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PREAMBLE

The parties to this Agreement affirm that the advancement of the public purposes to which
the Farm Service Agency is dedicated will be aided by understanding and cooperation
achieved through collective bargaining in those areas specified in the Civil Service Reform
Act of 1978.

The accomplishment of the mission of the Farm Service Agency (FSA or Employer) is
paramount. In fulfilling its mission, the Employer is committed to continuing to treat its
employees fairly and equitably. The Employer and Union agree not to discriminate against
any employee on the basis of their inclusion in a Protected Group (see “Introductory Note
and Definitions”). The Employer encourages the participation of the National Treasury
Employees Union, Chapter 264, as exclusive representative of bargaining unit employees, in
the formulation and implementation of personnel policies affecting members of the
bargaining unit. The parties recognize that it is in the best interest of all parties, i.e., the
Employer, the Union and the employees, to conduct themselves in a professional and
businesslike manner, characterized by mutual courtesy, in their day-to-day working
relationships and in carrying out labor/management activities.



INTRODUCTORY NOTE
AND DEFINITIONS

Provisions in this Agreement which are preceded by the phrase "the Employer has
determined" are management policies which have been unilaterally established and are
included in this Agreement for informational purposes. It is understood that these provisions
may be changed unilaterally by management during the life of the Agreement and a
management decision to change such a provision is not subject to the negotiated grievance
procedure/arbitration.
ADC: Application Development Center
AEP: Affirmative Employment Plan
AMC: Architecture and Management Center
AMD: Acquisition Management Division
AWOL.: Absent Without Leave
CCAP: Child Care Assistance Program
CES: Certificate of Expected Separation
CFR: Code of Federal Regulations
CTAP: Career Transition Assistance Program
Days: Unless specified, "days" refers to calendar days.
EAP: Employee Assistance Program
EEO: Equal Employment Opportunity
EEOC: EEO Commission
Employee(s): Bargaining unit employee(s), or employee(s) in the unit of recognition
identified in the most current applicable FLRA unit certification, and represented by
Chapter 264, NTEU
Exempt employee(s): Governed by Title 5 of USC
Non-exempt employee(s): Governed by the FLSA and Title 5 USC

Employer: Kansas City, Missouri based units of the USDA, FSA, within the following



mission areas: Management Services Division (MSD), Kansas City Commodity Office
(KCCO), Financial Services Center (FSC), Policy, Accounting Reporting and Loan
Center (PARLC), Financial Systems and Program Delivery Center (FSPDC),
Application Development Center (ADC), Architecture and Management Center
(AMC), Operations and Testing Center (OTC), Acquisition Management Division
(AMD), Kansas City Human Resources Office (KCHRO)

EPF: Employee Performance File

FFLA: Family Friendly Leave Act

FLRA: Federal Labor Relations Authority

FLSA: Fair Labor Standards Act

FMLA: Family and Medical Leave Act

FPM: Federal Personnel Manual

FSA: Farm Service Agency

FSC: Financial Services Center

FSPDC: Financial Systems and Program Delivery Center

GOV: Government-owned Vehicle

GSA: General Services Administration

HR: Human Resources

KCCO: Kansas City Commodity Office

KCHRO: Kansas City Human Resources Office

MSD: Management Services Division

MSPB: Merit System Protection Board

NTEU: National Treasury Employees Union

LWOP: Leave Without Pay

ODS: Official Duty Station

OPF: Official Personnel Folder or e-OPF



OPM: Office of Personnel Management

OTC: Operations and Testing Center

PARLC: Policy, Accounting, Reporting, and Loan Center

PIP: Performance Improvement Plan

POV: Privately-owned Vehicle

Protected Group: Individuals the Employer and Union agree not to discriminate against
because of their Age, Color, Disability (Mental or Physical), Genetic Information,
Marital or Family Status, National Origin, Parental Status, Political Beliefs, Race,
Religion, Sex, Sexual Orientation, reprisal for previous Equal Employment Opportunity
(EEO) activity, or other groups protected by law or regulation.

RIF: Reduction-in-force

TFI: Total Family Income

TOA: Time-off Award

Union: Chapter 264 of NTEU

USC: United States Code

USDA: United States Department of Agriculture

FORMS

AD-202: Travel

AD-615: Application for Advance of Funds

AD-1147: Public Transportation Benefit Program Application

FSA-322: Request for Outside Employment or Activity

KC-1567: Application for Advertised Vacancy

Leave Request: Request for an authorized absence completed by employees in WebTA.

OF-612: Optional Application For Federal Employment

vi



SF-1164: Claim For Reimbursement For Expenditures On Official Business

NOTE: The Employer agrees to notify the Union of any proposed changes to the forms
listed above.
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ARTICLE 1: PARTIES TO THE AGREEMENT, RECOGNITION, AND
DEFINITION OF BARGAINING UNIT

Section A. Parties to the Agreement

1.  The parties to this Agreement are the Kansas City, Missouri based units of the U.S.
Department of Agriculture, Farm Service Agency (FSA), within the following mission
areas:

Management Services Division (MSD)

Kansas City Commaodity Office (KCCO)

Financial Services Center (FSC)

Policy, Accounting Reporting and Loan Center (PARLC)
Financial Systems and Program Delivery Center (FSPDC)
Application Development Center (ADC)

Architecture and Management Center (AMC)

Operations and Testing Center (OTC)

Acquisition Management Division (AMD)

Kansas City Human Resources Office (KCHRO)

o ST@ e o0 o

hereinafter known as the "Employer”, and the National Treasury Employees Union
(NTEU), hereinafter known as the "Union."

2. The list of mission areas above will be updated periodically by the parties to show
organizational changes through the duration of this contract.

Section B. Unit of Recognition

1. The unit of recognition covered by this Agreement (hereinafter referred to as the
bargaining unit) is that unit certified by the Federal Labor Relations Authority in Case
No. DE-AC-60014 as follows:

All professional and non-professional employees of the U.S. Department of
Agriculture, Farm Service Agency, who are located in the Kansas City,
metropolitan area, except those employees assigned to the FSA Deputy
Administrator for Risk Management, management officials, supervisors, guards,
and employees described in 5 U.S.C. 7112(b)(2), (3), (4), (6) and (7).

2.  The following employee classifications are examples of professional employees for
purposes of this Agreement:

Accountants, and
Contracting Specialists



3. For purposes of this Agreement, confidential employees are those agreed to in the unit
clarification memorandum dated April 28, 1993.

4.  The Employer recognizes the National Treasury Employees Union, Chapter 264, as the

exclusive representative of all bargaining unit employees (hereinafter referred to as
"employees").

