeeisavaladle
and willing. 1t isunderstood that no employee may refuse to work overtime. A supervisor shall not
direct any employee to work without compensation.
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Section 2. Overtime: It isunderstood that where overtimeis required to complete projects, or to
meet required deadlines, the employee(s) assigned to those projects will be given the first opportunity
for the overtime assgnment. The Employer may, however, direct any employee to work overtime
whom the Employer deems has the necessary technical competence to complete mission requirements.

Section 3. Overtime Records: The Employer agrees to maintain accurate records of al overtime
work and to make such records available to the Union when requested.

Section 4. Minimum Compensation: Employees called into work outside of their basic workweek
shdl be paid or compensated a minimum of two hours.

Section 5. Rate of Compensation: Graded employees covered by Fair Labor Standards Act whose
basic rate of pay isat GS-10, Step 10 or below, shal have the right to eect or reject compensatory
time off in lieu of overtime for irregular or occasona overtime work. Employees whose basic rate of
pay is above GS-10 Step 10 shdl be advised whether they will receive overtime pay or compensatory
time at the same time they are notified of the work requirement. Paid overtime shall be earned and paid
in 1/10th hour (e.g. 9x (6) minute) increments while compensatory time shal be accrued and may be
used in 1/10th hour increments.

Section 6. Compensatory Time: Grandfathered compensatory time accounts were established for
employees who have unused compensatory time earned prior to 8 June 1997. Compensatory time
earned on or after 8 June 1997, which is not used within 26 pay periods, will be paid at the overtime
ratein effect at thetimeit was earned. Employees with compensatory time balances due to be paid will
normally be notified five (5) pay periodsin advance of the payment. The grandfathered compensatory
time account will be charged only when an employee has insufficient current compensatory timeto
cover the compensatory time off requested. If annual leave would otherwise by forfeited, annud leave
will be granted before compensatory time off. Supervisors will monitor compensatory time balances
and absent extraordinary circumstances, normally employees will not accumul ate compensatory time of
more than 80 hours a any given time.

Section 7. Right to Compensation: Employees shdl not be required to perform any work or duty
before or after their scheduled work hours without compensation.

Section 8. Night Shift Differential: Generd schedule (GS) employees are compensated at the rate of
ten percent (10%) additiond pay of their basic hourly rate for work performed on aregular schedule
between the hours of 6 p.m. and 6 am. Wage grade (WG) employees (WG) who perform work, with
the mgjority of the hours between 3 p.m. and midnight of his’her scheduled shift, will be compensated
at an additiona seven and one-haf percent (7.5%) of their basic hourly rate for the entire shift. If the
mgority of the hours of a WG employee's scheduled shift are between 11 p.m. and 8 am., he/she will
be compensated at an additiona ten percent (10%) of their basic hourly rate for the entire shift.
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ARTICLE 28
OCCUPATIONAL SAFETY AND HEALTH

Section 1. General: The Employer shall continue its Occupationa Safety and Hedth (OSH) program
in accordance with the Occupational Safety and Hedlth Act (OSHA) of 1970, Executive Order 12196
and Chapter XV1I of Title 29, Department of Labor Rules and Regulations, and other applicable
documents. The Employer and the Union will meet jointly, as necessary, to discuss hazards which are
likely to cause death or serious physica harm to employees and to discuss safe and hedthful places and
conditions of employment.

Section 2. Safety Committees: The Union will be invited to become a member of the OSH
Committee.

Section 3. Safety and Health I ngpections: The Employer will provide the Union with the Annud
OSH Inspection schedule, and any changes, which are to be conducted within the unit. The Union has
the right to accompany the inspector(s). However, when the ingpection is controlled by an outside
activity that requiresthat it proceed immediately, the inspection may proceed, with the Union
representative joining the team as soon as possible. Copies of the final ingpection reports will be
furnished to the Union or portions that are not protected from disclosure.

Section 4. Health and Safety Policies:

a OSHA: The Employer will provide a place of employment which isfree from recognized
hazards that are causing or are likely to cause physica harm, in consonance with standards
promulgated under OSHA.. In consonance with Chapter XV 11, Title 29, Department of Labor Rules
and Regulations, the Employer shall keep posted notices to the employees of the protection and
obligations provided for in OSHA.

b. Notices. The Employer shall post notices provided by the Department of Labor advising the
employees of the protection provided by OSHA.

