PREAMBLE


Crane Army Ammunition Activity (CAAA) and Local No. 1415 of the American Federation of Government Employees, AFL-CIO, (the Union) make this Agreement.  This Agreement and any supplementary agreements which both Parties agree to constitute a collective Agreement.


The Parties to this Agreement intend to promote and improve the efficient administration of the Federal Service, the performance of CAAA’s mission and the well-being of CAAA employees; to establish consistent personnel policies and a basic understanding of these personnel policies and practices, procedures, and other matters affecting conditions of employment which are within the Commander’s discretion; and to provide a means for the amicable discussion and resolution of all matters of mutual interest.


CAAA’s Commander has primary responsibility and authority to negotiate, approve and administer this Agreement.  For the Union, the Union’s President has primary responsibility and authority for such.


Both Parties agree the health, welfare, safety and morale of employees and the effective accomplishment of CAAA’s mission, which this Agreement covers, are paramount.


Both Parties embrace the Labor Management Partnership philosophy and are dedicated to the principles of employee-management participation as established in the Crane Army Ammunition Activity Partnership Agreement. Both Parties agree to attempt to resolve issues using the principles of partnership and through a consensual process; however, in the event consensus cannot be reached on any matter, the provisions of 

5 U.S.C. will apply.


The Parties have established a Partnership Council which is comprised of the CAAA’s Commander, the Civilian Executive Assistant (CEA), the Union President and the Union Army Vice President.  The purpose of this council is to work together to ensure the partnership philosophy is implemented at all levels and to attempt to resolve issues which cannot be otherwise resolved.  (See Appendix C).

This Agreement constitutes a collective Agreement by both Parties and will also be binding on any successor or assignee of all or any part of CAAA to the extent consistent with law.  It takes precedence over any subsequent conflicting regulations or instructions other than those which are required either by law or government-wide rules and regulations.

ARTICLE 1
AUTHORITY AND RECOGNITION

SECTION 1.
Both Parties affirm that CAAA’s public purpose (its mission) is benefited by the understanding and cooperation achieved through collective bargaining.  Therefore, both Parties enter into this Agreement per the Civil Service Reform Act (CSRA) of 1978.

SECTION 2.
Both Parties agree to establish procedures in this Agreement to meet, confer and/or negotiate on all matters concerning working conditions, to include those matters described in 5 U.S.C., Section 7106 (b) (1).

SECTION 3.
Both Parties are committed to the principle of Equal Employment Opportunity (EEO).
SECTION 4.
Both Parties recognize that this Agreement applies to all eligible General Schedule (GS) and Wage Grade (WG) employees.  Both also agree to apply this Agreement to term and temporary appointees.  This Agreement does not apply to supervisory; managerial and professional employees; or to all employees engaged in Federal personnel work, in other than purely clerical capacity.  Both Parties understand that subsequent references to “employees” or “bargaining unit employees” applies only to those employees which the Union represents.  
SECTION 5.
Both Parties recognize the Union as the exclusive representative of all bargaining unit employees.  Both Parties also recognize the Union’s exclusive right to act for and negotiate agreements which cover bargaining unit employees.

SECTION 6.
Both Parties agree CAAA’s efforts to educate employees on the benefits of teamwork, to actively pursue both employee ideas and their involvement in CAAA’s efforts to continuously improve business practices and operational procedures, and to adopt honesty, ethics, accountability, respect, trust and support as CAAA’s organizational values will benefit both CAAA and its employees.  Both Parties agree to actively pursue and implement training programs designed to build teamwork and further employee involvement in all aspects of the CAAA’s total quality efforts.

ARTICLE 2

RESTRICTIONS

SECTION 1.
This Agreement’s provisions and any supplementary agreements made to this Agreement supersede all local conflicting instructions, all agreements dated prior to 3 July 2007 17 July 2008 and all Crane Installation Instructions which CAAA applies.

SECTION 2.
Both Parties understand this Agreement is a “living document.”  CAAA nor any of its elements will initiate or change any policy, procedure, benefit, service, or practice of a negotiable nature prior to referring the matter to the Union and providing the Union the option to negotiate such.  

SECTION 3.  

a.  During the life of this negotiated Agreement, any Memorandum of Agreement (MOA) will be negotiated and signed by the established Union-Management Negotiating Team.  In the absence of one or more of the Negotiating Team members, the Union President or the CEA, as appropriate, will designate a representative(s).  Interest-based bargaining will be used during any negotiations.          

b.  The parties agree that MOAs will be communicated to the appropriate interested personnel and posted on the CAAA Intranet.  

SECTION 4.
CAAA agrees no adverse action will be taken against any Union official for the proper performance of required Union duties.

ARTICLE 3

RIGHTS OF THE ACTIVITY, EMPLOYEES AND UNION

SECTION 1.
Title 5 U.S.C. outlines the specific rights of each Party.  Both Parties agree to negotiate procedures to implement these rights and the impact of these procedures on bargaining unit employees.  Both Parties understand that the exercise of their rights will be subject to appeal or grievance procedures, where applicable.

SECTION 2.
CAAA retains the rights under 5 U.S.C., Section 7106 (a).  The Union retains the right under 5 U.S.C., Section 7106(b)(2) and (3) to negotiate the procedures CAAA will use in the application of its rights and appropriate arrangements for employees adversely affected by the exercise of such rights.

SECTION 3.
Both Parties agree to negotiate issues per applicable laws and both agree to negotiate the subjects set forth in 5 U.S.C., Section 7106 (b)(1).

SECTION 4.
Both Parties agree bargaining unit employees will have the right and be protected in the exercise of that right to either join or refrain from joining, or to participate or refrain from participating in Union activities freely and without fear of penalty or reprisal.  Participation in the management of the Union or acting as a Union official is included in these rights.

SECTION 5.
CAAA employees have the right to bring matters of personal concern to the attention of appropriate CAAA or Union officials.  Both Parties agree the most expeditious and economical way for an employee to address a concern is at the lowest level possible.  Both Parties encourage employees to take matters of personal concern to their immediate supervisor.  Employees who so desire may contact their immediate supervisor or any member in their chain of supervision through a Union official.

SECTION 6.
The CSRA does not authorize any employee to assist a labor organization or participate in its management or represent it, if such activity could result in a conflict or apparent conflict of interest or would otherwise be incompatible with the law or the employee’s official duties.  Unless authorized by the Union, no employee will participate in any activity as a member, official, or agent of the Union.


SECTION 7.
Nothing in this Agreement requires an employee to become or to remain a member of a labor organization or to pay money to the organization.  The exception is the employee’s voluntary and written authorization for payment of dues through payroll deductions using an Authorization for Allotment (Standard Form {SF 1187}).

SECTION 8.  A bargaining unit employee has the right to be represented by the Union during any examinations by a representative of the Employer in connection with an investigation if:
a.  The employee reasonably believes that the examination may result in disciplinary action against the employee, and 

b.  The employee requests representation.
c.  CAAA will formally notify all unit employees of these rights at least twice annually. 

SECTION 9.
Bargaining unit employees may exercise their full rights pertaining to matters of employment without fear of restraint or retaliation.

SECTION 10.  CAAA agrees to allow reasonable time to bargaining unit employees for the conduct of official business.  Examples of official business include matters related to employment to include use of any authorized grievance procedures, and requests to speak with any person in the employee’s chain of supervision.  Employees must request their supervisor’s permission to leave the job site for this purpose; however, they are not required to state the specific matter to be addressed.  CAAA supervisors will normally grant permission for such, the exception is when valid operational requirements dictate otherwise.  In such cases, the supervisor will schedule an appointment for the employee as soon as operational requirements allow.

SECTION 11.  CAAA will permit employees to withdraw their signed resignation or retirement application provided such withdrawal is made before the effective date; CAAA has not made a commitment either internally or externally for a replacement; and the withdrawal would not cause undue administrative disruptions.

ARTICLE 4

CONSULTATION AND INFORMATON

SECTION 1.
Both Parties agree to meet a minimum of once a month to confer on personnel matters, to include policy issues which affect working conditions.  Such meetings will normally be attended by the Commander, CEA and CAAA’s Directors or, in their absence, their designated representatives.  CAAA will prepare minutes of such meetings and provide the Union President or the Union President’s designated representative a draft for review and comment prior to their dissemination.  Once signed by both Parties, CAAA will provide the Union copies of the minutes within ten working days, when possible.

SECTION 2.
CAAA will provide the Union President or the Union President’s designated representative copies of applicable Department of Defense (DOD) and Department of the Army (DA) regulations, instructions and other official publications or notices, and any changes to them.  These include all regulations, instructions and other publications which may have either a bearing on personnel policies, procedures, working conditions, or a direct impact upon CAAA personnel.  CAAA also agrees to provide the Union an opportunity to comment or request negotiation on the implementation and impact of such publications before their implementation.  This provision, however, does not apply to classified documents.

SECTION 3.  The release of information to the Union shall be in accordance with the provisions of 5 U.S.C., Section 7114(b)(4) and all other applicable laws, rules and regulations of appropriate authority.

ARTICLE 5 

UNION OPERATIONS

SECTION 1. RESOURCES:  CAAA agrees that Crane Center (NSWC, Crane Division, and CAAA) will provide the Union necessary resources, to include facilities and office equipment, required to support the professional and efficient conduct of Union business.  CAAA also agrees to provide:

A. OFFICIAL TME 

(1) CAAA agrees to allow the President, when applicable, and Army Vice President official time on a full time basis to administer this Agreement.

(2) CAAA agrees to provide approved time, per diem, travel expenses and any required fees or tuition for Union officials who attend mutually beneficial training or activities.  Both Parties agree to consider training or activities as mutually beneficial when a portion of such concerns laws or regulations pertaining to conditions of employment of unit employees, furthers the partnership efforts of the Parties, or promotes the well being of CAAA.  Although mutually beneficial training and activities will normally be approved, only the Commander can approve or disapprove a Union request to attend such.  To promote partnership efforts, Union officials will, when appropriate, offer CAAA officials an opportunity to attend joint activities and training sessions.

(3) Union officials will be provided official time to conduct those Union functions allowed under 5 U.S.C. and to both attend and participate in committees and teams which further partnership.  Unless valid operational requirements dictate otherwise, Union officials will be allowed to attend monthly partnership meetings and regularly scheduled meetings.  Union officials will request their immediate supervisor’s permission to leave the work site for such meetings.

(4) Prior to any on-duty discussion with an employee from another work group, the appropriate Union official will contact the employee’s immediate supervisor and inform the supervisor of the need to meet (conduct business) with another employee.  Supervisors will normally grant permission for meetings of this nature, the exception is when valid operational requirements dictate otherwise.  In such cases, the supervisor will advise the Union official when such a meeting can safely occur.  Upon completion of the Union official’s business, the employee and Union official will report back to their respective supervisors.

(5) CAAA may grant Union officials annual leave or leave-without pay (LWOP) to conduct Union business which 5 U.S.C. does not allow to be conducted on official time.  When possible, Union officials should schedule such leave in advance.

(6) CAAA agrees to conduct a joint orientation training session on the interpretation of this contract for the Parties.

B. OFFICIAL INFORMATION

(1) CAAA will provide the Union information on all matters that affect the working conditions and rights of employees.  Such information includes, but is not limited to: all routine or special listings of employees by name, position title, grade and directorate; applicable regulations, notices, and instruction; minutes of committee or team meetings on which the Union may have an interest; e-mail notices; the Center bulletin; copies of the CAAA news; and any other requested information.  CAAA also agrees to provide, when appropriate, the Union access to reports generated from those databases which contain releasable personnel information.  Access to such data will be governed by appropriate security regulations and laws.

(2) CAAA agrees to allow the Union use of the Crane Center’s guard mail, CAAA news, the Center bulletin, unofficial bulletin boards, CAAA telephones, FAX lines, and CAAA’s e-mail system for Union matters not excluded by 5 U.S.C.

(3) Upon request, CAAA agrees to allow the Union President or their designated representative to review information used to establish production rates.  When necessary, this review will include open discussion with those who established specific rates.

