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Dedication

This agreenent is dedicated to the nenory of Chief Steward Brenda
Bower sox, whose untinely death was a tragic |loss to both BAMC and
AFGE, and also to the many individuals who knew and | oved her. As
one of the primary negotiators of this Agreenent, Brenda's
tenacity for research and fairness were key to its conpletion. By

working to fulfill the potential of this Agreenent with the sane
| evel of dedication Brenda showed, we will ensure that her spirit
wi ||l endure.



INTRODUCTORY NOTE

Section 1. Brooke Arnmy Medical Center and Anerican Federation
of Governnent Enpl oyees, Local 1033 jointly resolve that a
continuing relationship between Labor and Managenent as Partners
is essential to our organization and our future in a new
conpetitive era. To this end this contract has been negoti ated
in the spirit of partnership and the hope of continuing this
relationship as we enbark on the nmany chal |l enges that face our
outstanding institution. Both Partners therefore are commtted
to the follow ng principles:

a. Partnership requires nutual respect and understandi ng.
b. Partnership is a two way street of cooperation

c. Partnership requires a free flow sharing of pre-
deci si onal information.

d. Partnership is enhanced by joint training, Alternate
D spute Resol ution (ADR) procedures, and consensus deci sions.

e. Partnership is an evol utionary process.

Section 2. For the purpose of this contract:

a. EMPLOYER refers to overall command and control policies,
deci sions, and authorities vested with the Commander,
Headquarters, Brooke Arny Medical Center, with the understanding
that said authorities nmay be delegated to | ower | evel nanagenent
or, as appropriate, to the Director of Cvilian Personnel
Cvilian Personnel Advisory Center (CPAC).

b. MANAGEMENT OR MANAGEMENT OFFI CI ALS refers to al
supervi sory and nmanagerial officials (mlitary and/or civilian)
of the Brooke Arny Medical Center

c. SUPERVI SOR(S) OR SUPERVI SORY OFFI CI ALS refers to
imrediate (first line) mlitary and/or civilian supervisors
wi thin the Brooke Arny Medical Center chain of command.



d. UNION, unless otherw se specified, refers to the
Presi dent, AFGE Local 1033, or his designee(s).

Section 3. Wierever a masculine pronoun is used in this

agreenent to denote an enpl oyee or a supervisor, it refers to
persons of both sexes and shall be constructed to include nales
and/or femal es as appropriate.

Section 4. \Wen this agreenment refers to days it neans cal endar
days unl ess the | anguage specifically states work days.

Vi



TERMS

ADAPCP

ADR

AFGE

Al DS

AVG

BAMC

CFC

CFR

CcoP

CPAC*

CPCC

ACRONYMS
MEANI NGS
Al cohol and Drug Abuse Prevention and Control
Al ternate Di spute Resol ution
Aneri can Federation of Governnent Enpl oyees
Acqui red I mune Defici ency Syndrone
Al ternate Wrk Schedul e
Brooke Arnmy Medical Center
Conbi ned Federal Canpaign
Code of Federal Regul ations
Conti nuation of Pay
Cvilian Personnel Advisory Center

Cvilian Personnel Operations Center

* CPAC/ DCP are used interchangeably in the Agreenent

CSRO

DCP*

DOA

DoD

DSN

EFT

EEO

FECA

Cust oner Support Representative Ofice
Directorate of G vilian Personnel
Departnment of Arny

Depart nent of Defense

Def ense Swi tched Network

El ectroni ¢ Funds Transfer

Equal Enpl oynent Opportunity

Feder al Enpl oyees Conpensati on Act

Vi i

Program



FLRA Federal Labor Rel ations Authority

FLSA Fai r Labor Standards Act

FMCS Federal Mediation and Conciliation Service
FPM Federal Personnel Manual

FSI P Federal Service |Inpasse Panel

FSLMR Federal Service Labor-Managenent Rel ations Statute
FTS Federal Tel ecommuni cati ons System

FW5 Federal Wage System

GS General Schedul e

HI VvV Human | mmuno-defi ci ency Virus

| BB | nt erest Based Bar gai ni ng

| FB Invitation for Bid

MEO Most Efficient O ganization

MOoU Menor andum of Under st andi ng

V5PB Merit Systens Protection Board

ovB O fice of Managenent and Budget

OPF O ficial Personnel Fol der

OPM O fice of Personnel Managenent

OSHA Cccupational Safety and Heal th Adm ni stration
onCcP O fice of Wrkers’ Conpensation Program

Pl P Perf ormance | nprovenent Pl an

PPE Personal Protective Equi pnent
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PW5 Per f ormance Wrk Stat ement

RFP Request for Proposal

RI F Reduction in Force

SCD Servi ce Conputation Date

SF St andard Form

SOP St andi ng Operating Procedures

SQS Suppl emental Qualification Statenent
TAPES Total Arny Performance Eval uati on System
TDY Tenporary Duty

USsC United States Code

VDT Vi sual Display Term nal



PREAMBLE

Pursuant to the policy set forth by the Federal Service Labor
Managenent Rel ati ons Statute (Chapter 71 of Title 5 of the
US.C), the following articles of this basic agreenent,
together with any and all suppl enental agreenents and/or
anmendnents which may be agreed to at |later dates, constitute a
total agreenent by and between the Brooke Arny Medical Center,
Fort Sam Houston and the American Federation of Governnent

Enpl oyees, Local 1033.

WHEREAS t he wel | - bei ng of enpl oyees and efficient adm nistration
of the Governnent are benefited by providing enpl oyees an
opportunity to participate in the forrmulation and inplenmentation
of personnel policies and practices affecting the conditions of
enpl oynent; and

WHEREAS t he public interest demands the hi ghest standards of
enpl oyee performance and the conti nued devel oprnent and

i npl enentati on of nodern and progressive work practices to
facilitate and i nprove enpl oyee perfornmance and the efficient
acconpl i shnent of the operations of the Governnent;

THEREFORE, the Brooke Arny Medical Center, Fort Sam Houston
hereinafter referred to as the "Enployer” and the Anerican
Federati on of Governnent Enpl oyees, Local 1033, hereinafter
referred to as the "Union," do hereby nmake and enter into the

foll ow ng agreenent:



ARTI CLE 1

COVERAGE

Section 1-1. The Enployer recognizes the Union as the exclusive
representative for all permanent civilian non-supervisory

pr of essi onal enpl oyees enpl oyed by the Brooke Arny Medi cal
Center, Fort Sam Houston, Texas.

Section 1-2. Excluded fromthe recognized unit are all non-
pr of essi onal enpl oyees; tenporary enpl oyees; managenent
officials; supervisors; and enpl oyees described in 5 U S. C
7112(b)(2), (3), (4), (6), and (7).




ARTI CLE 2

GOVERNI NG LAWS AND REGULATI ONS

Section 2-1. In the admnistration of all matters covered by
the Agreenent, officials and enpl oyees are governed by existing
or future laws and regul ati ons of governnent-w de authorities;
by published Enpl oyer policies and regul ations in existence at
the tinme the agreenent was approved; and by subsequently
publ i shed Enpl oyer policies and regul ations required by | aw or
the regul ati ons of governnent-w de authorities.

Section 2-2. \Were any Agency regulation or policy conflicts
with this Agreenment and/or a Suppl enental Agreenent, the
Agreenment shall govern




ARTI CLE 3

EMPLOYEE RI GHTS

Section 3-1. Each enpl oyee shall have the right to join, pronote,
or assist any | abor organization or to refrain fromany such
activity, freely and without fear of penalty or reprisal, and each
enpl oyee shall be protected in the exercise of such rights. Except
as ot herw se provided under Chapter 71 of Title 5 U S.C., such
right includes the right to:

a. act for a | abor organization in the capacity of a
representative and the right in that capacity, to present the
views of the | abor organization to the heads of agencies and
ot her officials of the Executive Branch of the Government, the
Congress or other appropriate authorities;

b. engage in collective bargaining with respect to
conditions of enploynment through representatives chosen by
enpl oyees under Chapter 71 of Title 5 U . S.C.; and

c. petition Congress or a Menber of Congress, individually
or collectively, or to furnish information to either House of
Congress, or to a conmmttee or nenber thereof.

Section 3-2. The Enployer shall take such action consistent
with law, regulation and this contract as may be required to

i nform enpl oyees of their rights and obligations. Nothing in
this agreenent shall require an enpl oyee to becone or remain a
(dues payi ng) nenber of a | abor organizati on.

Section 3-3. Any enployee has the right, regardl ess of [|abor
organi zati on nmenbership, to bring natters of personal concern to
the attention of appropriate nanagenent officials in accordance
wi th applicable |aws, rules and regul ations, and to choose his
own representative in a grievance or appeal action, except for
matters covered by the negotiated grievance procedure.




Section 3-4. ACCOUNTABI LITY.

a. An enployee is accountable only for the performance of
of ficial duties and conpliance with standards of conduct for
Federal enpl oyees. Enployees assune responsibility for proper
care, mai ntenance, and safeguardi ng of government property.
Wthin this context, the Enployer affirns the right of an
enpl oyee to conduct his private |life, as he deens fit provided
t hat such conduct does not discredit the Federal Service.

Enpl oyees with access to sensitive information should be aware
that certain off duty conduct mi ght adversely inpact the
organi zation and the enpl oyee personally.

b. The Enpl oyer, nmanagenent officials, and supervisors wll
not coerce or in any nmanner require enployees to invest their
noney, donate to charity, or participate in social activities,
meet i ngs or undertakings not related to their performance of
official duties, or mssion of the agency.

Section 3-5. The Enployer shall sem -annually inform enpl oyees,
by neans of both witten and posted nenorandum on officia
departnmental bulletin boards, of their rights to be represented
by the Union at:

a. Any formal discussion between one or nore
representatives of the Enployer and one or nore enployees in the
unit concerning any personnel policy or practices or other
general condition of enploynent; or

b. Any exam nation of an enployee in the unit by a
representative of the Enployer in connection with an
i nvestigation if:

(1) the enployee reasonably believes that the
exam nation nmay result in disciplinary action agai nst the
enpl oyee; and

(2) the enployee requests representation.

Section 3-6. Enployees will be infornmed of rules, regulations
and policies, and any changes under which they are obligated to
operate, including their job duties, and access to SOPs

determ ned by the Enployer to be necessary for the satisfactory
performance of their jobs.




Section 3-7. Wen any enployee is served with a subpoena,
sumons, conplaint, or other |legal process, it wll be done in a
manner such as to cause m ni num enbarrassnent to the enpl oyee
bei ng served with respect to his fellow enpl oyees. Such service
wll be effectuated with the know edge of the Enpl oyer when
possi bl e and practicable, and the proceedings will be conducted
in as private surroundi ngs as possi bl e under the conditions
prevail i ng.

Section 3-8. No electronic recording of any conversation

bet ween an enpl oyee of the Bargaining Unit and an official of
t he Enpl oyer may be nade wi thout mutual consent except for
aut horized nonitoring or officially approved investigations.
When a recording is made, the enployee will be given the
opportunity to review the transcript for accuracy and will be
provided with a copy of the final document upon request.

Section 3-9. Enployees have the right to refuse orders that
woul d require the enployee to violate the law. Wen an enpl oyee
refuses to follow an order on these grounds, the enpl oyee nust
notify the supervisor and identify the law that woul d be
violated. |If the supervisor or a higher |evel official
determines it is a lawful order, the enployee should conply.
This does not prohibit the enployee fromfiling a grievance
under the negotiated grievance procedure after follow ng the

or der.

Section 3-10. Enployees have the right, consistent with
applicable laws, rules, regulations, and this agreenent, to:

a. working conditions that are safe and heal t hful;

b. training normally considered necessary to ensure
satisfactory job performnce;

c. right to submt ideas or suggestions, orally and/or in
witing, concerning inprovenent of work methods and wor ki ng
conditions. Supervisors are strongly encouraged to respond, in
a tinely manner, to those proposals. Supervisors should respond
to witten input fromenpl oyees, preferably in witing.



d. duty hours that are reasonabl e and necessary to di scuss
their problens with the Personnel Ofice, the Equal Enpl oynment
Qpportunity Ofice (EEQ, the Union, the Enpl oyee Assistance
O fice, and/or a person designated to provi de gui dance on
questions of conflict of interest, w thout divulging specifics
of an issue. The Enployer and Union recognize the timng for
rel ease of enployees is a consideration and that enpl oyees mnust
use the chain of commuand;

e. leadership that will informthe enpl oyees of what is
expected of them to whomthey are directly responsible and what
is expected of themin their work relationships with their
fell ow enpl oyees;

f. disciplinary or adverse actions conducted in accordance
with Articles 29 and 30 of this negotiated agreenent and Fort
Sam Houst on Regul ation 690- 26;

g. fair treatment and a work environnment free of
intimdation, coercion and harassnent;

h. appropriate and tinely neasures to clarify conflicting
orders fromthe Enployer before the Enployer decides to take an
adverse or disciplinary action resulting fromthe enpl oyee's
failure to conply with these orders;

i. protection of personal privacy;

j. review their Supervisor’s Personnel Data File (PDF) as
needed, and obtain a copy at no cost to the enployee (It is
recommended that there should be thirty (30) days advance notice
for securing the OPF fromthe CPCC.);

k. work environnent where enpl oyees are treated non-
di sparately with common courtesy and consideration nornmal in an
Enpl oyee- Enpl oyer rel ationship, and conversely, they have a
responsibility to treat all others in the sane nanner.



Section 3-11. M SCELLANEQUS

a. Managenent will make reasonable effort to ensure that
adequate eating facilities are avail able to enpl oyees within a
reasonabl e di stance fromthe work area. |f available, food and
drink vending machines will be located in proximty of the
eating facility.

(1) Managenent officials will nake a reasonable effort
to designate an area for the normal consunption of beverages and
snacks for enployees working in areas where eating or drinking
is not permtted.

(2) WWenever possible, break and lunch areas wll be
provi ded wi t hout work equi pnent or machinery.

b. 1In case of a formal investigation involving a search of
an enpl oyee's personal effects, the enployee nmay request a Union
representative be present at the search. Such request will be
honored if the investigation/search is not unduly del ayed or
obstruct ed.

c. |If deened relevant, enployees will be permtted to
revi ew and copy any regulation on duty tine, and at no cost to
t he enpl oyee, not nore than ten (10) pages per any specific
noncl assi fied, nonsensitive regul ation.

d. Enployees are entitled to proper and tinely conpensation
for their services. Al newy hired enployees nust be paid by
El ectroni cs Funds Transfer (EFT) to financial institutions
chosen by the enpl oyees. Current enployees may el ect to be paid
by EFT or retain mail delivery to an address provided by the
enpl oyee. However, once an enployee is conpetitively pronoted
or reassigned, separated or re-enployed, nobilized, or recalled
to active duty, the enployee nust be paid by EFT. An enpl oyee
may request a waiver of up to one (1) year, subject to renewal,
for reasons of financial difficulty, financial irresponsibility,
or other extenuating circunstances. |If paynment is nore than
three (3) days late, an enpl oyee may request and receive a
rei ssued (re-certified) check. The Enployer and Union are aware
and agree that EFT is nmandatory effective 1 January 1999.



e. In the spirit of partnership, the Enployer agrees to
reinforce annually the inportance of managenent official’s
responsibility to ensure that tinekeepers are adequately
trai ned.



ARTI CLE 4

UNI ON RI GHTS

Section 4-1. | NTRODUCTI ON

The Enpl oyer recogni zes the Union is the exclusive
representative of bargaining unit enployees and is entitled to
act for and to negotiate agreenents covering all enployees in
the unit and is responsible for representing the interests of
all such enpl oyees.

a. The Enpl oyer agrees to respect the rights of the Union
and to neet jointly and negotiate with the Union on such
matters, and further agrees to negotiate with the Union
regardi ng i npl ementation of any new policy or change in existing
policy affecting enployees or their conditions of enploynent.
See Article 6, Section 9, regardi ng supervisory responsibility
to give the Union a notice of commttees, task forces, or work
gr oups.

b. The Union, in consonance with its right to represent,
has a right to propose new policy, changes in policy, or
resolutions to problens. This right shall apply at all levels
of managenment within the agency and the Union starting with the
steward and first |evel supervisor, respectively.

c. The Enployer will recognize the officers and officials/
representatives designated by the Union, in witing, and wll
mai ntain on a current basis, a list of the Union officers and
officials, including stewards. The Enployer will communicate
this list to bargaining unit enployees within thirty (30) days
after its receipt.

d. Subject to applicable | aws and regul ati ons, the Enpl oyer
recogni zes the need for the Union to comunicate directly with
bar gai ni ng unit enpl oyees without interference, coercion, or
censorship. Such comuni cation should not interfere with the
organi zation's ability to acconplish its m ssion or adversely
af fect the workpl ace.

10



Section 4-2. \Were the Enpl oyer has advance notice, it will not
communi cate in witing directly with bargaining unit enployees

t hrough surveys and questionnaires regardi ng conditions of

enpl oynment wi thout prior notification to the Union and

bar gai ni ng where appropriate. This includes surveys and
guestionnaires regarding conditions of enploynent initiated by
organi zations from outside the conmand.

Section 4-3. The Enployer will give advance notice and the
opportunity to bargain, as appropriate, to the Union when
initiating or discontinuing organizational -w de voluntary
progranms (i.e., Conbined Federal Canpaign (CFC), U S. Savings
Bond Canpai gn) .

Section 4-4. REPRESENTATI ON

The Union will be notified and given the opportunity to be
present and to participate at any formal discussion between one
or nore representatives of the Enployer and one or nore

enpl oyees in the unit or their representatives concerning any
gri evance, personnel policy or practice or other general

condi tion of enploynent. The Union will also be allowed to be
present and represent an enpl oyee at any exam nation of an
enpl oyee in the bargaining unit by a representative of the
Enpl oyer in connection with an investigation, if the enployee
reasonably believes that the exam nation may result in

di sci pli nary/ adverse action agai nst the enpl oyee and the

enpl oyee requests representation.

Section 4-5. The Union shall be given the opportunity to make a
presentation (up to 15 m nutes) at each new enpl oyee
orientation, such as the CPAC quarterly orientation, nursing
orientation, etc. A leaflet prepared by the Union will be

i ncluded in the new enpl oyee orientation packets. The Union
office will be included on the BAMC new enpl oyee i nprocessi ng
checklist. The Enployer will provide the Union with notice of
the date, tinme, and place at the tinme the new enpl oyee
orientation is scheduled. The Union official making the
presentation will be allowed official tinme to nake the
present ati on.

11



Secti on 4-6.

a. The Union agrees to nmake reasonable efforts to be
specific in identifying the areas of information desired, when
requesting information under 5 U. S. C. 7114(b) (4).

b. When necessary and consistent with the Union’s right to
i nformation under |aw, enployee data may be sanitized in the
interest of protecting individual privacy. Union
representatives are responsi ble for maintaining the
confidentiality of personal data nade avail able to them under
this provision. In protecting personal/personnel data, the
Union will conmply with the requirenments of the Privacy Act.

c. Al informational requests by the Union under 5 U S. C
7114(b)(4) will be submtted to the Director of Civilian
Personnel and will be signed by the Local Union President or
desi gnee.

Section 4-7.

a. Activities concerned with the internal managenent of the
Uni on shoul d be conducted in non-work areas and only during non-
duty tinmes of the Union representatives and enpl oyees invol ved.

b. Upon thirty (30) days advance witten request by the
Uni on, the Union shall be granted the authority to conduct
menbership drives (to include the participation of AFGE Nati onal
Representatives) as follows: 1) four (4) lunch and | earn
sessions within ninety (90) days of the effective date of this
Agreenment for an initial nmenbership drive, 2) two (2) lunch
and | earn sessions each quarter for the next cal endar year, and
3) thereafter, two (2) nenbership drives of not nore than
twenty (20) days duration each, within a one (1) year period.
However, it is understood by the parties, that the Local Union
Presi dent, or designee(s), nmay conduct | unch and | earn sessions
as well as solicit enployees in the parking |ot of individual
bui | di ngs housi ng bargai ning unit enpl oyees.

c. Enployees may be solicited only before and after duty
hours, during breaks and |unch peri ods.

12



d. Upon request, the Enployer shall provide the Union with
furniture that m ght be avail able to support their effort. Use
of desk drops will require prior approval of the Enployer.

e. The Union wll submt requests for nenbership drives to
CPAC and should include, at a mninmm the follow ng
i nformati on:

(1) proposed dates (duration) of nenbership drive,

(2) specific BAMC organi zations where drive is
pr oposed,

(3) nanes and tel ephone nunbers of enpl oyees who wll
be invol ved and supervisors’ nanmes and tel ephone nunbers, and

(4) nanes and tel ephone nunbers of non-enpl oyees who
will be involved.

f. Specific details regarding the drive, as agreed to, wll

be set forth in witing prior to the beginning of the nmenbership
drive.

13



ARTI CLE 5

EMPLOYER RI GHTS

Section 5-1. Managenent officials of the agency retain the
right:

a. to determne the m ssion, budget, organization, nunber
of enpl oyees, and internal security practices of the agency;

b. in accordance with applicable | aws and regul ati ons:

(1) to hire, assign, direct, layoff, and retain
enpl oyees in the agency, or to suspend, renove, reduce in grade
or pay, or take other disciplinary/adverse action agai nst such
enpl oyees;

(2) to assign work, to nmake determ nations with respect
to contracting out, and to determ ne the personnel by which
agency operations shall be conducted;

(3) wth respect to filling positions, to make
sel ections for appointnents from

(a) anong properly ranked and certified candi dates for
pronotion; or,

(b) any other appropriate source; and,

(4) to take whatever actions may be necessary to carry
out the agency m ssion during emergencies.

Section 5-2. The right to make rules, regulations, and policies
shal | be consi dered acknow edged functions of the Enployer. In
maki ng rules, regulations, and policies relating to personnel
policies, practices and procedures, and matters of worKking
conditions, the Enployer recognizes its obligation with the

Uni on and the obligations inposed by this agreenent.

14



Section 5-3. The parties agree to work together to devel op and
mai ntai n a har noni ous | abor - managenent rel ati onshi p.
Partnership efforts will include, but not be |[imted to, the
Uni on attendance and participation in the weekly expanded staff
nmeeting and a nonthly neeting with a conmand group
representative.

Section 5-4. The provisions of this Article shall not nullify
or abridge the rights of enployees or the Union to grieve or
appeal the exercise of the Enployer’s rights set forth in this
Article through appropriate channels.

15



ARTI CLE 6

REPRESENTATI ON AND OFFI CI AL TI ME

Section 6-1.

a. The Union may designate officials and stewards. The
Uni on shall determ ne the nunber and | ocation of stewards;
however, in the spirit of partnership the Union agrees to act
j udi ci ously when appointing stewards to ensure that any given
work area is not unduly inpacted. |If the nunber of stewards
exceeds 10 then the parties agree to renegotiate this Article
wi thin 30 days due to the inpact. The Union also agrees to
ensure that the Enployer has a current list of stewards and
Union officials and agrees that only enployees on this list wll
be recogni zed and approved for official time. Oficials or
stewards will represent the enployees in dealings with
supervi sors about the applications of personnel practices and
policies, and other matters affecting working conditions of
enpl oyees.

b. Upon request fromeither party, officials or stewards
and supervisors shall discuss informally itens of concern in the
application of this agreenent to avoid m sunderstanding and to
deter conplaints fromeither party.

Section 6-2. AUTHORI ZED OFFI Cl AL TI ME

Union of ficers and stewards, shall be permtted reasonable
times during working hours without |oss of |eave or pay to
represent enployees in accordance with this agreenent. However,
Managenment nust approve absences. Use of official tinme when
approved by Managenent will not be limted to the confines of the
activity but will allow the representative to travel in accord with
t he needs of the individual case. Activities for which properly
desi gnated Uni on representatives may appropriately use a reasonabl e
anount of official tinme during duty hours without charge to | eave
or loss of any pay includes but is not limted to the foll ow ng:

a. Represent the Union in negotiations in accordance with
Article 39, "Negotiations,"” official time will be authorized for
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such purposes during the tine the enpl oyees woul d ot herw se be
in a duty status, including neetings/conversations with
enpl oyees/ supervi sors during preparation and negoti ati ons.

b. Investigate, prepare and present a conplaint, grievance
or appeal as a Union representative of an enpl oyee;

c. Attend at the time of settlenent or decision of any
conpl ai nt, grievance, or appeal, where the conpl ai nant has not
desi gnated a Union representative;

d. Preparation of information reports, required under
5 U S.C Section 7120(c), including financial reports and
trusteeship reports, shall be accorded to Union officials. The
anount of time granted would be that necessary to gather data
and conpl ete reports;

e. Attend formal and investigatory neetings between
Managenment officials and enpl oyees when such neetings are called
by Managenment and neet the criteria of 5 U.S.C. 7114(a)(2);

f. Prepare requests for information to the CPAC under
5 US.C Section 7114(b)(4);

g. Serve as the enployee’'s representative, or participate
as a witness, in the preparation, research, investigation,
processi ng, and presentation of an arbitration hearing,
adm nistrative hearing, or reply to a proposed adverse action;

di scrim nation conpl aint hearing; ULP hearing; or other
hearings, etc.; or procedures involving agencies or activities
such as the O fice of Wirrker’s Conpensati on Program (OACP),
Federal Mediation and Conciliation Service (FMCS), Equal

Enpl oynent Opportunity (EEO), Federal Service |npasse Panel
(FSIP), Merit System Protection Board (MSPB), etc.