¢. Work Conditions:

(1) The Employer and the Union will encourage employeesto participate in the
prompt identification and reporting of unsafe or unhealthy working conditions. Ord or
written reports to workplace supervisors are encouraged for the purpose of identifying harmful

conditionsidentified in Section 4.aabove.

(2) If the Employer, Union or any employee has reason to believe thereisa
condition identified in Section 4.a above, (e.g. lighting, ventilation and unsafe work space
conditions) they will contact the Safety Officer. The Safety Officer will cause evauation of
the condition, initiation of tests, as gppropriate, and issuance of afind determination which
preservesthe physical, safety and medica well being of the employees. The Employer
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shdl initiate any action required to correct the Stuation when necessary. The Union, an
employee or agroup of employees, who bdieve that an unsafe condition still exists, hasthe
right to file agrievance.

(3) Thermd and cold stress shdl be as defined by the American Conference on

Government Industrial Hygienist Threshold Limit Vaue indices. Indoor operating

conditions will meet the criteria as defined by the American Society of Heeting,

Refrigerating and Air Conditioning Engineers, Inc. The Employer'sfecilities will comply

withthe Navy Facilities Command's guidelines and criteriafor energy conservation in

buildingsin establishing the nomina operating temperature and humidity. Concernsof  work-
ing space temperatures shal be reported to the Employer who will determine the

appropriate means of relieving the stress condition, when found to exis.

(4) The spraying of insecticidesin the work spaces will be conducted in accordance
with the provisions of the Employer's commercial contract for pest control and, to the extent
alowed under those provisions, will not normally be conducted during the Employer's regular

work schedule. If requested, the Employer shdl provide the Union aligt of dl  chemica insecticides
that are sprayed within any building occupied by bargaining unit employees.

(5) Employeeswho work at Video Display Terminals (VDTs) will be allowed to
accomplish dternative work for at least 15 minutes after every two (2) hours of continuous
VDT use.

Section 5. On The Job Injury or IlIness:

a Injuries Employeeswill report to their supervisors all injuries or occupationd illnesses that
occur on the job, no matter how dight. This should occur immediately, but in any case within 30 days,
after the accident or injury occurs or occupationd illnessis discovered.

b. Fitness For Duty: The Employer will require "fitnessfor duty” examinationsin only those
circumstances allowed under law, rule or regulation and such examinations will bein compliance with
those laws, rules and regulations.

c. Light Duty Status: To the extent possible, employees who are temporarily unable to
perform their regular assigned duties because of illness or injury, but who are capable of returning to or
remaining in alight duty status, may be detailed to work assignments compatible with their physica
condition and their qudifications.

Section 6. Medical Surveillance Program: Sinceit is of benefit to the Employer to have employees
in top physical and mental condition, aMedica Surveillance Program shdl be established by the
Employer. Asaminimum, the Program shdl provide the following services a no cost to the employee
on excused absence:
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a. immunizations against occupationd diseases which may be a sgnificant cause of lost man-
hours of work (except for those required by regulation or law, immunizations will be on avoluntary
basis);

b. periodic examinations required by applicable regulations for those employees who have been
exposed to potentially dangerous or unhedlthy working conditions,

c. emergency medica treatment for employees who are injured or becomeill on the job; and

d. transportation for employees who become ill or are injured on the job, subject to the
following:

(2) normally transportation will not be provided if it is reasonably evident that the
employegsillness or injury is not serious and suitable private or public transportation is
avalable;

(2) ambulance service shdl be utilized should the circumstanceswarrant (no  injured
or Sck employee shal remain unattended while being transferred to a hospitd); and

(3) at the employee's request, he/she may be transferred to his’lher home or medical
facility of higher choice.

Section 7. Occupational Health and Safety Training:

a Awareness. The Employer will ensure that al employees are informed of safe working
habits and practices appropriate to their jobs. Additionaly, supervisors shdl instruct employeesin safe
working habits, practices and procedures with regard to specific job assgnments and shal ensure that
manuas and regulations relating to safety and hedlth are available to al employees.

b. Formd Training: The Employer will provide OSH training to employees and the safety
committee as required in appropriate Navy regulations and standards.

ARTICLE 29
SMOKING POLICY

Section 1. Smoking Policy: Smoking is prohibited in dl officid government vehicles, the

de Horez building, including al stairways, and in the Annex. Smoking isaso prohibited at al
entrance/exit(s) to the de Florez and Annex buildings, the covered walkway connecting the de Florez
building and the Annex and the a coves between these buildings.