SECTION 2.
REPRESENTATION/PARTICIPATION

A. Both Parties agree there will be sufficient (normally on a 1 official to 50 bargaining unit employee ratio) Union officials designated to adequately represent all bargaining unit employees.  Any deviations from this ratio will be by mutual agreement.  The Union agrees to provide CAAA, annually or as changes occur, a listing of authorized Union officials.  This listing will provide the Union official’s name, position, phone number, and the work area they will normally represent.


B. Subject to safety and security regulations, CAAA agrees to authorize the Union President or their designated representative access to restricted areas to represent bargaining unit employees whenever such representation cannot be effected outside the restricted area.  

C. CAAA agrees to provide a private place for meetings between union representatives and employees to the maximum extent practicable.

D. CAAA agrees to consult with the Union, as far in advance as possible, prior to changing the shift or work location of Union officials.
E.  
Recommendations of unit members will be made by the Union for rating panel membership, subject to the following:
a.  When requested, the Union will submit their recommendations to the chief of the appropriate directorate, office, or division which is convening the panel.  Subsequent lists will be submitted when new panels are convened.

b.  If the Employer disagrees with the Union’s recommendations they will communicate their concerns to the Union in an attempt to resolve the disagreement.  Any disagreements will be forwarded to the CAAA Commander for final decision. 

SECTION 3.
DUES WITHHOLDING

A. CAAA agrees that any employee may authorize the payment of Union dues through payroll withholding.  CAAA will absorb the expense of this service.

B. Per an employee’s authorization, CAAA will withhold allotted dues from the payroll prepared for each bi-weekly pay period.  The amount to be withheld will be the amount specified by the employee in Section A of the SF 1187.  Should the Union change its dues rate, the Union President will immediately notify the CAAA’s Customer Service Representative (CSR), in writing, of the new dues rate and the effective date of such.  The new amount will be withheld the next payday provided CAAA’s CSR received the Union’s notice at least two weeks prior to payday.  The Union agrees only two such changes may be made in any calendar year.
C. Employees may submit a dues allotment to CAAA’s CSR at anytime.  However, allotments will only become effective at the beginning of the first pay period after their receipt.  Such allotments will continue in effect until the allotment is terminated under Section 3D.
D. The CAAA’s CSR will terminate allotments for payment of Union dues:



(1)
Should the Union lose the required recognition under the CSRA. 


(2)
Should an employee lose eligibility to be represented by the Union 



as a bargaining unit member and the employee submits an SF-



1188.

(3)
Should an employee be suspended or expelled from the Union.



(4)
Upon the employee’s request.  However, employees may only 



cancel their allotment at the beginning of the first pay period after 



their anniversary date.  CAAA’s CSR will only accept a revocation 


Form (SF 1188) or a memorandum requesting the deduction be 



stopped two weeks prior to the requesting employee’s anniversary 



date.  Employee anniversary dates will be one of the following:




(a)
1 September, if the employee authorized dues’ deduction 




prior to 1 September 1978.




(b)
On the anniversary date of the current dues’ deduction 




authorization, if the employee authorized dues’ deduction 




after 1 September 1978.

E. The Union agrees to procure and distribute SF-1187s and to certify the amount of its dues.  The Union is also responsible for informing its members of the procedures to be used to make or terminate allotments for the payment of dues.

F. The Union agrees to promptly notify CAAA’s CSR when it suspends or expels any Union member who has authorized dues withholding.
G. CAAA’s CSR will, in a timely manner, provide the Union a copy of written revocations of allotments.  CAAA’s CSR will notify the Union, by telephone, when an employee withdraws a request (an SF-1188 or memorandum) to have an allotment terminated.
H. Following each pay period, CAAA’s servicing DFAS Payroll Office will remit withheld dues to the Union’s Treasurer with a list containing both the names and the amount of dues withheld.  CAAA’s CSR will work with DFAS to correct withholding errors.  Such errors will be corrected as soon as possible but normally not later than three periods after they are reported to CAAA’s CSR.
I. The CSR will maintain a supply of SF-1188’s and provide such to an employee upon the request.  However, an employee’s written request for revocation of dues’ withholding, which is complete and signed by the employee, will be accepted and processed regardless of whether an SF-1188 is used.

J. Employees requesting revocation of their dues’ allotment are responsible for ensuring they provide their request (an SF-1188 or memorandum) to CAAA’s CSR within two weeks prior to their anniversary date.

ARTICLE 6

USE OF ACTIVITY FACILITIES

SECTION 1.
Bulletin Board Space: Both Parties agree CAAA will provide the Union, for its use, a space of six square feet or more (approximately 25 percent or more of a bulletin board) which is located on the right side of all unofficial bulletin boards.  The Union agrees to post only appropriate items of information and to maintain its portion of bulletin boards in an orderly condition.

SECTION 2.
CAAA agrees to permit Union officials access to conference rooms, regulations, and instructions, which are located within any CAAA area, on the same basis as other users.
SECTION 3.
CAAA agrees to furnish all employees a copy of this Agreement.   
ARTICLE 7

HOURS OF WORK

SECTION 1.    GENERAL:

A.    CAAA’s basic workweek (normal tour of duty) will be four consecutive ten-hour days, Monday through Thursday, with three consecutive days off.  CAAA agrees to accommodate as many employees as practical by its uniform application of the compressed workweek while ensuring efficiency, productivity and safety in all its operations.  Any deviation from the normal tour of duty, including requests for personal reasons (hardship waiver), shall be negotiated with the Union and documented.  
B. CAAA’s basic meal period will normally be thirty minutes in duration.

C.    CAAA agrees to notify the Union President or the Union President’s designated representative of proposed changes to the basic workweek.  If the Union agrees to the proposed change, the change will be effective.  If the Union objects, the matter will be submitted to the Partnership Council for resolution.

D.    CAAA will compensate bargaining unit employees per law and applicable regulations.  CAAA will also comply with all Federal laws governing hours of work and the method of payment for such work.

E.    CAAA will consult with the Union prior to establishing an adverse shift.  If requirement for an adverse shift is determined, both Parties agree that the procedures below will be followed in the implementation and staffing of adverse shifts.   

 (1)  An adverse shift will be defined as a temporary shift with a limited duration, which deviates from CAAA’s basic workweek of four consecutive ten hour days, Monday thru Thursday, with three consecutive days off or requires a differential pay.  

 (2)  When possible, CAAA agrees to provide a minimum of 7 days advance notice to the affected employees prior to the first day an adverse shift is scheduled to start, unless CAAA would be seriously handicapped in carrying out its function or costs would be substantially increased.    

 (3)  Assignment to an adverse shift will be based on rotating tours of not more than 480 hours, unless valid operational requirements dictate otherwise.  (To be credited with a complete rotation, an employee must have actually worked an adverse shift for a period of 480 hours.)
 (4)  CAAA will list affected employees by grade and, when required, job title on “shift rosters.”  This listing will be by seniority in service computation date (SCD) leave order.

(5)  When valid operational requirements dictate use of an adverse shift, CAAA will solicit qualified volunteers from affected employees.  Should more employees volunteer than required, CAAA will assign employees based on SCD order, by seniority, to the shift.  In the event not enough employees volunteer, CAAA will assign draft employees by SCD order, by reverse seniority, to the shift.

(6)  When valid operational requirements allow, employees who have completed an adverse shift rotation, regardless of whether they volunteered or were drafted, will be allowed to return to a basic work week schedule should they choose to do so.  When this occurs, CAAA will add the employees to the top of the appropriate shift roster.  When there are two or more employees rotating to the top of the roster at the same time, they will be listed in seniority order.

(7)  Requests to be excused from assignment to an adverse shift for personal reasons (a hardship waiver) must be approved by the appropriate CAAA representative, normally a Division level supervisor, who will consult with the Union.  Either party may refer disagreements to the Partnership Council.

SECTION 2    ALLOWED TIME:

A.  Both Parties agree that during the basic workweek bargaining unit employees will be granted a 10-minute break during the first 5 hours worked and a 15-minute break during the second 5 hours worked.  Bargaining unit employees working 8-hour shifts will be granted a 10-minute break each 4 hours worked.  Both Parties agree that the following guidelines will govern these breaks:

(1)  The work-group supervisor will designate the break area to be used.

(2) Although work-group supervisors may stagger breaks based on operational requirements, breaks will be scheduled as near the middle of the five or four hour work period as possible.

(3)  CAAA will consider providing bargaining unit employees additional rest periods during both adverse climatic conditions and overtime.

B.  Bargaining unit employees who work in administrative areas where they are free to move about and have ready access to facilities are not authorized scheduled breaks.  Both Parties must agree to the designation of administrative areas in which scheduled breaks are not allowed.

C.  CAAA agrees to allow bargaining unit employees adequate approved time to obtain new or replacement tooling and equipment that they require for the performance of their official duties.

D.  Where working conditions require, supervisors will allow bargaining unit employees adequate time for personal hygiene both prior to lunch and at the end of the shift.  Work-group supervisors may assign work to bargaining unit employees during this time.

E.  When operational requirements permit, supervisors will allow bargaining unit employees reasonable approved time to conduct personal business, which cannot reasonably be conducted during non-duty hours, at Crane Center facilities.
SECTION 3.    HOLIDAY AND CLOSED DAYS:

A.  Except in emergency situations, CAAA will advise all employees, who are required to work on a holiday, of that fact a minimum of twenty-four hours in advance.  CAAA will advise the Union of the total number of employees it schedules to work on a holiday.

B.  Both Parties agree to consult on the number of closed days CAAA will observe during each calendar year by 1 March of each year.  Both Parties acknowledge that operational requirements or emergencies can impact any scheduled closure.

ARTICLE 8

SAFETY, SECURITY, WORK ENVIRONMENT

SECTION 1.  GENERAL:  Before assigning bargaining unit employees hazardous work, CAAA will take all reasonable actions required to eliminate or offset the hazard or unhealthy condition.  Both Parties recognize bargaining unit employees have a responsibility to comply with all regulatory requirements and CAAA policies with regard to safety.  Both Parties recognize employees have the right to contact and report unsafe acts or conditions to the Occupational Safety and Health Administration (OSHA).  However, both agree to encourage employees to first report such conditions to CAAA for resolution.

SECTION 2.  OCCUPATIONAL HEALTH AND SAFETY:

A.  Both Parties agree that employees have the responsibility to notify their supervisor if they observe an act or condition the employee believes to present an imminent risk of death or injury to themselves or others or present a potential environmental hazard.  If, after reporting the condition, the employee and the supervisor are unable to resolve the issue they will immediately refer the matter to the next level of supervision, the Union and the Safety Officer for resolution.  If the issue still remains unresolved it will be immediately referred to the CEA/Commander for final resolution, and authorization to restart the operation.  Normally, CAAA will not take adverse action against an employee for reporting a safety or environmental concern under the provisions of 29 CFR 1960.43(a) or the provisions of this Agreement.

(1)  When an accident or incident occurs that involves CAAA operations, CAAA agrees to notify the Union President or the Union President’s designated representative as soon as possible.  When personal injury (non-first aid) or property damage occur, the accident site will not be disturbed or equipment repaired, unless required for safety, security, or environmental protection reasons, until all employees involved in the incident or their designated representatives and a Union official have had an opportunity to inspect both the site and equipment involved.

(2)  CAAA agrees to consider an employee’s prior work experience before assigning the employee to an unfamiliar or newly developed process, procedure, operation, or task.  CAAA will determine the type and amount of training the employee requires to perform the assignment safely and professionally.

(3)  CAAA agrees that Union officials will be provided any safety or environmental related training they require to perform the duties of their office. 
B.  GOVERNMENT FURNISHED CLOTHING, TOOLS OR EQUIPMENT:  CAAA agrees to furnish bargaining unit employees all required protective clothing, tools, and equipment per all applicable regulations and agreements.  For current skilled craftsmen (machine tool operators, machinist, and tool makers) who currently use personal tools in the performance of their duties, CAAA will procure, maintain, issue, and account for replacement tools which are either broken or worn by use (fair wear and tear).  These replacement tools will remain the property of the U.S. Government.  CAAA will provide all required tools to skilled craftsmen it hires in the future.