Additionally, the Union has the right to attend such proceedi ngs
to duly represent the bargaining unit as a whole when the Union
is not designated as the enployee’s representative. This also

i ncludes interviews with enpl oyees and supervisors and providi ng
evidence to third party agenci es.

h. Consult wi th Managenent officials concerning grievances,

personnel policies or practices, or matters affecting working
condi tions of enpl oyees;
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i. Prepare and attend neetings, conferences, sem nars, and
ot her training sessions, arranged and cal l ed by Managenent or
the Union for any valid purpose including those designed to
foster the Uni on- Managenent relationship and partnership
activities. The managenent official arrangi ng such neetings
shal | al so arrange for the attendance of Union official(s).

j. Discuss and review potential grievances w th bargaining
unit enpl oyees, CPAC, other subject nmater experts, supervisors,
and nmanagers.

k. Prepare and attend as a technical advisor. The |ocal
Union will be allowed two people at a hearing: a spokesperson/
representative and technical advisor, unless the Union is the
grievant. Upon request, the technical advisor may be all owed
reasonabl e official time for a hearing for preparation of
W t nesses, research, and attending hearings. Should a non-BAMC
enpl oyee serve in any capacity during the course of the hearing,
the local Union will still be entitled to two representatives,
if the Union deternmines a technical advisor is needed.

|. Serve on all conmttees which affect working conditions
of bargai ning unit enpl oyees.

m Prepare responses to enpl oyee personnel actions.

n. Prepare responses to nmanagenent initiated
correspondence.

0. Prepare and participate in problemsolving, nediation,
alternative discipline processes, and alternative dispute
resol ution.

p. Attend safety inspections related to accreditation,
conpl i ance, and conpl aints including inspection visits and
actions.

g. Prepare for and visit congressional representatives for
the benefit of the bargaining unit, and not for the purpose of
di scussing |l egislation or appropriation matters.

r. Prepare for and present information to new enpl oyees in

enpl oyee orientation, joint training of this agreenent to
supervi sors and enpl oyees.
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s. Participate in informal conversations with enpl oyees in
t he work area.

t. Performother functions where official tine is expressly
aut hori zed by law and the terns of this agreenent, and
representational functions not expressly authorized in the
agreenent which are needed to adm nister the agreenent and duly
represent bargaining unit enpl oyees.

u. Attend desk, office, and | ocker inspection when
requested by the enpl oyee and/or managenent, or in the absence
of the enpl oyee.

Section 6-3. Union representatives on official tinme for
representation duties will be afforded an area of privacy when
neeting with enpl oyees. The Union agrees to encourage Union
officials to exercise their representational duties in the nost
practical and expeditious nmethod possible. \Wenever feasible
and when an i medi ate problem resol uti on cannot be obtained in a
short nmeeting at the work site or by tel ephone, these officials
shoul d conduct these neetings at the Union office.

Secti on 6-4.

a. For the purpose of fostering the Uni on- Managenent
rel ati onshi p, ensuring Union-Managenent partnership, and to
actively and appropriately participate in all conmttees,
training, semnars, task forces, work groups, and representation
of the bargaining unit enployees, the BAMC Professional Unit
will be represented with a Union President using 40% the Chief
Steward using 40% and the Vice President using 20% of their
duty time. Duty tinme will not accunulate fromweek to week. To
t he maxi mum extent possible, representational activities will be
conpl eted during the above reference duty tine percentages. The
Treasurer shall be granted four (4) hours per nonth.

b. Either party may request to renegotiate the official
time percentages as outlined in paragraph 6.(4) a. every siX
nont hs.

c. The parties agree that when the percentages of official

time are renegotiated, the nunmber of stewards allowed in Article
6, Section 1, will also be subject to negotiations.
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Secti on 6-5.

a. The Union agrees that its officials and stewards w ||
use official time judiciously.

b. In the event Managenent has reason to believe that one
or nore representatives of the Union may be using nore than
reasonabl e amounts of official tinme, Managenent will| discuss the

matter with the Union President or designee.

Section 6-6.

a. Each official/steward who is enployed by the Enpl oyer
will coordinate with his supervisor in advance regarding tinme to
be spent on representational activities. The Union
representatives will provide the supervisor with the case
nunber, the type of representational activity or other reference
for the project being worked on during rel ease for
representation. They will provide a tel ephone nunber or
| ocati on where they can be contacted and the anmount of tine they
expect to be away fromthe work area or on the tel ephone in the
event of a lengthy call. |If additional tine is required after
departing the work area, the official/steward will call to
coordi nate additional needs with his supervisor.

b. Prior to entering an enpl oyee's work area, the
official/steward will coordinate with the enpl oyee's supervisor
I f due to m ssion needs, the neeting with the enpl oyee is not
possi bl e, the supervisor will advise the official/steward the
time the enployee will be avail abl e.

c. The official/steward will report to his supervisor when
he returns to his assigned duty station and will provide all
necessary required informati on for the supervisor to conplete
the tine usage form (See Appendix I). This information will be
utilized for input to whichever automated staff hour reporting
systemis currently in use.

d. If the supervisor cannot rel ease the representative at
the tine requested or grant an extension of tinme due to m ssion
requi renents, the supervisor will advise the Union
representative of when he will be released. This includes

coordi nation between themfor scheduling conflicts.
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e. Wen a request for rel ease has been di sapproved in its
entirety the supervisor will furnish the Union President or his
designee, in witing, the reason for the di sapproval.

Section 6-7. Enployees will receive a reasonabl e anount of duty
time to participate in the activities necessary to process their
i ndi vi dual conpl aint or grievance concerning conditions of work
or those conplaints or grievances initiated by the Union or
Managenent. Enpl oyees who desire to |l eave their work site
during work hours for such reasons as seeking representation,

di scussing or initiating a conplaint/grievance, will also follow
the procedures in Article 6, Section 6, with the exception of
filling out the official time form

Section 6-8. There shall be no restraint, coercion, or

di scrim nation agai nst representatives of the Union because of
t he performance of duties in consonance with this agreenent, or
agai nst any enployee for filing a conplaint or acting as a

W tness under this agreenent, |aw, or applicable regul ations.

Section 6-9. Were commttees, task forces or work groups are
est abli shed for the purpose of ascertaining bargaining unit

enpl oyee views concerning conditions of enploynent, the Union

w Il be advised accordingly and be given an opportunity to
designate a representative. Were such conmttees, task forces
or work groups are established to consider changes to working
conditions within the bargaining unit, wherever applicable and
in the spirit of partnership, the Union will be notified and be
gi ven the opportunity to designate a representative.

Section 6-10. It is agreed that Union officials who are not
enpl oyees will, upon approval of the G vilian Personnel Advisory
Center (CPAC), be allowed to visit the post on official business
subj ect to national security regulations and visitor control
procedures. Such Union officials will coordinate with CPAC
before contacting enpl oyees during their duty hours.

Section 6-11. Union officers/stewards may receive tel ephone
calls or initiate personal contacts, facsimle nessages, and
el ectronic mail at their respective work areas concerning

Enpl oyer/Union related matters. Al of these contacts wll be
of short duration; otherw se, the Union representative wl |
follow the procedures of this article for rel ease of official
time. These brief contacts will not be disruptive to patient
care.
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ARTI CLE 7

OFFI CI AL TI ME FOR TRAI NI NG OF UNI ON
OFFI CI ALS AND STEWARDS

Section 7-1. Managenent agrees to pay expenses and to grant
official time to Union officials and stewards enployed within
the bargaining unit to attend Uni on-sponsored |ocal training of
mut ual concern and benefit to the parties and the enpl oyees of
the unit. The Enployer-paid local training (registration and
parking) is limted to one AFGE trai ning session and one Texas
Labor Managenent conference each fiscal year. Mnagenent wl|
consi der funding of other Union training by the CGvilian
Priority 1 Training Conmittee review and authorization process.

a. During each year of the life of the agreenent, the Union
wi || be authorized a bank of 650 hours from which officials,
stewards, and any ot her designated representative of Local 1033
may draw, hours which are not utilized do not carry over to the
next training year. An additional block of 80 hours wll be
granted if needed for turnover of stewards. The effective date
of this agreenment will be the beginning of the training year
cycl e.

b. Oficial time for training will be used by the Union in
the manner it feels is nost effective to acconplish its training
needs subject to 5 U S.C., Section 7131(b).

Section 7-2. Requests will be submtted in witing on behalf of
t he enpl oyees by the Union to the Enployer. The request will
normal ly be submtted 6 weeks in advance, or as soon as

possi ble, to allow adequate tinme for a decision and adjustnents
to work schedul es/shifts.

a. Requests wll be signed by the President or his designee
and will include the foll ow ng:

(1) nanes of enployees schedul ed for training,
(2) dates, tinmes and |ocation of training, and

(3) agenda or description of training
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b. The Enployer will provide witten explanation of
di sapprovals as soon as it is known but nornmally no I ess than
two (2) weeks prior to the training, thereby giving the Union
anple tine to seek adjustnent and/or to nom nate ot her
partici pants.

c. Concurrent with the above action, the Union enpl oyees
involved will advise the supervisors of the request and of the
period of tine involved.

Section 7-3. Subject to Managenent's approval and the
concurrence of the hearing official, attendance, as an observer,
at arbitrations or other statutory or |egal hearings wll be
considered training, at the Union's request, and the

requi renents outlined above will apply.
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ARTI CLE 8

AGREEMENT ORI ENTATI ON

Section 8-1. The Enpl oyer agrees to grant eight (8) hours of
official tinme to each Union officer and each recogni zed Union
steward for the purpose of the Union conducting orientation
briefings for Union officials relative to this agreenent within
thirty (30) days of this agreenent being inplenented. Upon ten
(10) days advance notice fromthe Union, the Enployer wl|

rel ease Union officials for training unless enmergency

requi renents prevent release. 1In addition, the Enpl oyer agrees
to grant official time, not nore than 4 hours, for briefings or
changes to the agreenent every six nonths. This tinme is over
and above the official tinme granted by this contract for
trai ni ng purposes.

Section 8-2. The Union and Enployer will provide up to two
hours of overview training on the new contract to enpl oyees and
supervi sors.

Section 8-3. A copy of this contract will be posted
el ectronically.

Section 8-4. The Enployer will periodically, approximtely
nmont hl y, post an el ectronic nmessage to supervisors and enpl oyees
reference key issues of this agreenent.
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ARTI CLE 9

FACI LI TI ES AND SERVI CES PROVI DED TO THE UNI ON

Section 9-1.

a. The Union may use the Enployer’s internal nail
distribution systemfor official correspondence wth Managenent
and bargai ning unit enpl oyees.

b. Managenent will provide an automated fol der to the Union
to post bargaining unit notices, to include official
representati onal correspondence, neetings, and recreational or
social affairs. The Union will be given access to all genera
use electronic mail systens for the purpose of official
representation

c. The Union will be permtted use of the public address
system to announce Uni on nmeetings. Such announcenents will be
brief and informational

Section 9-2.

a. The Union may have access to bulletin boards where
notices to enployees are customarily posted for posting the
Uni on's notices of representational matters, neetings,
recreational or social affairs.

b. The Enpl oyer will make space avail abl e on appropriate
of ficial designated bulletin boards where notices to enpl oyees
are customarily posted for posting of appropriate literature.
The Union, in posting material on designated bulletin boards,
agrees that it is fully and solely responsible for the content
of the material in terns of accuracy and adherence to ethica
standards, and that it does not violate any laws, or the
security of the Enployer. The Union further agrees that it is
responsi ble for the neat and orderly nmintenance of this
al |l ocated space, including renoval of obsolete material.

c. Managenent will prominently identify and | abel the space

of each officially designated bulletin board as “AFGE Local
1033."
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d. No material may be renoved fromthe Union portion of
bull etin boards except by a Union official, or at the direction
of the CPACif the material is obviously obscene, racial or is
"classified."

Section 9-3. The use of the Enployer's facilities by the Union
will not be available for posting or distribution of wvulgar,

i bel ous or defamatory material directed at the Agency officials
or prograns.

Section 9-4. Upon reasonabl e advance request, the Union and
enpl oyees shall be granted access to O fice of Personne
Managenent (OPM, Merit Systens Protection Board (MSPB)
regulations, 5 U S.C. and 5 CFR, as nmay be nmaintai ned by the
Enpl oyer. The Enployer will furnish a copy of agency and
activity personnel regulations and updates to the Union.

Section 9-5.

a. Upon request by the Union, the Enpl oyer agrees to
furnish to the Union, for its internal use only, two (2) lists
which will contain the nanmes, grades, and position titles of al
enpl oyees in the bargaining unit. The listing will be sorted by
(1) al phabetical and (2) departnents within BAMC, e.g.,
Department of Nursing, Special Staff, etc.

b. The Enpl oyer shall furnish the Union, on a nonthly
basis, the following information regarding all new enpl oyees who
are nenbers of the bargaining unit:

(1) Full nane;

(2) Position title and grade;
(3) Departnent; and,

(4) Position Description Nunber.

Secti on 9-6.

a. The Union will be provided with office space of
sufficient size to separately and privately accommbdat e two
i ndividuals. The spaces will be heated and air conditioned
of fice spaces with access to restroomfacilities.
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b. The Enpl oyer agrees to provide office equi pnent and
furni shings as available from excess property, including but not
l[imted to desks, chairs, conputers with standard software,
printers, copier with collator, beepers, fax, internet access,
E-mail, etc. Beepers, maxi num of three, nust have the m ni num
capability of reaching parties within and outside of BAMC. Al
conput er equi pnent and software will be conpatible with the
agency’ s technol ogy.

c. The Enployer agrees to provide two full -service phones
with | ong distance and voice mail capability. Enployer wll
provi de one | ong di stance access code.

d. The Enpl oyer agrees to provide one Fax |ine.

Section 9-7. Managenent will allow Union officers and stewards
to use the Enployer's tel ephones (to include DSN access),
conputers to which they normally have access, typewiters, fax
machi nes and copy nachines in the performnce of functions
related to the representati on of bargaining unit enployees. It
is understood by the Union that this equipnment will only be used
wi th approval by Managenent when it is "idle" (not in use by the
section, service, or departnment) and that internal Union
business will not be perfornmed on this equi pnment. The Union
agrees to abide by the accepted standards regardi ng use of
official tine.

Section 9-8. At the request of the Union, Managenent will
provide the Union with the use of suitable space for neetings,
during non-duty hours of enployees. The |ocation of the space
for the Union’s regular nonthly neeting will be in a consistent
| ocati on when possible to provide continuity for Union nenbers.
The Union will make nmonthly reservations.

Section 9-9. Consistent with postal regul ations, the Union
shal | have use of metered mail service limted to |abor

rel ati ons representational matters, not including matters
relating to internal Union business.

Section 9-10. Mnagenent will provide, at no cost to the Union,
bookl et copies of this agreenent, printed in type that can be
read easily, to the Union for distribution to each enpl oyee of
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the bargaining unit. The Enployer will provide each new

enpl oyee with a copy as they enter the unit. The Union will be
furnished with two hundred (200) additional booklets. The

Enpl oyer further agrees to post this agreenent electronically.

The Union and the Enpl oyer agree to publicize the electronic
| ocati on.

Section 9-11. The Union office tel ephone nunbers will be
publ i shed in the BAMC and Post tel ephone directories.
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ARTI CLE 10

PAYROLL W THHCLDI NG OF LABOR ORGANI ZATI ON DUES

Section 10-1. The Union and the Enpl oyer agree that any
eligible enpl oyee who is enployed in the bargaining unit, and
who is a nenber in good standing of the Union, may authorize an
all ot nent of pay for the paynent of dues for nenbership,

provi ded:

a. the enployee continues his enploynent in the unit for
whi ch excl usi ve recognition has been granted,;

b. the enpl oyee has voluntarily submtted a request for
such allotment of pay; and,

c. the enployee received each pay period sufficient net
salary to cover the allotnment after other |egal and required
deducti ons have been made.

Section 10-2. The Union agrees that it will be responsible,
during non-work time of enpl oyees concerned, for procuring the
prescri bed allotnment form Standard Form (SF) 1187, Request for
Al l ot rent of Labor Relation Dues; distributing the formto unit
menbers; certifying the anmount of its dues; and inform ng and
educating its nenbers on the programfor allotnments for paynents
of dues, and the uses and availability of the required form

Section 10-3. An Oficer of the Union will receive the forns
from nmenbers who request an allotnent. He will conplete Section
A of the authorization fornms and submt themto the CPAC,
Headquarters, U S. Arny Garrison, Fort Sam Houston, ATTN:. Labor
Rel ati ons, Fort Sam Houston, Texas 78234.

Section 10-4. Authorizations received in the Custoner Service
Representative Ofice (CSRO will be effective in the next
regul ar bi-weekly pay period, and bi-weekly deductions w ||
continue in effect until the allotnent is term nated.

Section 10-5. The ampbunt of dues to be withheld shall be in
accordance with Section 7115 of 5 U.S.C., Chapter 71. The
amount to be withheld shall be the sanme for all nenbers of the
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Union, witten notification of the new anmbunt and the effective
date will be made through the CPAC to the Chief, CSRO  Changes
in the anount of dues to be deducted will not be nade nore than
twi ce every twelve (12) nonths.

Section 10-6. The dues will be remtted to the Treasurer, AFCE
Local 1033, by Automatic Electronic Fund Transfer after the
conpl eti on of each bi-weekly pay period. A statenent containing
the followng information will acconpany each rem ttance:

a. identification of the installation, and unit;
b. pay period date;
C. identification of the Local;

d. nanes of nenmbers for whom deducti ons were nmade and
anount of each deducti on;

e. total amount withheld each pay period; and,
f. net anmount remtted.

Section 10-7. Revocations will be effective at the begi nning of
the first full pay period follow ng the enpl oyee’ s anniversary
date of the enployee’ s signed dues w thholding (SF 1187), based on
a properly executed SF 1188, Request for Cancellation of Labor

Rel ati on Dues. To be effective, SF 1188 nust be submtted no
earlier than 30 days prior to an enpl oyee’s anniversary date. It
is the enployee’ s responsibility to submt a witten revocation
directly to the CSROon a tinely basis. Any SF 1188 received
outside the 30-day tineframe will be returned. The enpl oyer or

t he Uni on, upon request will provide SFs 1188 to the enpl oyee, for
this purpose. |If the Union receives any witten revocation of
allotnment, the Union will send it, within ten (10) working days
after receipt, to the CSRO. The CSRO wi ||l provide copies of
revocations to the Union and will advise the Union when enpl oyees
have been dropped from payroll deductions, and the reasons.
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Section 10-8. The Union will notify the Chief, CSRO when an
enpl oyee with a current allotnent ceases to be a nenber in good
standing. The CSROw || term nate the allotnent upon receipt of
t he information.

Section 10-9. An allotnment shall be term nated when the enpl oyee
| eaves the unit as a result of any type of separation, transfer,

or other personnel action; when this agreenent providing for dues
w t hhol ding is suspended or term nated by an appropriate authority
out si de Departnent of Defense; or when the enpl oyee has been
suspended or expelled fromthe | abor organization.

Section 10-10. The allotnents for all enployees who are nenbers
of the Union will be termnated if the Union loses eligibility
for exclusive recognition.
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ARTI CLE 11

AUTHENTI CATI ON OF CORRESPONDENCE

Section 11-1. Al witten conmunication on behalf of AFGE Local
1033 will be signed by the President of the Local or his
appoi nted desi gnee. Such appointnment will be in witing to the

Enpl oyer .

Section 11-2. The Enployer or his designee will provide al
witten comunication regarding policy issues to the Union. Such
designation will be in witing.

Section 11-3. Should Local 1033 be placed under trusteeship, the
person designated by the National Vice President will sign all
correspondence i ssued on behal f of the Union.

Section 11-4. The Enployer will notify the Union annually, or
when a change occurs, of the nanes and duty phone nunbers of
Enpl oyer' s representatives regarding federal |abor/mnagenent
rel ations.
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ARTI CLE 12

PCSI TI ON CLASSI FI CATI ON

Section 12-1.

a. Aclassified position descriptionis a witten record of
the basic duties and responsibilities assigned to a position and
whi ch conprise the major duties assigned to an enpl oyee. Each
position established or changed nust be accurately described in
witing, and classified to the proper occupational title,
series, code, and grade. The description nust clearly and
accurately state the principal and grade controlling duties,
responsi bilities, and supervisory relationships of the position
will be incorporated in the position description to assure the
position is correctly classified and graded to the appropriate
title, series, and grade. The supervisor may decide to give the
enpl oyee a list of task assignnents relating to the classified
position description.

b. Supervisors will ensure that their enpl oyees are
furnished a current, accurate copy of the position description
to which assigned as soon as possible (not to exceed 30 days),
and, upon request, at any tine.

c. Managenent agrees to informthe Union of changes in
duties and responsibilities which adversely inpact enpl oyees of
the bargaining unit and allow for inpact and inplenentation
negotiations at the Union's request.

d. The inclusion or om ssion of duties in a position
description does not alter the Enployer's right to assign,
change or elimnate duties and/or responsibilities in a
position.

e. The term"perfornms other duties as assigned" neans tasks
that are incidental or tenporary in nature and may reasonably be
associated with the incunbent's occupation or functiona
assi gnnent or are of an enmergency nature. |n assigning such
duti es, Managenment shoul d consider the capacity and conpetence
of the enployee to be assigned, to avoid creating health or
safety hazards.
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f. The Union will be provided the opportunity to review and
di scuss proposed changes in position descriptions including
proposed changes or conbinations of simlar nmgjor duties which
result in duties of m xed series or skills. Copies of current
descriptions, as well as any proposed changes, and new
descriptions will be provided to the Union.

Section 12-2.

a. Managenent will, upon request, neet with enpl oyees to
di scuss and review their position descriptions. Managenent w ||
consi der enpl oyee suggestions for changes to the position
descriptions that nay be needed.

b. An enployee may request that his supervisor reviewthe
enpl oyee' s position description for accuracy in the event the
enpl oyee feels that the position description does not cover the
maj or duties of the position. Such a request will not be
construed as a formal conplaint, and all input will be accepted.

c. Any tinme an enpl oyee believes there are inconsistencies
in the major duties of his position description, he may di scuss
the matter with the supervisor. Wen differences concerning the
accuracy of a position description cannot be resol ved between
t he supervi sor and the enployee, the enployee may file a
gri evance under the negotiated grievance procedure and have a
right to Union representation.

d. Al enployees have the right to request a review of what
they consider to be inequities in their existing grade. [If the
enpl oyee’s inquiry involves both the correctness of the position
description and the accuracy of the title, job series, code or
grade, the issue regarding the position description will be
resolved first. The enployee or his representative will have
access to his position description, evaluation report, if
avai l abl e, organi zational and functional charts and ot her
pertinent information directly related tot he classificati on of
the position. An enployee who feels that his officially
assigned position is incorrectly graded may file a formal
position classification appeal with DOD G vilian Personnel
Managenent Service (CPMS) or directly to the Ofice of Personnel
Managerment (OPM under their appellate procedures.
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Section 12-3. Enpl oyees have the right to be helped in
preparing and presenting classification appeals by
representatives of their own choosing; however, these
representatives nmay not be enpl oyees of the servicing CPAC

Section 12-4. Retained grade and retained pay rights wll be
accorded to those enpl oyees whose positions are downgraded
consi stent with OPMregul ati ons.
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ARTI CLE 13

| MPACT OF TECHNOLOG CAL CHANGE

Section 13-1. \Wen the Enpl oyer determ nes that the

i npl enentati on of new technol ogy inpacts on the worKking
conditions of bargaining unit enpl oyees, the Enployer wll
provide the Union with advance notification and an opportunity
to bargain when appropriate. The notification should include

i nformati on concerning the nature of the new technol ogy and what
enpl oyees woul d be affected by it.