Section C. Coverage of the Agreement

This Agreement covers only those positions included in the bargaining unit. Where the term
"employee” or "employees” is used, it means bargaining unit employees.



ARTICLE 2: EMPLOYEE RIGHTS

Section A. General

1.

All employee personnel matters will be conducted without regard to an employee’s
inclusion in a Protected Group (see “Introductory Note and Definitions)”, and with
proper regard and protection of employee constitutional and/or civil rights.

Employees and the Employer shall conduct themselves in a professional and
businesslike manner, characterized by mutual courtesy in their day-to-day working
relationship.

Section B. Employee Rights

1.

The good faith initiation of a grievance by an employee will not cause any reflection on
their standing with the Employer or any reflection on their loyalty or desirability to the
Employer.

Any employee may designate a Union representative for purpose of representing the
employee to the Merit Systems Protection Board (MSPB), or the Equal Employment
Opportunity Commission (EEOC).

Employees seeking remedial relief will be assured freedom from restraint, interference,
coercion, discrimination, intimidation, or reprisal.

Employees covered by this Agreement may, without fear of penalty or reprisal, engage
in the disclosure of information which the employee reasonably believes evidences a
violation of law, rule, or regulation; or evidences mismanagement, a waste of funds, an
abuse of authority; or a danger to health or safety; as long as the disclosure is in
compliance with applicable laws and regulations.

An employee has the right to request records that are maintained about him or her and
are filed, in a system of records that is personally identifiable, that are not legally
prohibited from disclosure. The Employer should provide the employee a copy of any
written document concerning employee performance or conduct at the time the
document is generated, whether or not it is maintained in a system of records. The
employee may make copies of such records. This does not pertain to memory joggers
such as an annotation in a day planner.

The parties agree that voluntary participation in sanctioned activities (e.g. Combined
Federal Campaign (CFC), blood drives, etc.) is commendable and encouraged.
Employees should not be cajoled, coerced or otherwise unduly influenced to contribute
to such causes. This does not preclude the Employer from giving publicity and general
encouragement to employees to contribute or to celebrate successful drives.



If employee assistance is required to facilitate the conduct of a sanctioned activity, the
Employer agrees to solicit and consider qualified volunteers. If there is more than one
qualified volunteer, the Employer will consider:

a.  prior participation in sanctioned events; i.e. first-time volunteers will be given
first consideration; and

b.  the order in which employees volunteered; i.e. first volunteer takes priority.

If no one volunteers, the work may be assigned. The Employer agrees to consider
employee participation (time and effort) in sanctioned activities when evaluating the
employee’s performance of other assigned duties.

For the CFC, canvassers will distribute blue envelopes with the OPM 1654. In order to
preserve the confidentiality of the employee’s contribution, employees may fill out the
form, place it in the blue envelope and return the sealed envelope to the canvasser. If
on-line CFC contributions are made available to the Employer, the parties agree to
participate in electronic contributions.

Section C. Employee Right to Representation (Investigations)

Employees have the right to have a Union representative present at any examination by the
Employer in connection with an investigation by the Employer and/or any representative of
the Employer if:

e the employee reasonably believes that the examination may result in disciplinary
action against the employee; and,

e the employee requests representation. (reference 5 USC 7114 (a)(2)(B))

Section D. Representation

1.

Employees will be informed of their right to representation by permanent placement of
a notice of such rights on all official bulletin boards.

At the employee's option, a Union representative shall be permitted to be present at any
meeting between the employee and the Employer regarding an adverse action.

Any discussions pursuant to Section C, with employees by representatives of the
Employer, will be conducted in a private room.



Section E. Employee Union Activity

Each employee shall have the right to join or assist the Union, or to refrain from any such
activity, freely and without fear of penalty or reprisal, and each employee shall be protected
in the exercise of such right. Except as otherwise provided under law, such right includes the
right:

e toact for the Union in the capacity of a representative and the right, in that
capacity, to present the views of the Union to heads of agencies and other officials
of the Executive Branch of Government, the Congress, or other appropriate
authorities; and,

e toengage in collective bargaining with respect to conditions of employment
through representatives chosen by the Union.

Section F. Off-Duty Conduct

Employees shall have the right to direct and fully pursue their private lives, personal welfare,
and personal beliefs without being harassed, coerced or discriminated against by other
employees by word or action. The parties remind employees they are prohibited from
knowingly making false accusations against other employees; from displaying discourteous
conduct or disrespect to a coworker, another Federal employee, or a member of the public
when acting in an official capacity.

Actions taken against an employee based on alleged off-duty misconduct will only be taken
in accordance with the standards established by law, regulation, official Departmental
standards of conduct, Office of Government Ethics guidelines, and standards established by
MSPB case law.

Section G. Impact of Changes

The Employer agrees to try, when possible, to minimize the impact on an individual
employee of the introduction of new equipment, processes, and workload changes.

Section H. Whistle-Blower Protection

Management recognizes the right of every bargaining unit employee to be free from reprisal
for the lawful disclosure of information which the employee reasonably believes evidences a
violation of any law, rule or regulation, gross mismanagement, a gross waste of funds, an
abuse of authority, or a substantial and specific danger to public health or safety, unless the
disclosure is specifically prohibited by law.



Employees are encouraged to access the U.S. Office of Special Council (OSC) web site
which contains forms and information for filing a disclosure. The OSC receives and
evaluates whistleblower disclosures. Employees may also access the USDA Office of
Inspector General (USDA OIG) website.



ARTICLE 3: UNION RIGHTS

Section A. Union Rights

The Union retains all rights and obligations under 5 USC Chapter 71, except as modified by
this Agreement. The Union is the exclusive representative of the employees and is entitled to
act for, and to negotiate collective bargaining agreements.

Section B. Representation

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

1.

Any formal discussion between one or more representatives of the Employer and one or
more employees in the unit or their representatives concerning any grievance or any
personnel policy or practices or other general condition of employment (Reference 5
USC 7114 (a)(2)(A)):

a.

The Union will be given reasonable notification of a formal meeting. Normally,
such notice will be no less than 24 hours prior to the scheduled meeting. The
Employer’s notification will generally be an e-mail delivered to the Union’s e-
mail account. The notice will include an attention line to the applicable Vice
President, the date, time, location, and topic to be discussed, as well as a written
agenda, if one has been prepared. The Employer will provide access to the
Union’s e-mail account to all representatives identified by the Union. Identified
representatives will be provided access to the Union’s e-mail account at their
respective workstations.

At those meetings where the Union is represented, the Employer will
acknowledge the attendance of the Union representative at the beginning of the
meeting. The Employer will permit the Union representative to ask questions and
to present a brief statement before the end of the meeting outlining the Union's
position concerning the issues. The Union's statement will be limited to the
Union's position on the issue(s) presented by the Employer at the meeting.