C.  INJURY ON THE JOB:
Employees injured on the job will be taken to Crane Center’s Dispensary for evaluation and immediate medical attention.  If immediate hospitalization is required or a delay in hospitalization would endanger the employee’s life or limb, CAAA will arrange to evacuate the employee to an appropriate medical facility or trauma center.  A medical doctor or certified medical physician, nurse, or technician (to include emergency medical technicians) will determine when an employee should be transported directly to a hospital for additional treatment and care.  After initial assessment, injured employees may select a duly qualified area physician, hospital, instead of the Crane Center’s Dispensary and its staff, for treatment of an injury sustained on the job.  When an on-the-job injury occurs, CAAA agrees to notify the Union immediately.  

(1)  CAAA will ensure Crane’s Dispensary initiates the appropriate Office of Worker’s Compensation Program (OWCP) compensation form and provides the employee instructions to report to the CPAC for initial counseling.  CPAC will schedule the employee for counseling with the OWCP coordinator on their entitlements, the claim forms required, the benefits available, their leave options and the employee’s responsibility to complete the claims form and provide it to their supervisor.  The CPAC will advise the employee of their right to have union representation during the counseling session.  At the employee’s request the union may participate in the counseling session.  Both Parties agree to offer employees any required advice or assistance required to process OWCP claims.

(2)  When an employee who is injured on the job is assigned to an adverse shift and their injury requires extensive outpatient care, the employee may request reassignment to a basic workweek shift.  CAAA will approve such requests, workload permitting.

(3) Employees returning from an OWCP injury will be medically cleared by Crane Center’s Dispensary before returning to work.  

D.  LIGHT DUTY:  Both Parties agree to manage employees who have either permanent or temporary medical restrictions imposed on them by the Occupational Health Physician by a jointly developed and mutually agreed upon CAAA policy.  

E.  HIV IN THE WORKPLACE:  Both Parties agree to manage HIV-infected employees per established policy and regulation (AR 600-110) or law.  Both Parties agree to treat HIV-infected employees in the same manner as other employees who suffer from other serious long-term illnesses.  CAAA agrees to allow HIV-infected employees to continue to work as long as they are able to maintain acceptable performance and do not pose a significant safety or health threat to themselves or others.  Both Parties agree the concerns of employees with regard to working with an HIV-infected co-worker or a co-worker suspected of being infected will be taken seriously and addressed by both education and counseling on HIV.  Both Parties also agree to provide employees:

(1)  Periodic awareness training, information, literature and education materials to increase their understanding of HIV.

(2)  Counseling, when requested.

F.  SAFETY AND FIRST AID EQUIPMENT:  To avoid possible infections, any CAAA employee who requires first aid will be sent to Crane Center’s Dispensary for treatment.  For employee’s protection, CAAA will provide appropriate and necessary equipment and materials for responding to first aid situations in all work areas.   

SECTION 3.  LUNCH, REST ROOM FACILITIES, AND SMOKING SHELTERS: 


A.  Employees will have access to lunch and rest room facilities and smoking shelters during lunch and break periods.  Both Parties agree employees may be required to use the facilities nearest their assigned work area.  CAAA agrees to make a continuing effort to maintain and improve these facilities and shelters and to consider any proposals for their improvement.

B.  Employees will have reasonable access to Smoking Shelters that both provide a reasonable amount of protection from the elements and help ensure safety in CAAA’s explosive storage and manufacturing areas.  Shelters may vary in size and design and will be placed where they best serve the majority of CAAA’s workforce.  Shelters may be moveable to accommodate operational areas used for short-term operations.  CAAA agrees to make accommodations for outdoor smoking in areas where smoking shelters are not provided.  Such accommodations, which may be limited, will be agreed to by both Parties.  CAAA agrees to maintain these shelters.

C.  CAAA agrees, during periods when it has operations on-going to allow bargaining unit employees’ access to vending machines and rest rooms.

SECTION 4.
TRAFFIC AND OTHER VIOLATIONS:
 All bargaining unit employees operating vehicles on Crane Center, who Crane Police cite for infractions of the Indiana Traffic Code, will be cited on an Armed Forces Ticket (DD-1408).  By agreement, Crane Center will process these violations through an administrative process.  Crane Police will cite bargaining unit employees they apprehend for violations which are misdemeanors or felonies on a United States Magistrate Citation (DD-1805).  By agreement, Crane Center will process these violators under U.S. District Court guidelines.
SECTION 5.  USE OF GOVERNMENT COMMUNICATION SYSTEMS:  This section covers the use of Federal Government communications systems and equipment, which include Government-owned computers, telephones, facsimile machines, electronic mail (e-mail), Internet and Intranet systems and commercial systems where the Federal Government pays for use or access.  The Parties agree that all use of such systems for other than “Official Use” shall be in accordance with the Joint Ethics Regulation and Command Policies.   

A.  Federal Government communications systems shall be for “official use” and “authorized purposes” only.  

B. “Authorized purposes” include incidental use of Governmental communication systems from the employee’s normal workplace for the following limited purposes:

1.  In case of illness or to notify their families of a change in work schedule or to respond to a family emergency.  

2.  Scheduling medical, auto, home repairs, or similar appointments.

3.  Briefly checking in with family members.    

4.  Making a bank transaction.

5.  Occasional short e-mails to and receipt of e-mail from relatives, friends and fellow workers. 

6.  Brief daily communication (including long distance service) from an employee in an official travel status made to family members notifying of travel schedules changes, safe arrival and to check on family members. 

C.  It is agreed that use for “authorized purposes” will not adversely affect the performance of official duties, are limited to reasonable duration and frequency and whenever possible made during employee’s personal time such as after duty hours, breaks or lunch periods and serve a legitimate public interest.

D.  CAAA agrees to relay incoming messages to employees expeditiously.

SECTION 6. PARKING:  Both Parties agree that special reserve parking will be provided to handicapped employees.  Both Parties also agree any other designated parking spaces will be established only after approval by a committee that is composed of at least one Union and one CAAA representative.  CAAA’s Commander reserves the right to approve or disapprove all such parking.

ARTICLE 9

LEAVE

SECTION 1. GENERAL:

A.  CAAA agrees to administer all types of leave in a fair and consistent manner.  Both Parties agree that operational planning and organization efficiency is best served when bargaining unit employees schedule leave as far in advance as possible.  With the exception of sick leave abuse, both Parties agree approved leave will not be considered a factor in disciplinary actions.  Both Parties also agree that individual leave records and the reason an employee requests leave, both emergency and non-emergency, will be treated as confidential matters.  Both Parties also agree employees normally need only provide general information with regard to the reason leave is requested.  (Examples of such requests include: “I need annual leave” or “I have a medical appointment.”) 
B.  When possible, bargaining unit employees should request leave a minimum of 24 hours in advance. 
C.  Employees should notify their supervisor or the appropriate designated CAAA representative as near as possible to the start time of their scheduled shift on the first day of any unscheduled absence, normally no later than 2 hours after the start of their shift.  Bargaining unit employees will advise the person notified of the type of leave requested and the date the employee expects to return to work.  If an employee determines additional leave is required, the employee should notify their supervisor or the appropriate designated CAAA representative of this fact prior to or as close to the start of their next scheduled shift as possible.  In extenuating circumstances, it may be necessary for an employee to have someone other than themselves report the employee’s need for leave; however, the employee taking leave is responsible for ensuring their absence is properly reported.
D.  Bargaining unit employees will use an OPM-71 to request leave, regardless of type.  Employees will submit this form to their supervisor.  Employees who request leave telephonically will complete and submit an OPM-71 on the first day of their return to work.

SECTION 2.
ANNUAL LEAVE:

A.  When an employee who has adequate leave available requests leave, CAAA

agrees to grant the employee annual leave for vacations of 40 hours or more.  Supervisors will normally approve any requested leave.  If a valid operational requirement prevents approval, the supervisor will ask the employee to reschedule their leave to a period when the leave will not adversely impact operations.  With the exception of previously approved leave, when the choice of vacation time causes conflicts which cannot otherwise be resolved by mutual agreement, the employee’s SCD (leave), by seniority, will be used.  Approved leave will only be subject to rescheduling or cancellation when valid operational needs dictate.

B.  CAAA will normally approve unscheduled annual leave when unforeseen circumstances precluded prescheduling, the exception is when valid operational requirements dictate disapproval.  

C.  Both Parties agree that excess leave will normally not be carried over into the next year.  For leave to be carried over, the employee must have scheduled the use or lose leave in writing; therefore, both Parties agree all employees will schedule all use or lose annual leave, in writing, prior to 1 September of each year.


SECTION 3.
SICK LEAVE: 


A.  Supervisors will approve requests for sick leave for medical, to include optical and chiropractic, or dental treatment, the exception is when valid operational requirements dictate disapproval.

B.  Employee absences in excess of 40 hours will normally be supported by a licensed practitioner’s certificate.  In determining whether a medical certificate is required, the employee’s known medical history and other factors related to the absence will be considered.  Whenever an employee provides a medical certification related to an absence, CAAA agrees to file it with the employee’s sick leave request in the employee’s file.

C.  Both Parties agree that when, in individual cases, there is sufficient justification to believe a bargaining unit employee is abusing sick leave usage, CAAA may require the employee to present a medical certificate to justify approval of any future sick leave.  The supervisor will interview the employee to establish the reason for sick leave usage and to assist in determining if sick leave usage is related to employment, environment, or other extenuating circumstances prior to taking any further action.

(1)  Prior to interviewing the employee, the issuing supervisor shall advise the employee of their right to Union representation in accordance with the provisions of Article 3, Section 8 of this Agreement.  If the employee elects representation, the interview will be delayed until a Union representative is present.  If the employee declines union representation they will be asked to sign a waiver of their right to representation on a mutually agreed upon form, which also will advise them of their ability to reinstate the right of representation at any time during the interview.

(2)  The parties agree to jointly develop a plan of action for the control of sick leave.
D.  Bargaining unit employees who become ill on the job and whose illness is suspected to be job-related will be taken to Crane Center’s Dispensary for evaluation and treatment.  Dispensary personnel will document the employee’s illness or symptoms in the employee’s medical record.

E.  Bargaining unit employees who become ill on the job and whose illness is clearly not job-related, will, after notifying their supervisor, either go to Crane Center’s Dispensary or leave the Center on approved leave.

SECTION 4.
FAMILY FRIENDLY LEAVE ACT:   Sick leave may be used to provide care for a family member who is incapacitated as a result of physical or mental illness; injury; pregnancy; childbirth; or provide care for a family member as a result of medical, dental, optical examinations or treatment; or make arrangements necessitated by the death of a family member or attend the funeral of a family member.  

A.   A “Family Member” is defined as a spouse, and parents thereof; children, including adopted children, and spouses thereof; parents; brothers and sisters, and spouses thereof; and any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship. 

B.   Fulltime employees may use up to 104 hours of sick leave each leave year for these purposes.  Part-time employees and employees with uncommon tours of duty are also covered, and the amount of sick leave permitted for family care and bereavement purposes is pro-rated in proportion to the average number of hours of work in the employee’s scheduled tour of duty each week.  

SECTION 5.  LEAVE FOR ADOPTION PURPOSES:  Employees may use sick leave for appointments with adoption agencies, social workers, and attorneys; court proceedings; required travel; and any other activities necessary to allow the adoption to proceed.  Sick leave may also be granted for any periods during which an adoptive parent is ordered or required by the adoption agency or by a court to be absent from work to care for the adopted child.  If sick leave is requested for the purpose of fulfilling a requirement to stay home with the child after the adoption, the employee(s) will be required to provide verification of the requirement by the appropriate authority; i.e., adoption agency or court.  If during the adoption process the employee is required to be absent for more than 3 days of continuous duration, the employee will be required to provide verification from the appropriate authority regarding the necessity of the absence.  Upon request, CAAA may grant an employee annual leave and leave without pay to carry out parental responsibilities in connection with the adoption of a child.  