Section 13-2. \Wenever possible the Enpl oyer shoul d consider
soliciting input fromthose enpl oyees who will be affected by
t he technol ogy bei ng proposed or the equi pnent bei ng purchased.

Section 13-3. The Enployer agrees that when new equi pnent is
brought into a section or departnent enployees who will be the
end users should be trained to operate that equi pnent as
necessary. |In the spirit of partnership, nmanagers should
consi der, whenever possible and practical, the input of the
enpl oyees on training issues related to the new technol ogy.

Section 13-4. \Were extrene technol ogi cal changes are nade

t hrough the inplenmentati on of new technol ogi es or upgradi ng or
changi ng of current technol ogi es, the Enpl oyer should hold a
performance counseling session with the affected enpl oyee(s) to
revi ew the existing standards/objectives and nmake nodi fications
as appropri ate.

Secti on 13-5.

a. \Wen technol ogi cal changes are significant, the enployee
may request a desk audit of their position for the purpose of
reclassification in accordance with Article 12, Position
Classification, and Article 15, Merit Pronotion Pl an.

b. Upon request froman enpl oyee who is unable to neet the

m ni mum performance requirenents established for new technol ogy,
Managenent may survey other positions of the same grade and
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j ob descriptions within the bargaining unit, and consider the
voluntary transfer between qualified eligible enployees in order
to accommodate the affected enpl oyee.

c. Affected enployees will be given assistance in applying
for vacant positions. The Enployer will, when possible,
consider the enployees first, before vacant positions are
announced.

Section 13-6. The Enpl oyer recogni zes the need to provide a
quality work environnment for each enployee and the difficulty of
this chall enge when there is a major change in working
conditions. The issue is of special concern as Brooke Arny

Medi cal Center reorganizes. |In this regard the Enpl oyer is
commtted to ensuring that pressures on enpl oyees stemm ng from
the relocation and the introduction of new technol ogy are
anel i orated when possible. However, the Enployer recognizes
that sonme enpl oyees will experience sone difficulty and that

t heir behavior or performance in the work place may be altered.
In these cases managenent officials may consider these factors
and assi st the enpl oyee(s) as appropriate.
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ARTI CLE 14

JOB SHARI NG

Section 14-1. Job sharing is a formof part-tinme enploynent in
whi ch the tours of duty of two enpl oyees are arranged in as much
a way as to cover a single full-time position. Enployees
participating in job sharing wll execute a job sharing
agreenent, which contains provisions regarding their conditions
of enpl oynent.

Section 14-2. Enployer agrees that entry into job sharing is
strictly voluntary, initiated by the enployee, and w t hout
coerci on of managenent.

Section 14-3. Managenent will give bona fide consideration to
enpl oyees’ requests regarding part-time job sharing enpl oynent,
i ncludi ng request for reassignnent froma non-job sharing
arrangenment to a job sharing arrangenent and froma job sharing
arrangenent to a non-job sharing arrangenent, consistent with
the Unit’s resources and m ssion requirenents.

Section 14-4. Although they share the sanme duties of a ful
time position, job sharers are to be considered individual part-
time enpl oyees for all personnel and enpl oynent purposes.

Section 14-5. Each enpl oyee shall be informed of their

regul arly schedul ed work hours, as agreed to by the Enpl oyer,
enpl oyee, and the other job sharer. Managenent will nake every
reasonabl e effort to avoid scheduling additional hours not
contiguous with the established tour of duty.

Section 14-6. A variety of different work scheduling
arrangenents can be used as |ong as each job sharer works no

| ess than sixteen (16) HOURS AND NO MORE THAN THI RTY- TWO ( 32)
HOURS EACH WEEK. For exanple, split days (one job sharer works
norni ng and the other afternoons), alternate days (one job
sharer works Mondays and the ot her Tuesdays, etc.), or split
weeks (one job sharer works Mnday norning through noon
Wednesday and the ot her works noon Wednesday through Friday).

38



Section 14-7. The enploynent of an individual in a part-tine
position will not be a basis for exclusion fromparticipation in
j ob shari ng.

Section 14-8. Each enployee entering into a job sharing
arrangenent will be given a witten explanation of their work
schedul e and an expl anation of the inpact of conversion to part -
time on their rights and benefits.

Section 14-9. The job sharing agreenent will incorporate the
understanding that in the event one of the job sharing

partici pants | eaves and managenent concl udes that the needs of
the position require full-time staffing, managenent w ||l nake
every reasonable effort to assist the remaining job sharing
partner in finding another partner. The renaining participant
will be given a reasonable anount of tine to find another
partner.

Section 14-10. During the period of time the remnaining
participant is searching for a new job-sharing partner, the
remai ning participant may be required to increase their tour of
duty depending on the needs of the unit and the terns of the job
sharing agreenent. The increase in work hours may be pernanent.

Section 14-11. If the remaining participant is required to
increase their tour of duty, they will be given as nuch advance
noti ce as possible but no less than two (2) weeks advance notice
prior to increasing the tour of duty; however, except when the
head of an agency determ nes that the agency woul d be seriously
handi capped in carrying out its functions or that costs would be
substantially increased.

Section 14-12. Leave requests by enployees in a job sharing
situation shall be approved or denied in accordance with Article
23, Leave.

Section 14-13. Performance appraisals for job sharing
participants will be handl ed in accordance with Article 26,

Perf ormance Standards and Eval uations. Throughout the tenure in
a job sharing position, the enployee's appraisal wll not
reflect the performance of the job-sharing partner.
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ARTI CLE 15
MERI T PROMOTI ON PLAN
Section 15-1. Merit placenment and pronotion procedures will be

governed by the Sout hwest Region Merit Pronotion and Pl acenment
Pl an, applicable laws and regul ati ons, and the foll ow ng.

Secti on 15-2.

a. Vacancy announcenents will be open for not |less than ten
(10) days and be posted electronically. Printed copies are
avail able for review at the CPOC. Enployees may also call the
24-hour recorded tel ephone Iine to obtain infornmation about open
announcenents.

b. The closing date of the announcenent is the date
applications nmust be electronically transmtted using RESUM X to
the CPOC to be considered tinely.

c. Supervisors will provide 15 mnutes of weekly access to
the electronic job-listing database at the request of each
enpl oyee. Supervisors will authorize an enpl oyee a reasonabl e
anount of tine to update or initiate RESUM X

Section 15-3.

a. The selecting official may decide to select fromthe
el ectronic referral list hinself, or may elect to utilize the
services of a selection cormittee to provide a recommendati on
for selection to the selecting official.

b. A copy of any referral list will be provided by
Managenent to the Union upon request.

Section 15-4. Non-sel ected candidates will be provided the
foll owi ng information about specific actions upon request:

a. Wether the enployee was considered for pronotion and,
if so, whether he was eligible on the basis of the m ni num
qgqualification requirenents for the pronotion;
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b. Wet her the enpl oyee was one of those in the group from
whi ch the sel ection was nade and the nunber of candidates in the

group;
c. W was selected for the pronotion; and,

d. If the enployee is not referred, in what area, if any,
t he enpl oyee may be deficient.

Secti on 15-5.

a. A bargaining unit enpl oyee who has been denoted through
reduction in force (RIF) or reclassification action shall be
entitled to special consideration for pronotion until re-
pronoted to his fornmer grade or he turns down an offer at his
former or intervening grade level. |[If an intervening grade
| evel offer is accepted, consideration for pronotion to forner
grade will continue. Unit enployees who apply in response to an
announcenent for a unit vacancy and who nmeet m ni mum
qualification requirenents will be referred in advance of a
determ nation of the best qualified group.

b. The selecting official may sel ect the individual or
request a list of best qualified candidates. Unit enpl oyees who
are referred on the best qualified list will be selected
provi ded they are on grade and pay retention status subject to
the following criteria:

(1) The enpl oyee's service in the higher grade was
satisfactory;

(2) The enpl oyee's conduct prior to denotion was
satisfactory based on an overall review of the enployee's
personnel records; and,

(3) The enpl oyee neets current qualification requirenents
for the position.

Section 15-6. In the spirit of partnership, the parties
recogni ze that cross-training can provide a val uable opportunity
for permanent and tenporary enpl oyees to broaden their
experience or gain new skills. To facilitate this, Managenent
agrees to review, on a regular basis, opportunities for cross-
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training and for increasing the amount of cross-training
conducted within its services or divisions. Mnagenent is
encouraged to informand discuss the opportunities with their
enpl oyees.

Section 15-7. MANAGEMENT DI RECTED REASSI GNMVENTS

A directed reassignnent is normally nade after obtaining the
enpl oyee's consent. If the enployee does not consent to the
reassi gnnment, the action will be formally proposed to the
enpl oyee and the enpl oyee will have the opportunity to present
reasons why the reassignnent should not take place. The
decision to nake the reassignment will be nmade by the Managenent
official in coordination with the CPAC
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ARTI CLE 16

DETAI LS AND TEMPORARY PROMOTI ONS

Section 16-1.

a. A detail is the tenporary assignnment of an enployee to a
different position, work area or set of duties for a specified
period of time with the enployee normally scheduled to return to
his regular duties at the end of the detail. A detail does not
change the enployee's official title, grade, or pay rate. The
statenent on each job description "perforns other duties as
assigned, " shall not be used to have enpl oyees perform work
outside the scope of the position on a regular or recurring
basi s without adherence to the rules and regul ati ons pertaining
to details and tenporary pronotions.

b. Detail and tenporary pronotion procedures will be
governed by Fort Sam Houston Regul ation 690-4, Merit Placenent
and Pronotion, and other applicable | aws and regul ati ons
(Sections 2301 and 2302, Title 5, U S.C), and the foll ow ng:

Section 16-2. Managers are encouraged to rotate details

equi tably anong those enpl oyees who have been determ ned by
managenent to have the capacity and requisite skills for
assum ng the responsibilities of the assignnent unless
conpetitive procedures are used. Details should be on a fair
and equitable basis, consistent with enpl oyee qualifications,
and wi thout discrimnation or personal favoritism Details
shoul d not be used as forns of reward or puni shnent.

Section 16-3. Details in excess of thirty (30) continuous

cal endar days will be requested on Request for Personnel Action
by the Enpl oyer and subnmitted through appropriate channels to
the CPAC/ CPOC to be recorded in the enployee's Oficial

Personnel Folder (OPF). Details between fourteen (14) and
thirty (30) days will be recorded on the PDF. Any detail wll
be recorded in the PDF or in the OPF at the enployee's witten
request by subm ssion of a nmenorandum for a qualification update
docunentation. Adm nistrative burdens will not preclude
managenment from neeting these requirenents.
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Section 16-4. Enpl oyees shoul d be considered and sel ected for
details on a fair and equitable basis consistent with enpl oyee

qualification and skill requirenents. It is recognized that
certain factors (i.e., security clearance, continuity of jobs of
short duration, peculiar environnental or skill requirenent) may
cause inbal ances in the equitable distribution of details. If

either party determ nes, on a case-by-case basis, an
unaccept abl e i nbal ance or concerns exist, rosters should be
mai nt ai ned. The Enpl oyer will establish such rosters with
enpl oyees |listed by seniority, based on the nost recent BAMC
servi ce date.

Section 16-5. Tenporary pronotion instead of a detail wll be
made when the enployee is to be assigned to a higher grade
position for a period of nore than ninety (90) cal endar days and
the enployee is fully qualified for pronotion. The tenporary
pronotion should be initiated at the earliest date it is known
by managenent that the assignnent is expected to exceed ninety
(90) cal endar days. Managenent officials nmay subnmit a request
for tenporary pronotion, if appropriate and within | aws and
regul ations, for details of ninety (90) days or |ess when the
enployee is fully qualified. Tenporary pronotions in excess of
one hundred-twenty (120) days to higher-grade positions nust be
done in accordance with conpetitive procedures.

Section 16-6. 1In assigning details, the Enployer will be
consi derate of the enpl oyee's personal circunstances.

Section 16-7. Attenpts to resolve enpl oyees' dissatisfactions
concerning details will include informal discussions between the
appropriate supervisor, enployees, and Union representatives,
upon request.

Section 16-8. Detail assignnents and performance, when
appropriate, shall be given consideration and wei ght when
consi dering enployees for nerit pronotion opportunities.

Section 16-9. The Enpl oyer encourages enpl oyees to actively
seek, wi th nmanagenent approval, opportunities that wll enhance
the overall productivity and operational quality of the

organi zation as well as their own professional devel opnent.
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ARTI CLE 17

REDUCTI ON | N FORCE

Section 17-1. The Enpl oyer shall informthe Union of proposed
action to inplenent a reduction in force (RIF) as soon as
practical after the Enployer becones aware that a RIF is

imm nent. \Were attrition will not satisfy the proposed
manpower reduction, the Union will be invited to participate in
t he devel opment of the inplenentation plan. The Enployer wll
informthe Union as to the approximte nunber of positions

i nvol ved, types of positions, and proposed effective date. The
Enpl oyer agrees not to inplement this action until it has been
negotiated in accordance with Article 39, Negotiations.

Section 17-2.

a. The Enpl oyer agrees to nake every reasonable effort to
mnimze the effects of a reduction in force in the unit through
t he reassi gnnent, under applicable regul ations, of the enpl oyees
to avail abl e vacancies for which they are qualified and
imrediately institute a freeze on hiring fromthe outside if at
|l east fifty (50) enployees are schedul ed to be separ at ed.
Exceptions to the freeze would be filling of vacancies for
mandat ory m ssion needs, tenporary fills, or if it is determ ned
that a vacancy cannot be used for RIF placenent.

b. The Enpl oyer agrees to consider nodifying job
qualification requirenents for existing vacancies (sane or |ower
grade positions), where appropriate, in order to retain
enpl oyees schedul ed for separation through reduction in force.
Such action will be in accordance with applicable regul ations
and consideration is extended only to enpl oyees who have the
potential, capability, and aptitude to performthe duties of the
position(s) as determ ned by the Enployer. Wen an enpl oyee is
reassi gned due to the position previously held having been
elimnated, sufficient training as determ ned by the Enpl oyer,
w Il be given the enployee to enable himto performthe duties
of the new position.
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Section 17-3. \Were practicable, the Enployer shall attenpt to
acconplish necessary reduction in force by attrition.

Section 17-4. The Union and any enpl oyee affected by reduction
in force action and his representative shall be permtted to
inspect the retention register on which his nanme appears.

Section 17-5. The Enpl oyer shall request, when appropriate,
that the Departnment of Defense determ ne that the agency is
undergoing a major reduction in force for the purpose of

aut hori zing voluntary retirenment under 5 U. S.C. 8336(d)(2).

Section 17-6. Pursuant to notification of a reduction in force,
t he Union, upon request, will be permtted to review RIF notices
and pl acenent actions issued or pending issuance by the
Directorate of Civilian Personnel.

Section 17-7. Reduction in force will be conducted in
accordance with applicable Iaws and regul ations, and this
agr eenent .

Section 17-8. The Union wll receive at least two (2) weeks
notice prior to an informational notice of a RIF being rel eased
to the enpl oyees. Upon request and prior to enpl oyees receivVving
notice, the Union will be provided a |ist of affected unit

enpl oyees to include their offers, if applicable, and a copy of
the retention register.

Section 17-9. The Enpl oyer agrees to provide a specific witten
notice to each enployee affected by a reduction in force, at

| east sixty (60) cal endar days prior to the effective date,
unless the RIF is considered a major RIF which initially
proposes the involuntary separation of fifty (50) or nore

per manent enpl oyees. In the event of a major RIF, the notice
period will be at |east one hundred-twenty (120) days. The
notice shall state specifically what action is being taken, the
effective date of the action, the enployee's service conputation
date, and subgroup. It shall describe the enpl oyee's
conpetitive area and the conpetitive level, and tell them why
any | ower standing enployee is retained in their conpetitive

| evel for nore than thirty (30) cal endar days after the
effective date of the RIF. Enployees will be notified of
grievance rights and tine limts to grieve, along with any other
information required by regul ation.
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ARTI CLE 18

OUT- PLACEMENT

Section 18-1. REORGAN ZATI ONS OR REDUCTI ONS I N FORCE (RIFs).
The Enpl oyer agrees that in the event of a reduction in force
(RIF) or a reorganization, an active out-placenent program w ||
be inplenented. The primary aimof this programw |l be to find
a position in the Federal Service for each affected enpl oyee
commensurate with that enployee's skills, experience, and career
goals. Finding a non-Federal sector position neeting these
requi renents will be a secondary aimof the program

Section 18-2. PERSONNEL FILES. The Union and Managenent wi ||
jointly encourage each enpl oyee to see that his personnel file
and resune/ application are up-to-date as soon as the RIF or
reorgani zation is announced. The Enployer will add to the
personnel file any changes or anendnents the enpl oyee desires in
accordance with regulations. Both the personnel file and
resune/ application wll be used to match enpl oyees with
vacanci es. Enpl oyees possessing skills in nore than one area
will designate that area(s) in which they wish to be matched for
consideration for vacancies, if permtted by the respective

pl acenent program

Section 18-3.

a. The Directorate of Civilian Personnel will review the
O ficial Personnel Folders of enployees being separated to
identify the specific grades and series of positions for which
t he enpl oyees qualify, and determ ne the interest of enployees
in order to devel op the best opportunities for continued
enpl oynent. This includes contacting appropriate sources; e.g.,
OPM ot her Federal agencies, etc., in an attenpt to find
appropriate positions.

b. Enployees will be inforned of and provi ded opportunity
to register in the DoD Priority Placenent Program and
appropriate interagency placenent assistance prograns.

Enpl oyees wil|l be afforded all placenent opportunities in
consonance with the individual programcriteria.

a7



c. Upon request by the Union, information will be provided
to the Union on what specific positions an individual
enpl oyee(s) is determned to be qualified for and what specific
actions have been taken to assist that enployee in placenent.

Secti on 18-4.

a. A conmttee will be established to operate an out-
pl acenent programon RIFs, which result in separation of
bargai ning unit enployee(s). The commttee will operate for the
duration of the RIF or reorganization.

b. The commttee will interface wth federal and private
sector enployers in an effort to seek placenent for inpacted
enpl oyees.

c. The Union shall be authorized to designate a
representative to serve on the conmttee.

Section 18-5.

a. A programparticipant will remain eligible for placenent
assi stance until he:

(1) Voluntarily separates;
(2) Accepts a valid offer; or

(3) Declines a valid offer or an intervening grade |evel
of fer.

b. A wvalid offer is a position that is considered valid
under the provisions of the appropriate program This generally
means a position at the sane pay and/or grade as the position of
record. A valid offer nmust be within the conmuting area or in
anot her geographical |ocation in which the enpl oyee has
expressed a witten interest.

c. Wiere applicable, any career or career-conditiona
enpl oyee will be given preference for rehiring in tenporary
positions for which they neet the requirenents. It is
under stood t hat acceptance of tenporary enploynment will not
alter an enployee's right to be offered pernmanent enpl oynent
provided it is in consonance with the individual program
criteria.
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ARTI CLE 19
COMVERCI AL ACTI VI TY/ CONTRACTI NG OUT/ AGENCY STAFFI NG
Section 19-1. Nothing in this agreenent is intended to waive

the rights of both parties granted by | aw and regul ati on of the
appropriate authority.

a. The Enployer agrees to provide tinely notification to
t he Uni on concerning any proposal to contract out work perforned
by bargai ning unit enployees, or a proposal to review such a
functional area for possible conversion to contract. Periodic
briefings wll be held with AFCGE officials to provide the Union
with informati on concerning any decisions that nay inpact the
bar gai ning unit enployees in inplenmenting OMB Circul ar A-76.

b. The Union may request, in witing, copies of any
rel evant and pertinent data in connection with the
i mpl enentation of OMB Circular A-76, Performance of Comrercia
Activities, including any training materials. After a review of
such request the Enployer will provide the Union, to the extent
not prohibited by |law or applicable regulation, data which is
reasonably avail abl e and necessary for full and proper
di scussi on, understandi ng, and negotiation of subjects within
t he scope of mandat ory bar gai ni ng.

c. The Enployer will notify the Union if a site visit is
going to be conducted for work perfornmed by bargaining unit
enpl oyees. A Union representative nay attend such a visit.

d. Wen enpl oyees are adversely affected by a decision to
contract out, the Enployer will attenpt to find avail able
positions for displaced enployees. This attenpt will include
priority consideration procedures, establishing an enpl oynent
priority Iist and a placenment program and consideration of
paynent of reasonable costs for training and rel ocation that
contribute to placenment in accordance with applicable |aw,
regul ati ons, and avail abl e budget.

Section 19-2. Applicable [aws, rules and regul ati ons, which
address contracting out include: Federal Acquisition

Regul ations, OMB Circular A-76, and the Federal Wrkforce
Reduction Act of 1994.
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Section 19-3. The Union shall be allowed a representative on
the Comercial Activities Wrking Goup and may attend neeti ngs
that relate to the devel opnent of the Statenent of Work or the
Most Efficient Organization (MEO). However, sone of the work of
the G oup may be considered internal managenent deli berations.
In such instances, it would not be appropriate for a Union
representative to be present.

Section 19-4. The Union representative may receive such
training as is provided to the G oup regarding the contracting
out process.

Section 19-5. The Enployer agrees to consult with the Union,
and al |l ow participation where possible, on a regular basis
during the devel opnment and preparation of the Statenent of Wrk
and to consider the views of the enployees perform ng the tasks
subject to the commercial activity review

Section 19-6. The Enpl oyer agrees to consult with the Union,
and allow participation where possible, on a regular basis
during the devel opnent and preparation of the MEO and to
consider the views of the enployees perform ng the tasks subject
to the commercial activity review. The Union understands this
informati on may be procurenent sensitive and agrees to treat it
as such. This information wll not be provided to the Union if
the Union is to be a bidder.

Section 19-7.

a. The Enmployer will notify and consult with the Union
concerning any proposal to convert in-house functions currently
performed by bargaining unit enpl oyees to outside contract.
Proper subjects for consultation may include but may not be
[imted to:

(1) The reason for the possible conversion to contract.
(2) Status of affected enpl oyees.

(3) Actions to mnimze adverse inpact on unit enpl oyees
(e.g., reassignnent, retraining, hiring limtations).

(4) Contract specifications consistent with procurenent
regul ati ons.
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b. The Union may file witten conment regarding
consul tation subjects. The Enployer wll respond to any witten
subm ssi on by agreeing to nmeet and di scuss the Union's comments
and rel ated concerns. The Enployer shall duly consider the
Uni on's input and, upon request, furnish a witten reply to the
poi nts raised by the Union.

c. The Union will be furnished information on contract
specification at the sane tine the invitations for bids are
mai l ed to bidders. Also, the Union shall be furnished dates and
times of pre-bid and bi d-openi ng conferences, as appropri ate.
The Union shall have a right to have a representative at such
conf er ences.

Section 19-8. Consistent with applicable regulations, the data
that may be provided to the Union, in accordance with Section 1b
above, may include but is not limted to: pertinent information
on cost studies, Invitation for Bid (IFB), Request for Proposa
(RFP), abstract bids, correspondence from higher authority
directing the cost study, correspondence for the Departnent of
Labor regarding wage rates, the SON and any changes, the

"m | estone” chart or simlar docunent setting forth the
estimted dates for the contracting-out process, bidder
questions and Enpl oyer answers related to the SON The Uni on

wi |l have a reasonable tinme to review and respond to each of the
above. Witten responses fromthe Union will be addressed by
the Enployer. Al data will be corrected where the Union
denonstrates that it is not valid or prepared in accordance with
existing directives.

Section 19-9. The Enployer will permt a Union representative
in the "wal k through” by bidders of the function under review

Section 19-10. Any additional negotiations as appropriate wl|
be conducted in accordance with Article 39, Negotiations and/or
Article 41, Duration, Review, and Suppl enentation of Agreenent.

Section 19-11. The Enpl oyer agrees to nmake reasonable efforts
to mnimze the inpact on enpl oyees when a function is
contracted out. Enployer efforts will normally include Iimting
per manent new hires and consideration of attrition patterns.

Pl acenent consideration will be in accordance with the Reduction
in Force and Qut Placenent Articles 17 and 18 in this agreenent.
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Section 19-12. 1In the event any agency decision to contract out
i's based upon information provided by the contractor or an
individual in violation of the False Clainms Act 31 U S. C. 3729
(1986), enployees will be conpensated for filing successful
court actions in accordance with 31 U S.C. 3730 (1988).