Section 2. Designated Smoking Areas. The authorized smoking areas will include a designated
section on the patio at the rear of the de Florez building and at the North and South ends of the de
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Horez building. Therear patio of the de FHorez building will be equaly divided into asmoking area
and a non-smoking area.

Section 3. Smoking Cessation Program: The parties agree to assist those employees who are
interested in breaking the smoking habit by making cessation programs available to employees. These
programs will be smilar to the Cancer Society, the American Lung Association and the American
Heart Association programs designed to assist smokersin their effort to stop smoking. Employees, if
otherwise in aduty status, will be granted a reasonable amount of officia time to participate in
Employer sponsored smoking cessation programs offered during duty hours. Employee participation
in assistance or cessation programsis grictly voluntary.

ARTICLE 30
FLEXIPLACE

Section 1. Purpose: The Union and management recognize circumstances where it is mutually
beneficial for employeesto perform work at sites other than the main office. Employees and their
supervisors may make flexiplace arrangements for the purposes of promoting the efficiency of the
government and fostering a family-friendly workplace. While flexiplace is not intended to be a
substitute for family care, it may enhance the quality of family life through savings in commuting
time. Flexiplace is a management option, not an employee right, and is voluntary for both the
employee and supervisor.

Section 2. Policy: Any employee may explore, with their supervisor, whether or not a flexiplace
arrangement is appropriate for their individual work situation if the work to be performed at an
alternate site does not require “face to face” contact with co-workers or customers. Jobs that
require an employee to perform hands-on service for others, such as mail room service, supply
delivery, printing, etc., are not adaptable to a flexiplace arrangement. Both parties agree that any
employee who meets the above criteria and the requirements of Section 3 of this Articleis eligible
for consideration to participate in flexiplace. Employeeswill coordinate with the employees
project team leaders concerning potential impacts to programs.

Section 3. Eligibility: When employees wish to participate in the flexiplace program, they will
apply to their respective supervisor who will evaluate requests by considering aspects such as:

a. whether the employee’ s work can be performed at an alternate work site;
b. employee performance is fully successful;
c. employeeis not under any leave restrictions; and

d technology and communication requirements exist or can be acquired.
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Section 4. Work Schedule: The employee and supervisor will agree on a flexiplace work
schedule. Theintention is that the flexiplace schedule should not be rigid and inflexible.

However, completely unstructured work schedules in which the employee smply works at their
own discretion is not allowed.

Section 5. Alternate Workplace: The aternate workplace must comply with good work
practices and reasonable safety standards. The flexiplace office must be a defined work location
providing reasonable privacy and be free from distractions. The employeeis responsible to
provide such an environment. An inspection of the alternate work site by the Employer will not
normally be conducted.

Section 6. Leave, Overtime, Time and Attendance: The employee agrees to follow established
procedures for requesting and obtaining approval for leave and overtime. The employee will
record time and attendance for hours worked at the alternate work site as if the work was
performed in the main office. Employees on flexiplace may choose from the existing work
schedules described in Article 20 of this Agreement.

Section 7. Federal Employee’s Compensation Act: Flexiplace employees are covered under
the Federal Employee’ s Compensation Act if injured in the course of performing official duties at
the alternate workplace. Any accident or injury occurring during approved work hours at the
alternate work site must be brought to the immediate attention of the supervisor.

Section 8. Communication: The employee is responsible for maintaining open communications
and information on the status of work with their supervisor and team members. The employee will
be available via telephone during agreed upon work hours. Employees must notify their
supervisor, or other delegated person, if they leave their dternate work site location during the
workday like they would when leaving the main office.

Section 9. Liability: The Employer is not liable for damages to an employee’s personal or read
property during the course of performance of official duties, or while using government
equipment at the alternate work site, except to the extent the Employer is held liable by Federal
Tort Claims Act or the Military Personnel and Civilian Employees Claim Act.

Section 10. Alternate Workplace Expenses: The government will not be responsible for any
operating costs, such as. maintenance, insurance or utilities, associated with the aternate work
site.

Section 11. Supplies: Office supplies will be provided by the Employer and should be obtained
during the main office work period. Out of pocket expenses will not be reimbursed.
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Section 12. Security: No classified documents or data (hard copy or electronic) will be used or
stored at the alternate work site. The employee must use normal main office procedures to
protect procurement sensitive information utilized at the alternate work site.