SECTION 6.  MATERNITY LEAVE:  For health reason, employees should notify their immediate supervisor of their pregnancy, as soon as it is suspected or known.  This will allow the employee’s duty assignments to be monitored to avoid exposures to materials which may harm the baby’s development.  

A.  When a bargaining unit employee is incapacitated because of either pregnancy or childbirth and requests it, CAAA will grant the employee accrued sick leave, accrued annual leave, earned compensatory time, leave without pay, or a combination of these.  CAAA will require bargaining unit employees requesting leave without pay to use all accrued annual and sick leave prior to its approving leave without pay.  (CAAA will allow temporary and term employees to use any accrued sick leave, annual leave, or compensatory time.)  Employees must submit a request for maternity leave in writing and attach a physician’s statement indicating both the expected date of delivery and any complications that continued employment might aggravate.  In cases where sick leave has been exhausted, CAAA will consider requests for advance sick leave when a medically certified need exists.  The granting of annual leave, advanced annual leave, or leave without pay will be subject to CAAA’s need for the employee’s services.

B.  When requested, CAAA will consider granting an employee either annual leave, sick leave under the FFLA, or leave without pay to assist in the care of the mother of a child or of children in the household when the mother is incapacitated for maternity reasons.

C.  In cases where an employee has returned to work from maternity leave and finds it necessary to request either annual leave or leave without pay to care for a newborn child, CAAA will grant such leave, unless valid operational requirements dictate disapproval.

SECTION 7.  RELIGIOUS LEAVE:  CAAA agrees to grant leave to employees requesting leave for religious holidays of their faith.  Such absences will be charged to either annual leave, compensatory leave, or leave without pay when no annual leave is available.  When an employee’s personal religious beliefs require the employee to abstain from work and the employee has neither annual leave nor compensatory leave available, CAAA agrees to grant the employee leave without pay or the opportunity to earn compensatory time prior to the Holiday.  Such leave will be granted only to the extent it will not interfere with CAAA’s operational requirements.

SECTION 8.  ADMINISTRATIVE LEAVE:


A.  GENERAL:
(1)  Both Parties agree administrative leave is an excused absence from duty without any loss of pay or charge to leave.  To be granted administrative leave, bargaining unit employees must be in a duty-status or have been scheduled to work during the period for which administrative leave is granted.  Both Parties agree that when administrative leave is granted, the amount of leave each employee receives will be based on the employee’s work schedule.

(2)  CAAA agrees to allow bargaining unit employees to participate in funeral services for either members of the Armed Forces or Veterans or to perform duties as a Volunteer Firefighter.  (CAAA agrees to consider other requests for such leave for community-type support on a case-by-case basis.)  CAAA agrees to allow bargaining unit employees up to 4 hours administrative leave per occurrence; however, no bargaining unit employee may receive more than 20 hours of administrative leave for such purposes in any one calendar year.  (CAAA agrees to consider exceptions to these time limits on a case-by-case basis.)  Both Parties agree any employee who misuses such leave may be subject to disciplinary action.

B.  INCLEMENT WEATHER:

(1)  Both Parties agree that, during periods of inclement weather, a liberal leave policy will normally be granted unless it duly interferes with mission requirements. 
(2)  Both Parties agree that when the base is closed, administrative leave will be granted to all employees, the exception are those employees who are qualified to occupy emergency essential positions and who are required to either remain on or report for duty.  Both Parties agree that when such conditions exist personnel qualified to occupy emergency essential positions, as determined by the Commander and coordinated with the Union President or the Union President’s designated representative, may be required to report to or remain at work.  Bargaining unit employees assigned to essential operations who cannot report to work because of road conditions are required to notify their supervisor, as soon as possible.  If during their scheduled shift’s hours road conditions improve to permit travel, employees will notify their supervisor and be prepared to report to work.

(a)  CAAA, with NSA Crane will determine whether the Crane Center will be closed because of inclement weather.  When Crane Center is closed because of inclement weather, CAAA will grant administrative leave for the period of closure.  (Administrative leave will not apply to overtime work.)

  
(b)  By agreement, the Commanders of CAAA and NSA Crane will base their decision on Crane Center’s closure on both its ability to operate and its accessibility, as reported by state, county, and local authorities at the time of the decision.   CAAA agrees to make notifications of administrative closure or dismissal due to inclement weather by public announcement.  CAAA will provide the public announcements to surrounding radio or televisions stations at the earliest possible time.  CAAA also agrees to establish a Weather Advisory Message.  (For CAAA, employees may call 866-249-2154 or 854-2603.  Such notifications apply when the decision of administrative closure is made prior to start of the affected work shift.)

(3)  When severe weather conditions, road conditions, disaster, or other natural phenomena cause a bargaining unit employee to arrive late for work or be unable to arrive at work, the affected employee may submit a request for administrative leave.  Although both Parties agree it is possible that administrative leave will not be granted when Crane Center is open, both agree to establish a committee of at least one Union and one CAAA representative to review such requests and make recommendations to the Commander.  The Commander will review the committee’s recommendations and determine whether administrative leave will be granted to those affected.  CAAA agrees to consult with the Union President or Union President’s designated representative to obtain the Union’s views on the committee’s recommendations before rendering a decision.


(a)  The amount of administrative leave granted, if any, will be based upon individual circumstances as compared to such factors as the actual weather, road conditions, public announcements, and etc.


(b)  Bargaining unit employees requesting administrative leave will provide a written request.  This request will include the route which the employee normally travels; the alternate route (normally interpreted as 20 miles, one way, in addition to the number of miles the employee normally travels), if available, which was attempted; and the employee’s certification that public access roads were impassable.


(c)  Bargaining unit employees assigned to essential operations, who cannot report to work because of road conditions, are required to notify their supervisor, as soon as possible.  If during their scheduled shift’s hours road conditions improve to permit travel, employees will notify their supervisor and be prepared to report to work.

C.  FUNERAL LEAVE:


(1)  Bargaining unit employees will be granted no more than three days administrative leave to arrange and attend the funeral or memorial service for an immediate family member or an immediate family member of their spouse who died as a result of wounds, disease, or injury while serving as a member of the Armed Forces in a combat or hostile fire zone.  (CAAA will consider other similar circumstances on a case-by-case basis.)  Both Parties agree to define “immediate family member” of an employee or of the employee’s spouse as: parents, including step-parents, a person in loco parentis, the spouse, children, sister, brother, or an only living blood relative.  Employees will request leave for this purpose on an OPM-71 and attach a memorandum indicating the relationship to the deceased.  Such requests will be forwarded to the Commander for approval or disapproval.

(2)  CAAA agrees to grant bargaining unit employees who are veterans of a war, campaign, or expedition, for which a Service authorized a service ribbon or campaign badge or who are members of a Veteran’s organization’s honor guard or ceremonial group, administrative leave of up to four hours per occurrence to allow their participation as pallbearers or members of either a firing squad or Guard of Honor in funeral ceremonies for active members of the Armed Forces of the United States.

(3)  CAAA also agrees to allow members of Veteran’s organizations, who are veterans themselves, administrative leave of up to four hours per occurrence to similarly participate in funeral services for departed veterans of the Armed Forces.

(4)  Bargaining unit employees requesting administrative leave for either of the above are required to provide validation of either the Armed Forces or Veterans organization certifies.

D.  VOTING IN ELECTIONS:  When the polls are open for less than three hours before or after the employee’s scheduled hours of work, CAAA agrees to grant employees sufficient administrative leave to enable the employee to vote.  Employees must request such leave prior to the day of the absence, identify the location at which they will vote, and certify they will use the time granted to vote.  Employees will request such leave on an OPM-71.

E.  BLOOD DONATION:  Bargaining unit employees who donate blood at an area hospital, clinic, or bloodmobile, during their scheduled work hours may be granted up to four hours administrative leave to make their donation and recuperate from it.  Employees must request such leave in advance, the exception is emergency donations.  In rare cases, additional time, not to exceed eight hours, may be granted.

F.  TARDINESS: CAAA agrees that a Director may excuse unavoidable tardiness of 10 minutes to one hour.  For staff members, the Civilian Executive Assistant may excuse such absences.  Immediate supervisors may excuse unavoidable tardiness of less than 10 minutes.

G.  VOLUNTEER FIREFIGHTERS:  Bargaining unit employees, who serve as a Volunteer Firefighter in their community may be allowed administrative leave of up to 20 hours per calendar year to respond to or recover from an emergency call.  To be considered for such leave, the employee must possess both a State of Indiana certification number and an Indiana Voluntary Firefighters Association registration card.  When requesting administrative leave for the performance of duties associated with firefighting, bargaining unit employees will be required to provide verification from the Fire Department and both their certifications and department number on the OPM-71.

H.  COURT LEAVE:  Court leave will be authorized to allow employees to serve as a member of a jury or for attending court proceedings in a non-official capacity as a witness on behalf of a state or local government.  The employee must present the notification requiring their presence to the immediate supervisor prior to the beginning of jury duty or the required appearance time.  Employees serving as witnesses in private party, non-official, court proceedings must charge such time to annual leave or leave without pay unless the United States or a state or local Government is a party in such proceeding. 

I.  BONE MARROW DONORS:  Employees may be granted up to seven (7) days of paid leave (administrative leave) each calendar year to serve as a bone marrow and up to thirty (30) days of paid leave each calendar year to serve as an organ donor.  Excused time off may be used for testing and medical appointments that are required prior to the actual donation procedure.  Employee agrees to provide appropriate doctor’s certification.    

SECTION 9.  FAMILY MEDICAL LEAVE ACT:  Employees are entitled to 12 workweeks of unpaid leave during any 12-month period for: the birth and/or care of a child; the placement of a child with the employee for adoption or foster care; the care of a spouse, child or parent of the employee who has a serious health condition; or a serious health condition of the employee that makes the employee unable to perform the essential functions of their position.  Under certain conditions, Family and Medical Leave may be taken intermittently, or the employee may work under a schedule that is reduced by the number of hours of leave taken as Family and Medical Leave.  An employee may elect to substitute other paid time off, as appropriate, for any unpaid leave under the Family and Medical Leave Act, but management may not require that this be done.
ARTICLE 10

PERSONNEL POLICIES AND PROCEDURES, GENERAL

SECTION 1.  Personnel Actions: CAAA agrees to furnish to the Union the Table of Distribution and Allowances (TDA) or equivalent staffing document and, upon request, information on: accessions, separations, transfers, details, work schedule changes and promotions or changes to lower grade.  CAAA also agrees to notify the Union when changes occur.  Both Parties agree such information may be provided by e-mail.

SECTION 2.  Both Parties share a common interest in the well being of the CAAA community and agree to share information concerning the death, serious injury, or hospitalization of an employee or former employees, as soon as possible after receiving notification of such.    

SECTION 3.  Beneficial Suggestions:

A.  Both Parties agree to administer the Beneficial Suggestion Program per a jointly developed mutually agreed upon program and policies.

B.  Upon request of the Union President or the Union President’s designated representative, CAAA will provide the Union a listing of all pending suggestions, the date received, the subject matter, and name of the submitter.  CAAA will process all suggestions in a timely manner.  CAAA will notify employees who submit suggestions of the status and final disposition of their suggestions.

SECTION 4.  Orientation Program:  CAAA agrees to notify the Union of the names and duty locations of all new employees within 30 days of the date they begin their employment.  CAAA agrees to inform the Union of the time and location of new employee orientation programs and to allow the Union adequate time to provide new employees information, by any media it chooses, during such programs.  The Union agrees not to discuss internal Union business during these sessions.  CAAA will normally provide the Union 10-15 minutes for its presentation.

ARTICLE 11

OVERTIME WORK

SECTION 1.  Both Parties agree overtime:

A.  Will be assigned to employees on a fair and consistent basis.

B.  Will not be assigned as a reward or penalty.

C.  Will not consider approved leave as a factor in determining an employee’s eligibility for overtime.

SECTION 2.
For purposes of this Article, both Parties agree to define the “overtime work unit” as those employees of the same job title and grade who are assigned under the same Supervisor for the same operation.  Both Parties agree overtime will be offered first to all employees of the same grade as those who normally perform the required operation before it is offered to the next higher grades.  CAAA agrees it will offer overtime per the following:

A.  To those qualified employees, both permanent and either term or temporary, of the “overtime work unit” who normally perform the work for which overtime is required and who have the least amount of accountable overtime on the overtime roster, year to date.