Any examination of an employee by a representative of the Employer in connection
with an investigation if:

a.

b.

the employee reasonably believes that the examination may result in disciplinary
action against the employee, and

the employee requests representation.



3. The union representative at an investigatory examination has the right to take an active
role. This includes the freedom to assist and consult with the affected employee.
However, there is no per se right, or prohibition against, engaging in private
conferences outside the presence of an investigator during the exam. However, the
Union representative may not disrupt the meeting and may not answer for the
employee. Moreover, the union’s involvement cannot interfere with the legitimate
interests and prerogative of the agency in achieving the object of the examination,
preserving the integrity of the investigation, and avoiding an adversarial contest.

When a Union representative represents an employee during an investigation, they
may:

a.  Clarify the questions;

b.  Clarify the answers, but not disrupt or answer on behalf of the employee;
c.  Assist the employee in providing favorable or extenuating facts;

d. Identify other employees who have knowledge of relevant facts;

e.  Request a caucus; and,

f.  Advise the employee during the examination or caucus.

4.  The Union has determined that it may refuse to represent any bargaining unit employee
in any statutory appeal matter, including the following:

a.  adverse actions such as removals, demotions, etc.

b. EEO complaints

c.  Unacceptable performance actions such as removals
d.  Workers compensation cases

e.  Allegations of prohibited personnel practices

f.  Proposed disciplinary actions

Section C. Changing Conditions of Employment

The Employer will notify the Union pursuant to Article 45 of this Agreement in advance of
implementing changes of conditions of employment. Notwithstanding this Subsection,
nothing shall affect the authority of the Employer to take whatever actions may be necessary
to carry out its mission during emergencies.



Section D. Nondiscrimination

The Employer will not:

1.

interfere with, restrain, or coerce any employee in the exercise by the employee of any
right, or

discriminate against any designated Union representative in any area of employment in
the exercise of their right to serve as representative for the purpose of negotiations,
representation, or carrying out any other function proper under this Agreement or
applicable law, rule, or regulation on behalf of employees or group of employees.
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ARTICLE 4: MANAGEMENT RIGHTS AND RESPONSIBILITIES

Nothing contained in this Agreement shall affect the authority of the Employer:

1.

to determine the mission, budget, organization, number of employees, and internal
security practices of the Employer's office; and

in accordance with applicable laws:

a.  to hire, assign, direct, layoff, and retain employees, or to suspend, remove, reduce
in grade or pay, or take other disciplinary action against such employees;

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

c.  with respect to filling positions, to make selections for appointments from:
(1) among properly ranked and certified candidates for promotion; or
(2) any other appropriate source;

d.  to take whatever actions may be necessary to carry out its mission during
emergencies; and

e. todetermine the numbers, types, and grades of employees or positions assigned to

any organizational subdivision, work project, or tour of duty, or to determine the
technology, methods, and means of performing work.

11
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ARTICLE 5: DUES WITHHOLDING

Section A. General

This Aurticle is subject to and governed by 5 USC 7115 and by regulations issued by the
Office of Personnel Management (5 CFR 550.301 - 550.321), and will be modified as
necessary by any future amendments to said rules, regulations and law.

Section B. Dues Allotment Eligibility

The Employer will permit any employee who is a member of the Union and included within
the bargaining unit for which the Union has exclusive recognition to make a voluntary
allotment for the payment of dues to the Union. Such deductions shall begin upon
appropriate request by the Chapter or National Office of the Union, and shall be at no cost to
the Union. This Article covers all eligible employees who:

1.

2.

are members in good standing of the NTEU;

have voluntarily completed Standard Form 1187 (SF-1187), Request and Authorization
for Voluntary Allotment of Compensation for Payment of Employee Organization
Dues; and

receive compensation sufficient to cover the total amount of the allotment.

Section C. Dues Allotment Enrollment Process

1.

The eligible employee shall obtain a SF-1187 from NTEU and shall file it with a NTEU
representative who will forward it to the Employer’s designated representative for
certification of eligibility for dues withholding. The Employer will forward the SF-
1187 to the National Finance Center of the USDA (NFC) within five (5) days and the
NFC shall effect the dues deduction to begin on the first full pay period after receipt.

The employee shall be instructed by NTEU to complete Parts A and B of the SF-1187.
No other number must appear in the block provided as "ldentification Number" except
the employee's Social Security Number.

Section D. NFC Dues Deductions, Transfers and Electronic Files

1.

Deductions will be made each pay period by the NFC. Dues will be wire transferred to
the bank account designated by the Union. Electronic files will be transmitted to the
Administrative Controller, National Treasury Employees Union, 1750 H Street, NW,
Washington, DC.

13



Each remittance shall be accompanied by an electronic file reflecting the following
information: (1) names of employees in alphabetical order by last name, (2) employee's
Social Security Number, (3) code number of Chapter to which employee belongs, and
(4) amount withheld for each employee. The electronic file will also include the
appropriate code for each employee who previously made an allotment but no
deduction was made.

The electronic file will be summarized to show the number of members for whom dues
are withheld and the amount withheld.

Section E. Changing the Dues Allotment

Notification of a change in the amount of membership dues to be withheld shall be forwarded
by the Union to the Employer’s designee. The notification will be identified by labor
organization and Chapter number. Only one such change may be made in any period of
twelve consecutive months. The change in amount of dues will be effective at the beginning
of the first full pay period after receipt of the certification by the NFC.

Section F. Terminating Dues Allotment

The NFC will terminate an allotment:

1.

As of the beginning of the first full pay period following receipt of notice that exclusive
recognition has been withdrawn;

At the end of the pay period during which the employee member is separated from the
Employer;

At the end of the pay period during which the Personnel Office receives notice from
NTEU that an employee member has ceased to be a member in good standing; and

As of the beginning of the first full pay period following receipt of a revocation notice
submitted pursuant to this Article. Employees must use Standard Form-1188,
Cancellation of Payroll Deductions for Labor organization Dues (SF-1188), to revoke
his/her allotment. The employee must provide his/her Social Security number in the
Employee 1.D. Number block on the SF-1188. Per 5 USC § 7115(a), employees may
not revoke their dues withholding for at least one year after the first deduction.
Thereafter, employees may revoke their dues withholding at one-year intervals
consistent with this Article.

a. Revocation notices for employees who have not had dues allotments in effect for

one (1) year must be submitted to the Employer’s designee during the one-month
period before the first anniversary date of the initial SF-1187 and closing on the

14



first anniversary date. The revocation will become effective the first full pay
period after the employee’s first anniversary date. If the employee does not
submit the SF-1188 during the one-month period, his/her allotment may not be
revoked at that time. A revocation will not be accepted until the next open one-
month period prior to the employee’s anniversary date for dues withholding.

b. Revocation notices for employees who have had dues allotments in effect for
more than one (1) year must be submitted to the Employer’s designee during the
one-month period before the anniversary date of the initial SF-1187 and closing
on the anniversary date. The revocation will become effective the first full pay
period after the employee’s anniversary date. If the employee does not submit the
SF-1188 during the one-month period, his/her allotment may not be revoked at
that time. A revocation will not be accepted until the next open one-month period
prior to the employee's anniversary date for dues withholding.