Section 13. Performance Appraisal: The evauation of an employee's job performance will be
based upon the current position description (PD) and established performance appraisal critical
elements. Participation, or non-participation, in the flexiplace program will not be a consideration
in the performance appraisal process.

Section 14. Denial of Participation: Denial of participation in the flexiplace program that
cannot be resolved between the supervisor and employee may be submitted to the appropriate
deciding official. The deciding officia will meet with the supervisor, employee and his’/her Union
representative normally within 5 working days to discuss the issue. The deciding official will make
awritten determination to all parties normally within three (3) working days after the meeting.
The decision of the deciding official isfindl.

Section 15. Temporary Return to Main Office: Employees participating in flexiplace must be
accessible and available to return to the main office for work related reasons. A requirement to
return to the main office is not atermination of the flexiplace arrangement.

Section 16. Main Office Closing: On aday when an employee is scheduled to work at the
aternate work site and the main office is closed for al or part of the day, the employeeis not
required to perform work at the alternate work site.

Section 17. Termination of Flexiplace Arrangements. Supervisors may terminate individual
flexiplace arrangements for reasons such as:

a. the arrangement no longer supports the mission;
b. performance standards are not being met or conduct is unacceptable;
c. satisfactory production and quality of work are not being maintained; or
d. reassignment caused a change of work.
Termination of participation in the flexiplace program, in itself, will not have an adverse effect on

the employee’ s performance appraisal critical elements. Employees may voluntarily terminate
participation in flexiplace arrangements at any time.

ARTICLE 31
PARKING
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Section 1. Policy: The Employer will provide and maintain parking facilities.

a All parking will be open, on a space-available basis, except for the existing parking spaces
reserved for officia government vehicles, vistors, handicapped employees who are entitled to a Sate of
Forida handicapped parking certification, executive, motorcycles, and tenant command parking.

b. Those employees, who have atemporary impairment, which necessitates restricted walking
as certified by a doctor, will be provided a reserved handicap space while the temporary impairment
exigs.

c. Parking spaceswill be clearly marked, e.g., visitor, motorcycle, etc.

Section 2. Palicy Changes: The Employer agrees to negotiate, as appropriate, with the Union prior to
making any changes in parking policy.

ARTICLE 32
USE OF FACILITIESAND SERVICES

Section 1. Facilities:

a The Union will retain existing office spaces located in Rooms 1137 and 1138. These
assigned rooms are for the exclusive use of the Union to conduct representational and Union business,
and conduct discussions in a confidential manner. If misson requirements dictate relocation of the
assigned office space, office gpace of compatible sze and utilities will be negotiated with the Union.
The Union will be provided at least 30 days advance notice, whenever possible, and written reasons for
the required relocation.

b. The Employer will provide atelephone with accessto local tel ephone service, DSN access,
and long distance access to meet representationa respongbilities. The Union will remburse dl long
distance callsfor internd Union business. All long distance callsfor representational matterswill be
reimbursed by the Union for the amount exceeding twenty dollars ($20.00) per month. The Employer
agrees to publish the Union telephone number(s) in the electronic phone directory.

¢. The Union recognizes the Employer’ sright to internal security measures and agreesto
maintain the office spaces and to abide by al security and safety regulations. The Union recognizes
that office spaces are subject to periodic safety and fire inspections conducted by the Employer. The
Employer recognizes the Union’ s right to privacy with regards to Union business and representational
duties, and will not normally enter Union offices without a Union representative present.

Section 2. Mail Service: Internd mail service may be used by the Union. The Employer shdl provide
amallbox for internd and external Union correspondence. The Union is authorized to use government
FAX machinesfor the process of providing representationa services.
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Section 3. Hard Bulletin Boards: The Employer agreesto retain the four (4) existing Union bulletin
boards. Union bulletin boards will not be exchanged for a smdler size board nor will they be moved
without negotiating with the Union. The Employer will provide signslike those used for other bulletin
boards with the words “ AFGE Loca 2113". Management shdl provide the same accessto, and
genera maintenance of, the Union bulletin boards as provided to other officia bulletin boards. The
Union bulletin boards will be maintained by the Union with the same degree of decorum as other
bulletin boards within the building.