Section 19-13. The Union President, or designee, will be a
menber of the work group that reviews the proposed contract for
agency/ contract personnel. The purpose of this is for the Union
to have input to the SOW

Section 19-14. \Wen all available shifts can not be covered,
supervisors wll consider covering those shifts with bargaining
unit enpl oyee volunteers. Supervisors will maintain a list of
vol unteers who are available to work overtinme in making the
deci sion on which hours will be assigned to bargaining unit

enpl oyees and enpl oyees of a personal service contract/staffing
agency. Overtine will be adm nistered in accordance with the
provisions of Article 22, Overtinme/ On Call/ Standby.
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ARTI CLE 20

TRAI NI NG

Section 20-1. Mnagenent and the Union agree that the training
and devel opnent of enployees within the bargaining unit is a
matter of primary inportance to the parties. Through
Managenent - Uni on cooperation, the parties shall seek the nmaxi mum
training and devel opment of all enployees. Consistent with its
needs, Managenent agrees to devel op and maintain forward-

| ooki ng, effective policies and prograns designed to achieve

t hi s purpose.

Section 20-2. Mnagenent will provide or otherw se nake
avai l abl e training opportunities that will best serve the needs
of the organization. Cross training assignnents nmay be made to
enhance the enpl oyee's work experience subject to the

fulfill ment of the Coormand's mssion. Cross training will be in
conformance with the Merit Pronotion Program

Section 20-3.

a. Managenent officials and supervisors are encouraged to
identify and docunent training and devel opnent needs of
enpl oyees, to include certification, |icensure, and/or
certification requirenments, during TAPES counseling.

b. GCenerally, in-service training is job-related training
conducted during duty hours at the work place. Questions
concerni ng conpensati on of enpl oyees required to attend in-
service training during other than their normal duty hours
should be referred to the servicing CPAC

c. Bargaining Unit enpl oyees can request administrative

time for any certification, licensure, etc. that may be required
for qualifying and retaining their currently held jobs.
Supervisor will approve or di sapprove request based on mni ssion

acconpl i shnent consi derati ons.

Section 20-4. \Wen appropriate and funding is avail abl e,
Managenent officials may fund training for bargaining unit
menbers. This training may include continuing education or
other training required for enployees to acconplish their job or
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enhance their performance. Furthernore, managenent may support
requests for admnistrative |leave to attend conti nui ng
education, |ectures, and professional neetings directly rel ated
to the position of the enpl oyee when m ssion permts.

Managenent officials and supervisors are encouraged to support
enpl oyees in obtaining access to avail able funds by assisting
themw th their applications for training

Section 20-5. The Enpl oyer agrees that when an enpl oyee is
adversely affected by a reduction in force, reorganization, or
transfer of function, sufficient training will be provided as
determ ned by the Enployer to enable the affected enpl oyee to
performduties of a new position and/or assisting in the

pl acenent of enpl oyee.

Section 20-6.

a. The Enployer will provide a listing of job related
courses to supervisors that enpl oyees nay request to attend that
are funded by Civilian Personnel for posting on official
bull etin boards. A copy of the listing will be provided to the
Union and a report of utilization of available class seats w |
be provi ded, upon request, to the Union.

b. Managenent will encourage and assi st enpl oyees in
applying for these training opportunities.

Section 20-7. The Union will be infornmed annually by the

Enpl oyer of the anobunt of available funds specifically set aside
for civilian training and, upon request, the utilization of
funds distributed to a Departnent or Section for the purpose of
t r ai ni ng.

a. In the spirit of Partnership, prior to the devel opnent
of an annual civilian training plan, the Union is encouraged to
provide witten input and/or to present their views for
consideration to the Enployer. Wen the CPAC provides
notification to the Enployer of initial devel opnent,
si mul t aneous notification will be provided to the Union.

b. The Union will be provided notice and an opportunity to
bargain as appropriate on the inpact and inpl enmentati on of
training for bargaining unit enpl oyees to support new m ssions
or new technol ogy as determ ned or required by Managenent.
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Section 20-8. To the maxi mum extent practicable, time spent in
travel status away fromthe enployee’ s official duty station

wi |l be scheduled within the normal working hours. The hours
for travel and the hours for work will be conpensated in
accordance with Title 5 of the U S.C. or the Fair Labor
Standards Act, if applicable.

Section 20-9. Enployees who are unable to arrive at or return
fromtheir destination as scheduled will be reinbursed for

aut hori zed travel expenses (IAWJTR) provided the inability to
arrive or return is due to arduous travel conditions beyond the
enpl oyee’s control resulting fromnatural calamty,
unavailability of transportation, or severe weather.
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ARTI CLE 21

HOURS OF WORK

Section 21-1. Eight hours shall constitute the regular tour of
duty workday for full time enployees. The basic admnistrative
wor kweek is five eight-hour days during the period Sunday

t hrough Saturday. Wrk in excess of eight hours in a day or 40
hours in an adm nistrative workweek will be considered overtine.
For enpl oyees on Alternative Wrk Schedul es (AW5), work in
excess of their scheduled daily tour of duty or in excess of 80
hours in a pay period will be considered overtine. Enployees
will normally not have nore than one schedul ed shift change per
pay period. The Union will be notified in witing of any
proposed change in shifts, and the Union will have an
opportunity to bargain, prior to the effective date, on the

i npact and i npl ementati on of changes to established tours of
duty and hours of work.

Section 21-2. Wrk schedules will be posted three weeks in
advance, with two weeks notice given for any changes to enpl oyee
schedul es (including tours of duty and work hours). Changes not
providing a two-week notice should be in energency situations
that are the exception and not the rule, and for m ssion
requirenments. The two week notice applies except when the head
of an agency determ nes that the agency woul d be seriously

handi capped in carrying out its functions or that costs would be
substantially increased. Managenent is responsible for
notifying enpl oyees of any changes to their schedules and to
contact affected enpl oyees regardi ng changes nade during their
absence.

Section 21-3.

a. \Were shifts are used enpl oyees are encouraged to notify
their supervisors of their shift preferences.

b. Supervisors and Managenent officials should consider,
when feasible or practical, shift preferences submtted by
enpl oyees in devel opi ng schedul es.

c. Generally there are no permanent shifts in work areas
wi th 24-hour operations. Supervisors may require enployees to
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rotate equally between shifts. Managenent will mnake every
effort to ensure enployees are assigned to their preferred
shifts. Individuals interested in working primarily on a | east
desirable shift (evening/night) will be given consideration
based on seniority in terns of Service Conputation Date (Leave).
Enpl oyees working primarily evening/night may be required to
rotate shifts on occasion to neet m ssion/staffing requirenents.

d. Managenent officials are encouraged to schedul e shift
enpl oyees so that they normally receive at |east 24 hours off
bet ween changing shifts and will provide a m ni numof 12 hours
bet ween changi ng shifts unless at the request of the enployee or
when precluded by critical mssion requirenents. This applies
except when the head of an agency determ nes that the agency
woul d be seriously handicapped in carrying out its functions or
that costs would be substantially increased.

e. In addition, the follow ng should be given serious
consideration by officials when establishing schedules for shift
enpl oyees:

(1) Assignnent of enployees to tours of duty/shifts for
ext ended periods rather than shorter periods nay be nore
beneficial to the enployees and could result in greater
productivity. Wen possible, and when additional costs to
managenment are not incurred, this should be considered.

(2) Wen workload and staffing permt, scheduling of two
consecutive days off is encouraged.

(3) Weekends off will be schedul ed on an inparti al
basi s.

(4) Supervisors are encouraged to approve tenporary
shift swaps between equally qualified enpl oyees when they
recei ve reasonabl e advance notice (normally one week) and in
cases of hardship situations.

(5) Supervisors are al so encouraged to approve pernmanent

shift swaps in accordance with Section e(4) above when m ssion
acconplishnent is not affected.
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Section 21-4. Wen enployees on shift work are not pernmtted to
| eave the work area for lunch due to m ssion needs, they will be
granted a 20-m nute paid lunch break, and nmust remain in a ready
st at us.

Section 21-5. The occurrence of holidays shall not affect the
designation of the basic workweek. Scheduling should allow
equal opportunity for holidays off when feasible.

a. \Were holidays nmust be staffed, qualified volunteers
shoul d be sought prior to inpartial duty assignnment when
f easi bl e.

b. Wen a federal holiday falls on a regular schedul ed day
of f, enployees will be given the appropriate day off or the
appropriate holiday pay conpensation in accordance with
regul ati ons.

c. Leave requests for training holidays will be granted at
the discretion of the supervisor consistent with the | eave
provi sions of Article 23 Section 3. Supervisors wll not
categorically deny | eave requests on the basis of a requested
| eave date occurring on a training holiday. Managenent retains
the right to dissem nate work as necessary. Enployee’s electing
not to take |eave during the training holiday will usually be
directed to work at their normal duty site. In the event that
work is not avail able at the enpl oyees normal duty site, then
the supervisor may direct the enployee to work at an alternate
work site performng duties at a |l evel not to exceed their scope
of practice.

Secti on 21-6.

a. Enployees who are required to work through their |unch
will be conpensated in accordance with appropriate regul ati ons.
Those enpl oyees eligible for nonetary conpensation will not be
required to take their lunch period at an unreasonable tine in
order to avoid conpensation. Snacking at the work site, when
perm ssi bl e, by enpl oyees who have been required to work through
unch wll not be construed by supervisors as conpensation for a
bona fide lunch break.
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b. Breaks in working hours of nore that 1 hour nay not be
schedul ed in a basic workday. Any proposed change to
established |unch periods would require witten notice to the
Union, with an opportunity to negotiate the inpact and
i npl enent ati on.

Section 21-7.

a. Enployees in the unit are authorized one 15 m nute break
during each 4-hour work period and a 15 m nute break during each
4 continuous hours of overtine.

b. Managenent may approve equivalent intermttent breaks
during the day in lieu of the schedul ed break peri od.

c. Snoke breaks will be conducted in accordance with
Article 36, Snoking Policy.

Section 21-8. Alternate Wrk Schedul es (AWS).

a. Al bargaining unit enployees nmay request consideration
for participation in AW

(1) Flexi tour: Basic 8 hours per day, 5 days per
week, with the beginning and ending tines different fromthe
standard 0730- 1630 tour of duty.

(2) Conpressed Work Schedul e: Conpressed work schedul e
means, in the case of full tinme enployees, an eighty (80) hour
bi weekl y basic work requirenent that is scheduled for |ess than
10 work days, where the enployee works 8, 9, 10, or 12 hours per
day, which affords the enpl oyee one or nore additional days off.
An enpl oyee may be schedul ed up to a maxi mrum of five consecutive
10-hour shifts or four consecutive 12 shifts wi thout a day off.
An 8-hour shift will not precede or follow four consecutive 12-
hour shifts. This provision does not apply to hours of overtine
and enpl oyee requests. No enployee will be required to work
over 80 hours in a pay period w thout conpensation.

b. Request for AW
(1) Each enpl oyee desiring to work under an AWS pl an
shoul d submt request to his or her supervisor for decision.

The enpl oyer will act upon these requests as soon as possible,
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but in no case later than thirty (30) days after the request is
made. The enpl oyee should forward a copy of the request to the
Uni on for coordination.

(2) Al new enployees, re-hires, or unit/departnent
transfers will be given the opportunity of requesting
participation in the AW5. No enployee will be required to work
over 80 hours in a pay period w thout conpensation.

(3) Once operational needs are taken care of, any other
conflicts in scheduling that result will be resolved in favor of
t he enpl oyee who has seniority based on Service Conputation Date
(Leave).

(4) Conflicts in scheduling that involve nore requests
for a particular day off than can be acconmodated will be
handl ed in accordance with the provision of subsection (3)
above.

c. Flexi tour and conpressed work schedul es can be
i npl emented as | ong as each work center is fully operationa
during required operational hours of the departnent.

d. Approval authorities should carefully consider al
possi bl e AWS inpacts (i.e., inpact on other enployees in the
section, a reduction in agency productivity, a dimnution in the
| evel of service to the public, or an increase in the cost of
agency operations) prior to approval and nust cite negative
inmpacts in order to deny AWS. Prior to approving or changing
AWS, managers and approval authorities should consult with
Manpower / Human Resources Branch, BAMC and CPAC for gui dance.
Manager s consi dering AWS changes nust do so in witing and show
negative inpact or hardship directly related to AW5. Manageri al
proposed changes to AW5 nmust be coordinated with the Union,

i ncl udi ng changes of enpl oyees or positions assigned to any tour
of duty established under the AWS5 program Enpl oyees will be
notified in witing of Managenent’s decision on a request to
initiate or change an AW5. A copy of the enployee’ s request and
Managenent’s decision wll be placed in the Personnel Data

Fol der. A second copy will be forwarded to the enpl oyee’'s

ti mekeeper for changes to his/her work schedule in the Defense
Cvilian Payroll System (DCPS).
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Section 21-9. RELI G OQUS OBSERVANCES.

An enpl oyee whose personal religious beliefs require that he
be absent from work during schedul ed work periods nay el ect,
with the approval of his supervisor, to engage in overtinme work
for tinme lost as the result of neeting those religious
requi renents. Any enpl oyee who el ects such overtinme work with
t he approval of Managenent shall be granted equal tine off from
his schedul ed tour of duty (in lieu of overtine pay) for such
religious reasons, or requirenents.

Section 21-10. Enpl oyees who are required to change cl ot hes,

cl ean up, and/or store equipnent will be allowed up to 15

m nutes at the beginning and prior to the end of the shift. The
supervi sor has the right to nonitor the usage of tine allotted
for these purposes.

Section 21-11. An enployee on a tenporary duty (TDY) assignnent
or attending training will follow the work schedul e used at the
tenmporary work site.
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ARTI CLE 22

OVERTI ME/ ON CALL/ STANDBY

Section 22-1. DEFI NI TI ONS.

a. Fair Labor Standard Act (FLSA), enacted in 1938,
provi des for m ni num standards for both wages and overtine
entitlenments, and delineates adm nistrative procedures by which
covered work time nust be conpensated. The Act exenpts
speci fied enpl oyees or groups of enployees fromthe application
of certain of its provisions.

b. Nonexenpt Enpl oyee under FLSA neans an enpl oyee who is
covered by the Act and its wage and overtine pay entitlenents
(see block 35, Standard Form 50, Notification of Personnel
Action). Any enployee of an agency who is not specifically
excl uded by another statute is covered by the Act. Normally,
CGeneral Schedule (GS) enpl oyees properly classified at grade 10
or below wi |l be covered, unless specifically excluded. Al
federal wage grade enpl oyees are covered.

c. Exenpt Enpl oyee under FLSA neans an enpl oyee who i s not
covered by certain provisions of the Act (see block 35, Standard
Form 50, Notification of Personnel Action). Normally, any
properly classified GS enpl oyee who hol ds a position defined as
executive, adm nistrative or professional under certain sections
of Title 5 of the Code of Federal Regulations will be exenpt.

PART | — OVERTI ME.

Secti on 22-2.

a. An overtime roster is one which identifies enployees in
a specific section/organizational unit who are subject to
perform schedul ed or unschedul ed work in an overtine status.

b. Irregular or occasional overtine work neans overtine
work that is not part of an enployee’'s regularly schedul ed
adm ni strative work week

c. Regular overtinme work neans overtinme work that is part
of an enpl oyee’s regularly schedul ed adm ni strative wor kweek.
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d. The assignnment of overtine work is a function of
Managenent, and Managenment officials are required to keep
overtinme work to a m ninum consistent with the acconplishnment of
the Enployer's mission. Therefore, supervisors are expected to
assign overtinme work in such a way as to acconplish it as
efficiently and expeditiously as practicable. Overtine will not
be used by the supervisor as a reward or puni shnent.

e. \Were enpl oyees are subject to overtine, Managenent is
responsi bl e for record keepi ng ensuring paynent to enpl oyees.
This overtine will be credited to enpl oyees wi thout any action
required on the part of the enployee.

Secti on 22-3.

a. Al enployees may be required to performoverti me work
consistent with m ssion acconplishnment and nust do so unl ess the
supervi sor determ nes that overtinme for any enpl oyee woul d be
i nappropriate due to such reasons as inpairnment of health,
ef ficiency, or undue personal hardship such as a schedul ed
vacation or other justifiable reasons.

b. An enployee will be released froman overtine assi gnment
provi ded his reasons, as determ ned by the supervisor, are valid
and another qualified enployee famliar with the work is
avai l able for overtinme. Managenent will provide a witten
deni al when the enpl oyee provides a witten request for rel ease
wWth justification.

Section 22-4. In sections/organizational units where overtine
is routinely required or where special mssion requirenents
create a recurring need for overtine for a specific period, a
rotational systemor roster will be established. Each enpl oyee
within a section/organizational unit will be given the
opportunity to participate in overtinme work assignments on an
equi tabl e basis insofar as the requirenents of an organization/
section permt and provided they are qualified to do the work.
It is recognized that certain factors (i.e., continuity of
shifts, patient care needs, or skill requirenents) may cause
tenporary inbal ances in the equitable distribution of overtine.
In a section where sone enpl oyees prefer to work overtine and
others do not, a record of their preferences will be maintained
and when possi bl e those qualified enployees preferring overtine
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will be offered overtinme first. Wen no qualified volunteers
are avail able, overtime will be equitably distributed anongst
all qualified enployees. It is understood that the enpl oyee
finally selected to work the overtime nust do so unl ess excused
in accordance with Section 3. In order to change the enpl oyee's
stated preference for overtine, the enployee should notify
Managenent in witing. In those areas where overtine is
routinely required, records of overtine will be maintained by
Managenent and be available for the Union's review upon request.

Section 22-5. Enployees needed for overtine work will be given
advance notice but the parties agree that enployees shoul d be
willing to accept overtine on short notice. Managenent agrees
to make reasonable efforts to notify enpl oyees of the
possibility of overtime work or the requirenment to work overtine
far enough in advance to all ow enpl oyees to adjust to the

requi renent. Managenent will provide 72-hours notice of
approved overtinme requirenents when feasible or notice will be
provi ded as soon as the need for overtine is determ ned, when
72-hours advance notice cannot be provided.

Section 22-6. Enployees required to perform authorized overtine
wor k shall be conpensated in accordance with applicabl e Federal

| aws. Enpl oyees cl assified non-exenpt under the Fair Labor

St andards Act may not perform work outside normal working hours
unl ess specifically ordered or authorized by the Enployer to do
so. |If the Enployer suffers and pernits these enpl oyees to
wor k, they should be paid overtinme, or given conpensatory tine
at the enpl oyee’ s option.

Section 22-7.

a. To the maxi mnum extent practicable, Mnagenent shal
schedule the tine to be spent by an enpl oyee in travel status
away fromhis duty station within the regularly schedul ed
wor kweek of the enpl oyee.

b. Wen it is required that travel be performed during non-
duty days or non-duty hours, an enployee will be conpensated for
overtinme as provided for by applicable Federal |aw

Section 22-8. Irregular and occasional overtinme will be
conpensated in fifteen (15 mnute increnents. |f an enpl oyee
wor ks eight (8) or nore mnutes in a quarter hour, that enpl oyee
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will be conmpensated for fifteen (15) minutes of overtinme. |If an
enpl oyee works seven (7) mnutes or |less the enployee will not
be conpensated. This is not to be interpreted that Managenent
may wor k enpl oyees on a regular basis for seven (7) m nutes or

| ess without conpensation. Regular overtinme and irregul ar/
occasional overtine are paid as provided for by applicable
Federal | aw.

Section 22-9.

a. A mnimmof tw (2) hours of overtinme will be paid if
an enployee is required to return to the place of enploynent for
unschedul ed overtinme work or to work unschedul ed overtinme on a

nonschedul ed workday. |If the call back occurs on a holiday
during the enpl oyee’s regular schedule, a m ninmumof two (2)
hours holiday prem umpay will be paid. Wen an enpl oyee

exceeds the two (2) hours mninmum pay for work perfornmed, the
enpl oyee is conpensated for the actual nunber of hours worked.

b. If an enpl oyee recei ves a Managenent/ supervi sor directed
after duty hours tel ephone call from Managenent/supervisor after
duty hours to discuss work rel ated i ssues or perform approved
t el ephone/ el ectronic work, the enpl oyee is conpensated for the
actual nunber of hours worked and does not receive the tw (2)
hours m ni mrum pay. Enployees will be conpensated in 15-m nute
increments in accordance with Section 8, Article 22.

c. Any enployee called in to work on shifts outside his
basi ¢ workweek wi Il normally be excused upon conpletion of the
j ob, which he was called in to perform

d. Where enpl oyees are subject to overtine, Managenent is
responsi bl e for record keepi ng ensuring paynent to enpl oyees.

This overtinme will be credited to enpl oyees wi thout any action
required on the part of the enployee.

PART |1 - ON-CALL

Secti on 22-10.

a. An on call status is one which identifies enployees in a
specific section/organi zational unit who are subject to being
recalled fromoff duty status to performwork. Enployees in an
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on call status are required to remain in a state of readiness,
to include restrictions on al cohol consunption or use of certain
medi cati ons.

b. Enpl oyees cannot currently receive pay for being placed
in an on-call status. On-call is considered to be a non-pay and
non-duty status. Enployees do receive a mnimum of two hours of
overtime conpensation if actually called back to perform work.
However, since being on-call is not considered hours of work,
enpl oyees may not be conpensated in the form of either overtine
pay or conpensatory tine off.

c. \Wen on-call, enployees may not have their freedom of
nmovenent “unduly restricted.” They may, however, be required to
remain within a reasonabl e call back tinme or distance, be
permtted to carry a pager/ beeper, or |eave a tel ephone nunber
at which they nay be reached. They nmay al so nake arrangenents
wi th another qualified enployee to performthe call back work if
needed.

d. In sections/organizational units where on-call rosters
are routinely required or where special mssion requirenents
create a recurring need for on-call rosters for a specific
period, use of qualified volunteers is encouraged prior to
i npl enentation of a mandatory rotational systemas |long as there
are sufficient volunteers to reasonably nanage the on-cal
requi renents. However, each enpl oyee within a section/
organi zational unit is subject to on-call requirenents on an
equi tabl e basis insofar as the requirenents of an organi zation/
section permt and provided they are qualified to do the work.

It is recognized that certain factors (i.e., continuity of
shifts, patient care needs, or skill requirenents) may cause
tenporary inbalances in the equitable distribution of on-call

It is understood that the enployee finally selected to serve
during an on-call period nust do so unless excused in accordance

with Section 3. 1In order to change the enployee's stated
preference for on-call, the enployee should notify Managenent in
writing.

e. An enployee wll not be placed on-call while in any type
of | eave status.
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Part 111 — STANDBY

Section 22-11.

a. A standby duty is one, which identifies enployees in a
specific section/organizational unit who are required to be in a
standby status. Standby is in fact a scheduled duty status and
is considered hours of work for which enpl oyees receive overtine
pay or annual prem um pay per Managenent discretion.

b. An enmployee will be considered on duty, and tinme spent
in a standby status shall be considered hours of work if:

(1) The enployee is restricted to an agency’s prem ses,
or so close thereto that the enpl oyee cannot use the tine
effectively for his own purpose; or

(2) The enpl oyee, although not restricted to the
agency’s preni ses:

(a) Is restricted to his/her living quarters or
desi gnat ed post of duty, or

(b) Has his/her activities substantially |imted,
and

(c) Is required to remain in a state of readi ness
to performwork, to include restrictions on al cohol consunption
or the use of certain nedications, and

(d) Is required to respond inmediately to energency
situations, and

(e) The enployer may require the enpl oyee to nake

or receive periodic telephone calls for the purpose of ensuring
r eadi ness.