B.  When there are insufficient volunteers from within the work unit, overtime will be offered to other qualified employees of the same grade-level and, when possible, job title, first within the division, then the directorate, and then command.

C.  When there are insufficient volunteers of the same grade level in the work unit, division, directorate, or command, overtime will be offered first within work unit, then the division, then the directorate, and then the command in the following order:

(1)  To qualified employees of any grade level of the same pay schedule; then

(2)  To qualified employees of different pay schedules.

SECTION 3.
The appropriate supervisor of each work area will maintain a current record or database by job title and grade (an Overtime Roster) of overtime either worked or declined.  This roster, which will contain the employee’s name and number of credited overtime hours, will be posted in each work area.  Each division and when necessary, directorate will maintain a separate roster, by grade, for employees who perform overtime outside their division.  This information, which will be readily available to all for review, will be used as basis for determining the equitable assignment of overtime.  Employees will be credited with overtime, as follows:

A.  For all overtime or compensatory time hours actually worked, the exception is unplanned overtime or compensatory time required to complete a task that extends beyond normally scheduled work hours.  (Overtime worked outside the directorate will be recorded on a separate roster by division.)

B.  For all actual available overtime offered and declined.  (The assessment of hours counts only against those who were within the range to get the offered overtime and is adjusted for those who declined if the hours actually worked are different than those offered.)

C.  For all overtime hours the employee would have worked, except for the fact the employee was on approved leave, regardless of type, on TDY, performing required military duty, or in a non-pay status during the time the overtime was worked.

D.  Employees who are on approved leave, regardless of type, on TDY, performing military duty, or in a non-pay status for fifteen or more calendar days will be credited overtime per Section 4, below.

SECTION 4.
CAAA agrees to assess employees, who are newly assigned to an “overtime work unit,” the maximum number of overtime hours any individual in the overtime work unit has earned, to date, on the current roster.
SECTION 5.
CAAA agrees to reduce each employee’s cumulative total of overtime to zero at the end of the “leave” year.  CAAA also agrees bargaining unit employees will retain their standing, as of end of the previous leave year, on the overtime roster.

SECTION 6.
CAAA agrees to pay bargaining unit employees who it calls in for emergency overtime a minimum of two hours of overtime.

SECTION 7.
CAAA agrees to notify bargaining unit employees of scheduled overtime as far in advance as possible. (When possible, CAAA will notify bargaining unit employees a minimum of 48 hours in advance of the first day on which scheduled overtime is required).
ARTICLE 12

POSITION DESCRIPTIONS AND JOB CLASSIFICATION

SECTION 1.
Position descriptions (PD) are used as the basis for setting the position’s classification and pay rate.  However, PDs also serve as a tool for organizing work and informing employees of both their relationship to their supervisor and their regular and recurring duties.  CAAA agrees to include all major recurring duties and responsibilities assigned to bargaining unit employees on a permanent basis in the employee’s PD.  CAAA will have PDs classified in a timely manner.  CAAA will provide each bargaining unit employee a copy of their PD.

SECTION 2.
CAAA agrees to conduct periodic reviews (annual) of each PD provided it has the personnel available to do so.  During any review, the employee and the employee’s supervisors will review the PD to ensure it accurately reflects the duties performed.  CAAA agrees to allow the Union to actively participate in reviews of PDs that impact bargaining unit employees.  A free open exchange during such reviews is encouraged.  At a bargaining unit employee’s or the Union’s request, CAAA will conduct a review of an employee’s PD per applicable regulations.

SECTION 3.
Any employee who believes their PD or the associated pay grade is incorrect should address this concern with their supervisor or Union representative.  After review, the supervisor will refer the position’s PD, with comment, to CAAA Manpower Office who will coordinate CPAC review.  CPAC will discuss the PD with the supervisor and employee and, if the employee or CAAA requests, a Union official.  If a matter of concern is not resolved to the employee’s satisfaction, the employee may file a formal classification appeal per applicable regulations.

SECTION 4.
At any time, the Union may recommend a change in either a PD or the standards used for a particular classification or position.  The Union agrees to submit its recommendation, in writing and with full justification, to CAAA’s Manpower Office.  Both Parties agree to openly discuss the recommendations.

SECTION 5.
Upon receipt, CAAA agrees to advise the Union of new or revised job classification standards or directives which affect the classification or pay of bargaining unit employees.  CAAA also agrees to provide the Union any additional related information it requests, provided such is available.

SECTION 6.
CAAA agrees, when a bargaining unit employee’s position is downgraded for any reason, to inform the Union immediately upon receipt of the official notice of the proposed downgrade.  CAAA will make such downgrades per the time limits and requirements of applicable laws and regulations.

SECTION 7.
CAAA agrees to assign bargaining unit employees work appropriate to their job classification as described in their PD.  In an emergency CAAA will attempt to assign bargaining unit employees to other required, related work or, if the employee requests, to allow the employee to take leave.  The Union understands CAAA will normally change the work schedule of term appointments to an intermittent schedule under these similar conditions.

ARTICLE 13

PERFORMANCE

SECTION 1.
Throughout the rating period CAAA supervisors will periodically inform (counsel) bargaining unit employees of the performance elements they are expected to meet and of how well they are meeting such.  (A performance element is major duty for which the employee is held accountable and which contributes significantly to the employee’s performance rating.)  CAAA will base these performance elements on the major duties of the employee’s official PD.  A “qualified employee” should reasonably be able to attain a fully successful performance level.

SECTION 2.
The employee’s immediate supervisor will initiate performance appraisals.

All employees must be on valid standards for a minimum of 120 days prior to being rated.   If an employee is assigned work in a matrix managed environment the rating supervisor must request input from the other supervisor(s) who have had direct knowledge of the employee’s performance during their rating period.  The rating will be deferred until the employee is on standards for a minimum of 120 days or until the rating official receives input from the performing supervisor(s) when required.

SECTION 3.  If either the employee or supervisor change positions within 120 days of an employee’s appraisal ending date, an early annual close out rating is required, which will be the employee’s rating of record for the year.

SECTION 4.
Bargaining unit employees should initial their performance appraisals following the various steps of the appraisal process.  Both Parties agree that an employee’s signature does not indicate that the employee either agrees with the rating or has forfeited the employee’s grievance rights.

SECTION 5.
When a bargaining unit employee’s performance is such that it may justify the employee’s receipt of an unacceptable performance rating, the employee’s supervisor will counsel the employee of this fact.  The supervisor will advise the employee, in writing, of the unacceptable performance, of the specific action required to bring the performance to an acceptable level, and that the employee has 120 calendar days to demonstrate an acceptable performance level.  When necessary, the rating period will be extended (deferred) to accommodate the 120-day period.  A decision to dismiss a bargaining unit employee or change the employee to a lower grade (downgrade) which is based solely on the employee’s unacceptable performance will only be made when reasonable efforts have been made to return the employee to a fully successful performance level.

SECTION 6.
Performance ratings will not be submitted to improve an employee’s standing on retention register.  Both Parties agree to establish a review panel composed of at least on Union official and one CAAA representative to review any rating other than success (level 3) for consistency with current performance criteria across all CAAA organizational elements.  This Panel will provide data for the Commander’s use to ensure consistency.  Performance appraisals will normally be submitted within 45 days of the close of a rating period, unless a rating period has been deferred to meet technical requirements.

ARTICLE 14

ACCEPTABLE LEVEL OF COMPETENCE

SECTION 1.
A GS employee who occupies a permanent position (to include employees hired on TERM appointments) who has not reached the maximum rate of pay of their grade shall be advanced in pay to the next higher rate within the grade at the beginning of the next pay period following the completion of the prescribed waiting period provided:  the employee has performed at a fully successful level; and the employee has not received an equivalent increase during that period.  CAAA agrees to process a denial of within-grade increase per applicable regulations.

SECTION 2.
WG employees (to include employees hired on TERM or temporary appointments) will automatically receive a within-grade increase at the beginning of the first applicable pay period following completion of the required waiting period.  This is provided the employee’s performance was fully successful and the employee has not received an equivalent increase in pay during that period.  CAAA agrees to process a denial of within-grade increase per applicable regulations.

SECTION 3.
When CAAA initially establishes or changes the performance standards or critical elements for an employee, the employee’s supervisor will discuss the proposed standards and critical elements with the employee.  The supervisor will explain the employee must be performing at the fully successful level to obtain a within-grade increase.

ARTICLE 15

DISPLACING EMPLOYEES

(Internal/External Reorganization; Transfers of Function; and Workload/Technology Change Contracting Out)

SECTION 1.
Both Parties agree to continuously take action to prevent or minimize situations which could lead to the displacement of CAAA bargaining unit employees.

SECTION 2.
If any CAAA function is contracted out, CAAA will ensure:

A.  Separating employees have first refusal rights as specified in OMB Circular A-76.  OMB Circular A-76 and the provisions therein are not subject to the parties’ negotiated Agreement.
B.  Matters related to union and employee rights and involving employee pay and salary schedules, to include shift differentials and premium pay, and union security are open to negotiation, per language of this Agreement’s Preamble concerning successorship and assignee, to the extent consistent with law.

SECTION 3.
Both Parties agree to periodically hold briefings to exchange information and available documentation on decisions affecting bargaining unit employees per OMB A-76 or the Business Case Analysis (BCA).

SECTION 4.
CAAA agrees to involve the Union, to the maximum extent allowed by law, in the development and review of all documentation associated with either the BCA or A-76 process.

SECTION 5.
CAAA agrees to hold briefings for affected bargaining unit employees to provide them information on the A-76 or BCA process.  CAAA agrees to provide the Union an opportunity to attend and participate in such meetings.

SECTION 6.
CAAA will notify the Union President or Union President’s designated representative when a contract has been awarded that adversely affects bargaining unit employees.  Within fifteen calendar days, the Union President or the Union President’s designated representatives may request for negotiation on arrangements to be made for those bargaining unit employees adversely affected by the decision to contract out the function.

SECTION 7.
When qualification requirements are waived, CAAA agrees to use an agreed upon panel process to make selections from an appropriate register or source.

ARTICLE 16

PAY

SECTION 1.
CAAA agrees to compensate employees per law and applicable rules or regulations.  CAAA also agrees to pay employees who work on holidays which are outside their basic workweek the same pay as normally received on an overtime day.

SECTION 2.
CAAA agrees to appropriately compensate employees whose duties unavoidably expose them to conditions for which environmental differential (hazard) pay is authorized.  Both Parties agree to review and discuss any proposed changes to the conditions, programs, or operational areas in which environmental differential pay will be received once this Agreement is approved.  A committee of a least one CAAA, one Union and one CPAC representative will make this review.  This committee will submit its recommendations to the Partnership Council for review and approval or disapproval.  In the event this council cannot reach consensus, the provisions of 5 U.S.C., Section 7106 will apply.

ARTICLE 17

TRAINING & EMPLOYEE DEVELOPMENT

SECTION 1.
Both Parties agree effective training, to include cross-training, and development programs mutually benefits both CAAA and bargaining unit employees.  Both Parties agree to develop procedures and policies, which are consistent with CAAA’s mission requirements, to implement such programs.  CAAA agrees to implement and maintain effective training and developmental programs.

SECTION 2.
CAAA will, within budgetary and regulatory limits, provide bargaining unit employees reasonable training and development opportunities.  This developmental training, which must be directly related to CAAA’s mission accomplishment, is intended to enhance employee performance and assist employees in meeting their career goals.  Both the employee and the employee’s supervisor are responsible for identifying training needs.

SECTION 3.
CAAA will determine the criteria it will use to allocate limited training funds.  Both Parties agree CAAA’s employees will have input to the establishment of training criteria and the development of effective training programs.  CAAA agrees to give bargaining unit employees which it involuntarily displaces or reassigns priority for training to prepare them for their new job assignments.  CAAA also agrees to provide qualified bargaining unit employees career enhancement training opportunities when both its workload and budget permit.