Section 4. Agreement Copies. The Employer agrees to make the Agreement available onthe LAN.
The Employer shdl make digtribution of two hundred (200) copies of the Agreement to the Union, at
no cost to the Union. Existing employees shall be provided ingtruction and or procedures for locating
the LAN copy of this Agreement. New employees shdl be provided instruction and/or procedures for
locating the LAN copy of this Agreement during "entrance on duty" processing conducted by the
Employer. Amendments or supplements to this Agreement will be posted and maintained by the
Employer on the Labor Relations Electronic Bulletin Board.

Section 5. Conference Rooms: The Employer shdl dlow the Union to schedule and make use of
conference and training rooms, when available, at lunch, and during and after duty hours as
appropriate. Scheduling of conference roomswill be in accordance with NAWCTSD palicies.

Section 6. Photocopying Services: The Employer shdl alow the Union to use the photocopying
equipment when required for representational matters. The limit on number of copies per item and
number of pages per item will bein accordance with NAWCTSD policies. Exceptionswill be provided
to the Labor Relations Officer.

Section 7. Reference Services: Upon request, the Union shall be alowed to use and have access to
Employer maintained reference materids.

Section 8. Use of LAN and Email: The Union will have accessto dl software available onthe LAN
to include Internet and Netscape capabilities. The Union will follow the same rules as gpply to dl
employees regarding use of the Internet. The Union account will be routinely scanned in the same way
that all other LAN accounts are scanned.

a The Union may use the Email system for representationa duties.

b. Useof Email for interna Union business, such as membership drive information, is
prohibited.
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ARTICLE 33
NEW EMPLOYEE ORIENTATION

Section 1. Procedur e

a The Employer will establish and maintain a new employee orientation program.

b. The Union is authorized to provide employees with an orientation package. The Unionis
totally responsible for its content and will ensure that no internal Union businessisincluded. The
Union shadl be provided at least 15 minutes to address the employees as part of the new employee
orientation program. Not more than two (2) Union representatives will be on officia time when
making their presentation.

ARTICLE 34
EMPLOYEE SURVEYS

Section 1. Agreement: Prior to conducting Employer surveys that may affect conditions of
employment, the Employer will inform the Union and furnish the Union a copy of the survey and
indicate the reasons for the survey.

Section 2. Participation: Employee participation in answering opinion surveys, initiated by the
Employer, will be voluntary and will be completed during the norma duty hours of the employee.

ARTICLE 35
UNION DUES

Section 1. Dues Withholding: The Employer shal process requests for withholding of Union dues
from the pay of employeesin both bargaining units. The Employer agrees to provide dues withholding
service without charge to the Union, or members, and to continue this service so long as the Union
holds exclusive recognition.

a The Union agreesto procure SF-1187's "Request and Authorization for VVoluntary
Allotment of Compensation for Payment of Employee Organization Dues’, and furnish them to eligible
members desiring to authorize an alotment for withholding of dues from their pay.

b. A Union officer will certify, on each SF-1187, that the employee has been accepted asa

member in the Union, insert the amount to be withheld and submit completed SF-1187s to the HRO of
the Employer.
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¢. The HRO will verify the employee's bargaining unit status, sign the form and forward the
SF-1187 to the servicing civilian payroll office. Formsfor employees determined to beindigible will be
returned to the Union with reasons given for the indligible determination.

d. The Employer will processthe SF-1187 to ensure the dues alotment will take effect within
two (2) pay periods following receipt of the SF-1187 in HRO. The dlotment will remain in effect for a
minimum of one yedr.

e. The Union will notify the HRO, in writing, when a member of the Union is expelled or
suspended from membership.

f. The Employer agreesto instruct the payroll office to prepare a biweekly remittance check at
the close of each pay period for which deductions are made. The Employer will instruct the payroll
office to forward the check to the name and addressidentified by the Union. The check will be for the
total amount of dueswithheld for that pay period.

0. The Employer will ingtruct the payroll officeto send alisting of the members and amounts
withheld to the Union. Theligt shall include the total monetary amount of al such alotment
deductions made for the members of the Union together with the total number of such alotment
deductions

h. The Union will notify the gppropriate HRO officid, in writing, of any change in the name
and address to whom the biweekly check should be mailed.

Section 2. Dues Structure Changes. The Treasurer of the Union shdl notify the HRO, in writing,
when the Union dues structure changes. The notice must be received in the HRO two (2) pay periods
prior to the beginning of the pay period in which the new alotment will become effective.