Part 1V — ON CALL ANDY OR STANDBY PROCEDURES

Section 22-12.

a. |In order to ensure that on-call/standby systens are
being utilized appropriately and enpl oyees are being fairly
treated, the Enployer wll conduct a 100% review of all on-
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cal |/ standby requirenments to include but not restricted to the
necessity for the requirenment, the need for electronic devices,
and other options for elimnating the need for on-call/standby
and reduci ng the inconvenience to enployees. An initial review
W Il be conducted within ninety (90) days after inplenentation
of this contract, and each succeedi ng anniversary date of the
review, during the life of this contract. The results of the
review wi Il be conmunicated to the Union.

b. The Enpl oyer has responsibility for determ ning the
i nternal procedures for establishnent of, or changes to, an on-
cal |/ standby systemprior to inplenentation. The inpact and
i npl ementation of any on-call or standby system proposed or
changed by Managenent will be negotiated with the Union as
appropriate. The Union may request review of any existing on-
call or standby systens presently in effect, for conpliance with
the provisions of this Article.

c. The parties agree to inplenent Title 38 on-cal
provi si ons when authorized by DoD. The inpact, inplenentation,
procedures, and appropriate arrangenents for inplenmenting Title
38 will be coordinated with the Union. The new provisions wll
repl ace existing on-call/standby procedures.
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ARTI CLE 23

LEAVE

Section 23-1. Enployees will earn sick and annual |eave in
accordance with applicable statutes and regulations. All |eave
charges will be in increments of 15 m nutes (one-quarter hour)
pursuant to the Defense Fi nance and Accounting Service

regul ations or as authorized by the Departnment of Arny. Annua
and sick leave will be adm nistered in accordance with Fort Sam
Houst on Regul ati on 690- 14 and ot her applicable |aws and

regul ations, and this contract.

a. In the spirit of Partnership, Managenent and the Union
recogni ze the potential adverse affect that unschedul ed | eaves
have on ot her enpl oyees and the acconplishnment of the m ssion,
and,

b. Therefore, strongly encourage enployees to fulfill their
personal responsibility to pronptly notify managenent of such
requests where necessitated.

c. It is ajoint responsibility of enployees and
supervisors to ensure |l eave is approved by the designated
supervisor on a tinmely basis. This includes previously
requested | eave of a schedul ed and unschedul ed | eave.

d. Wen tinmekeepers enter tinme and attendance in advance,
they will enter the enployee’ s schedul ed hours. Leave status
codes will not be entered until the tinekeeper receives the
enpl oyee’ s | eave request form This provision is to ensure that
enpl oyees do not suffer unnecessary |oss of pay.

PART | - ANNUAL LEAVE

Section 23-2. For the purposes of this Article, schedul ed
annual |eave refers to | eaves that are a part of an Annual Leave
Pl an that has been submtted and tentatively approved in
accordance with Section 4, Part |, of this Article. Unscheduled
annual | eaves are those not part of this Plan that are requested
by an enpl oyee outside of the Plan and beyond the 31 Cct ober
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subni ssi on deadline. An approved |eave is any |eave schedul ed
or unschedul ed that has been approved by the supervisor or

hi gher | evel Managenment official. Refer to Section 5 Article 21
for training holidays.

Section 23-3. The use of accrued annual |eave is an enpl oyee’s
right and may be requested for any duration, at any tinme or
pattern but its use is subject to the approval of the
supervisor. Wen enpl oyees can be spared fromtheir duties,
annual leave will be granted freely for personal or energency
pur poses. Managenent officials should base approval or

di sapproval of a request for annual |eave on their ability to
acconplish their mssion given staffing and/ or workl oad

proj ections rather than other reasons.

Section 23-4. By 31 Cctober of each year, managenent w l

notify enployees of the need to submt their request before

15 Novenber. The designated staff office wll issue a letter to
al | enpl oyees, supervisors, and managers in October of each year
to ensure the preceding provisions of this section are
acconplished. Leave requests submtted shoul d enconpass the
period of the civilian Leave Year End Date and go through the
next Leave Year End Date (exanple: 01/14/01 through 01/13/02).

Enmpl oyees will turn in their request for |leave, to include al
use or | ose, by 15 Novenber or face forfeiture of their
seniority rights. Mnagenment will inform enpl oyees no |ater

than 10 Decenber of the approval or disapproval of the annual
| eave request schedul e.

a. Enployees who fail to submt a projected | eave schedul e
for use or lose | eave and | ater subnmit an unschedul ed | eave
request should not normally be given priority over enpl oyees
wi th schedul ed annual | eaves.

b. Unschedul ed annual | eave requests will be approved or
di sapproved on an individual basis in accordance with Section 3
above. Enpl oyees who are unable to report for duty due to a
per sonal emnergency must request annual |eave as early as
possi bl e before the beginning of their tour of duty and no |ater
than two hours after their tour of duty begins. Wen it is
m ssi on essential, the Union and Enpl oyer recogni ze there may be
a requirenment in an organi zation for enployees to request
unschedul ed | eave fromthe supervisor prior to the beginning of
their shift.
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c. \Were a conflict exists between bargai ning unit
enpl oyees such that each enpl oyee cannot be granted | eave at the
sane time due to the affect of their absence on the m ssion, the
nost senior enployee in terns of Service Conputation Date (SCD)
w Il be granted the requested | eave.

d. Wen there is a conflict fromyear to year with specific

dates, such as dates near holidays, the SCD provisions will be
used in a rotating manner to ensure all enpl oyees have an
opportunity for approved |l eave. In other words the sane senior

enpl oyee woul d not have approved | eave for the sanme dates year
to year.

e. For unschedul ed | eave requests, the supervisor wll
consi der | eave approval based on a witten request by earliest
date of receipt by the supervisor

f. Wen an enpl oyee requests annual |eave in conjunction
wi th schedul ed days off at the beginning and end of the |eave
peri od, managenent will not adjust that enployee’s schedul ed
days of f without sufficient justification based on m ssion
wor kl oad and/or staffing requirenents.

g. Managenent recogni zes the needs of enployees to plan
vacation and personal tine off, therefore, |eave which has been
schedul ed well in advance will not be cancel ed w t hout
sufficient justification based on nm ssion workl oad and/ or
staffing requirenents.

Section 23-5. Managenent i s encouraged to acconmobdate enpl oyee
| eave requests, which are for the purpose of attaining
addi ti onal education where m ssion, workload, and schedul i ng
permts.

PART || — Sl CK LEAVE

Section 23-6. Sick |eave is an earned benefit and will be
granted, if available, to enployees for appropriate absences
such as:

a. Wien they are incapacitated fromthe perfornmance of
their duties by physical or nental illness, injury, pregnancy or
childbirth; or,
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b. Wen a nenber of the immediate famly of the enployee is
afflicted with a contagi ous di sease and requires attendance of
t he enpl oyee; or,

c. Wen, through exposure to contagi ous di sease the
presence of the enployee at his post of duty would jeopardize
the health of others; or,

d. To provide care for a famly nenber as a result of
physical or nmental illness; injury; pregnancy; childbirth; or
nmedi cal , dental or optical exam nation or treatnent; or,

e. To nmake arrangenents necessitated by the death of a
famly nmenber or to attend the funeral of a famly nenber; or,

f. For nedical, dental, or optical appointnents,

exam nations or treatnment. Requests will normally be nmade in
advance and time granted normally shall not exceed that required
for travel, exam nation, and treatnent. Enployees will normally

be expected to return to work upon the conpletion of such

appoi ntment, provided that they are physically able and can
report for as nmuch as two hours; or annual |eave may be granted
at the discretion of the supervisor upon request from an

enpl oyee for the remai nder of the day, when it is not
appropriate for charge to sick |eave.

(1) Enployees have the option of taking annual |eave
rather than sick | eave when keepi ng nedi cal /dental appoi ntnents.

(2) Were an enployee has a limted anmount of sick | eave
due to extended nedi cal absences and requests in advance a
change in work schedul e to neet nedical/dental appointnents, the
supervi sor shoul d make positive effort to accommobdate such
requests when possible or practicable.

Section 23-7. An enployee who is prevented fromreporting to
his schedul ed tour of duty because of an incapacitating illness
or injury shall notify his supervisor or other designated | eave
approving official as early as possible before the begi nning of
the tour of duty, and no later than two hours after the

begi nni ng of the enployee’s normal work shift. Wen it is

m ssi on essential, the Union and Enpl oyer recogni ze there may be
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a requirenment in an organi zation for enployees to request
unschedul ed | eave fromthe supervisor prior to the beginning of
their shift.

a. The enployee wll call the supervisor. |If the
supervisor is unavail able, the enployee will |eave a nessage for
t he supervisor (either by a recorded nmessage or by |eaving a
nmessage with a designated alternate). The supervisor wll
designate alternate point(s) of contact in witing and provide
it to the enployees. The supervisor may attenpt to return the
enpl oyee’ s nessage.

b. Wen reporting, the enployee shall furnish the reason
for absence, the estimated duration of absence, and will keep
t he supervisor inforned of any changes in his condition
affecting his continued absence. The supervisory official wll
advi se the enpl oyee of reporting requirenents. The supervisory
official may relieve the enployee frommaking a daily phone cal
based on i ndividual circunstances.

c. Upon return to duty if the absence exceeds three (3)
consecutive work days, enployees nmust furnish a signed statenent
froma physician or licensed nedical practitioner that they were
i ncapacitated for duty during the entire period of absence and
in cases where the enployee is required to be nedically cleared
for return to duty.

(1) This requirenent for a nedical statenent may be
wai ved where a chronic condition had been previously docunented
except when there is an existing requirenent to be nedically
cleared for return to duty.

(2) Additionally, for absences of up to 5 consecutive
wor k days, enpl oyees who have used 36 hours of sick | eave or
less in the preceding | eave year nay be permitted to provide a
personal |y signed statenent explaining the nature of the illness
and the reasons why a physician’s services were not utilized
except when there is an existing requirenent to be nedically
cleared for return to duty. This provision does not apply to
enpl oyees who do not have a 1-year sick |eave record
establi shed. Therefore, they cannot self-certify.
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Section 23-8. \Where there is substantial evidence or reason to
believe that an enpl oyee is abusing sick | eave entitlenent:

a. Managenent may counsel, with the Union attending at
Managenent’s di scretion, and advi se the enpl oyee with respect to
the possible future requirenent of nmedical certification for
absences; or,

b. Mnagenent may require the enployee furnish a nedica
certificate for each absence of any duration. The requirenent
for a nmedical certificate will be provided the enpl oyee in
witing and a copy may be placed in the Supervisor’s Personnel
Data File.

c. Managenent will reviewthe sick | eave record with said
enpl oyee at | east sem -annually. Were such review reveals no
specific evidence that the enpl oyee has abused sick | eave
privileges during the period reviewed, the enployee will be
notified, in witing, that a medical certificate will no | onger
be required for each absence and the original letter nmay be
renoved fromthe record.

PART 111 — MATERNI TY AND PATERNI TY LEAVE

Section 23-9. An enpl oyee who is pregnant may be granted sick

| eave, annual |eave, or |eave w thout pay, as appropriate,
during delivery, confinenent and care of the infant. An

enpl oyee will make known to her supervisor her intent to request
| eave for maternity reasons, including the type of |eave, and

t he approxi mate dates, in order that the supervisor may plan for
staffing adjustnments, which nay be necessary during her absence.

a. Annual |eave, sick |eave or |eave w thout pay may be
granted to nmal e enpl oyees in order to aid or assist in care of
his m nor children or the nother of the newborn child while she
is incapacitated for maternity reasons.

b. Annual |eave, sick |eave, or |eave wthout pay may al so
be granted to any enpl oyee when adopting a child.
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PART |V — ADM NI STRATI VE LEAVE OR EXCUSED ABSENCE

Section 23-10. Adm nistrative | eave or excused absence shall be
granted to enpl oyees in accordance with governing regul ations
for participation in such civic activities as:

a. Registration and Voting: Managenent nay, upon request,
excuse enpl oyees fromwork in order to vote or register to vote
provided that the particular circunstances regarding the
enpl oyee(s) make voting/registering before or after duty hours
i mpractical .

b. Blood Donation: Normally, 4 hours of admnistrative
| eave will be granted on the day of donation to enpl oyees for
donating blood, for recuperation and for the tine to travel to
and fromthe | ocation where the blood is given. This may be
extended i n unusual circunstances.

c. Bone Marrow or Organ Donor Leave: Upon request, the
Enpl oyer will grant bone nmarrow or organ donor |eave as
appropriate to enpl oyees who serve as a bone marrow or organ
donor.

d. Court Leave: Court Leave is authorized absence, w thout
charge to | eave or loss of pay for jury duty or to serve when
sunmoned as a witness, in a nonofficial capacity, on behalf of
federal, state, or |ocal government or when such governnent is a
party to an action. Managenent will grant court |eave as
appropri at e.

(1) Enpl oyees excused for court duty when two or nore
hours remain in the workday are expected to return to duty
unl ess extenuating circunstances (distance from hone, duty
station, court, etc.) nake returning inpractical.

(2) Enployees will present evidence of a call to court
service to their supervisor inmrediately upon receipt. Upon
conpl etion of court duty, enployees will obtain a Certificate of
Service fromthe Court Clerk and deliver it to their supervisor

e. Unusual Cimatic Conditions: Excused absence which may
be appropriate due to weather extrenes is within the discretion
of Managenent and will be appropriately considered in accordance

75



with applicable | aws and regul ati ons. Enmergency essenti al
enpl oyees will continue to report to duty as directed by the

Enpl oyer .

f. Work Interruptions: Enployees who are prevented from
wor ki ng due to interruptions or suspension of normal work
operations will be assigned to other work where possible. |If
other work is not available, the enpl oyee may be excused or
pl aced on | eave at the discretion of Managenent. \Were
enpl oyees are excused, Managenent wll notify enpl oyees.

g. Infrequent Absences and Tardi ness: Managenent shal
have the option to excuse infrequent absences and tardi ness of
| ess than an hour on the part of the enployee. Each case shal
be considered on its nerits and enpl oyees shall be treated
fairly.

h. Certifications and Licensure: Excused absence for
certification and |icensure may be approved in accordance with
Section 3 Article 20.

PART V- FAMILY LEAVE

Section 23-11. The enployer will continue to adm nister the

Fam |y Medical Leave Act (FMLA) and the | eave provision to care
for sick famly nmenbers, as codified under the sick section of 5
CFR in accordance with the present practice and procedures, and
any additional benefits fromfuture law, rule, and or

regul ations.

PART VI — COVMPENSATORY TI ME

Section 23-12. Enployees will be able to use accrued
conpensatory tine in |lieu of annual |eave or sick |eave.
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ARTI CLE 24

EMPLOYEE COUNSELI NG

Section 24-1. The following article addresses the two broad
categories of counseling conducted by Managenent: performnce-
based counseling and conduct-based counseling. Counseling(s)
are intended to be reasonable, fair, and constructive so as to
encour age an enpl oyee’s i nprovenent in areas of conduct and

per f or mance.

Section 24-2. Wen it is determned that verbal or witten
counseling is necessary, the counseling will normally be
acconplished during a private session with the concerned

enpl oyee and the appropriate supervi sor whenever possible and
practi cal .

a. For performance-based counseling sessions, an enpl oyee
is not entitled to Union representation during the initial
session. However, a supervisor may, at his discretion, invite
the Union to attend.

b. For conduct-based counseling or any counseling that the
enpl oyee perceives mght |lead to discipline, the enployee wll
be all owed Union representation, if requested, during the
initial and any subsequent sessions. Managenent nust grant such
representation, with a reasonabl e anount of tine given for
scheduling so that a Union representative can be avail abl e.

c. A conduct - based counsel i ng session should not be
confused with an exam nation in connection with an
i nvestigation. A counseling session should not include
i nvestigatory questions by the supervisor.

d. One-on-one counseling is normally encouraged for the
initial counseling sessions; however, when Managenent determ nes
it necessary to have nore than one Managenent official at a
counsel i ng session then the enployee will be inforned in advance
and told the nature of the counseling session so as to nmake an
i nfornmed decision regarding his rights to and desire for Union
representation. This does not interfere with the enpl oyee’s
rights to have Union representation in accordance with Article
3, Section 5, and Article 4, Section 4.
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e. Supervisors have the option to request a Union
representative attend any counseling subject to the concurrence of
t he enpl oyee. They are encouraged to consider this option, as
needed, based on the individual circunstances of the counseling.

f. The enployee is entitled to contact the Union about
counsel i ng sessions held by his supervisor. Managenent wl|
neet with the Union when the Union requests a neeting about a
counsel i ng sessi on.

Section 24-3. Al entries concerning any matter relative to any
di sciplinary action or that could be used to support future

di sciplinary action, will be recorded and nai ntai ned on the
Supervisor’s Enpl oyee Brief in accordance with Article 25,

Enpl oyee Records.
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ARTI CLE 25

EMPLOYEE RECORDS

Section 25-1. It is the responsibility of the Enployer to
ensure official personnel records collected, naintained, or
retained by its Managenent officials and supervisors will be in
accordance with | aw, governnent w de regul ati ons, DoD
directives, Arny regul ations, Enployer policies, and

requi rements of certifying agencies.

a. The Supervisor’s Personnel Data File (PDF) on the
enpl oyee will be reviewed wth the enpl oyee during annual
per formance revi ew sessions and upon establishnent of a new
supervisor. The supervisor will reviewall itens in the file
and, upon request by the enployee, wll provide copies of any
itens in the record. The enployee should evidence that a review
was conducted by initialing and dating each itemduring the
initial performance review, followi ng each newitenis filing,
and at the tine of review with the new supervisor

b. Formal disciplinary actions will be docunented in the
enpl oyee’s O ficial Personnel Folder (OPF) in accordance with
appropriate regulations. Informal actions will be annotated on

the Supervisor’s PDF for up to six (6) nonths. Managenent nay
renmove formal letters of reprimand or informal disciplinary
actions earlier than the established period of tine at their
opti on.

c. Enployees will be pernmitted to review their OPFs and
PDF, and obtain a copy at no cost to the enpl oyee.

Secti on 25-2.

a. The enployee shall be notified by Managenent when any
derogatory matter is docunented on the Supervisor’s PDF and the
enpl oyee shall have the opportunity to discuss the matter with
the supervisor. The enployee will initial and date signifying
know edge of but not necessarily concurrence with all derogatory
entries made by Managenent officials and supervisors. The
enpl oyee has the right to review and acquire a copy of the data
sheet within a reasonable tinme (normally, 3 work days) after the
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enpl oyee’ s request. The enployee will be given the opportunity
to attach a witten rebuttal to the entry, within twenty (20)
cal endar days.

b. The parties understand that the Supervisor’s PDF is
subject to provisions of the Privacy Act.
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ARTI CLE 26

PERFORMANCE STANDARDS AND EVALUATI ONS

Section 26-1. The performance managenent systemw || be

adm ni stered in accordance with Arny Regul ati on 690-400, Chapter
4302, the Total Arny Performance Eval uation System ( TAPES), and
ot her applicable aws and regul ations and the followi ng. The
Uni on and Managenent agree that performance standards or

obj ectives, as applicable, allow supervisors to anal yze each
subordinate’s performance in terns that are famliar to and
under stood by both. Both parties also recognize the inportance
of performance counseling in accordance with TAPES in the
success of the eval uation process.

a. The enployee |ists proposed individual objectives based
on mssion priorities/needs and duties of his/her position and
records these objectives on the Support Form (NOTE: The
intent is for enployee to take initial responsibility for
pl anning their own job expectations. However, sone situations
may dictate that the supervisor and the enpl oyee work together
to establish objectives, or even that the supervisor devel op the
obj ectives and discuss themw th the enployee; e.g., the
enpl oyee may be an intern, the enployee may be new to the
position, the position itself may be new, or organizationa
goal s may be changing significantly. |If the enployee is
initiating his/her performance objectives, the supervisor nmay
provi de his/her own support formto the enployee since goals
cone fromthe top.)

b. During an initial face to face di scussion, supervisor
wi || discuss the standards, specific key points, and objectives,
as applicable, with the enployee(s), soliciting specific
coment s and suggestions. The discussion should clarify any
uncertainty on the part of either the supervisor or the enployee
as to what wll be expected and how the objectives will be
nmeasur ed/ eval uated to determ ne their performance |evel.

c. The enployee and the supervisor wll discuss and agree

to objectives and list themon the support form |[If they cannot
agree, the supervisor (rater) decides.
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d. Managenent will provide orientation to TAPES in the form
of a video to new enpl oyees. The TAPES video will be provided
as a refresher annually.

Section 26-2. Once established, a copy of the witten standards
wi |l be furnished each enployee and will be the primary basis
for subsequent nmanagenent decisions (e.g., to train, reward,
assign, pronote, denote, or renove enpl oyees) based on
performance. Performance evaluations will be conducted strictly
in accordance with such policies and procedures set forth in
statute and regul ation. An enployee nust have served under the
written standards for a mninmum period of one hundred twenty
(120) cal endar days before being rated.

Section 26-3.

a. Enployee will be provided a progress review at the m d-
point of their rating period.

b. Managenment is responsible for inform ng the enpl oyee
when performance on any standard is deficient.

c. Reviewthe standards with the enpl oyee at |east annually
or when there is a substantive, permanent change in m ssion
requi rements or workl oad.

Section 26-4. An enpl oyee who believes that he has been
adversely affected by application of a perfornmance standard may
rai se the i ssue of whether the perfornmance standard, as applied
to the enployee, is fair, attainable and reasonabl e.

Section 26-5. Assignnent of performance ratings wll be
grievable in accordance with the terns of the negoti ated
gri evance procedure Article.
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ARTI CLE 27

| NCENTI VE AWARDS

Section 27-1.

a. Both parties agree that a well nanaged |Incentive Awards
Program can boost enpl oyee norale and result in enhanced unit
efficiency, effectiveness, and productivity.

b. The Incentive Awards Program wi || be adm nistered in
accordance with applicable regul ati ons and Enpl oyer policy. It
will normally consist of cash awards, honorary awards, and tine-
of f awards.

c. The Awards Commttee wll include a representative from
t he Uni on.

Section 27-2.

a. As part of the annual budget distribution process, the
Enpl oyer will determ ne the anount of funds avail able for cash
awar ds.

b. The Incentive Awards Policy statenent will be
di stributed near the beginning of each fiscal year follow ng the
budget process, Union review, and approval by a designated
seni or Enpl oyer representative.

c. Cash award funds will normally be distributed to
departnent/di vi sion/ separate service |level who, in turn, wll
tailor their own award recognition and distribution process to
best accommobdate their specific situations.

Section 27-3.

a. Managenent should strive to distribute all awards in a
manner which is perceived as fair and equitable.

b. Award presentation to include |ength of service award
shoul d be in accordance with applicable regul atory gui dance.
Publ ic cerenony may be used if deened appropriate for the award
and circunstance.
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Section 27-4.

a. Managenent is highly encouraged to utilize honorary
awards to recogni ze appropriate enpl oyee acconplishnents.

b. Many of these prestigious awards which consi st of
certificates, |apel pins, and nedals, are highly prized and have
significant long-term neani ng and personal value for the

enpl oyee.
Section 27-5.

a. Time-off awards, in lieu of cash, may be used to
recogni ze both enpl oyee achi evenents and perfornance.

b. I mredi ate supervisors may approve awards up to one day.
departnent/di vi sion/separate service chiefs may approve awards
up to three days and the Chief of Staff and Deputy Commander for
Clinical Services may approve awards up to five (5) days.
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ARTI CLE 28
ACTI ONS BASED ON UNACCEPTABLE PERFORMANCE
Section 28-1. The Enployer nmay reduce in grade or renove an

enpl oyee for unacceptabl e performance in accordance with
applicable | aws and regul ati ons.

Section 28-2. Prior to initiating an action under this Article,
an enpl oyee nust be:

a. Informed in witing (Letter of Warning) of the
applicable critical elenents and standards of perfornmance;

b. Inforned of perfornmance deficiencies and what needs to
be acconplished for the enpl oyee to receive an acceptabl e
rating;

c. Gven a Performance | nprovenent Plan (PIP) and allow a
m ni nrum of 30 days, but normally it is 90 — 120 days, to
denonstrate acceptabl e performance. The exact anmount of tine
will be based on the nature of the perfornmance deficiencies
and/or the inpact they have on the health, welfare, and safety
of patients, custoners, other enployees, and the enpl oyee
himsel f, and will be consistent with all regul ati ons.

d. The Enployer will include in the PIP specific actions,
including training as appropriate, to facilitate enpl oyee job
per f or mance.

e. Performance reviews will be conducted and docunented as
necessary throughout the inprovenent period at intervals
consistent with those established in the PIP

Section 28-3. An enpl oyee whose reduction in grade or renoval
is proposed is entitled to:

a. Thirty days (30) advance notice (Notice of Proposed
Renoval / Change to Lower G ade for Unacceptabl e Perfornmance) of
t he proposed action which identifies:
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(1) Specific instances of unacceptabl e perfornmance on
whi ch the proposed action is based, and that enpl oyee has not
i nproved his performance to an acceptable | evel.

(2) The critical elenents of the enployee’s position
involved in each instance of unacceptabl e performance.

b. Be provided with a conplete copy of the performance
docunentation file used to substantiate the proposed action.

c. Be represented by a Union representative or by a
representative of enployee’s choice as prescribed by | aw and
regul ati on.

d. Be provided at least twenty (20) days follow ng receipt
of the proposed action to answer orally and in witing.

e. A witten decision (Notice of Decision) as soon as
possi ble, but not later than thirty (30) days after the notice
period expires which:

(1) Specifies the instances of unacceptabl e performance
on which the action is based; and

(2) Be concurred in by a higher level official than the
one who proposed the action.