5.  The Employer will send NTEU a copy of each written revocation of an authorization it
receives.

15
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ARTICLE 6: HOURS OF WORK

Section A. General

Authorized Absence: The period of time an employee is approved to be absent; e.g.
leave (annual, sick, core time deviation, leave without pay, compensatory time,
compensatory time for travel, administrative, military, court, bone-marrow or
organ donation, preventative health screenings), credit hours, use of time off
award, excused absence, or holidays.

Basic Work Requirement: The basic work requirement of a flexible work schedule is
the number of hours, excluding overtime hours, an employee must work or
otherwise account for by leave, credit hours, holiday hours, excused absence,
compensatory time off, or time off as an award.

a.  Biweekly: A full-time employee must work 80 hours/biweekly pay period.

b.  Daily: Excluding overtime hours, the daily number of hours an employee is
required to work (shown on an employee’s Designation of Tour of Duty
form KC-23-B), or to account for by a period of authorized absence in
order to meet their biweekly basic work requirement.

Core Time: The designated time during which all employees must be present within
the tour of duty limits. On scheduled workdays, all full-time employees must be
present from 9:30 a.m. to 2:30 p.m. (core time) unless on authorized absence or
scheduled lunch period.

Core time deviation (CTD): An authorized absence during core time that must be made
up subsequently within the same pay period in lieu of leave usage.

Customer Service Band: The period of the day that all offices must have phone
coverage and technical assistance available. The Customer Service Band under
this Agreement is 8:00 a.m. to 4:30 p.m., Monday through Friday.

Lunch Band: 11:00 a.m. through 1:00 p.m. The Employer has the discretion to
temporarily waive the limits of the normal lunch band in special or unique
circumstances.

Scheduled Workday: Any one of the days of the week an employee shows as a
scheduled work day on their Designation of Tour of Duty form KC-23-B.

Tour of Duty: The limits within which an employee must complete their basic work
requirement as established by the Employer or this Agreement. On scheduled
work days, the daily limits are normally 6:00 a.m. to 6:00 p.m., Monday through
Friday.
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Section B. Variable Week Schedule

1.

Under the terms of this agreement, all employees will normally work a flexible work
schedule called a "variable week schedule”. Employees on a variable week schedule
are allowed to work a flexible work schedule that permits a variance of starting times,
length of workday, workweek, and time and length of their lunch period, while meeting
their basic work requirement of 80 hours per biweekly pay period. Some employees
will not be allowed to participate fully in this plan because of unique position
requirements. The Employer is responsible for determining positions that restrict or
prohibit variable week participation.

Core time deviation (CTD):

a.  Must be requested in advance. Submission of the Leave Request supporting CTD
must be done in accordance with Section E of this Article;

b.  May only be approved in quarter-hour increments;

c.  May not be used if the employee’s leave data in WebTA shows a balance for
compensatory time;

d.  May not be used after September 1 if the employee has “use or lose” annual leave
to use as shown in WebTA under Leave Year Projection for Use or Lose Leave;
and

e.  If taken at the duty station, must be made up at the duty station.

If the approved CTD is not made up by the end of the pay period in which it was taken,
leave will be charged to the leave account indicated by the employee on the Leave
Request. WebTA entries will be made in accordance with Section E of this Article.

Employees must work their daily basic work requirement, unless they are on an
authorized absence, authorized to work overtime or compensatory time, directed to
work overtime, or authorized credit hours. Full-time employees must begin work each
day anytime they elect between 6:00 a.m. and 9:30 a.m. and complete their basic work
requirement between 2:30 p.m. and 6:00 p.m. Eleven and % hours are the maximum
number of work hours that an employee may request and five hours (core time) are the
minimum. The daily basic work requirement, exclusive of overtime, must be
completed during the scheduled workday. Unless restricted by the supervisor, it is
assumed that all employees will be permitted to change their arrival time daily without
prior supervisory approval. Employees are still responsible, however, for meeting work
requirements (e.g., if an employee has a meeting scheduled for 8:00 a.m., they are
expected to report to work by 8:00 a.m.) The workday must be completed in one shift,
broken only by the established lunch period, authorized absence, or authorized breaks.
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Lunch Periods

a.

Employees may not work more than six and %2 hours without a minimum 30-
minute lunch break.

The lunch period will begin no earlier than 11:00 a.m. and end not later than 1:00
p.m., except when approved leave precedes or follows the lunch period or the
Employer has temporarily waived the limits of the normal lunch band.

Employees may choose a 30-minute, 45-minute, or 60-minute lunch period. The
selected lunch period will be fixed for a pay period and is established by
submitting a completed KC-50, Lunch Break Record, to the Employer for
approval.

Changes to the established lunch period may only be made at the beginning of a
pay period, for the entire pay period.

Employees may flex their lunch period up (not to exceed 60 minutes) or down
(not less than 30 minutes), in 15-minute increments, within the lunch band
established in Section A, with advance supervisory approval, and adjust their
departure time accordingly at the end of the day.

Breaks

a.

The Code of Federal Regulations permits the use of official time for rest periods.
The Employer has determined that employees are permitted to take one 15-
minute break for each four hours of scheduled work. Scheduled work includes an
employee's daily basic work requirement, credit hours, and overtime. It excludes
lunch and authorized absences.

Breaks may be:

(1) broken into two intervals that when combined do not exceed 15 minutes.

(2) used for exercise, walking, visiting the ATM, visiting the cafeteria,
smoking, etc.

(3) taken in five minute increments by employees who perform repetitive
movements; however, the total time taken cannot exceed 15 minutes.

Breaks may not be:

(1) aggregated,
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(2) used to shorten or otherwise change an employee’s daily basic work
requirement,

(3) taken concurrently with other breaks, or
(4) utilized to extend an employee's lunch period.

d.  Employees may not leave the premises on their breaks. Breaks are to be taken so
that break time does not unduly interfere with an employee’s work or service to
the public.

e.  This provision does not apply to brief personal necessity breaks taken by all
employees (i.e. to use the restroom or get a drink of water, coffee, or other
permissible beverage.)

In consideration of the workload, the Employer may notify the employee that a specific
tour of duty will be required for the next or some subsequent workday(s).