Section 3. Termination of Dues Withholding: An dlotment for deduction of an employee's Union
dues may be terminated by the employee through submission of an SF-1188 to the appropriate HRO
officid.

a A termination of alotment by an SF-1188 shd| be effective the first pay period following the
anniversary date, provided the cancelation is received by the appropriate officid of the Employer two
(2) pay periods prior to the employee's first anniversary date or each subsequent anniversary date
thereafter.

b. A termination of alotment for employees removed from the bargaining unit either through
promotion, accepting other employment, resignation, retirement or expulson from membership will
become effective within two (2) pay periods after the employee submits an SF-1188.

C. The Employer agreesto maintain asupply of the prescribed form SF-1188 for revoking an
alotment and to make this form available to employees upon request.
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d. When the Employer receives a properly executed SF-1188 a copy shall be sent to the Union.

Section 4. Natification: The Union shdl inform Union membership concerning the program for
alotment of dues and the uses and availability of SF-1187 and SF-1188.

ARTICLE 36
EMPLOYEE ASSISTANCE PROGRAM

Section 1. General: The Employer will adminigter the Civilian Employee Assstance Program
(CEAP) in accordance with applicable laws and regulation. The Program shdl provide dl employees
in the bargaining unit who desire to participate, with referral counseling as a possible means of
dleviaing medicd/behaviora problemsthat could interfere with an employee'sjob performance or the
performance of hisher fellow employees. These problemsinclude, but are not limited to, acoholism
and drug abuse. The Employer and the Union shall discuss and negotiate, as appropriate, any
proposed changes or recommendations relative to the Program.

Section 2. Policy:

a. Employee participation in the program shal be voluntary.

b. If the Employer reasonably suspects that the employee has a medica/behaviord problem that
interferes with the performance of work, the Employer should inform the employee of the CEAP.

c. If an employee voluntarily acknowledges having a drug/alcohol abuse problem, the
Employer will recommend and refer the employee to the CEAP Coordinator.

d. When an employee has a problem of anxiety or mentd stressthat is affecting fellow
employees and work assgnments, the employee may immediately request assstance from the CEAP
Coordinator.

e. Sick leave, or other gppropriate leave, will be granted for treatment or counsdling sessions
and for rehabilitation in accordance with applicable regulations and Article 22 of this Agreement.

f. Upon request by the employee, the Employer will furnish information on the appropriate
source for referra to trestment facilitiesin the local area.

0. Nothing in this Article will abrogate the employee'sright to seek assistance from aUnion
representative during any phase of this process.

h. No officia of the Employer or the Union shdl enter into dialogue with an employee in those
specific areas that are reserved for the CEAP program counsdlor and hisher assstants. Thiswill not
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preclude the Employer or the Union from discussing with an employee work related issues that are
perceived to be related to an employee problem for which the employee may have sought CEAP ald.

i. Participation in the CEAP shdl not jeopardize an employee's job security or his’her
opportunity for promotion as limited by applicable law or regulation.

Section 3. Confidentiality: The confidentidity of al records of employees enrolled in the CEAP will
be maintained. Neither coordinators, counsdors, nor any management officid shdl reved the name of a
person seeking ass stance without the employee's written consent. Management will ensure that its
personnel who have knowledge of confidentid CEAP information are fully informed asto the
appropriate statutes and regulations they must comply with to protect the privacy of individuasin the
Program.

Section 4. Publicity: The Employer will post its written policy on CEAP, news about the program,
and assurances of confidentiality for participants on the electronic bulletin boards. The Union
will aso support the CEAP by providing appropriate information to bargaining unit employees.

ARTICLE 37
USE OF TELECOMMUNICATION SYSTEMS

Section 1. Use of Resources: Federal Government owned and |leased communication systems and
equipment, including government-owned or leased telephones, facsimile machines, computer systems,
Internet access systems, and electronic mail are for conducting official business and other authorized
purposes considered necessary in the interest of the Government.

a. Telephones and Facamile Machines: In addition to officia government business, employees
are authorized use of the government telephone system and facamile machines to make persond cals
consdered to be necessary in the interest of the Government including calls outside the local
commuting area provided the calls:

(1) donot incur acost for the government,

(2) do not adversdly affect the performance of officia duties,
(3) areof reasonable duration and frequency,

(4) could not reasonably have been made at another time,
(5) are madeto atoll-free number (e.g., 800), or

(6) are charged to the employee (or other non-Government phone number).
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b. Internet and Electronic Mail: In addition to officia government business, authorized
purposes for Internet and eectronic mail may include persond communications from the employee's
usual workplace that are most reasonably made while at the workplace (e.g., brief Internet searches or
e-mail to family). The following applies to employee authorized use of the Internet and e ectronic mail:

(1) accessand use of Internet resources for professona development purposes,
such as, reading magazine articles or other research for professiona devel opment related
reasons,

(2) accessand use of E-mail and other Internet resources in support of work related
participation in non-Federa and not-for-profit professiona organizations (e.g., contracting,
psychology, engineering, management, or logistica associations); and

(3) access and use of Internet resources for infrequent and short purposes
congdered in the best interest of the Government. Employees are encouraged to use lunch
periods or after duty hours for these purposes.

c. Authorized Use of the Internet: Employees authorized use of the government-owned
computer system and the internet must:

(2) not adversely effect the performance of officid duties,

(2) not put Federa communication systems to uses that would adversaly reflect on
the Federa government;

(3) serve alegitimate public interest (such as keegping employees at their desks);
(4) not overburden the communication system ;
(5) not create additiona cost to the DOD or the DON; and

(6) be conducted with the understanding that in accordance with gpplicable laws and
regulations, the system will be monitored.

d. Unauthorized Use of the Internet: Any Internet use that would reflect poorly on the DOD
or DON, such as, playing computer games, sending chain letters, personaly owned business
advertising, harassng E-mail, surfing the Internet for inappropriate materia, violations of statute or
regulation, ingppropriate handling of classfied information, or other uses that are incompatible with
public service is never authorized under any circumstances. Employees found to be using the computer
system and/or Internet for ingppropriate purposes are subject to potentia disciplinary action.

e. Electronic Correspondence Responsibilities: Correspondence by dectronic mail isadirect
communication between sender and receiver(s) with a reasonable expectation of confidentiaity. Non-
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routine searches of an employee's E-mail or Internet usage shall only be made upon the order of the
Commanding Officer or hisdesignee. Thefollowing appliesto the use of dectronic mail:

(1) Employeeswill exercise the same restraint and caution in drafting messages that
they would normally use when writing aforma memorandum, and assume that their
messages may be saved and may be seen by someone other than the origind addressee.

(2) Employees should be senditive to using the appropriate etiquette for electronic
mail transmissions, that is, they should be aware that electronic mail messageswhich are
viewed as ingppropriate can generate harassment claims or other problems.

(3) Employees who have incidenta accessto dectronic mail by virtue of their job
respongbilities, e.g., system administrators, will not view others eectronic mail for their
own persond interest. When such viewing is unavoidable, e.g., dueto job respongbilities,
the content of such electronic mail will be treated with reasonable confidentidity with the
exception of ingppropriate and unauthorized use of the Internet. Inappropriate disclosure of
such information will subject employeesto potentid disciplinary action.

ARTICLE 38
WORKSPACE AND CONFERENCE FACILITIES

Section 1. Palicy: The Employer and Union share adesire to have a safe, usable and aesthetically
pleasing workspace. The Employer dso has alegitimate interest in maintaining the security of its
property and in assuring that its employees do not bring illegd, controlled, or dangerous substances on
the property. The NAWCTSD facility isU.S. Government (Navy) property, and as such, employees
have alimited legitimate expectation of privacy in their persond property or workspace.

Section 2. Cubicle Space: Employeeswill be assgned cubicle space fairly and equitably and
according to the following standards:

a All workgtations/cubicleswill normaly be in accordance with standard configurations.
Deviations to the standard cubicle size of plus or minus sx (6) incheswill be alowed due to building
irregularities. No individual employee shdl change any workstation configuration from this standard.
Standard workstation/cubicle szes include:

(1) SizeA isdesigned for supervisors and senior level employees.
(2) SizeB isdesigned for one professiona or adminigtrative employee.

(3) Size BB isdesigned for occupancy of two (2) professona or two (2)
adminigtrative employees.
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(4) SzeE isdesgned for one (1) secretarid or clerica employee.

(5) SizeFisdedgned for clerical, administrative, and/or junior employees only
when other configurations are not feasible due to layout and building geometry.

b. Standard cubicle sizeswill be used for al new cubicles, including those to be constructed in
laboratory spaces. Systems furniture used in laboratories to support projects are not required to be
standard configurations.

c. Officefixtures, equipment, cabling, and dl services will be provided concurrently when

employees are moved to a new workspace.