Section 28-4.

a. Actions to reduce in grade or renove enpl oyees for
unaccept able performance resulting from al cohol or other drug
abuse may be postponed for those enrolled and satisfactorily
progressing in an approved rehabilitation program

b. Previously initiated action in which the final decision
| etter has not been issued will be held in abeyance, when
appropriate, upon the enpl oyee’s enroll nent and sati sfactory
progression in the rehabilitation program provided the enpl oyee
has not previously refused rehabilitation assistance.

c. Such action may be re-initiated if job performance is

unsati sfactory, or if, at any tinme during the active
rehabilitation process, the enpl oyee refuses such assistance.
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d. However, the maxi num anount of tinme managenent wil |l
post pone disciplinary or adverse action will be after the
enpl oyee has been in an approved rehabilitati on programfor
ni nety days.

e. Wen an enployee is involved in illegal activity; e.g.,
drugs, the Enployer is not obligated to accommobdate the enpl oyee
and the provisions in this article do not apply.

Section 28-5. In cases of decision to reduce in grade or renove
an enpl oyee for unacceptabl e performance, Managenent agrees that
t he deci sion may be based only on those instances of
unaccept abl e perfornmance by the enpl oyee specified in the
proposed noti ce.
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ARTI CLE 29

DI SCI PLI NARY ACTI ONS

Section 29-1. The public interest requires the maintenance of

hi gh standards of conduct for all governnent enployees. Wen
Managenent determ nes the need for disciplinary action has
occurred, such action will be done in accordance with Fort Sam
Houst on Regul ati on 690- 26, other applicable I aws and regul ati ons
and this agreenent. An enployee will be subject to discipline
only for such cause as will pronote the efficiency of the
service. Disciplinary action interventions should be applied to
correct or redirect behavior which negatively inpacts the public
interest, mssion, organization, or other enployees or

custoners. Such discipline should be considered as consequences
associ ated wi th unaccept abl e behavi or.

Secti on 29-2.

a. Disciplinary actions fall into 2 categories:
(1) informal — oral adnoni shnment and witten warnings
(2) formal — letter of reprimand to suspension of

fourteen (14) days or |ess.

b. Disciplinary actions will be consistent with applicable
| aws and regul ations.

Section 29-3.

a. Prior to making a determ nation as to whether or not
disciplinary action is warranted, Mnagenent should conduct a
prelimnary inquiry to docunment the facts. The inquiry should
i ncl ude di scussions with the enpl oyee(s) concerned as
appropri at e.

b. Before being questioned in a formal investigation by
Managenent, Managenent officials and supervisors should inform
t he enpl oyee as to why he is being questioned and the nature of
the allegations, if any, so that the enployee may nake an
i nfornmed deci sion regardi ng uni on representati on.
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c. Enployees are entitled to be represented at any
exam nation held for this purpose if:

(1) the enployee reasonably believes that the
exam nation may result in disciplinary action against the
enpl oyee; and

(2) the enployee requests representation.

d. If the enployee desires such representation, it shall be
granted before further action occurs, provided a representative
is available within a reasonabl e anmount of tine.

Section 29-4. Disciplinary action will be initiated within a
reasonabl e period of time foll owi ng Managenent’ s know edge of
the alleged incident. |In cases where disciplinary actions nmay
be taken based upon formal investigative or civil actions
generated at the Conmander’s level or third party, the period
may be adjusted accordingly.

Section 29-5. An enployee who is issued a witten reprimand is
entitled to:

a. A specific description of the infraction for which
repri manded;

b. An opportunity to review the material relied upon to
support the reprimnd; and,

c. Advice concerning the enployee’s right to grieve the
action under the negotiated grievance procedure.

Section 29-6. An enpl oyee agai nst whom a suspensi on of fourteen
(14) days or less is proposed is entitled to:

a. An advance witten notice stating the specific reasons
for the action.

b. The affected enpl oyee and t he desi gnated Uni on
representative will be provided a conplete copy of the evidence
file (material relied upon) at the time proposals are issued to
enpl oyees, and at the decision stage, if there is additional
material relied upon, when discipline and adverse actions are
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issued to the enployee. This will include all information,
data, reports, investigative reports, and docunentation of the
Dougl as Factors.

c. The nane of the deciding official to whomthe enpl oyee
may respond.

d. Be provided at |east twenty (20) days follow ng receipt
of the proposed action to answer orally and/or in witing, and
to furnish affidavits and other docunentary evidence in support
of the enployee’s answer. Upon request of the enpl oyee,
Managenent wi || consi der reasonabl e requests for extensions.

e. Be represented by an attorney or other representative
including a Union representative. Representatives nust be
designated in witing.

f. Be advised of his non-pay status during the notice
period, if applicable.

g. Be granted a reasonable amount of official tinme, if
otherwise in a duty status, to review the nmaterial relied on to
support the reasons in the notice, to secure affidavits or other
witten statenents, and to prepare an answer to the notice.

Section 29-7. The official making the final decision on
disciplinary matters (excluding letters of reprimnd and

i nformal discipline actions) shall normally be at a higher |evel
in the activity than the proposing official. |[If the deciding
official is too closely involved with the incident(s) such that
there is a potential conflict of interest, then the decision may
be referred to the next |evel nmanager or supervisory official.
After investigation and consideration of the enployee s response
and any mtigating factors, this deciding official my:

a. cancel the action proposed,
b. institute a | esser action; or,
c. take the proposed action.

Where the final decision is unfavorable to the enployee he wll
be advised of his right to grieve the decision under the
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negoti at ed procedure or a conpl aint under the EEO procedure if
applicable. The nanme and phone nunber of the Union President
shoul d be included in the letter.

Section 29-8.

a. An enployee will be given at |east seven (7) days from
the date of the decision to the effective date of a suspension.
| f the suspension action is for 7 days or nore, at the
enpl oyee’ s request, Managenent will consider increnental periods
in lieu of a continuous suspension.

b. Managenent shall provide the Union with a copy of al
di sci plinary action decisions, where the enpl oyee was
represented by the Union.

c. Formal disciplinary actions will be docunented in the
enpl oyee’s O ficial Personnel Folder in accordance with
appropriate regulations. Informal actions will be annotated on
t he Supervisor’s Personnel Data File for up to six (6) nonths.
Managenment may renove formal letters of reprimand or infornmal
di sciplinary actions earlier than the established period of tine
at their option.
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ARTI CLE 30

ADVERSE ACTI ONS

Section 30-1. The public interest requires the maintenance of
hi gh standards of conduct for all governnent enployees. Wen
Managenent deternines the need for adverse action has occurred,
such action will be done in accordance wth Fort Sam Houston
Regul ati on 690- 26, other applicable | awns and regul ati ons and
this agreenent. An enployee will be subject to adverse action
only for such cause as will pronote the efficiency of the
service. Adverse action interventions should be applied to
correct or redirect behavior which negatively inpacts the public
interest, mssion, organization, or other enployees or
custonmers. Such action should be considered as consequences
associ ated with unaccept abl e behavi or

Section 30-2.

a. An adverse action is defined as:
(1) a renoval;
(2) suspension for nore than fourteen (14) days;
(3) a reduction in grade or pay taken for cause; or,
(4) furlough for thirty (30) days or |ess.

b. This Article does not apply to suspensions or renovals
taken in the interest of national security (5 U S.C. 7532)
actions taken under R F procedures, reduction in grade or
renmoval of enpl oyees based upon unaccept abl e perfornmance (5
U.S.C. 4303) or to the separation of an enpl oyee serving a

probationary or trial period under an initial appointnment
pursuant to 5 U S. C. 7511(a)(1) (A

Section 30-3.

a. Prior to nmaking a determ nation as to whether or not
di sciplinary adverse action is warranted, Managenent shoul d
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conduct a prelimnary inquiry to docunent the facts. The
i nqui ry shoul d include discussions with the enpl oyee(s)
concerned as appropri ate.

b. Before being questioned in a formal investigation by
Managenment, Managenent officials and supervisors should inform
t he enpl oyee as to why he is being questioned and the nature of
the allegations, if any, so that the enpl oyee may nake an
i nfornmed deci sion regardi ng uni on representation.

c. Enployees are entitled to be represented at any
exam nation held for this purpose if:

(1) the enpl oyee reasonably believes that the
exam nation nmay result in disciplinary action against the
enpl oyee; and

(2) the enpl oyee requests representation.

d. |If the enployee desires such representation, it shall be
granted before further action occurs, provided a representative
is available within a reasonabl e anmount of tine.

Section 30-4. Adverse action will be initiated within a
reasonabl e period of time foll owi ng Managenent’ s know edge of
the alleged incident. In cases where adverse action may be

t aken based upon formal investigative or civil actions generated
at the Commander’s level or third party, the period may be

adj usted accordingly.

Section 30-5. A notice of proposed adverse action agai nst an
enpl oyee shall be in witing. The enployee is entitled to the
fol | ow ng:

a. To an advance witten notice of at least thirty (30)
days, stating the specific reasons for the proposed action.
Where there i s reasonabl e cause to believe the enpl oyee has
comritted a crine for which a sentence of inprisonment may be
i nposed, a |lesser notice period will be warranted.

b. To be represented by an attorney or other representative

including a Union representative. Representatives nust be
designated in witing.
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c. To be provided at |east twenty (20) cal endar days
foll ow ng recei pt of the proposed action to answer orally and/or
inwiting, and to furnish affidavits and other docunentary
evi dence in support of the enployee’ s answer. Upon request of
t he enpl oyee, Managenent wi || consider reasonable requests for
ext ensi ons.

d. The affected enpl oyee and the designated Union
representative will be provided a conplete copy of the evidence
file (material relied upon) at the time proposals are issued to
enpl oyees, and at the decision stage, if there is additional
mat erial relied upon, when discipline and adverse actions are
i ssued to the enployee. This will include all information,
data, reports, investigative reports, and docunentation of the
Dougl as Factor s.

e. To the nane of the deciding official to whomthe
enpl oyee may respond.

f. To a statenent of the enpl oyee’s non-pay status during
the notice period, if applicable.

Section 30-6. An enpl oyee who otherwise is in a duty status
shal|l be authorized a reasonable anount of official tinme to
review the material relied upon by Managenent in proposing an
adverse action and for the purpose of preparing and submtting
an oral and/or witten response.

Section 30-7. The official making the final decision on adverse
actions shall normally be at a higher level in the activity than
the proposing official and will issue a witten decision stating
the specific reasons at the earliest practical date. |If the
deciding official is too closely involved with the incident(s)
such that there is a potential conflict of interest, then the
decision may be referred to the next |evel manager or
supervisory official. After investigation and consideration of
t he enpl oyee’ s response and any mtigating factors, this

deci ding official may:

a. cancel the action proposed;
b. institute a | esser action; or,

c. take the proposed action.
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Where the final decision is unfavorable to the enployee he will
be advised of his right to grieve the matter under the

negoti ated gri evance procedure, appeal the action to the Merit
Systens Protection Board, or under the EEO procedure, if
applicable, in accordance with Article 37, “Negotiated Gievance
Procedure.” The nanme and phone nunber of the Union President
wi |l be included should the enpl oyee choose to seek redress
under the negotiated agreenent.

Secti on 30-8.

a. On suspension actions, an enployee will be given ten
(10) days fromthe date of the decision to the effective date of
the action to be taken. |[If the suspension action is for thirty
(30) days or nore, at the enployee’ s request, Managenent wil |l
consider increnental periods in |lieu of a continuous suspension.

b. Managenent shall provide the Union with a copy of al
adverse action decisions, when the Union has represented the

enpl oyee.

c. Progressive discipline will be in accordance with Fort
Sam Houst on Regul ati on 690- 26.
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ARTI CLE 31

EMPLOYEE ASSI STANCE PROGRAM

PART | - EMPLOYEE COUNSELI| NG SERVI CES

Section 31-1. Managenent recogni zes that behavioral and/or
enoti onal problens unrelated to al cohol or other drug abuse can
interfere with an enpl oyee's job performance.

Section 31-2.

a. Mnagenent shall imediately refer any enpl oyee who
acknow edges havi ng a behavi oral /enoti onal problem (either of
his own or a famly nmenber) to the Enpl oyee Counseling Services
Program |f Managenent reasonably suspects that the enpl oyee
has a problemin this area, they should refer the enployee to
the program An enpl oyee may seek the assistance of the program
wi t hout notifying the supervisor.

b. Enployee participation in the programshall be
vol unt ary.

Section 31-3. The Civilian Program Coordi nator will maintain
listings and information regarding conmmunity facilities for
treatment of nedical/behavioral problens. This information may
include, but is not limted to, cost and eligibility criteria.
The G vilian Program Coordi nator will refer the enployee to an
appropriate community resource; i.e., agencies or individuals
of fering screening and/ or diagnhostic services in the community.

PART || — ARWY SUBTANCE ABUSE PROGRAM

Section 31-4. The Enployer and the Union agree to support the
DA Arny Substance Abuse Program (ASAP) and have as their goal
the early identification and rehabilitation of affected

enpl oyees. Early intervention will be helpful in returning
enpl oyees to full productivity.

Section 31-5.

a. Each enployee is responsible for:
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(1) Recognizing the adverse effect that al cohol or other
drug abuse is having on job perfornmance;

(2) Seeking appropriate assistance in problem
resol ution; and,

(3) Bringing job performance to an acceptable | evel
t hrough control of the problem

b. Wen an enpl oyee has al cohol or other drug abuse
pr obl ens he nay obtain assistance by:

(1) Volunteering for referral to the ASAP program
directly through his supervisor, Cvilian Program Coordi nat or,
Cccupational Health Service, Union representative or other
sour ce.

(2) Referral to the ASAP by a physician as the result of
a fitness-for-duty exam nati on.

Section 31-6.

a. Participation by an enployee in all aspects of the ASAP
programis voluntary. Enployees have the option of
participating in either the installation ASAP clinical program
when avail able, or being referred to an approved programin the
civilian community. |If the enployee is referred to an approved
programin the civilian community, the enpl oyee is responsible
for associ ated costs.

b. The G vilian Program Coordinator will provide referral
and followup services for enployees who elect to participate in
approved comunity rehabilitation prograns.

Section 31-7. The diagnosis of alcohol and other drug abuse can
be made only by a physician. Until a physician has nmade a

di agnosi s, no diagnostic termw || be used with reference to the
i ndi vi dual

Section 31-8. An initial intervieww || be conducted with an
enpl oyee referred to the ASAP. This interview will be conducted
by a counselor and will be conpleted prior to the enployee's
referral to the physician for clinical evaluation.
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Section 31-9. Enployees enrolled in the ASAP will normally be
of fered screening, short termcounseling and referral services
for treatnment or rehabilitation. |If the enployee is referred
for treatnent or rehabilitation in the civilian conmunity, the
enpl oyee is responsible for associ ated costs.

Section 31-10. Enployees will be granted sick | eave or other
aut hori zed | eave, in accordance with existing rules and
regul ations, to obtain treatnent and rehabilitation.

Section 31-11.

a. No enployee will have job security or pronotion action
j eopardi zed by a request for counseling or referral assistance,
except as limted by a sensitive position assignnment or illegal
actions by the enployee. |In such case, the enpl oyee may be
reassi gned pending a final determ nation at the option of
Managenent .

b. If a discharged enpl oyee nakes a good faith effort to
seek counseling assistance within three (3) nonths after being
term nated, or shows substantial inprovenent in ongoing
treatment, upon request fromthe enpl oyee consideration will be
gi ven for reinstatenent.

Section 31-12.

a. Initiation of adverse/disciplinary action for
absent eei smor m sconduct related to al cohol or other drug abuse
wi |l be postponed for those enrolled and satisfactorily
progressing in the ASAP or an approved rehabilitation program
unl ess retention in a duty status mght result in damage to
governnment property or personal injury to the enpl oyee or
ot hers.

b. Previously initiated action in which the final decision
| etter has not been issued will be postponed upon the enpl oyee's
enrol Il ment in the ASAP or approved rehabilitation program
provi ded the enpl oyee has not previously refused rehabilitation
assi st ance.

c. Such action may be re-initiated if, at the end of the
rehabilitation period (see AR 600-85), conduct is
unsatisfactory, or if, at any tinme during the active
rehabilitation period the enpl oyee refuses such assi stance.
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d. However, the maxi nrum anount of tinme managenment wl |
post pone disciplinary or adverse action will be after the
enpl oyee has been in an approved rehabilitati on programfor
ni nety days.

Section 31-13.

a. The Union nay have a representative at any training
program provi ded for bargaining unit enployees concerning the
ASAP program

b. Union representatives may be invited to managenent
training on the program

Section 31-14. The Union will be furnished upon request ASAP
[iterature in the formof posters, brochures and ot her handouts.
Both parties agree to publicize this program

99



ARTI CLE 32

EQUAL EMPLOYMENT OPPCORTUNI TY

Section 32-1. The Enployer, all Mnagenent and supervisory
officials, the Union and its officials agree that they are
mutually commtted to the principle of equal opportunity in
enpl oynent or conditions of enploynent for all persons. It is
further agreed that discrimnation because of race, color,
religion, gender, national origin, age, or non-disqualifying
handi cap shall be prohibited. The Enpl oyer agrees to pronote
the full realization of equal enploynent opportunity through a
positive and continuing effort.

Section 32-2. The Enployer agrees to notify the Union whenever
new, and/or replacenment EEO counselors are to be appoi nted.

Nomi nations for the appointnments may be submtted by the Union
to the EEO officer.

Section 32-3. An enployee may choose his representative in the
processing of a conplaint under the EEO conpl ai nt procedures.
An enpl oyee’ s choi ce of representative nay be del ayed pendi ng
urgent m ssion needs or disapproved due to a conflict of
interest. |In such case, the enpl oyee may choose anot her
representative or wait on the rel ease of the enployee’s
originally requested representative.

Section 32-4. An enpl oyee may have a representative of his
choice at any stage in the process of an EEO conpl ai nt.
However, if the conplainant is not represented by the Union or
by a Union representative acting as a “personal representative,”
the Union will be granted an opportunity to attend formnal

di scussions held for the purpose of finalizing settlenent
agreenments of formal conplaints and will be notified in
accordance with 5 U. S.C. 7114 and provided the nature of the
original conplaint; e.g., age discrimnation. This provision
does not apply to settlenent neetings wherein the Union is
involved in the allegation(s) of discrimnation.

Section 32-5. An enployee and his representative shall be given
a reasonabl e amount of official tinme to prepare and present an
EEO conplaint. The Enpl oyer and Uni on agree to communi cate well
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wi th each other regarding the use of official tinme for EEO
purposes to ensure that a reasonable anmount of tine is used.
Further, the EEO office is available for the parties to contact

regarding the amount of tine that is reasonable on individua
cases.

Section 32-6. Participating in, presenting, or attending
speci al enphasi s/ heritage prograns is voluntary.
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ARTI CLE 33

VWORK ENVI RONMVENT
SEXUAL HARASSMENT / HOSTI LE WORK ENVI RONMENT

PART | — SEXUAL HARASSMENT

Section 33-1. Sexual harassnment is a particular type of sex

di scrim nation, which underm nes the integrity of the enpl oynent
relationship. Al enployees nust be allowed to work in an
environment free fromunsolicited and unwel conme sexua

overtures.

Section 33-2. Sexual harassnent is defined as:

a. Influencing, offering to influence, or threatening the
career, pay, or job of another person, woman or man, in exchange
for sexual favors; or

b. Deliberate or repeated offensive or unwanted coments,
gestures, or physical contact of a sexual nature in a work or
wor k-rel ated environnent.

Section 33-3. Enpl oyees, who are sexually harassed by

supervi sors, superiors, co-workers, or peers, should nmake it

cl ear that such behavior is offensive and report the harassnent
to the appropriate level. It is the responsibility of the
supervi sor/ manager to exam ne the matter and take necessary
action.

Section 33-4. An enployee nay grieve an incident of sexual
harassnment or file a conplaint of discrimnation in accordance
wi th applicable | aw

PART Il — Hostile Work Environnent

Section 33-5. Hostile work environnent is a particular type of
harassnment, which underm nes the enpl oynment relationship. All
enpl oyees nust be allowed to work in an environnent free from
intimdation and fear.
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Section 33-6. Hostile work environnment is defined as:

a. Harassnent, speech or conduct that is severe or
pervasi ve enough to create a hostile or abrasive work
envi ronnment, producing anxiety, fear and/or intimdation.

b. It can be based on race, religion, sex, national origin,
age, disability, veteran status or in some jurisdictions, sexual
orientation, political affiliation, citizenship status, marital
status, or personal appearance.

c. The parties agree that supervisors, enployees, and
coworkers will deal with each other in a professional manner and
with courtesy, dignity, and respect.

Section 33-7. An enployee is encouraged to report clainms of a
hostil e work environnment to the appropriate supervisory |evel.
The enpl oyee has the right to seek EEO for eval uati on and

di sposi tion.
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ARTI CLE 34

SAFETY / HEALTH / APPEARANCE

Secti on 34-1. GENERAL

a. It is agreed that a work environnment of safety and
health is conducive to high norale and nmaxi num effi ci ency.
Therefore, the Enployer will nmake every reasonable effort to
provide and nmai ntain safe working conditions and to conply with
applicable Federal |aws and regulations relating to the safety
and health of enpl oyees.

b. The Enpl oyer, Managenent, and supervisory officials
encourage the enployees and the Union to bring to the attention
of the organi zati on net hods and neans of inproving safety and
heal th conditions.

c. The Union agrees to support the safety programthrough
encouragenent to all enployees to conscientiously abide by
established safety rules, regulations, directives, etc.; to
report job-connected injuries or illnesses to their supervisor
i medi ately; and, to conplete all forns required by applicable
regul ati ons.

d. Enployees are expected to conply with Enpl oyer health
directives and be alert to unsafe practices, equipnment and
conditions in all areas which represent safety or health
hazards, and will report themto their supervisors for the
pur pose of making such conditions or procedures safe, and wll
be responsible for reporting accidents in which they are
involved or to which they are w tness.

e. \Wenever Managenent becones aware of significant
tenporary or permanent alterations that nay affect the safety
and heal th of bargaining unit enployees, the Union will be
notified and may request inpact and inplenmentation bargaining.
During the course of any alterations to the work site,
Managenment wi ||l make every reasonable effort to provide and
mai ntai n safe working conditions. Managenent will attenpt to
provi de alternative work sites for enployees displaced due to
tenporary alterations to their work site prior to actions that
may cause | oss of pay or benefits.
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Section 34-2. EMPLOYEE REPORTS OF UNSAFE/ UNHEALTHFUL CONDI TI ONS

a. \Wen an enployee, during the course of performance of
official duties, believes he is exposed to a health or safety
hazard whi ch presents an i mm nent danger which may cause death
or serious physical harm the enployee shall imediately notify
t he nearest avail abl e supervisor and/or the Safety office. The
enpl oyee has the right to decline to performhis assigned task
if he has a reasonabl e belief that under the circunstances, the
task poses an inmnent risk of death or serious bodily harm
coupled with a reasonable belief that there is insufficient tinme
to seek effective redress through normal hazard reporting and
abat enent procedures. Managenent shall nake an eval uation of
the situation and after discussions with appropriate safety
personnel, nmake a decision as to whether work may proceed. |If
t he enpl oyee di sagrees with the determ nati on of Managenent, the
enpl oyee may grieve the decision under the negotiated grievance
procedure. If it is determned that an inmm nent danger exists,
t he enpl oyee will not be obligated to return to the assi gnnment
until the inm nent danger is renoved.

b. Managenent agrees to assure pronpt response to enpl oyee
reports of unsafe or unheal thful working conditions. Any
enpl oyee or Union representative, who believes that an unsafe or
unheal t hf ul working condition exists in any workpl ace where such
enpl oyee is enployed, is encouraged to report the unsafe
condition to his supervisor and shall have the right to nake a
report of the unsafe or unheal thful working condition to the
Safety Oficer and/or Cccupational Safety and Health
Adm ni stration (OSHA) and request an inspection of such
wor kpl ace for this purpose.

c. No enployee shall be subject to restraint, coercion,
discrimnation, or reprisal for reporting or filing a conpl aint
of health or safety.

d. Enpl oyees assigned to work on a Visual D splay Term na
(VvDT) on a full-tinme basis who believe screen glare is adversely
affecting their eyes may request a survey of their work site.
The request will be presented to the supervisor and Managenent
agrees to survey, as appropriate, the work site to identify any
eye hazards.
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Section 34-3. ABATEMENT OF UNSAFE/ UNHEALTHFUL CONDI Tl ONS

a. Enployee reports of unsafe or unheal t hful worKking
conditions where i mm nent danger is suspected will be inspected,
within twenty-four (24) hours or one work day after
notification; where potentially serious conditions exist, within
three (3) working days; and where other than serious conditions
exist, within (16) working days. A report of findings will be
supplied to the Union within three (3) working days of receipt
by Managenent of the inspection results/reports.

b. Safety inspections will be conducted by Managenent as
required to maintain a safe and heal thful workplace. These
i nspections may be conducted by the Enpl oyer or outside
agenci es, and be announced, unannounced, or inspections to neet
i mredi at e safety assessnent needs. The Union will be notified
i n advance of announced inspections and external inspections
(when advance notice is provided to BAMC). The Union will be
notified as soon as practical, but prior to the comrencenent of
unannounced i nspections and inspections of imrediate need. A
Uni on representative may acconpany the inspector.

c. Managenent agrees to ensure pronpt abatenent of unsafe
or unheal thful working conditions as established by OSHA
standards. Once it has been determ ned that an unsafe or
unheal t hf ul working condition exists, a notice will be posted in
accordance with 29 CFR 1960 and AR 385-10. |In consonance wth
Chapter Xvill, Title 29, Departnent of Labor Rules and
Regul ati ons, Managenent shall post and keep posted a notice or
notices informng enpl oyees of the protections and obligations
provi ded for in the GOSHA

Section 34-4. EMPLOYEE JOB RELATED | NJURI ES AND | LLNESSES

a. Enployees shall imediately, or as soon as practicable,
report to their supervisor all injuries and occupati onal
il nesses which occur on or as a result of the job. Enployees
shall be released to the Brooke Arny Medical Center Energency
Room facility for treatnent or referred, at the enployee’s
request, to an alternative nedical facility. The supervisor
shall, within 24 hours of becom ng aware of a suspected job
related illness or injury, informthe enployee of their rights
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and the procedures for filing an OACP cl aimand provide the
enpl oyee with Fornms CA-1 and CA-16 for traunmatic injuries, or
Form CA-2 for occupational diseases.

b. Managenent agrees to assist the enployee in filing the
appropriate forns and docunentation regarding the illness or
injury with the Ofice of Wrkers Conpensation Prograns (OACP).
Such assistance will include an explanation of the benefits and
opti ons avail abl e under the Federal Enpl oyees Conpensati on Act,
and subm ssion of such forns to the CPAC

c. Wen an enpl oyee has been returned to work from an
illness or injury, by a nedical authority, to light duty for a
tenporary period of tinme, Managenent agrees to assign work to
t he enpl oyee that will not aggravate his illness or injury, when
such work is available and if the enployee mininmally qualifies
to performthat work.

d. In the event of a work-related injury, during the
enpl oyee’ s duty hours, work tine that is |lost by the enpl oyee on
the day or shift on which the injury occurred will be excused
wi t hout charge to | eave (in accordance with appropriate
regulations). |If the injury incapacitates the enployee for work
beyond the day the injury occurred, then the enpl oyee will be
advi sed of and assisted with the provisions of the Federal
Enpl oyees Conpensation Act regardi ng use of |eave or
continuation of pay by the Enployer.