SECTION 4.
CAAA agrees to give all employees or groups of employees fair and equitable consideration for training and developmental programs.

ARTICLE 18
PERSONNEL MANAGEMENT

SECTION 1.
REPROMOTIONS:
When vacancies exist, CAAA will give qualified bargaining unit employees, who are repromotion eligible, priority consideration for these vacancies.  CAAA agrees to use an agreed upon panel process to select the best-qualified candidate to fill such vacancies.

SECTION 2.
PROMOTIONS:

A.  Department of Army is currently using RESUMIX as its automation tool to process Merit Promotion actions.  Any changes to the system parameters must be negotiated with the Union prior to implementation.  Only the information in an employee’s resume contained within the RESUMIX data base will be considered in the determination of employee qualification for promotion.  All Merit Promotion actions will be announced and processed under the provisions contained herein:  

(1)  CAAA’s servicing Personnel Office(s) will post all vacancy announcements to the Civilian Personnel Online (CPOL) web site (www.cpol.army.mil) and publicize internally through e-mail, the bulletin, and any other means to provide the widest distribution to all CAAA employees.  E-mail announcements shall be printed and posted in all industrial work areas.  

(2)  CAAA agrees to consider announcing competitive position vacancies first within CAAA, however, it retains the rights under 5 U.S.C., Section 7106(a), to announce any vacancy in the manner in which it will attain the best pool of qualified candidates.  CAAA agrees to discuss the Area of Consideration (AOC) it intends to use and its rationale for its use with the Union President or the Union President’s designated representative prior to making the announcement.

(3)  Competitive announcements will be open for self nomination for a minimum of seven workdays.

(4)  At a minimum, announcements will include: the announcement number; title, series, and grade; a brief description of the position’s duties; summary of any qualification or special requirements; the area of consideration; the evaluation procedures, to include whether a written test is required; the Point of Contact (POC) information; a statement of whether or not the position is in AFGE’s bargaining unit; a statement that, when applicable, selectees may be subject to drug testing procedures; a statement that the selectee will be required to sign up for direct payroll deposit; and instructions on how to submit a resume and self nominate to receive consideration.

(5)  Employees on approved leave or official travel during the entire period of an announcement may file a delayed application within two workdays of their return to duty.  When a written test is required, CAAA will arrange for the servicing Personnel Office to conduct a special examination.  If CAAA has not made a final selection by the time the returning employee applies, CAAA will place the certification and selection process in abeyance until HRO reviews the application and completes the certification process.

(6)  Rating skills, usually no more than 6, will be limited to the major duties described in the official position description for the vacancy.  Skills will not be so restrictive as to discourage bargaining unit employees with related experience or similar experiences from either applying or qualifying.    

(7)  In all cases an employee’s related or similar military or civilian work experience, training, and education will be considered in making qualification determinations.  Approved classification standards will be used to determine the appropriate grade level credit for documented experience in government, private industry and/or military experience.

B.  Reconsideration Procedures:

(1)  Applicants will receive information regarding the status of their application for Merit Promotion actions through the RESUMIX system’s automation tools.  The ANSWER tool provides updated information regarding the status of applications.  Employees who are notified through ANSWER that they were not referred for consideration or were not qualified for the position can request reconsideration through the following procedures:

(a)  Utilize the ANSWER e-mail link to request reconsideration.  As a minimum the e-mail requesting reconsideration must contain the following information:


--  Employee’s name



--  Employee’s contact information (phone and e-mail)


--  Announcement number



--  Nature of inquiry or concern, be as specific as possible.

(b)  If the ANSWER e-mail does not resolve the employee’s concern within an acceptable time frame, generally 2 business days, the employee may elevate their concern by contacting their servicing CPAC specialist and requesting assistance.

(2)  If the employee’s concerns remain unresolved after contacting the CPAC for assistance the employee may pursue their concern through the negotiated grievance procedure.  

(3)  CPAC will notify the selecting management official if reconsideration is ongoing concerning the announcement in question.  The management official will hold-up processing actions unless valid operational requirements dictate otherwise.  Decisions will be made on a case by case basis following consultation with the Union.
C.  When CAAA fills a vacancy, the servicing personnel office will provide CAAA a referral list which contains the names of the best qualified candidates.  The servicing personnel office will list all those referred in alphabetical order.
D.  CAAA agrees, when there is more than one applicant for any position, permanent or temporary, to use an agreed upon panel interview process to select the best qualified candidate for the position being filled.

E.  As appropriate, applicants referred for consideration, will be informed of the following:

(1)  Notification through ANSWER that they have been referred for consideration but not selected.  

(2)  For those interviewed but not selected, the name of the applicant selected.

(3)  For those who request such, the interviewing panel will provide counseling as to the areas, if any, in which the applicant could improve upon to increase their chances of future selection.

(4)  For those that request such, the following documents used in the evaluation process will be provided:


-  Referral List (sanitized)


-  Selection Statement


-  Selectee Resume (sanitized)


-  Requester’s Resume

SECTION 3.
DETAILS, TEMPORARY PROMOTIONS, TEMPORARY ASSIGNMENTS:

A.  CAAA agrees it will not use details, temporary assignments, or temporary promotions to circumvent creating and filling permanent positions.

B.  CAAA may officially detail bargaining unit employees to perform duties outside their official PD to meet valid operational requirements, for emergencies, for training, to meet requirements pending description and classification of a new position, and to await completion of a required security clearance.  CAAA will document such details using a Request for Personnel Action (RPA).  (CAAA agrees to rotate higher level duties and responsibilities among all qualified and interested employees in the work unit in an attempt to promote equal promotional opportunities).  After 120 calendar days, CAAA will file a copy of the SF-52 in the employee’s Official Personnel Folder (OPF).  Both Parties agree the employee is responsible for ensuring any qualifying work experience obtained from a detail is added to their OPF.

C.  When qualified, employees may be temporarily assigned to higher level duties.  When the assignment is expected to last longer than 20 calendar days, the employee assigned to the position will receive a temporary promotion.  CAAA will ensure the promotion action is effective as soon as possible but no later than the 21st day of such an assignment.  If a current valid referral list exists, CAAA will select an employee to perform the higher level duties from the best qualified candidates.  CAAA will use competitive promotion procedures to fill temporary promotions it expects will exceed 120 calendar days.  (No employee will be non-competitively detailed or promoted to higher level duties for more than 120 calendar days in any 12-month period).
SECTION 4.
CAREER LADDERS:

A.  All employees on career ladder promotions will receive a training plan detailing the formal training and/or on-job training requirements that must be met for advancement to the next succeeding grade(s).  As a minimum the employee must receive a quarterly counseling assessment of their progress towards advancement.  An employee will not be penalized for failure to complete formal training when CAAA has failed to schedule or budget for formal classroom training or inability to otherwise provide agreed upon training.   

B.  Employees in the career ladder system expect advancement to the full performance level when all requirements are met for advancement.  When a bargaining unit employee meets the time-in-grade requirements, completes the agreed upon training plan and demonstrates successful performance the appropriate promotion will be made.  Although a reduction-in-force (RIF) that results from a project cancellation or workload reductions may adversely impact career ladder promotions, the anticipation of a RIF is not justification to delay promotion.  Appropriate career ladder promotions will be submitted prior to a RIF initiated personnel freeze.  Such promotions will be effective on the eligibility date.

C.  When appropriate, CPAC will provide CAAA tickler lists of employees in a formal career ladder a minimum of four months prior to time-in-grade eligibility for promotion.  CPAC will advise CAAA to either initiate the required promotion action or discuss with the employee any concerns which may prevent promotion.  CPAC will provide CAAA another tickler list two months before the promotion action is due.

SECTION 5.  Merit Promotion Rating Panels:  When CAAA determines to use rating panels to evaluate candidates to fill positions within the bargaining unit as part of the Merit Promotion Program it is agreed that the panel members will normally, be DoD civilian employees; be at the same or higher grade than the position being filled; possess  knowledge, skills, and experience relative to the position being filled; free from any personal relationship from the candidates being evaluated which may present a conflict of interest.  All panel members will be required to sign a non-disclosure statement concerning the panel’s deliberations.  

ARTICLE 19

REDUCTION-IN-FORCE (RIF)
SECTION 1.
Both Parties agree that any RIF or RIF-related action will be conducted in strict compliance with Public Law 95-454, 5 CFR 351 and this agreement.  CAAA agrees to conduct any RIF in a manner that both causes the least disruption to bargaining unit employees and provides such employees, to the maximum extent possible, their rights.  Both Parties agree all RIF-related actions will be uniformly and consistently applied to all employees.
SECTION 2.
Prior to submitting a required RIF package, CAAA will advise the Union.  The Union agrees not to disseminate any advance RIF information CAAA provides it in advance of CAAA’s “official” Command notification.  Both Parties agree to inform all bargaining unit employees of a pending RIF action and to periodically update them on all matters related to the RIF.  These updates will provide employees information that may be useful to permitting them to plan their possible separation.
SECTION 3.
CAAA agrees to provide the Union President or the Union President’s designated representative copies of all new PD’s developed as the result of any RIF.
SECTION 4.
CAAA agrees to recognize designated Union officials to act as the Union’s liaisons for all RIF actions.  Although two Union officials will normally serve in the capacity, workload requirements may dictate a need for additional representatives.  CAAA agrees the Union officials designated as liaisons will serve in this capacity until all RIF-related issues are resolved.  Both Parties understand the purpose of these liaisons is to assist in resolving employee or Union complaints and conducting RIF procedures and not to represent individual employee complaints.  CAAA agrees to ensure Union officials designated as liaisons receive the same training and briefings provided to those tasked with the conduct of the RIF.  CAAA agrees to allow these Union liaisons approved time for all official activities associated with the performance of their duties.
SECTION 5.
CAAA agrees to provide the Union updated Retention Registers as soon as all change actions are processed.  The Union agrees to control this information per the Privacy Act.  The Union also agrees not to reproduce, copy, or disseminate these lists or any extracts of them.  Both Parties agree that bargaining unit employees have a right to review their own retention register and any other registers that may have a direct bearing on their relative standing.
SECTION 6.
PROCEDURES:


A.  All positions sharing the same grade (or occupational level) and classification series, and which are similar enough in duties, qualification requirements, pay schedules, and working conditions so that an agency may reassign the incumbent of one position to any of the other positions in the level without undue interruption will be placed in the same competitive level within the competitive area.  Normally, employees performing essentially the same duties within a single division will be placed on the same PD. 
B.  For RIF procedure purposes only, the base PD numbers (PD numbers without the individual identifier) will be used.

C.  When the RIF process requires the use of Performance Appraisals, only the three most recent appraisals will be used.
 

D.  All existing vacancies to be filled will be used to place excess personnel.  If a vacancy cannot be filled at the journeyman level, it will be restructured to ensure maximum use.  When determining qualifications for employee placement rights, CAAA will adhere to the spirit and intent of OPM regulations.

E.  CAAA will provide personnel who are impacted as the result of RIF allowed time or administrative leave to obtain counseling.  Priority will be given first to employees scheduled for separation, second to employees being downgraded, and then to employees receiving reassignments.
F.  When an individual who received a notice of separation and has been offered or had available counseling files a valid challenge, both Parties agree to waive time limits and process the challenge as quickly as possible through the appropriate forum. 

G.  CAAA agrees to request information to identify and secure available benefits per the Work Force Development Act (WFDA).  Both Parties agree to form a Joint Labor and Management Committee to secure available funds to provide training and education and assist all displaced personnel.  This committee will forward its recommendations to the Partnership Council for consideration.

H.  CAAA will establish and operate a Career Transition (Outplacement) Center for those employees to be separated.  Separating employees will be allowed a total of fifty hours of official time or administrative leave to obtain transition assistance.  The Career Transition Center will coordinate job fairs which will invite both private industry and government employers to conduct on-site job interviews.  Separating employees will be allowed to use up to twenty hours of their total (50 hours) transition time for off-site job interviews.  Prior to attending an off-site job interview, separating employees will provide CAAA’s designated representative the time and date of the interview and the name of the firm with which they are interviewing.