Section 3. Conference Room Facilities: The Employer and the Union recogni ze the importance of
maintai ning adequate conference and training room facilities.

a TheUnionwill have arepresentative on the Facilities Management Board and will abide by
the policies and procedures prescribed for the Board.

b. The Employer will maintain alist of available conference facilities on the LAN.

Section 4. Privacy Rightsin Work Spaces: The Employer reservesthe right to search al property
on the premisesin accordance with interna security procedures.

a Tominimizetherisk of intruding on employees privacy rights, employees are notified by
sgns posted at the entrance to the NAWCTSD facility that entering consents to searches. The
Employer will notify employees annudly of the possibility of searches.

b. In searches of property assigned to employees, e.g., desks or cabinets, an employee hasa
limited legitimate expectation of privacy that would require special consideration in an Employer
search.

c. Anemployeewho brings closed luggage to the office prior to leaving on atrip, or a

handbag or briefcase each workday does so with the understanding that the employee’ s expectation of
privacy in the contents of the luggage islimited by the Employer’ s security rights.
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ARTICLE 39
AMENDMENTSAND SUPPLEMENTS

Section 1. Provisonsfor Amendments and Supplements: This Agreement or attachment(s) may
be amended and/or supplemented by the Employer and the Union in accordance with this Agreement,
but not sooner than six (6) months after the effective date of this Agreement.

Section 2. Effective Date of Amendment(s) and Attachment(s): Amendment(s), supplemental
agreement(s), and attachment(s), shall become effective on the date of gpprova by the Secretary of the
Defense, or hisdesignee. Time limitsfor disgpproval, as stated in Article 40 will gpply. They shdl
remain effective concurrent with the basic Agreement.

Section 3. Changesin theLaw: Amendment(s) may be required because of changes madein
applicable existing or new laws or executive orders after the effective date of this agreement. In such
event, the partieswill meet for the purpose of negotiating language that will meet the requirements of
such laws or executive orders. Such amendment(s) as agreed to will be duly executed by al parties
and become effective on a date or dates agreed to as required by law or executive order.

Section 4. Reguestsfor Amendmentsor Supplements. This Agreement shal be opened for
amendment(s) upon mutual agreement of the parties. This Agreement shal be opened for
supplement(s) upon request of either party. Requests for such amendment(s) or supplement(s) must be
inwriting and must include a summary of the language proposed for negotiations. The parties shdl
meet within 15 days after receipt to negotiate the matter(s).

ARTICLE 40
EFFECTIVE DATE AND DURATION OF AGREEMENT

Section 1. Effective Date and Dur ation: The effective date of this Agreement shdl be the date
approved by the Secretary of the Defense or hisher designee. If the Agreement is not disapproved
within a 30-day period after execution by the parties, the Agreement will automaticaly go into effect.
It shall remain in effect for three (3) years until October 22, 2001. This Agreement shdl be renewed
for an additiona three (3) year period on each third anniversary date thereafter unless, between 90 and
60 days prior to any such date, either party gives awritten notice to the other of its desire to
renegotiate the Agreement. If such noticeis given, this Agreement shal remain in full force and effect
until the proposed changes have been negotiated and approved.
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BY THE SI GNATURE OF THElI R REPRESENTATI VES, THE EMPLOYEES AND THE
UNI ON HAS EXECUTED THI S AGREEMENT ON THI S 17t h DAY OF SEPTEMBER,

1998.

FOR THE EVMPLOYER:

/s/ J. Hi xson

J. H XSON, U.S. NAVY
COMVANDI NG OFFI CER

NAVAL Al R WARFARE CENTER
TRAI NI NG SYSTEMS DI VI SI ON
ORLANDO, FLORI DA

/sl Jani ce Ryan

JANI CE RYAN
MANAGEMENT CHI EF NEGOTI ATOR

[/ s/ Shelton G anade

SHELTON GRANADE
MANAGEMENT NEGOTI ATOR

FOR THE UNI ON:

/s/ Lorraine Tulianno

LORRAI NE TULI ANNO
PRESI DENT, LOCAL 2113
AMERI CAN FEDERATI ON OF
FEDERAL EMPLOYEES AND
UNI ON CHI EF NEGOTI ATOR

/s/ Al an Lunin

ALAN LUNI N
UNI ON NEGOTI ATOR

/sl Mary Kate Mannhei m

MARY- KATE MANNHEI M
LABOR RELATI ONS SPECI ALI ST

Approved by Departnent of Defense on Oct 22 1998 to be effective

Cct 22 1998.
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