Employees on a variable week schedule may earn credit hours in 15-minute increments.
Credit for work voluntarily performed by an employee in excess of their daily basic
work requirement on any workday in order to vary the length of a subsequent workday
is credit hours. Such work is compensated by an equal amount of time off (e.g., one
hour of work in excess of the employee's regularly scheduled daily basic work
requirement is compensated by one hour off on a subsequent workday). Work
performed for credit hours is differentiated from overtime work, which is ordered or
directed by the Employer. Work performed for credit hours is not compensated as, nor
Is it subject to, the rules and regulations of overtime work.

a. Employees will be permitted to earn credit hours, subject to the following
limitations:

(1) Employees shall obtain approval from their supervisor(s) to work longer
than their regularly scheduled work hours and of the specific date(s) and
time(s) they plan to perform such work. The working of credit hours is
conditioned on the availability of appropriate work.

(2) Employees may earn up to two credit hours on any workday. Credit hours
can be earned and used in 15-minute increments. Credit hours may not be
earned before 6:00 a.m. or after 6:00 p.m.

(3) Credit hours must be earned as a continuous adjunct to the end of the daily
basic work requirement. Except, employees may earn credit hours as a
continuous adjunct to the beginning of their daily basic work requirement if:

(@) the Employer has directed them to begin work later than 6:00 a.m. For
example, an employee directed to provide telephone coverage or to
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(4)
(5)

attend onsite training from 8:00 to 4:30 may request approval to earn
credit hours before the activity; i.e. between 6:00 and 8:00; or

(b) the employee requests and is approved to use such credit hours earned
in this section (b) on the same day they are earned. An employee
approved to work early credit hours must submit their request to use
such hours prior to earning them.

Whenever credit hours are worked, there must not be any unpaid break
between work and credit hours.

All employees will sign in and sign out for the credit hour period worked.

An employee cannot accumulate more than 24 credit hours at any time
during a pay period, nor may they carry over more than 24 hours to the
following pay period. An employee at the maximum number of credit hours
allowed can earn additional credit hours only after utilizing an equal or
greater number of credit hours.

Employees who have earned credit hours may request time off during their
regularly scheduled work hours, subject to the following limitations:

1)

)

©)
(4)

Use of credit hours is subject to advance supervisory approval, in the same
manner as leave, and will be scheduled to avoid disruption to the work of
the Employer and to minimize the number of employees in a work unit who
are off on any given workday (e.g., Supervisors may take into account
scheduled leave of other employees in the work unit, and variable week
scheduled days off in considering an employee's request to use accumulated
credit hours).

Credit hours may be requested in combination with approved leave and/or
compensatory time off. Credit hours may be requested in 15-minute
increments. Credit hour use will be requested on a Leave Request.

Credit hours may be requested in conjunction with lunch.

An employee will not be permitted to take time off in anticipation of credit
hours being earned; i.e., credit hours must be earned prior to time off.

Time worked to earn credit hours will not be subsequently converted to or
compensated as overtime work.

Employees may change approved credit hours to leave without pay, annual leave,
or sick leave subject to approval by the Employer. The employee’s request for
substitution of leave without pay, annual leave, or sick leave for credit hours must
be made within the first pay period in which the employee returns to duty.
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Scheduling

a.  Employees must submit a Designation of Tour of Duty form to initiate or change
their variable week schedule to the supervisor by March 15, June 15, September
15, and December 15 of each year. When a supervisor cannot honor an
employee's work schedule request, the supervisor will meet with the employee(s)
involved and attempt to reach a mutually acceptable alternative schedule. If an
acceptable compromise cannot be reached at this time, the supervisor will make
the final determination concerning the work schedules by giving first priority to
employees with seniority based on the service computation date for leave.

b.  During the quarter, employees may request one change to their variable week
schedule.

c.  Employees promoted, detailed, or reassigned from one Branch or Division to
another must initiate a new Designation of Tour of Duty form.

d.  The Employer:

(1) Inaccordance with law and regulation, retains the right to suspend
indefinitely or cancel in its entirety all or any part of the variable week
schedule.

(2) May make changes to an employee's variable week schedule to assure
adequate coverage or due to workload, training needs, attendance at
meetings, an operational exigency, etc.

(3) May temporarily suspend the variable week schedule due to workload,
training needs, attendance at meetings, travel, as part of a Performance
Improvement Plan (PIP), an operational exigency, etc.

Holidays

Full-time employees working a variable week schedule are entitled to an "in-lieu-of
holiday" when a holiday, mandated by Federal Statute or an excused absence by
Executive Order, falls on the employee's scheduled nonworkday. The "in-lieu-of
holiday" shall be the workday before the holiday regardless of the pay period it affects.
Employees may not schedule or be paid for more than eight hours for any holiday under
the variable week schedule. Schedules may need to be readjusted for any pay period
impacted by a holiday. For example: If an employee's basic work requirement under
the variable week schedule calls for the employee to work nine hours each Monday,
and a holiday falls on Monday, the employee may only be paid eight hours for the
holiday, and the employee must make up that lost one hour during the pay period or use
one hour of leave for that lost hour.
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10. Special Situations

a.

If interruptions to a variable week schedule are required, reasonable effort will be
made to notify the employee at least two weeks in advance. All hours worked in
excess of 80 hours are overtime. FLSA non-exempt employees directed to work
overtime will have the option of recording the time worked as paid overtime,
compensatory time or a combination of paid overtime and compensatory time.

The maximum amount of sick and annual leave and excused absence an employee
may charge for a day is the number of hours which an employee was scheduled to
work on that day.

Section C. Standard Schedule

1.

Employees may elect not to work a variable week schedule in order to work a "standard
schedule.” The fixed schedule for employees on a standard schedule is the customer
service band as defined in Section A, and includes a thirty minute lunch period within
the lunch band as defined in Section A. The Employer may require an employee(s) to
work a standard schedule:

g.

If in accordance with law and regulation, all or any part of the variable week
schedule is suspended indefinitely or canceled in its entirety.

To satisfy employee training needs,

For employee attendance at prolonged meetings or conferences,

For employees in travel status as provided in Article 19,

As part of a Performance Improvement Plan (PIP),

If there has been a determination that an operational exigency exists,

To satisfy unique position requirements.

Employees must not work more than their daily basic work requirement unless
approved by the Employer.
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Section D. Court or Military Leave

1.  When taking court leave, an employee is considered to be on a standard eight hour
workday, with a total of 80 hours to be worked and/or accounted for during the pay
period. For military leave purposes, full-time employees are considered to be on a
standard eight hour day/80-hour pay period and charged military leave to the extent to
which it is earned.