I.  CAAA will, at a minimum, provide separating employees information on health and life insurance benefits, re-employment lists, priority placement programs, and thrift savings plan.  They will also provide information on how to apply for unemployment benefits. 
J.  If the State Office of Compensation agrees to send representative to Crane Center, CAAA will provide these representatives office space to collect applications.  Prior to the effective date of separation, separating employees will be provided reasonable allowed time or administrative leave to meet with State representatives.
K.  CAAA will release all temporary and term appointees and employees who are on temporary promotions prior to releasing competing employees, per law or government-wide regulation.  (“Competing employee” is defined as: An employee in Tenure Group No. 1, 2, or 3 in either the competitive or the excepted service.”)  The order of release of competing employees from a retention register starts with the lowest subgroups.  Within a subgroup, employees with the least amount of service credit will be released first.  All non-competing employees in a competitive level will be released prior to the release of a competing employee in the same competitive level.  Ties will be broken based on: (1) time-in-grade; (2) longest service within competitive area; (3) the last digit of social security number (SSN).  Both Parties agree that when a tie impacts the regular order of release from a competitive level, the following procedure will also be used:
(1)
 All affected employees’ SSNs will be placed in one pool.

(2)
 The numbers 1, 2, 3 and etc., will be placed in a separate pool.  (The number of ties to be broken).

(3)
 One SSN will be drawn from one pool and one number from the other pool.

(4)
 The two numbers will be matched.


(5)
 This process will be continued until all numbers of either pool have been drawn and matched.

ARTICLE 20

ADVERSE AND DISCIPLINARY ACTIONS

SECTION 1.  Employees may be disciplined by CAAA with verbal warnings, letters of caution, letters of reprimand, suspensions without pay, reductions in grade, or removal.  These disciplinary actions may only be taken for just and sufficient cause.  It is recognized that the Douglas Factors (Appendix D) are relevant for consideration in determining the appropriateness of a penalty.  In the application of Adverse and Disciplinary Actions, CAAA will comply with applicable laws, rules, regulations and the provisions of this negotiated Agreement. 

SECTION 2.  Adverse actions covered in this Article include removals, suspension of 15 calendar days or more, furloughs of thirty (30) days or less and reductions in grade or pay.

SECTION 3.  Employees have a right to a thorough and relevant investigation, timely decisions, input at all stages and representation.  Documented discussions will be held with employees prior to implementing disciplinary actions.  If the offense does not warrant formal discipline for the first offense, the supervisor will advise the employee that failure to improve may result in formal disciplinary action.  If the employee request union representation, CAAA will advise the Union of the matter and allow the Union to participate in the investigation.   If the employee declines union representation they will be asked to sign a waiver of their right to representation on a mutually agreed upon form, which also will advise them of their ability to reinstate the right of representation at any time during the discussion.  If representation is declined, CAAA agrees to notify the Union of the circumstances without compromising the employee’s privacy, and that any resulting action will not be precedent setting.  Representatives, other than Union representatives, will be allowed if their representation will not result in a conflict of interest, position, work priority or unreasonable cost to the government.  When the employee elects to use another representative, the Union will have the right to have an observer present at the proceedings.

SECTION 4.  CAAA will notify employees and the Union of impending adverse and disciplinary actions, investigation results and planned decisions in order to ensure informing of the relevant parties, consistency of the process and equitable decisions.  No adverse or disciplinary action will be implemented before the investigations and these planned decisions are completed, documented and communicated.

SECTION 5.  Alternative Discipline Program

A.  Alternative Discipline shall be defined as a program of paper discipline.  The SF-50 documenting that the employee has been disciplined shall be placed in the Official Personnel Folder.  The discipline has the same force and effect as a suspension, with no loss of pay to the employee.

B.  All notices of proposed disciplinary actions for 14 calendar days or less (10) workdays or less) will include a statement of the availability of an Alternative Discipline Program.  

C.  Any employee under notice of proposed disciplinary action of 14 calendar days or less, at any time prior to submitting either an oral or written reply to the proposed disciplinary action, may request Alternative Discipline.  All such requests should be made in writing to the management official who signed the proposed disciplinary action.

D.  The proposing official will be responsible for establishing a meeting with the employee, their designated representative and a representative of the Civilian Personnel Advisory Center to explain the Alternative Discipline Program in detail.

E.  Following the meeting, the employee shall be allowed three (3) workdays to either elect Alternative Discipline or make a reply to the proposed disciplinary action under the traditional disciplinary program.

F.  If the employee elects Alternative Discipline the Civilian Personnel Advisory Center shall prepare the Alternative Discipline Agreement which must be signed by the employee, their representative and the proposing official.  Such decision to elect paper discipline shall not be precedent setting.

G.  It is understood by all parties that, once elected, the Alternative Discipline will become a permanent part of the employee’s Official Personnel Folder and may be used to support future disciplinary actions up to and including removal from the federal service.

H.  It is understood that once the employee elects to participate in the Alternative Discipline Program the employee waives all future rights to grieve, complain, appeal or otherwise contest actions taken in relation to the proposed disciplinary action.

ARTICLE 21

NEGOTIATED GRIEVANCE PROCEDURE

SECTION 1.
Both Parties agree to process grievances in a timely manner and to attempt a reasonable settlement at the lowest level.

SECTION 2.
Both Parties agree that bargaining unit employees may use either the negotiated grievance procedures or 5 U.S.C.’s statutory procedures, but not both.  Both Parties agree to advise employees of this right and the provisions of each procedure. 
SECTION 3.
Both Parties agree that matters over which CAAA has no control are not normally grievable under this Agreement.  Such matters are outlined in 5 U.S.C.
SECTION 4.
A grievance is a complaint by any of the following about any matter subject to CAAA’s control:

A.  By a bargaining unit employee or a group of bargaining unit employees concerning any matter related to their employment; concerning the affect, interpretation, or claim of a breach of the collective bargaining agreement; or concerning any claimed violation, misinterpretation or misapplication of any law, rule, or regulation affecting conditions of employment.

B.  By the Union President or Union President’s designated representative concerning any matter related to the employment of bargaining unit employees; concerning the affect, interpretation, or claim of a breach of the collective bargaining agreement; or concerning any claimed violation, misinterpretation or misapplication of any law, rule, or regulation affecting conditions of employment. 

SECTION 5.  Negotiated Grievance Procedure:  The parties’ grievance procedure will consist of a two-tiered process consisting of an informal resolution period and a formal grievance processing period.  All grievances shall be processed using the following procedures:
A.  Step 1.  Informal Resolution Period:  Both Parties agree that the Informal Resolution Period provides the best opportunity to resolve concerns and are committed to make every effort to resolve concerns at this level.  The employee or union official will discuss the concern with the immediate supervisor or the CAAA official who took the action being grieved.  The informal resolution discussions will continue through the employee’s chain of command up to and inclusive of the Division Chief, or equivalent level, in an attempt to find equitable resolution prior to the filing of a formal grievance.  This informal resolution period provides time for both parties to conduct a thorough investigation of all aspects of the concerns presented aimed at maximizing the opportunity for resolution.  All grievance resolutions will be captured in writing in an appropriate format and signed by the participants.     

B.  Step 2.  When the grievance is not resolved at Step 1, the employee or union  

official will, within thirty calendar days of the date either the employee or the Union official became aware of the matter prompting the grievance, submit a written grievance to the appropriate Directorate-level supervisor.  The written grievance will contain the details of the complaint and the relief (corrective action) requested.  Within three workdays of receipt of the grievance, the director-level supervisor will meet with the employee and the employee’s Union representative to hear the employee(s) concerns to include the statements of any witnesses.  The directorate-level supervisor will, after conducting an independent investigation into the facts surrounding the grievance, provide a written response to each matter addressed within seven work days of the meeting.

C.  Step 3.  Grievance Resolution Committee:  As an Alternative Dispute Resolution (ADR) initiative the parties agree to form a Grievance Resolution Committee (GRC).  The GRC shall consist of the Civilian Executive Assistant (CEA) and another director uninvolved in the issue being grieved, the AFGE Local 1415 President and the AFGE Local 1415 Army Vice President, or their designated representatives.  If any of the GRC members are directly involved in any grievance they shall step aside and be replaced by an alternate.  The GRC is formed as an alternative to traditional arbitration procedures.      

1.  When the grievance is not resolved at Step 2, the employee or union official will, within five work days, submit the grievance, with all previous written decisions and a response to the final decision of the Director, to the CEA’s secretary for docketing and the scheduling of a hearing.  The grievance hearing will be scheduled within five workdays of receipt of the grievance.   

2.  The GRC shall review the written record, hear the testimony of the grievant and others with relevant information concerning the issues at hearing and have access to any other records or documents they consider necessary to evaluate the grievance and determine an equitable resolution to the complaint.

3.  All decisions of the GRC will be by majority vote of the committee.  The GRC will issue their written decision within seven workdays of the conclusion of their deliberations.  If the GRC is unable to reach a resolution either party reserves their right to file for binding arbitration under the provisions of Article 22 of this agreement.   

SECTION 6.
Employees are entitled to Union representation throughout the grievance process (Steps 1-3 above).  If a bargaining unit employee elects not to be represented by the Union, the grievance process will end at Step 2.  CAAA agrees to allow a Union’s official to observe these proceedings on official time.
SECTION 7.
Failure of the employee/Union to meet the time requirements in this procedure will constitute withdrawal and termination of the grievance.  Failure of the management official or the GRC to meet the time requirements in this procedure will award the grievant the corrective action contained in the grievance, if the grievant did not contribute to the failure and the corrective action is not in conflict with law or government wide regulations.  Any time limits in this Article may be extended by mutual agreement of the involved parties.

SECTION 8.
Questions of Grievability:
In the event either Party believes a matter to be nongrievable, both Parties agree to amend the grievance to include this fact.  If the GRC is unable to resolve the issue of grievability, both Parties agree to refer such issues to either mediation, by mutual consent, or arbitration.  Unless both Parties agree otherwise, the arbitrator will hear arguments regarding the grievability of the matter (the threshold issue) and, if determined grievable, the merits of the matter itself, at the same hearing.

SECTION 9.  Both Parties agree to use these negotiated grievance procedures exclusively to resolve all grievances which fall under its scope.  Bargaining unit employees may use a statutory procedure or these negotiated procedures, but not both, to grieve, appeal or address matters covered by other statutes.  Bargaining unit employees will have exercised their rights to address such matters when they initiate either a written grievance or an appeal in a timely manner.  Both Parties agree to periodically advise bargaining unit employees of their right to choose between the use of the grievance procedures of this agreement or statutory procedures.

ARTICLE 22

ARBITRATION
SECTION 1.
When both Parties (the CAAA or Union) fail to settle any grievance processed under these negotiated grievance procedures, either may request the matter be submitted to arbitration, in writing, within thirty work days of issuance of a final decision in the grievance procedure.
SECTION 2.
Within five work days of the date of a request for arbitration, both Parties will ask the Federal Mediation and Conciliation Service to provide a list of seven impartial persons qualified to act as arbitrators, the cost of the mediation panels shall be alternately borne by the parties.  Both Parties agree to meet within ten working days of receipt of the list to select an arbitrator.  If both Parties cannot agree upon an arbitrator, each will strike one arbitrator’s name from the list and repeat this procedure until only one name remains.  Both Parties agree the remaining arbitrator will be duly selected. 
SECTION 3.
If both Parties cannot agree on the wording of the issues (matters) to be submitted for arbitration, each will submit their own wording on the issues.  When this occurs, the arbitrator will determine the issues to be heard.

SECTION 4.
The arbitrator will hear the case at CAAA during CAAA’s basic work schedule.  When the hearing extends beyond regular hours, CAAA will authorize overtime or compensatory time to employees serving as witnesses.  When, at the Union’s request, the hearing extends beyond regular hours, Union Officials will not receive either overtime or compensatory time.  In either case, observers will not be authorized overtime or compensatory time.