Section 34-5. PROTECTI VE CLOTH NG EQUI PMENT

a. It is understood that no enpl oyee shall be required to
performwork in an area that is determ ned to be unsafe or
unheal t hy unl ess such unsafe or unhealthy condition can be
al l eviated through the use of appropriate safety equi pnent,
personal protective equi pnent, and/or the enpl oyee receives the
appropriate hazard or environnmental differential pay in
accordance with applicable regul ations.

b. Safety equi pnent and protective devices and cl ot hi ng
will be provided to enpl oyees as needed and prescribed by
applicable directives and regul ati ons.

c. The Enployer wll provide cleaning and repair of
gover nnent owned protective clothing and devi ces.
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d. Managenent will send each enpl oyee whose duties require
the use of safety footwear (shoes) as determ ned by OSHA Public
Law or American National Standards Institute to the Managenent
desi gnat ed vendor(s) for fitting of safety footwear. Vendor
purchased footwear nust satisfy the safety requirenents for the
work situation; e.g., steel toe, electrical hazard, ankle
hei ght, etc. Deviations to the foregoing will only be all owed
with a physician’s certification. A ceiling of $200 is
established for all vendor purchased footwear. Once vendor
purchased footwear beconmes worn and an enpl oyee feels unsafe,

t he footwear should be taken to the first line supervisor for a
determination. |If question should arise, as to safety

requi renents, the BAMC Safety O ficer should be contacted for a
final determ nation and the decision should be formally given to
the first Iine supervisor, enployee, and Union President for
record purposes. Shoes deterni ned unsafe and which are repl aced
shoul d be returned to first line supervisor for disposal.

e. Adequate foul weather clothing will be provided for
enpl oyees required to work outside in inclenent weather, in
accordance wth appropriate regul ati ons.

f. Mnagenent will provide a place to change and a neans to
secure bel ongings for enployees required to change into safety
cl ot hes and/or required uniforns.

g. Managenent will assure that appropriate sized personal
protective equipnent (PPE) is available as required for each
enpl oyee’ s j ob.

Section 34-6. TRAI N NG

a. In the spirit of Partnership, appropriate Health and
Safety Training for enployees will be provided. The enployer
will provide training that includes specialized job safety and
health training, appropriate to the work performed by the
enpl oyee. Such training also should informenpl oyees of the
Cccupational Safety and Health Program w th enphasis on their
rights and responsibilities.

b. Witten SOPs, plans or instructions which detail how

enpl oyees are to deal with health, safety, and hazardous
situations wll be avail able to enpl oyees.
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c. The Enployer will provide to the pernmanent Union
representative of the BAMC Safety, Cccupational Health, and
Envi ronnent al Conpliance Conmittee training whenever applicable.
Union representatives will be in a duty status while attendi ng
this training.

d. The Union shall be provided, upon request, Federa
Cccupational Illnesses Survey (OSHA Form 200) and perti nent
safety notices or newsletters, as filed or published.

Section 34-7. REPRESENTATION I N SAFETY | SSUES

a. Mnagenment and the Union wll cooperate in the
continuing effort to elimnate accidents and health hazards. To
this end, there shall be established a joint Safety and Health
Counci |l : the BAMC Safety, COccupational Health and Environnent al
Conpliance Committee.

b. Managenent agrees that the Union may have one permanent
representative at neetings of the BAMC Safety, Cccupati onal
Heal t h and Envi ronnmental Conpliance Commttee. The
representative nmust be an enpl oyee in the bargaining unit and
must have authority to speak for the Union. Further, the Union
representative may be acconpani ed by not nore than two resource
personnel who are in the bargaining unit whose attendance wl |
positively contribute to subjects schedul ed for discussion.

c. In consonance with Chapter XVIl, Title 29, of the
Departnment of Labor Rul es and Regul ations, Managenent w || keep
on-the-job accident and illness reports and mai ntains these
records on site. A copy of all such reports will be provided to
t he Uni on upon request.

Section 34-8. NEW EQU PMENT OR MACHI NERY

Machi nery or equi pnment that coul d cause serious injury to
i nexperi enced operators or other enployees should be in
operation only when qualified personnel are avail abl e.

Section 34-9. OCCUPATI ONAL HEALTH PROGRAM

a. Managenent agrees to maintain an enpl oyee occupati ona
heal t h program
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b. Enployees will be required to participate in nmandatory
prograns provided for in applicable regulations governing sight
and hearing conservation and pre-placenent and periodic
exam nations as deened necessary by conpetent nedical authority.

c. Managenent agrees to:

(1) Provide pronpt nedical treatnent for enployees
injured on the job to include transportation to the BAMC
Emer gency Room where required.

(2) Provide a witten tubercul osis infection control
pl an, which is in accordance with OSHA requirenents.

(3) Provide a witten Bl oodborne Pat hogens Program which
is in accordance with OSHA requirenments, and 29 CFR Part
1910. 130 and the “Ryan White Act of 1994.~

d. Enpl oyees may request nedical screening when their
duties or work environment subjects themto identified or
suspect ed occupational hazards. The Enployer will determ ne the
extent and/or content of any such screenings. The enployer wll
use guidelines for occupational health outcone screening
establi shed by the Qccupational Safety and Health
Adm ni stration, the American Coll ege of Cccupational and
Envi ronnmental Medicine, and/or the Centers for Di sease Contro
and Prevention in determi ning extent and content of screening.

e. Managenent may offer a nedical exam nation to an
enpl oyee:

(1) Wen the enpl oyee requests his physical or nental
condition be evaluated in relation to unacceptabl e perfornmance,
conduct, or |eave problem

(2) When the enployee has nmade a request for a change in
duty status, or assignnment, or working conditions based upon
nmedi cal reasons and Managenent determ nes it cannot act further
on the request wi thout verification of the clinical findings.
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Section 34-10. DI SABLED EMPLOYEES

a. Managenent will pursue such accommodati ons as may be
necessary to provide a safe and healthy work environnment for
physi cal | y di sadvant aged enpl oyees. These actions may i ncl ude
the installation of guardrails, wheelchair ranps, reserved
par ki ng spaces, accessible water fountains, restroons,
br eakr oons, and eating facilities.

b. Wen it becones apparent that a long-termdisability
exi sts such that the enployee will be unable to return to their
normal duties, Managenent will inform enployees that advice and
counseling are avail abl e.

c. The enployer will conply with the requirenent of the
Anmericans with Disabilities Act that apply to federal enployees.

Section 34-11. EMPLOYEES W TH Al DS

a. Acquired I mune Deficiency Syndrone (AIDS) is caused by
a Human | mmuno-deficiency Virus (HV) infection. This is a
di sease, which breaks down a part of the body’s inmune system
The breakdown | eaves the body vul nerable to a variety of
unusual, life threatening ill nesses.

b. HV infection can result in nedical conditions which
inmpair the enployee’s health and ability to performsafely and

effectively. In these cases, Managenent will treat H V infected
enpl oyees in the same manner as enpl oyees who suffer from other
serious illnesses. In this regard, Managenent w |l consider

accomodati on of enployee’s AIDS related conditions in the sane
manner as ot her mnedical conditions warrant consideration.

c. The utnost effort will be nade to preserve the
confidentiality of personal/personnel nedical records.
Know edge of positive H'V test result will be limted to a very
smal | nunber of people with a bonafide need to know. The
parti es understand that the enpl oyee’s nedical record are
subj ect to provisions of the Privacy Act.
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d. As determ ned by nmedical authority, HV infected
enpl oyees should be allowed to continue working as |ong as they
are able to nmaintain acceptable performance and do not pose a
safety and health threat to thenselves or others in the work
pl ace. The Enpl oyer, however, reserves the right to restrict
the duties of any nedical care provider who poses a potentia
public health threat in accordance with BAMC Meno 40- 164.

Section 34-12. APPEARANCE

a. The parties recogni ze that the services provide by
pl aces the organi zation in the public eye. It is essential that
all enpl oyees be cognizant of this and dress appropriately to
project the expected | evel of professionalism Appropriate
attire reflects the efficiency and professionalismof the
organi zation and contributes to the credibility necessary for
m ssi on acconplishnment. Therefore, it is inportant that al
enpl oyees adhere to the requirenment to maintain an appropriate
appear ance.

b. Al enployees will wear appropriate civilian attire.
Exanpl es of inappropriate attire include the followng: attire
t hat does not conpletely cover undergarnents; shorts; cut-offs;
athletic wear; T-shirts; tank tops; tube tops; athletic shirts;
flip flops; and athletic strap-type sandal s.

c. Cothing will be free of stains, holes, or tears. Al
cl ot hing nmust be neat and clean in appearance. Enployees should
apply a reasonabl e person test regarding appropriate attire for
the office. Section supervisors can assist in determ ning
appropriate attire. Disputes will be addressed on a case by
case basis with a Local 1033 official being notified of
suspected viol ati ons.

d. Enployees are expected to wear clothing that is
generally acceptable as a health care professional. Health and
safety precautions should be considered for the particular
duti es bei ng perforned.

112



ARTI CLE 35

EMPLOYEE | NJURY COMPENSATI ON

Section 35-1. COUNSELI NG OF EMPLOYEES

An enpl oyee has a responsibility to inmediately notify their

supervi sor when an illness or injury occurs. Wen a supervisor
beconmes aware that an enpl oyee under their supervision has
suffered a disabling occupational illness or traumatic injury in

t he performance of duties, the supervisor and/or the DCP wil |

i mredi ately counsel the affected enployee as to: his right to
file for conpensation benefits; the types of benefits avail abl e;
the procedure for filing clains; and, the option to use
conpensation benefits in Iieu of sick or annual |eave when the
absence is for nore than three days. The right to continuation
of pay normally begins the day after the traumatic injury
subject to tinely subm ssion of the claimand appropriate

nmedi cal docunentation. In addition during new enpl oyee
orientation, annually, and when injured, the enployee will be
given a fact sheet that explains these procedures.

Section 35-2. ELECTION OF BENEFI TS

An enpl oyee with a job-connected disability nmay el ect to be
pl aced on sick or annual |eave instead of |eave w thout pay
pendi ng approval of his conpensation claim Upon approval of a
claim |eave w thout pay nust be substituted for sick or annual
| eave before conpensation is paid. |If an enpl oyee chooses to go
on conpensation, he will be given an opportunity to elect a
conmbi nation of sick | eave and/or annual |eave and/or | eave
wi thout pay to mnimze the anount to be repaid if the claimis
approved. Enployees will be notified by the Ofice of Wrkers’
Conpensati on Program (OACP) regardi ng the anmount of conpensation
to be paid and the duration of the paynents.

Section 35-3. TRAUMATI C I NJURI ES

Managenment will review the CA-1 with the enpl oyee, to
i ncl ude the specific right to elect Continuation of Pay (COP) or
use of annual or sick leave. Either the supervisor or the
enpl oyee, or both, may refer any questions or concerns to the
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Directorate of Civilian Personnel Federal Enpl oyees Conpensati on
Act (FECA) admi nistrative staff. Unless the COP is controverted
for any of the nine reasons established by ONCP (see Bl ock 35,
CA-1), the enployee’s pay will be continued after the enpl oyee
stops work because of a disabling injury, if aclaimis filed,
and it will not be interrupted unless:

a. Managenent receives a Form CA-17, Duty Status Report,
fromthe attendi ng physician indicating that the enpl oyee is
able to return to work in a full or limted capacity; or,

b. Managenent receives notification fromOfice of Wrker’s
Conpensati on Prograns (OANCP) that pay should be term nated; or,

c. Medical docunentation is not submtted within ten (10)
cal endar days of the injury; or,

d. At the expiration of 45 days.

Section 35-4. REVI EW OF DOCUMENTS

An enpl oyee, or designated representative, upon witten
consent of the enployee, will be permtted to review docunents,
and receive a copy upon Departnent of Labor approval, relating
to a claimfor conpensation which the ONCP has aut horized CPAC
to make avail able. Psychiatric nedical docunmentation nmay be
rel eased to the enpl oyee or representative by OACP only. A
desi gnated representati ve may acconpany the enployee if he so
desires. Both shall be allowed a reasonabl e amobunt of tinme for
such activities.

Section 35-5. REASSI GNVENTS/ DETAI LS/ ASSI GNVENTS

When an enployee is injured on the job and/ or becones
nmedi cally disqualified fromhis current position as a result of
an on-the-job injury or illness, Managenent may detail or assign
such enployee to limted duties on a tenporary basis, where it
has been determ ned that the enployee can satisfactorily perform
such duties and is qualified to performthose duties. An
enpl oyee, assigned in this way, may be given training as
necessary. Enployees requiring a permanent reassignment will be
referred to the FECA Admi nistrator for placenent efforts.
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Section 35-6. DI SABILITY RETI REMENT COUNSELI NG

Supervisors will advise enpl oyees, as appropriate, about
disability retirenent counseling avail abl e.

Section 35-7. REVI EW OF RECORDS

The desi gnated personal representative of the enpl oyee nay
meet with appropriate nmanagenent officials to review the
enpl oyee’ s nedi cal disqualification, position description, and
qualifications to nmaxim ze placenent opportunities and to reduce
and/or elimnate adverse inpact on the enployee as a result of
his injury or disease. However, psychiatric nedical
docunentation may be reviewed through, or with permssion of,
OACP or the physician.

Section 35-8. EMERGENCY DI AGNOSI S AND TREATMENT

Brooke Arny Medical Center shall provide energency initial
treatment, evaluation, and/or stabilization of on-the-job injury
or illness in accordance with applicable regulations. Election
by the enpl oyee of private nmedical care nust be in conpliance
with OACP rules and regulations and may limt the enpl oyee’s
ri ght of selection of nedical provider.

Secti on 35-9. | NJURY REPORTI NG FORMS

Managenent wi Il rmaintain adequate supplies of necessary
fornms for proper recording and reporting of injuries. Such
formse will be pronptly provided to injured enpl oyees when

Managenent is made aware of the injury. Forns are also readily
available in the Directorate of Civilian Personnel or the

| nternet at

www. dol . gov/ dol / esal/ publ i c/ regs/ conpli ance/ ONCP/ f or ns. ht m

Section 35-10. OFFICIAL Tl ME

A reasonabl e anobunt of official tine will be granted to
af fected enpl oyees and Uni on representatives for review ng
docunents and processing clains.
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ARTI CLE 36

SMOKI NG POLI CY

Section 36-1. Were breaks are provided to enpl oyees, snokers
are not authorized any additional duty tine to acconmopdate their
snoki ng beyond that tinme authorized to all other enployees.
Where breaks are authorized, Managenent officials nmay alter the
schedul i ng of these authorized breaks to accommpdate the needs
of the snokers.

Section 36-2. The snoking policy for bargaining unit enpl oyees
at Brooke Arny Medical Center facilities will conformwth all
governi ng Departnment of Defense (DoD), Arny Regul ations and the
Enpl oyer’ s policies to include DoD Instruction 1010. 15 “ Snoke-
Free Workpl ace,” AR 600-63, “Arnmy Health Pronotion” and BAMC
Menor andum 40- 131, “Snoking in Brooke Arny Medical Center.”

When snoking policy changes, in any way, due to nandates or

| ocal |y devel oped policy, Managenment agrees to notify the Union
and bargain, as appropriate, on the inpact and or inplenentation
of those changes.

Section 36-3. Snoking cessation classes shall be provided once
at no cost for interested enpl oyees, who shall be excused from
work on duty tinme, workload permtting, to attend cl asses that
are schedul ed during their work tine. O her snoking cessation

prograns, resources, literature, and gui dance, as appropriate,
may be nade available to all bargaining unit enpl oyees and the
details of such prograns will be provided to the Union on a

regul ar basis.
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ARTI CLE 37

NEGOTI ATED GRI EVANCE PROCEDURE

Section 37-1.

a. The Enpl oyer and the Union recognize the inportance of
settling disagreenents and di sputes pronptly, fairly, and in an
orderly manner. Efforts wll be nade to settle grievances
expeditiously and at the | owest |evel of supervision.

b. The filing of a grievance shall not be construed as
reflecting unfavorably on an enpl oyee’ s good st andi ng,
performance, loyalty, or desirability to the organi zation.

c. This procedure shall be the exclusive procedure
avai lable to the parties and enpl oyees enpl oyed in the
bargai ning unit for resolving grievances.

Section 37-2. A “grievance” neans any conpl aint:

a. By any enpl oyee concerning any nmatter relating to the
enpl oynent of the enpl oyee;

b. By the Union concerning any matter relating to the
enpl oynent of any enpl oyee; or

c. By any enployee, the Union, or the Enpl oyer concerning:

(1) The effect or interpretation, or a claimof breach,
of this agreenent; or

(2) Any clained violation, msinterpretation, or
m sapplication of any law, rule, or regulation affecting
condi tions of enploynent.

Section 37-3.

a. The followng matters are specifically excluded fromthe
coverage of this Article:
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(1) Any clained violation of Subchapter |1l of Chapter
73, Title 5 of the U S.C. (relating to prohibited political
activities);

(2) Retirenment, life insurance, or health insurance;

(3) A suspension or renoval under Section 7532 of Title
5 of the UUS.C. (in the interests of National Security);

(4) Any exam nation, certification, or appointnent;

(5) The classification of any position which does not
result in the reduction in grade or pay of an enpl oyee;

(6) A prelimnary warning (failure to neet a condition
of enploynment, e.g., certification, licensure, or security
cl earance) or proposal of an action which, if effected would be
covered under this procedure or under a statutory appeals
procedur e;

(7) Nonselection froma properly constituted referral
list or certificate of candi dates;

(8) Individual enployee reduction in force actions
appeal able to the Merit Systens Protection Board;

(9) Nonadoption of a suggestion, disapproval of a
quality step increase, performance award, or any other kind of
honorary or discretionary award,

(10) An action termnating a tenporary pronotion wthin
a period of one (1) year and returning the enployee to the
position fromwhich tenporarily pronoted or to an equi val ent
position;

(11) Any matter, to include individual enployee clains,
whi ch both parties agree to raise to the Conptroller Ceneral;

(12) Initial fornulation of the objectives/individual
performance standards. (However, the enployee may grieve when
he/ she bel i eves he/she has been adversely affected y application
of a performance standard, such as the annual perfornance
rating, a progress review, and actions as a result of a
per formance i nprovenent period).
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b. This procedure shall be the exclusive procedure
avai l abl e to enpl oyees of the bargaining unit, who may represent
him or be represented by the Union, or a person approved by the
Union in witing, for resolving grievances described in Section
2 above except:

(1) An aggrieved enployee affected by a renoval or
reduction in grade based on unacceptabl e performance (5 U S. C
4303) or adverse action (5 U S. C. 7512) may, at his option,
raise the matter under a statutory procedure or the negoti ated
procedure, but not both.

(2) An enpl oyee who alleges a prohibited personnel
practice under 5 U.S.C. 2302 (b)(1) (relating to equa
enpl oynent opportunity violations) may either:

(a) File a First Step grievance pursuant to this
Article within thirty (30) cal endar days foll ow ng:

(1) The date of the alleged discrimnatory incident;
or

(2) The date upon which the aggrieved becane aware
of the alleged discrimnatory incident or situation; or

(3) The date of the enployee’s fina
interview with the Equal Enpl oynment Qpportunity Counsel or; or

(b) Initiate an action under the EEO conpl ai nt
procedure by filing a Formal Conplaint of Discrimnation; or

© Initiate a m xed case appeal to the Merit
Systens Protection Board.

(3) An enpl oyee shall be deenmed to have exercised his
option under this section when the enployee files a tinely
witten formal appeal under the applicable statutory procedure
or files a grievance in witing under the negotiated grievance
pr ocedur e.
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Section 37-4. The follow ng procedures are established for the
formal resolution of enployee grievances. The parties (Union
officials, Managenent officials and supervisors or the

Enpl oyer’ s Partnership representative) nmay agree to use
Alternative D spute Resolution (ADR) nethods where practical
and at any tinme in the grievance process. However, the tine
l[ines in the grievance procedure will continue running and nust
be net unl ess an extension has been requested and approved in
witing. Oficial time for processing grievances for enpl oyees
and Union representatives, as applicable, is outlined in Article
6, Representation and Oficial Tine. A Sanple Gievance Format
is outlined in Appendix IV.

a. First Step. The aggrieved enpl oyee and/or his
representative will present the grievance in witing to the
i mediate or first line supervisor within thirty (30) cal endar
days fromthe specific act or occurrence, or awareness of such
(but in no such case | ater than four cal endar nonths after the
date of the alleged action) or at any time when it concerns
di ssatisfaction with continuing conditions. The grievance nust
be presented in witing and contain sufficient detail to
identify and clarify the basis for the grievance, and specify
t he personal relief requested. The supervisor will reviewthe
situation, and at either party’ s request, discuss the matter
with the enpl oyee and/or his representative in an effort to
reach a satisfactory settlenment of the matter. |If a discussion
is held, the supervisor nmust extend an invitation to the Union
to be present, even if the grievant has not designated a Union
representative.

If the matter is outside the scope of the supervisor’s
authority, the grievance may be referred to an alternate First
Step deciding official who has the authority to resolve the
gri evance and who accepts the action.