2. If an employee receives notification after starting the workweek that they are scheduled
for military or court leave during the second week of the pay period, the employee
generally will go on a standard schedule for the duration of the court/military
assignment. The number of hours in excess of 80 hours worked during that pay period
will be recorded as overtime/compensatory time worked.

Section E. Signing In/Signing Out and Activity Reporting

Employees must sign in/out the automated Web Time and Attendance (WebTA) system and
record work activities in the Activity Reporting System (ARS) provided by the Employer.
Duty hours will be calculated on a “minute-to-minute” basis.

1.  InWebTA and ARS, Employees:

a.  arerequired to have an eAuthentication (eAuth) account and password to access
WebTA and ARS. New entrance on duty employees without an eAuth account
will have their time and attendance input by the Employer.

b.  who are Warehouse Examiners in the field unable access WebTA and ARS, will
provide their time and attendance, and activity reporting information to the
Employer. The Employer will load the time and attendance, and activities in
WebTA and ARS from the information provided by the Warehouse Examiner.

c.  encountering difficulties with WebTA and ARS should contact their timekeeper
for assistance. Employee timekeepers encountering difficulties with WebTA and
ARS should contact the Human Resources designee for assistance.

d.  who telework will be required to follow the same procedures for recording
activities and time during telework days.

e. intravel status are required to record time and activities in WebTA and ARS.
Employees will have to record time and activities which have accounting codes
necessary to transmit payroll. In cases where the traveling employee is unable to
access WebTA and ARS, the employee will provide details via e-mail, fax, or
telephone call to the Employer. The Employer will load the activities and time in
WebTA and ARS from the details provided by the employee.
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unable to comply will not be held responsible for non-compliance to record time
or activities when the non-compliance is due to the Employer’s equipment failure
(e.g. server unavailability, network unavailability, etc.). In the event there is
equipment failure employees will have to record time and activities which have
accounting codes necessary to transmit payroll, whenever the system is next
available for use.

will not be held responsible for entering time or activities when the inability to
enter said information is due to the Employer’s non-certification of the previous
pay period record. The approving official will make every effort to certify
employee time and activities not-later-than the first work day of the new pay
period.

2. In WebTA, Employees:

a.

will sign in (when starting work) and out (when stopping work), on the WebTA
system, upon arrival and departure.

will request premium pay (credit, compensatory time, and overtime) in WebTA.

will request leave (annual, advanced annual leave, leave without pay, sick,

advanced sick leave, Core Time Deviation (CTD), and to use earned credit,
compensatory time or compensatory time for travel, or time off awards) in

WebTA.

requesting CTD are required to:

(1) submit a Leave Request to utilize CTD. The employee must show the type
of leave, date, total time that will be charged if the employee does not make
up the CTD, and write “core time deviation” in remarks. The approving
official may hold the leave request in a “pending” status or “approve” it
upon submission.

(2) notify the approving official, once the CTD is repaid, the date and time the
CTD was repaid.

(@) For leave requests held in pending status, the employee has the option
to edit the original leave request down to the time not made up or
delete the leave request if the entire CTD was made up.

(b) For approved leave requests, the approving official will “Revert” the
leave request to pending and the employee then has the option to edit
the original leave request down to the time not made up or delete the
leave request if the entire CTD is made up.
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(c) Must annotate their T&A Data sheet, in the remarks section, indicating
the date and time CTD is utilized and the date and time the CTD is
made up.

3. In ARS, Employees will:

a.

only be required to record activity in the Activities Reporting System (ARS).
Employees will not be required to record activities in any other system (e.g.
Access Data bases, WSRS, or any other automated or manual system). The only
exception to this will be if an activity code does not exist in ARS. If an activity
code does not exist in ARS, employees may be requested or required to record the
specific activity in another manner for reporting and reimbursement purposes.
The parties agree to work together, in conjunction with the appropriate Business
Performance Management System personnel to ensure the applicable codes are
established in ARS.

enter activities for each scheduled work day. This does not mean employees must
enter activities in ARS on a daily basis; but that activities are to be commensurate
with hours worked. Employees may use whatever method best allows them to
accurately record activities, such as tally sheets, hatch/hash/tick marks, notes etc.
Employees may use as few or as many ARS codes as are necessary to reflect their
actual work performed.

record their work at the activity level by entering the amount of time spent on
programs and tasks. Employees may add activities in which the employee
participates to their Time and Attendance Summary. These activities will carry
forward to the next pay period until changed or deleted by the employee.
Employees will have the ability to record activities in as little as quarter hour
increments.

make every effort to input work activities not-later-than the last day of the pay
period.

4.  NTEU Representatives will:

a.

use only two codes in ARS for bank and official time; codes 37 and 38
respectively.

request bank time in advance, using a mutually agreeable process, verbally or via
e-mail. If the NTEU Representative and their first-line supervisor cannot agree
on a process, the request will be via e-mail. The request will include the
approximate time needed and a phone number where they can be reached during
their requested time. Upon return to the work area, the Representative will
provide notification of an accurate amount of bank time actually used.
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request official time in advance, using a mutually agreeable process, verbally or
via e-mail. If the NTEU Representative and their first-line supervisor cannot
agree on a process, the request will be via e-mail. The request will include the
approximate amount of time needed, phone number where they can be reached
during their requested time and the name of the supervisor or management official
with whom they are meeting. Upon return to the work area, the Representative
will provide notification of an accurate amount of official time actually used.
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ARTICLE 7A: OVERTIME AND COMPENSATORY TIME

Section A. General — Paid Overtime and Compensatory Time

1.

Definition and Coverage. There are two types of overtime, paid overtime and
compensatory time. Overtime pay is pay for hours of work officially ordered or
approved in excess of an employee’s basic work requirement. Overtime will be
compensated in accordance with the applicable regulation. Exempt employees are
governed by Title 5 of United States Code (USC) rules and regulations. Nonexempt
employees are governed by the Fair Labor Standards Act (FLSA) and Title 5 USC
5541. For employees not on Variable Week Schedule (VWS) work in excess of eight
hours a day or 40 hours a week is considered overtime. Overtime for employees on a
VWS is governed by applicable rules and regulations. Overtime as provided in this
Avrticle may be earned in increments of 15 minutes. Employees cannot work overtime
without appropriate advance supervisory approval.

The Employer orders or approves all overtime work. The Employer will give an
employee as much advance notice as possible in making overtime assignments. In
certain situations operational needs may prevent advance notice.

Overtime will be distributed consistent with workload requirements and resource
availability. The Employer may order or approve overtime by special projects or work
assignments according to expertise of the employee. Overtime will be distributed as
equitably as possible, first considering qualified volunteers.

The Employer will give reasonable consideration to an employee's request to be
released from overtime due to personal hardship.