SECTION 5.
Unless both Parties agree otherwise, verbatim transcripts of arbitrations conducted under this agreement will not be made.  However, either Party may record the arbitration proceeding at their own expense.
SECTION 6.
Both Parties agree:
A.  The arbitrator will render a decision within thirty calendar days of the closure of the hearing record.  The exception is when both Parties agree to an extension.

B.  The arbitrator will render a written decision which clearly states the findings of fact, the reason, and a conclusion for each issue addressed.

C.  If either Party requests an interpretation of the arbitrator’s decision, the decision will be returned to the arbitrator for an official interpretation.

D.  The arbitrator’s decision will be binding and implemented in a timely

manner.  The exception is if either Party files an exception to the decision 

per the Federal Labor Relations Authority’s rules and regulations.

SECTION 7.
Both Parties agree to an equal sharing of the reasonable arbitrator’s fee, per diem, and the travel expenses.  

SECTION 8.
When appropriate, under the Civil Service Reform Act, the arbitrator may award either Party reasonable attorney fees.
ARTICLE 23

UNFAIR LABOR PRACTICES
Both parties agree to address any suspected unfair labor practice with the other party before filing an official action.

ARTICLE 24

DURATION AND CHANGES
SECTION 1. Both Parties agree that this agreement will remain in full force and effect for a period of three years from the date it is approved by the appropriate authority.  However, both agree it:
A.  May, by mutual agreement, remain in force for a longer period.

B.  Will terminate at any time the Federal Labor Relations Authority determines the Union is no longer entitled to recognition as the exclusive representative.

SECTION 2.
Both Parties agree to give written notice of their intent to renegotiate this Agreement a minimum of ninety days prior to the expiration of the agreement.  Upon receipt of notice of intent to renegotiate the parties agree to meet within 30 days for an initial discussion concerning the re-negotiation.  Both also agree negotiations will be conducted using the principles of Interest Based Bargaining.  If neither party gives timely notice, this agreement shall automatically renew in one year increment.

SECTION 3.
If re-negotiation of this agreement is in progress, including the use of third party dispute settlement procedures, the provisions of this agreement will remain in effect until renegotiation of the agreement has been completed.  

In witness whereof the parties hereto by their authorized representatives execute this Agreement on this ___________ day of __________________, July 2007.  
Local 1415, American Federation 
Crane Army Ammunition Activity

of Government Employees (AFGE)


Department of Army

_________________________



__________________________
WILLIAM L. MASON 



DEBORAH A. DELANEY
Member, Negotiating Committee


Member, Negotiating Committee
_________________________



__________________________
STEVEN R. KOENIG 



BYRON R. STEELE
Member, Negotiating Committee


Member, Negotiating Committee
_________________________



__________________________
MICKEY HIX 



G. DAVID KENT
Member, Negotiating Committee


Member, Negotiating Committee

Under the Authority delegated by the Secretary of the Army, this Agreement is executed for the Department of the Army. 



______________________

COL TODD R. SMITH

Colonel, OD

COMMANDING

APPENDIX A

GLOSSARY OF TERMS

CONSENSUS:  For the purpose of this Agreement, the term consensus is a decision making process used by board, committees and similar groups to arrive at a decision or course of action with which all involved agree with or are not opposed to. 

CONSULT:  As used in this Agreement, consult is defined as CAAA informing the Union of any proposed changes and allowing the Union reasonable time to present its views and recommendations regarding the changes.  CAAA will consider the Union’s views or recommendations before taking final action on the matter being addressed.

DETAIL:  A detail is a temporary assignment of an employee to a different position for a specified period, with employee returning to his/her regular duties at the end of the detail.  Technically, a position is not filled by a detail, as the employee continues to be the incumbent of the position from which detailed.

FULL-TIME WORK SCHEDULE:  A full-time work schedule requires most employees to work 40 hours during the administrative workweek.

INTERMITTENT WORK SCHEDULE:  An intermittent work schedule requires employees to work on an irregular basis for which there is no prearranged tour of duty.
MATRIXED-MANAGED ENVIRONMENTS:  An environment where normal work assignment(s) are performed under supervisor(s) other than the official supervisor of record.

NEGOTIATE:  To discuss with a view towards reaching agreement which may be reduced to writing. 

OVERTIME WORK:   Overtime work means approved hours of work performed by an employee in excess of their normal work shift (either eight or 10 hours a day) or in excess of 40 hours in an administrative workweek.

PART-TIME WORK SCHEDULE:  A part-time work schedule requires an employee to work less than full-time, but for a specific number of hours (usually 16-32 hours per administrative workweek) on a prearranged scheduled tour of duty.

PERMANENT APPOINTMENT:  A type of appointment.  Positions which require the services of an employee on a permanent basis.  Such appointments do not have a time limit or not-to-exceed (NTE) date.

SUPERVISOR:  An employee having authority, in the interest of an agency, to hire, transfer, suspend, lay off, recall, promote, discharge, assign, reward or discipline other employees or responsibility to direct them, or to evaluate their performance, or to adjust their grievances, or effectively to recommend such action, if in connection with foregoing the exercise of authority is not of a merely routine or clerical nature, but requires the use of independent judgment.

TIME-LIMITED (NON-PERMANENT) APPOINTMENT:  A type of appointment.  Positions which do not require the services of an employee on a permanent basis may be filled by appointments on a time-limited basis.  Depending upon the circumstances, the appointment type may be Temporary or Term.

· TEMPORARY APPOINTMENT:   An appointment made for a limited period of time and with a specific not-to-exceed (NTE) date determined by the authority under which the appointment is made.

· TERM APPOINTMENT:  An appointment made to a position that will last longer than one year but not more than four years and that is of a project nature where the job will terminate upon completion of the project.  

UNION OFFICIALS:  Any bargaining unit employee who is elected by the Union members or selected by either a Union official or Union members.  These include:  the Union President, Union’s Vice President, Union’s Secretary-Treasurer, and Union Stewards.

VALID OPERATIONAL REQUIREMENTS:   Valid operational requirements are those that have a direct, severe impact and effect on CAAA’s mission essential elements of Safety, Quality, Delivery, and Cost.  Each situation must be evaluated individually and its actual impact assessed.  An additional level of review is necessary before a final determination as a valid operational requirement is rendered.

VALID STANDARDS:  Standards developed under regulatory guidelines which reflect the major duties of the position description and are agreed to by the supervisor and employee and signed by the senior rater.

WORK SCHEDULE:  The time basis on which an employee is paid.  A work schedule may be full-time, part-time, or intermittent.

APPENDIX B
EMPLOYEE BILL OF RIGHTS

RECOGNIZES THE RIGHT OF EACH EMPLOYEE TO:


- EDUCATION AND TRAINING


- EXPECT CONSTANCY OF PURPOSE


- ELIMINATION OF BARRIERS


- ELIMINATION OF FEAR


- PROVIDE INPUT

- INFLUENCE CHANGE


- VALID INFORMATION

- PRIDE OF WORKMANSHIP


- RECOGNITION FOR SUPERIOR PERFORMANCE


- ADEQUATE RESOURCES TO PERFORM THE WORK


- SUITABLE WORKING CONDITIONS


- EXERCISE TEAMING
- BE TREATED HONESTLY, FAIRLY, RESPONSIBLY AND WITH    RESPECT

- HAVE AUTHORITY AND ACCOUNTABILITY FOR BOTH ASSIGNED WORK AND THEIR ACTIONS

- EXPECT THE SAME FROM OTHERS 


- TRUST


- REQUIRED SUPPORT


- UNION REPRESENTATION

APPENDIX C

PARTNERSHIP AGREEMENT

Between

Crane Army Ammunition Activity (CAAA) 
And

AFGE LOCAL 1415

We the undersigned jointly agree to enter into a labor-management partnership. The intent of this partnership is to achieve an effective, efficient and responsive organization that works better and costs less.

To be effective, this partnership must involve the sharing of pre-decisional information, openness, receptiveness, mutual respect, and a positive attitude and trust between both parties. Our goals are to:

a.  Identify concerns within CAAA and craft solutions to:

(1) Enhance mission performance.

(2) Improve customer satisfaction.

(3) Make CAAA both the activity of choice for our customers and the employer of choice for our employees.
To achieve our goals, we agree to negotiate, whether at the Union’s request or as a proposed management action, over subjects set forth in 5 United States Code (USC) 7106(b)(1) and to:

a.  Be equal partners in partnership issues and concerns.
b.  Use interest-based bargaining instead of position-based bargaining when negotiating.

c.  Be jointly trained to enhance and facilitate this partnership.

We also agree to:

a.  Strive to be positive, consider only facts, and to be part of the solution.


b.  Share information openly and honestly.


c.  Accept consensus as a way of making decisions.


d.  Accept responsibility and be held accountable for all decisions.


e.  Enhance, not replace collective bargaining, collective bargaining agreements and negotiated instructions and understandings.


f.  Remain cost conscious.


g.  Focus on:

(1) The safety, health and morale of the workforce. 

(2) Quality and customer services.

(3) The preservation of our environment.

h.  Pursue the principles of partnership seriously.

i.  Establish:

(1) Partnership training.

(2) Appropriate sub-councils composed of employees from other organizational levels. 
The partnership will function as follows:


a.  We will discuss major issues affecting CAAA’s mission and/or the morale of CAAA employees to both enhance quality and provide cost effective service to our customers. Issues that only affect a specific individual will be addressed through other forums (e.g., a joint resolution committee or grievance procedures).

b.  We will meet quarterly, unless, by mutual agreement, such a meeting is not required, and as required to address any situation requiring immediate attention. We will coordinate the situation requiring immediate attention. We will coordinate the meeting agenda prior to any meeting. (Either party will have the opportunity to present issues and participate in the resolution of those issues).  We agree to use consensus as a means of resolving issues and setting policy pertaining to such.


c.  We will maintain minutes of partnership meetings as a record of topics addressed, agreements reached, decisions made or action items tasked. We will forward required actions to the appropriate organizational level for implementation. Impasses or disputes that arise during implementation of any policies we agreed upon may be submitted to the appropriate third-party resolution process after we have reviewed it. Impasses or disputes over issues or policies we have not originated may be directly submitted to the appropriate third-party resolution process, if required. Agreements we reach may be considered a part of the Collective Bargaining Agreement (CBA), if appropriate, and will not have to be renegotiated at the expiration of the CBA.

d.  We consider this agreement to be a living document. We will document any agreements or amendments we reached in the minutes of any meeting. We will make such a part of the agreement.
We will forward a copy of this agreement to all managers and union officials. We will encourage all management and union officials to support this effort and, by their actions, establish an environment in which this effort will succeed. This partnership agreement will become effective upon signature.

APPENDIX D

THE DOUGLAS FACTORS

(5 MSPB 313)

A number of factors are relevant for the employer’s consideration in determining the appropriateness of a penalty.  Those generally recognized as relevant include the following:

1. The nature and seriousness of the offense, and its relation to the employee’s duties, and responsibilities, including whether the offense was intentional or technical or inadvertent, or was committed maliciously or for gain, or was frequently repeated;
2.  The employee’s job level and type of employment, including supervisory or fiduciary role, contacts with the public and prominence of the position;

3.  The employee’s past disciplinary record;
4.  The employee’s past work record, including length of service, performance on the job, ability to get along with fellow workers and dependability;

5.  The effect of the offense upon the employee’s ability to perform at a satisfactory level and its effect upon supervisors’ confidence in the employee’s ability to perform assigned duties;
6.  Consistency of the penalty with those imposed upon other employees for the same or similar offenses;

7.  Consistency of the penalty with any applicable agency table of penalties;
8.  The notoriety of the offense or its impact upon the reputation of the agency;
9.  The clarity with which the employee was on notice of any rules that were violated in committing the offense, or had been warned about the conduct in question;
10.  Potential for the employee’s rehabilitation;
11.  Mitigating circumstances surrounding the offense such as unusual job tensions, personality problems, mental impairment, harassment, or bad faith, malice or provocation on the part of the others involved in the matter; and
12.  The adequacy and effectiveness of alternative sanctions to deter such conduct in the future by the employee or others.
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