Section B. Federal Holidays

1.

If the Employer requires the services of employees on a designated federal holiday, the
Employer will seek to fill its needs first through qualified volunteers. Where there are
more than sufficient qualified volunteers, the Employer will fill its needs from the
volunteers with the earliest service computation dates used for leave.

If the Employer is unable to fill its needs through qualified volunteers, it may assign the
work to the qualified employees with the latest service computation dates used for
leave. Furthermore, assigned employees may be excused for personal hardship
reasons.

To minimize the impact of assigning employees to work on designated federal
holidays, the Employer will normally provide seven days notice to affected employees.
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Section C. Compensatory Time.

1.

Compensatory time earned by the employee is accrued for an equal amount of time
spent in irregular or occasional overtime work. (Reference 5 U.S.C. Sec. 5543 (a) (1).)

FLSA (nonexempt) employees will be allowed to earn and use compensatory time
rather than paid overtime provided that compensatory time must be at the request of the
employee and cannot be mandatory.

Title 5 (exempt) employee's compensatory time is at the discretion of the Employer.
Employees may only be directed to work compensatory time if their overtime pay is at
a GS 10-10 (Title 5 U.S.C. 5543 (a) (2)).

Compensatory time must be used by the end of the 26th pay period following the pay
period in which the compensatory time was earned. For example, if comp time is
earned in pay period one in calendar year 2009, the comp time must be used by pay
period one in calendar year 2010. If the employee transfers or separates from the
Agency before using the compensatory time, the employee will be paid for the
overtime work; payable at the overtime rate the compensatory time was earned.

Compensatory time normally will be used before annual leave. However, after October
1, annual leave, compensatory time, or travel compensatory time that will be forfeited
first (or, in the case of compensatory time, paid), must be used first.

Compensatory time earned under this Article may be used in increments of 15 minutes.

Whether an employee may earn or work compensatory time shall not depend upon the
employee’s leave balance or the amount of compensatory time already accrued.

Section D. Miscellaneous

1.

Training.

a.  Title 5 employees (FLSA exempt) will not be given overtime compensation while
in training status except as provided for in 5 CFR 410.402 (b).

b.  Pursuantto 5 CFR 551.423, for training outside of regular working hours, FLSA
employees (nonexempt):

(1)  will be allowed overtime compensation if:

I.  the employee is directed to participate in the training by the Employer;
and
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ii.  the purpose of the training is to improve the employee’s performance
duties and responsibilities of his or her current position.

(2) will not be allowed overtime compensation for time spent in apprenticeship
or other entry level training, or internships or other career related work study
training, or training under the Veterans Readjustment Act 95 (5 CFR part
307) outside regular working hours, provided no productive work is
performed during such periods, except as provided by 5 CFR 410.402(b)
and paragraphs (f) and (g) of 5 CFR 551.401 (5 CFR 551.423).

Travel. For the purpose of determining entitlement to overtime, “official duty station”
means an area within 50 miles of the duty station shown on an employee’s most current
Notification of Personnel Action. Employees will only be compensated for overtime
for travel (5 CFR 550.112 (j)) away from the official duty station if the travel:

a.

b

involves the performance of actual work while traveling
is incident to travel that involves the performance of work while traveling

is carried out under such arduous and unusual conditions that the travel is
inseparable from work

results from an event which could not be scheduled or controlled administratively,
including travel by an employee to such an event and the return of the employee
to his or her official-duty station.

or, if an employee covered by the FLSA (5 CFR 551.422 (a)) is:

required to drive a vehicle or perform other work while traveling

required to travel as a passenger on a one-day assignment away from the official
duty station

required to travel as a passenger on an overnight assignment away from the
official duty station during hours on a nonworkdays that correspond to the
employee’s regular working hours.

Call back, Standby, and On-call Status. Call back overtime is a minimum of two hours
for both Title 5 and FLSA employees (5 CFR 550.112 (h)). An employee on standby
duty or in on-call status (5 CFR 550.112 (k) and (1)):

a.

will be considered on duty for overtime compensation if they are restricted by
official order to a designated post of duty and assigned to be in a state of readiness
to perform work with limitations on the employee’s activities so substantial that
the employee cannot use the time effectively for his or her own purposes. A
finding that an employee’s activities are substantially limited may not be based on
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the fact that an employee is subject to restrictions necessary to ensure that the
employee will be able to perform his or her duties and responsibilities, such as
restrictions on alcohol consumption or use of certain medications.

will be considered off-duty, and will not be compensated for overtime if the
employee is allowed to:

(1) leave atelephone number or carry an electronic device, for the purpose of
being contacted, even though they must remain within a reasonable call-
back radius

(2) make arrangements for another person to perform any work that may arise
during the on-call period.

Other. The employee may claim and receive overtime or compensatory time in 15-

minute increments when contacted at home for work related reasons by the Employer
and not on duty.
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ARTICLE 7B: COMPENSATORY TIME FOR TRAVEL

Section A. Compensatory Time for Travel (CTT)

CTT is time that is credited under the authority of 5 CFR 550, Subpart N. CTT will be
earned and used in 15-minute increments. There is no maximum limit of CTT that may be
accumulated. An employee may not receive payment under any circumstances for any
unused CTT. CTT not used within 26 pay periods after it was earned will be forfeited.

Section B. Official Duty Station (ODS)

An employee’s ODS is defined in Article 7, Section D.2. In the case of warehouse
examiners stationed in the field, the ODS is their home.

Section C. Creditable Time

Creditable travel time is time spent by an employee in a travel status away from the
employee's official duty station when such time is not otherwise compensable. Time that is
creditable is time spent:

1. traveling between official duty station and temporary duty station. Time in a travel
status includes the time an employee actually spends traveling between the official duty
station and a temporary duty station, or between two temporary duty stations.

2. waiting. The usual waiting time for employees will be one hour for domestic flights and
two hours for international flights. The parties recognize that there may be rare unique
situations that were not anticipated that could result in employees receiving additional
credit for waiting time.

3. traveling between home and a temporary duty station. If an employee is required to
travel directly between his or her home and a temporary duty station outside the limits
of the employee's official duty station, the travel time is creditable. However, the
employee must deduct from such travel hours the time the employee would have spent
in normal home-to-work or work-to-home commuting.

4. traveling to a transportation terminal (e.g., airport or train station) if the transportation
terminal is outside the limits of the employee’s official duty station. The travel time to
or from the terminal outside regular working hours is creditable as time in travel status,
but is subject to an offset for the time the employee would have spent in normal home-
to-work or work-to-home commuting. The Kansas City International Airport is within
the duty station limits of Kansas City, Missouri.
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5.

traveling between a worksite and a transportation terminal. The travel time outside
regular working hours is creditable as time in a travel status, and no commuting time
offset applies.

Section D. Time That Is Not Creditable

Time that is not creditable is time spent:

1.

2.

at a temporary duty station between arrival and departure,

during an extended (i.e., not usual) waiting time between actual periods of travel during
which the employee is free to rest, sleep, or otherwise use the time for his or her own
purposes,

traveling at a time, by a route or mode of transportation, for personal preference that
results in more travel time than would be used if the employee took the mode of
transportation offered by the Employer. In this case, the employee will be credited for
the lesser of the actual travel time spent or the Employer’s estimated time if travel
would have been at the time, or via the route or mode of transportation the Employer
selected.

traveling to a transportation terminal (e.g., airport or train station) within the limits of
the employee’s official duty station. Travel time outside regular working hours to or
from the terminal is considered to be equivalent to commuting time.

Section E. Requesting Crediting of CTT

Employee will request the crediting of CTT within 30 days of returning to duty.
Employees are encouraged to submit their request for crediting of CTT within 5 days of
their return to duty. To request CTT, the employee will submit an e-mail or written
memo to the immediate supervisor. The employee will include the date and time of
departure and return, the purpose of travel, the location of departure and destination,
waiting times, and unusual delays. The supervisor will inform the employee within
seven days if the request is approved or denied. If the request is denied, the supervisor
will provide a written explanation of the reason for the denial. The employee may
request reconsideration of the denial, but if the supervisor denies the reconsideration
request, the employee may file a grievance under Article 42.

Section F. Requesting Use of CTT

A request to use CTT must generally be submitted in advance. Requests and approval or
disapproval will be documented on a Leave Request. If a request for CTT is disapproved, the
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Employer will make a reasonable effort to schedule the leave at another time desired by the
employee.
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ARTICLE 8: ANNUAL LEAVE

Section A. Earning and Requesting Leave

Employees will earn annual leave in accordance with applicable laws and regulations.

1.

Consistent with the needs of the Employer, annual leave requested in advance will be
approved. Employees and managers are reminded that an employee has a right to take
annual leave, subject to the right of the supervisor to schedule the time at which annual
leave may be taken.

Requests and approval or disapproval will be documented on a Leave Request. Ifa
request for annual leave is denied, the reason will be documented and provided to the
employee upon request.

Employees will be notified in WebTA of the approval or denial of leave requests
pursuant to the following guidelines. For requests submitted:

e 35 days or more in advance; employees will be notified within a reasonable
amount of time, but no later than 30 days prior to the date requested.

e Ten to 34 days in advance; employees will be notified no later than 5 days prior
to the date requested.

e Less than ten days in advance; generally, employees will be notified no later
than one business day prior to the date requested.

When unscheduled annual leave is necessary, employees will request leave from their
supervisor as soon as possible but no later than the beginning of core time, or prior to
departing time if the employee is on duty. If the supervisor is unavailable, employee
will request leave from the second level supervisor or their designee or leave a
telephone number where the employee can be reached.

Where the Employer's needs do not permit approval of annual leave, the Employer will
make a reasonable effort to schedule the leave at another time desired by the employee.

If employees cannot resolve leave scheduling conflicts among themselves, the
employee having the earliest service computation date used for leave will be given
priority consideration. The Employer will also consider the qualifications of
employees to accomplish the workload when making this determination.

Special consideration will be made by the Employer for requests for:

a.  religious holidays,

b.  dependent care, and
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7.

c.  personal emergencies outside the employee's control.

The employer will not approve the use of annual leave the employee has obligated in
order to utilize Core Time Deviation (CTD).

Section B. Extended Annual Leave

1.

Consistent with the needs of the Employer, the Employer will make every effort to
approve requests for annual leave for at least two consecutive weeks or more provided
the employee has accrued sufficient annual leave.

The Employer shall establish no arbitrary maximum on the amount of annual leave an
employee may request.

Section C. Advanced Annual Leave

The Employer will consider requests for advanced annual leave consistent with this Article.
Employees do not have an entitlement to advanced annual leave. Requests for advanced
annual leave will be submitted to the supervisor.

1.

Consistent with the needs of the Employer, employees may be advanced annual leave
as follows:

a.  Permanent employees may be granted the leave they will accrue for the remainder
of the leave year if they expect to remain in service through the leave year.

b.  Temporary and term employees may be granted the leave they will accrue during
the current pay period.

Advanced annual leave must be requested in advance and accompanied by a letter or
memo providing a rationale for the request.

Valid requests for annual leave by other employees may take precedence over requests
for advanced annual leave. This Section will have no impact on any previously
approved annual leave.

The Employer will not impose any arbitrary minimum or maximum on the amount of
advanced annual leave.

Advanced annual leave cannot be utilized to secure approval of CTD.
Employees may use advanced annual leave in lieu of sick leave subject to advance

approval. Such “in-lieu of” use of advanced annual leave is subject to the same
requirements had sick leave been requested and approved.
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Section D. Leave for Union Representatives

The Employer will make every effort to approve annual leave or leave without pay requests
submitted by Union representatives for attendance at Union sponsored conventions or
meetings.

Section E. Changing Leave

Employees may change approved annual leave to leave without pay, credit hours, or sick
leave subject to approval by the Employer. The Employee’s request to substitute leave
without pay, credit hours, or sick leave for annual leave must be made within the first pay
period in which the employee returns to duty. If medical documentation is required, it must
be submitted consistent with the provisions of Article 9, Section H.

Section F. Denial/Withdrawal of Leave

Denial of annual leave will not be used in lieu of disciplinary or adverse actions.

The Employer retains the right to withdraw its approval of annual leave based on mission
requirements. The Employer has determined it will exhaust all avenues to avoid taking a
withdrawal action, particularly where it would cause the employee to forfeit monies; e.g.
nonrefundable airline tickets.

Section G. Employee Responsibilities for Leave Balance

1. Itisthe employee's responsibility to request sufficient annual leave to avoid:
a.  Forfeiture at the end of the leave year.
b.  Using up accumulated annual leave at the end of the leave year.

2. Anemployee's annual and compensatory leave balances are normally of concern only
to that employee and are not an appropriate matter for counseling by the supervisor.

3. Anemployee’s annual, sick, credit hours and compensatory leave balance must be

sufficient to cover any outstanding core time deviation balance if such leave is shown
on an approved Leave Request.
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Section H. Leave Increments

Annual leave provided under this Article will be charged in 15-minute increments.
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ARTICLE 9: SICK LEAVE

Section A. Earning/Use of Sick Leave

Employees will earn sick leave in accordance with applicable laws and regulations. Sick
leave is an employee benefit to be used by the employee in accordance with the sp