The supervisor shall have fifteen (15) cal endar days from
the date following the day the grievance was submtted to give
the enployee(s) a witten decision. |If an alternate offici al
renders the decision it shall be rendered within ten (10)
cal endar days after the action was referred or within fifteen
(15) cal endar days fromthe date follow ng the day the grievance
was submitted, whichever is earlier
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NOTE: |If the substance of the grievance concerns an action,
directive or decision made at a level other than the first line
supervisor, the parties may agree to initiate the grievance with
anot her Managenent official with authority to settle the

gri evance.

b. Second Step. |If the grievance is not settled at the
First Step, the grievant nay submt the grievance in witing to
the appropriate departnent/division/separate service chi ef
wi thin 15 cal endar days after receipt of the First Step
decision. At the request of either party, the aggrieved
enpl oyee(s) and their representative my neet with the
desi gnat ed Managenent official to discuss the natter in an
effort to reach a satisfactory settlenent of the matter. If a
di scussion is held, the supervisor nust extend an invitation to
the Union to be present, even if the grievant has not designated
a Union representative. The departnent/division/separate
service chief, or his witten designee, shall render a witten
decision within fifteen (15) cal endar days.

c. Third Step. |If the grievance is not settled at the
Second Step, the grievant may submit the grievance in witing to
t he Commander (or equivalent), ATTN. CPAC, Bldg 144, Fort Sam
Houst on, Texas 78234-5022, for further consideration. The
enpl oyee’s witten grievance nust be submtted and received in
the Directorate of Civilian Personnel within 15 cal endar days
after receipt of the Second Step decision. At the request of
either party, the aggrieved enployee(s) and their representative
may nmeet with the designated Managenent official in an effort to
reach a satisfactory settlenent of the matter. The Commander,
or equivalent (or his designee), will reviewthe grievance and
t he Conmander, or equivalent, will give a final witten decision
wi thin 20 cal endar days after the date the Third Step grievance
is signed in at CPAC. |If a discussion is held, the Comrander or
hi s desi gnee nmust extend an invitation to the Union to be
present, even if the grievant has not designated a Union
representative.

d. Fourth Step. |If the grievance is not satisfactorily
settled at the Third Step, the Union or the enployer may refer
the matter to arbitration. Upon nutual agreenent, the grievance
will be submtted to nmediation prior to or in lieu of
arbitration. No new issues will be raised before the arbitrator
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t hat has not been introduced at the Third Step. Any voluntary
medi ati on agreenent reached prior to arbitration wll be binding
unless there is a violation of controlling | aw or regul ati ons.

| f a nmediation agreenent is reached, neither party may
subsequently take the issue to arbitration unless the settl enent
agreenment is breached. The intent of voluntary nediation in
lieu of arbitration is that the procedure will be used in place
of the arbitration procedures. Mediation agreenents reached
under this procedure will be binding on both parties unless
there is a violation of controlling |law or regulation. Failure
to reach agreenent results in the Third Step grievance decision
becom ng final and neither party nmay take issue to arbitration.
Requests for nediation, either prior to or in |lieu of
arbitration, nust be processed through the Union office and the
CPAC.

Section 37-5. Enployer-Union Gievance Procedure: A concerted
attenpt will be nade by both parties to resol ve disputes which
arise fromgrievable matters described in this Agreenent over
whi ch the party conpl ai ned agai nst has control. Failure to do
so wll be followed by submtting the dispute in witing to the
Commander (ATTN. Director of GCvilian Personnel), if initiated
by the Union or to the President of the Local, if initiated by
the Enpl oyer. Such grievances nust be presented within twenty
(20) cal endar days fromthe specific act or occurrence, or from
when the party becane aware of the act or occurrence, or at any
time when they concern dissatisfactions with continuing
conditions. Representatives of the two parties wll neet as
soon as possible, but not later than fifteen (15) cal endar days,
to discuss the dispute and attenpt to resolve it. The party
conpl ai ned against will render a final decision within twenty
(20) cal endar days of this initial neeting. Additional neetings
may be schedul ed during the intervening period by nutual
agreenent of the parties. |If the dispute is not settled by this
nmet hod, either party nay submit the matter to arbitration in
accordance wth procedures contained in the agreenent. Upon

nmut ual agreenent, the grievance will be submtted to nedi ation
prior to or in lieu of arbitration. [If it is in lieu of
arbitration, it shall be binding on both sides.

Section 37-6 In the event any grievance is satisfactorily
settled at any step or by using Alternative Di spute Resolution
(ADR) Procedures, such settlenent shall be reduced to witing
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with a copy supplied to the grievant(s), if applicable, and the
Union President. A sanple settlenent format is provided in
Appendi x V. A grievance under the negotiated procedure wll be
cancelled at the enployee’s witten request. A copy of the
witten request will be provided to the Union. It will also be
cancel | ed upon the enpl oyees | eaving the bargaining unit unless
t he grievance invol ves an adverse acti on.

Section 37-7. Disputes that cannot be resolved by the parties
as to whether or not a grievance is on a matter subject to the
grievance procedure in this agreenent, or is subject to
arbitration under this agreenent, will be referred to the
Arbitrator as a threshold issue at the hearing on the nerits. A
threshold i ssue may be submtted to the arbitrator by witten
submi ssion if mutually agreed to by the parties.

Section 37-8. Al time limts inthis Article may be extended
by nmutual agreenent. However, failure of the Enployer to
observe the time limt shall entitle the Union to proceed
directly to arbitration. |In such case, the Enployer w |l pay
75% of the arbitration costs. The Union will pay the bal ance.
The aggrieved may el ect at his option to advance the grievance
to the next step instead. Failure by the aggrieved to present
the grievance within the tine limts at any step so that the
grievance is not received by the individual specified in these
procedures will result in termnation of the grievance. |In such
cases, the aggrieved will be notified in witing. Any extension
of atime limt expressed in this Article should be presented,
in witing, before the expiration of that tinme [imt. Requests
by the Enployer for time extensions will be presented to the
grievant’s designated representative, if any, or the Union
President, or to the grievant, if self represented. Requests by
t he aggrieved for tinme extensions will be presented to the
supervisor(s), or operating official(s) who is to rule on the
gri evance or the Personnel Specialist, DCP, who services the
activity where the gri evance arose.

Section 37-9. In nost instances, enployees are required to use
First and Second Steps before proceeding to the Third Step

subm ssion of the grievance to the Commander or equival ent.
However, there may be issues considered appropriate for
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processing directly to the Third Step because of the serious
nature of the actions involved or the previous consideration of
sone issues substitutes for the First and Second Steps.
Therefore, enployees seeking to file a grievance or requesting
advice regarding the filing of a grievance will be advised that
grievances involving these issues may be initiated at the Third
Step within 20 cal endar days of the decision or occurrence being
grieved.

a. Formal Disciplinary Actions;

b. A renoval or reduction in grade based on unacceptabl e
performance (5 U S.C. 4303); or

c. Goss waste, msnmanagenent and fraud under Section 2302,
Title 5 U S. C (“Wistleblower Act”) or a substantial and
specific danger to public health or safety.

Section 37-10. The enpl oyee presenting the grievance nust make
all arrangenents for a Union representative and the enpl oyee
nmust designate his representative in witing. Mnagenent nust
be provided a copy of such designation. The enpl oyee has the
right to disconti nue Union representation at any tine; however,
t he enpl oyee nmust provide the Director of G vilian Personnel
noti ce of discontinuance in witing.

Section 37-11. \Wen possi ble and practical, the enpl oyee and
his Union representative will neet at the Union office to

di scuss/ prepare a grievance. Wen it is not feasible or
possi bl e, the Enpl oyer agrees to provide space on an as needed
basis for the use of the enployee and his Union representative
that will afford privacy.

Section 37-12. An enpl oyee or group of enployees wishing to
present a grievance under Section 4 w thout representation of
the Union may do so. However, the grievant(s) does not have the
option of selecting a non-Union personal representative of his
or her own choosing in the grievance process, but nust proceed
on his own. Any adjustnent of such grievance nust be consi stent
with the ternms of this Agreenent, and the Union nust be given
the opportunity to be present at any formal neeting, if such is
hel d.

124



Section 37-13. In an attenpt to settle grievances

expedi tiously, Managenent agrees not to obstruct Union officials
in the acconplishnment of their official responsibilities during
t he grievance process.

Section 37-14. Nothing in this agreenment shall be so
interpreted as to require the Union to process a grievance if
t he Union considers the grievance to be invalid or wthout
merit.
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ARTI CLE 38

ARBI TRATI ON

Section 38-1. A request for arbitration may be invoked only by
the Union or the Enployer and will be invoked only after al
procedural steps have been properly pursued by the parties to
resol ve the dispute in accordance with Article 37, “Negoti ated
Gi evance Procedure.” Any request for arbitration nust be
submtted in witing within twenty (20) working days after
recei pt of the final decision under the grievance procedure.

Section 38-2. \When arbitration is invoked by either party, the
parties will submt a joint request, normally within five (5)
wor ki ng days, to the Federal Mediation and Conciliation Service
for alist of five inpartial persons qualified to act as
arbitrators. The Enpl oyer shall prepare such request to FMCS
wi th additional instructions (e.g., prefer federal sector
experience and Texas based). The parties shall nmeet within ten
(10) workdays after the receipt of such a list to select an
arbitrator. If they cannot nutually agree upon one of the
listed arbitrators, the Union and the Enpl oyer representative
shall each strike one arbitrator’s name fromthe |ist of five
and shall then repeat this procedure. The determ nation of
which party shall strike first fromthe list will be determ ned
by the flip of a coin. The renmining name shall be the duly
selected arbitrator. Upon nutual consent, the parties nmay
request another list. As an alternative to the above procedure,
the parties may agree on an arbitrator.

Section 38-3. If, for any reason, either party refuses to
participate in the selection of an arbitrator and all other
requi renents for arbitration of this agreenent are satisfied,
the other party will make a selection of an arbitrator fromthe
list. Sinmultaneous notification of the selected arbitrator wll
be made to the other party.

Section 38-4. The fee and expenses of the arbitration shall be
borne by the non-prevailing party, except for untinely Enployer
actions, see Article 37, Section 8. The Union and the Enpl oyer
will share equally any nutually agreed upon services in
connection with the arbitration proceeding. The Enpl oyer agrees

126



to provide the space for the proceeding at no cost to the Union.
If either party withdraws the case fromarbitration after a fee
has been incurred fromthe arbitrator, the withdrawi ng party
shall pay the fee in full. If the withdrawal occurs due to a
settlenent, the parties shall split the fee. 1In the event of an
arbitrator’s split decision, the arbitrator will determ ne the
appropriate ratio of the fee to be paid by each party.

Section 38-5. The arbitration process to be used will be a
formal hearing unless the parties agree to one of the foll ow ng:

a. Expedited arbitration may be used to expedite the

resolution of the grievance. |In such case, the arbitrator wll
be directed to announce his award at the close of the hearing.
(Each side will have thirty (30) mnutes to present a cl osing

statenment on their case, before a decision is made.)

b. A stipulation of facts to the arbitrator can be used
when both parties agree to the facts at issue and a hearing
woul d serve no purpose. |In this case, all facts, data,
docunentation, etc., are jointly submtted to the arbitrator
with a request for a decision based upon the facts presented.

Section 38-6. The arbitrator will be requested to render a
decision and renmedy within thirty (30) days after the concl usion
of the hearing. The arbitrator shall date the award upon
mai | i ng of the decision.

Section 38-7. The arbitrator’s award shall be final and binding
on the parties, except that either party may file exceptions to
the arbitrator’s award with the Federal Labor Rel ations

Aut hority under its regul ations.

Section 38-8. The arbitrator shall have no power to add or
subtract from disregard or nodify any of the terns of the
Agreenent. However, the arbitrator shall have the authority to
resol ve any questions concerning arbitrability and/or
grievability.

Section 38-9. In considering grievances concerning natters
covered by 5 U S.C. 4303 (Reduction in Gade or Renoval of an
Enpl oyee for Unacceptable Performance) and 5 U. S.C. 7512
(Adverse Actions), the arbitrator shall be governed by 5 U S. C
7701©, as applicable.
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Section 38-10. The party initiating a request for arbitration
(i.e., the Union or the Enployer) may request w thdrawal of the
case fromarbitration at any time. The arbitration is
automatically cancell ed upon novenent of the grievant out of the
bargai ning unit unless the grievance involves an adverse action.
| f the enpl oyee desires to withdraw fromthe arbitration action
t he enpl oyee nmust sign a statenent so declaring. |If the Union
wi shes to continue with arbitration it may.

Section 38-11. Both parties agree to exchange lists of

wi tnesses normally ten (10) workdays before the arbitration or
expedited arbitration hearing. The parties will furnish
descriptions of the rel evance of expected testinony of each

wi tness. The parties agree that only the m ni num nunber of

rel evant witnesses who have a direct know edge of the

ci rcunstances and factors bearing on the case will be call ed.
The arbitrator will resolve unresolved w tness issues.

Wt nesses who are not enployees of the government who are called
as witnesses will not be entitled to reinbursenent for expenses
fromthe Enployer. Also the parties will exchange copies of al
known exhibits to be introduced.

Section 38-12. All enployees who are called as wi tnesses w |l
be excused fromduty without charge to | eave to the extent
necessary to participate in the arbitration.
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ARTI CLE 39

NEGOTI ATI ONS

Section 39-1. Both parties to this agreenent have the

responsi bility of conducting negotiations and other dealings in
good faith and in such manner as will further the public
interest. Subjects appropriate for negotiation between the
parties are personnel policies and practices and other matters
relating to or affecting working conditions of enployees within
the unit. The Enpl oyer agrees to negotiate with the Union, on
any new policy or change in established policy, prior to

i npl enentation. |If the actual change is not subject to

negoti ations, the inpact upon the enpl oyees and procedures for

i npl enenti ng the change may be negotiated at the Union's
request. All changes will be held in abeyance until
negoti ati ons are conpl eted unless the change covers one nandat ed
by law, or one on which there is an agreed to conpel ling need.

| f either party alleges a conpelling need, negotiations will be
expedi t ed.

Section 39-2.

a. It is understood that no provision of this agreenent
shall nullify or invalidate the rights of enployees, the Union
or the Enployer, established under the Federal Service Labor -
Managenent Rel ati ons (FSLMR) statute, other statutes, or
regul ati ons of appropriate authority.

b. To the extent that provisions of any instruction or
directive within the discretion of the Agency may be in conflict
with this Agreenent, the provisions of this Agreenent shal
govern unless the terns of this Agreenent have been properly
nodi fi ed under this Article or Article 41, Duration, Review and
Suppl enent ati on.

Section 39-3. The Enployer or the Union will furnish witten
noti ce of proposed change(s) affecting conditions of enploynent
to the Union. The Enployer and the Union will furnish witten
noti ce of proposed change(s) to the negotiated agreenent to the
desi gnated representative of the other party. Such notice wl|l
be given upon finalization of all preparatory actions and
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deci si ons necessitating the change. The proposed change(s) w |l
not be inplenented wthout giving the other party an opportunity
to negotiate, as appropriate.

a. The Enployer shall notify the Union in witing twenty
(20) cal endar days or nore prior to the planned inplenentation
date of the proposed change. The Union shall give the Enployer
its request to bargain within (10) cal endar days.

(1) |If the Union does not request negotiations within
the tine limt, the Enployer may inplenment the proposed change
i mredi ately.

(2) Upon tinely request by the Union, the parties shal
enter into good faith negotiations, as appropriate, with a view
toward reachi ng an agreenent.

b. The parties agree to neet and negotiate in good faith
and in the spirit of partnership within (15) cal endar days from
t he Enpl oyer’s recei pt of the Union’s request to negoti ate.

c. In the event the parties becone engaged in a
negotiability dispute or reach inpasse, either party nay seek
the services of the FMCS, the FSIP, or the FLRA, as appropriate.

(1) The Enployer further agrees to retroactively apply
any procedures regarding inplenentation and appropriate
arrangenents for the enpl oyees adversely affected as negoti at ed
by the parties or inposed upon them by the FSIP.

(2) The parties agree to begin negotiations, as

appropriate, within thirty (30) cal endar days after a
negotiability decision by the FLRA
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ARTI CLE 40

| MPASSE | N NEGOTI ATl ONS

Section 40-1. Wen subsequent to the approval of the basic
agreenent, it beconmes necessary for either Managenent or the
Union to reopen or to amend said Agreenent or to enter into
suppl ements to this Agreenent, as provided for in Article 41,
hereto, and an inpasse has been reached, the itemor itens shal
be set aside. After all negotiable itens on which agreenent can
be reached have been di sposed of, the parties shall once nore
diligently attenpt to resolve any existing inpasse itens, to

i nclude, the use of interest based bargai ni ng techniques.

Section 40-2. The parties may jointly or individually request
the Federal Mediation and Conciliation Service to provide
medi ati on service.
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ARTI CLE 41

DURATI ON, REVI EW AND SUPPLEMENTATI ON OF AGREEMENT

Section 41-1. EFFECTI VE DATE AND TERM The effective date of
this Agreenent shall be the day it is approved by the DoD, or on
the 31% day after it is signed by the parties, whichever comes
first. |If the DoD review reveals any violation of |aw or

gover nnent -wi de regul ation, the parties will neet within 7
(seven) workdays of notification and attenpt to renegotiate that
| anguage. The Agreenent shall remain in effect for three (3)
years fromthe signing of this Agreenent. The Agreenent shal

be renewed for an additional one (1) year Agreenent period on
each anni versary date thereafter, unless between one hundred and
five (105) and sixty (60) cal endar days prior to any such date
either party gives witten notice to the other of its desire to
anmend, termnate or nodify the Agreenent. |If such notice is
given, this Agreenent shall remain in full force and effect

until the changes have been negotiated and approved or the
Agreenent is termnated by either party. Such notice to anmend
or nodify shall include the issues to be negotiated. No issues
ot her than those submtted in accordance with the ground rules
may be subject to negotiations. Gound rules for negotiations
will be drawn up by nutual agreenent to include simnultaneous
exchange of proposals. The negotiations will be scheduled to
begin within sixty (60) days after the second party receives the
witten notice, unless both parties agree to a | ater date.

Section 41-2. | NTRODUCTI ON — AMENDMENTS AND SUPPLEMENTS. This
Agreerment may be anended and/or supplenented in accordance with
the procedures in Article 39, Negotiations, and the foll ow ng:

a. By either party when applicable | aw or governnent-w de
regul ati ons pronpt change.

b. In accordance with Article 4, Union R ghts, and Article
5, Enpl oyer Rights.

c. By either party upon nutual agreenent.
d. By the Enpl oyer, when nission needs or policy changes

pronpt suppl enentation on matters not specifically covered by
this Agreenent.
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e. By the Union, between 30 days prior to and the
anni versary of the effective date of this Agreenent, when in the
general interest of the bargaining unit, supplenentation on
matters not specifically covered by this Agreenment is warranted.

f. The parties agree that when changes are needed to the
Agreenent, the Union President and the Deputy Conmander for
Adm nistration will execute a Menorandum of Understandi ng (M).
Further, changes that affect C vilian Personnel/Union issues
wi |l be executed by the Union President, the Deputy Commander
for Adm nistration, and a CPAC representati ve.

g. Either party may submt a witten request for mdterm
bargai ning identifying the articles they wish to negotiate. For
m d-term bargaining at the md-point of the contract period,
such requests nust be subnmitted no earlier than 16 nonths after
the effective date of the contract and no later than 18 nonths
after the effective date of the contract. The notice shal
contain the nunber and title of the article(s) to be reopened
and the proposed changes. The procedures outlined in this
article will be followed for ground rul es, exchange of
proposals, and tinme frames for begi nning negotiati ons.

Section 41-3. EFFECTI VE DATE, AMENDMENTS, AND SUPPLEMENTS.
Amendnent s and suppl enental agreenents to this Agreenment shal
become effective on the date approved by the DoD or on the 31°
day after it is signed and shall remain effective concurrent
with the basic agreenent. Subject to the provisions of this
article, if and when the Agreenent is renewed, the parties wll
execute a new signature page showi ng the new effective date.
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ARTICLE 42

PEER REVI EW

Article will be negotiated as requested by either party.
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APPENDI X |

USE OF OFFI Cl AL TI ME FOR REPRESENTATI ONAL ACTIVITIES (FORM

USE OF OFFICIAL TIME FOR REPRESENTATIONAL ACTIVITIES

INSTRUCTIONS (please print or type):

A. Designated Union Officers and stewards, in coordination with supervisors, will annotate this form each time he/she uses official (duty) time due to union
representation in accordance with Article 6, Representation and Official Time, Labor Agreement.

B. All questions should be referred to the CPAC, ATTN: Labor Relations, (210) 221-2830, or the AFGE Local 1033.

C. Attheend of the pay period, submit this form to the CPAC, ATTN: MCGA-CP (Labor Relations), Stop: 22.

D. Supervisors. Ensure use of official timeis recorded in the Defense Civilian Pay System by the appropriate Time & Attendance codes/categories as shown below.
11._Name of Union Official: Qffice Svmbol: Phone No:
|2. Name of Supervisor: Office Symboal: Phone No:
Category-BA—Negettations Category-RBD—Ongeinegaberanagement-Relation & RO Anaeal
Sede Sede Sede
1  Basic Negotiations/Renegotiations/ 1 L abor-Management Committees 1 Alternate Dispute Resolution Process
Reopener 2 Walk-around time for OSHA Inspections 2 Negotiated Grievance Procedures
2 Midterm/All Other Negotiations 3 FLRA Proceedings/Includes ULPs 3 Arbitrations
4 Union Representative Training in 4 M SPB Procedures
Labor Relations 5 EEO Complaints
5 Formal/Weingarten Type Meetings 6 Other Complaints/Not ULPs
TIME TIME Category BA Category BD Category BK TOTALTIME
DATE OUT IN CODE TIME CODE TIME CODE TIME USED




APPENDI X 1|

GRI EVANCE FORVATS

DATE
FI RST STEP GRI EVANCE

TO

SECTI ON 1. a.

1. Gievant’s Nane:

2. Job Title & G ade:

3. Organization:

4. | mmedi ate Supervisor’s Nane:

5. Date Action/lncident Being Gieved Qccurred:
6. Date Gievance Subm tted:

NATURE OF GRI EVANCE

On the date indicated in paragraph 1.a.5 above, an
action/incident occurred which I wish to grieve. |, therefore,
elect to initiate ny grievance at the First Step of the

Negoti ated Gievance Procedure. The follow ng specific articles
and Sections of the Agreenent and, if applicable, provisions of
regul ati ons, and/or |aws, were violated:

FACTS SURRCUNDI NG MY GRI EVANCE ARE:

(Use additional Sheets as Needed)
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PERSONAL REL| EF DESI RED:

Si gnature of Gievant: DATE:

ACKNOWNLEDGEMENT OF RECEI PT BY
MANAGEMENT OFFI CI AL:

SI GNATURE: DATE:



GRI EVANCE FORM ( CONT. )

SECTI ON 1. b.

FI RST STEP GRI EVANCE RESPONSE( Due within 15 cal endar days from
date of grievance subm ssion)

Dat e grievance received:
The following is nmy decision on the grievance described in

Section 1 of this form (Additional pages may be used as
necessary.)

Si gnat ur e: DATE:
Position Title:

ACKNOWNLEDGEMENT OF RECEI PT
BY GRI EVANT ( OR REPRESENTATI VE) :

Si gnhat ur e: DATE:
cc: Union Representative (if designated)
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SECOND STEP CGRI EVANCE (To be submitted within 15 cal endar days
after receipt of first step decision)

SECTI ON 2. a.

The response in Section 1 above is not satisfactory for the
followi ng reasons. Therefore, | submt this grievance to:
Second Step Deciding O ficial. (ADD TIONAL PAGES MAY BE USED AS
NECESSARY)

REASONS:

Grievant’s Signature: DATE:

ACKNONLEDGEMENT OF RECEI PT BY MANAGEMENT OFFI Cl AL
SI GNATURE: DATE:

SECOND STEP GRI EVANCE RESPONSE (Due within 15 cal endar days of
receipt)

SECTI ON 2. b.

Dat e grievance received:
The following is nmy decision on the grievance described in

Sections 1 and 2a of this form (Additional pages nmay be used
as necessary.)

Si gnat ur e: DATE:
Position Title:
ACKNOALEDGEMENT OF RECEI PTBY GRI EVANT ( OR REPRESENTATI VE) :

Si gnat ur e: Dat e:



THI RD STEP GRI EVANCE (to be subnitted and received at the CPAC
within 15 cal endar days after receipt of the second step
deci si on)

SECTI ON 3. a.

The response in Section 2 above is not satisfactory for the
foll owi ng reasons. Therefore, | submt this grievance through
the Director of G vilian Personnel to the Comrander (or

equi valent), Third Step Deciding Oficial. (ADDTI ONAL PAGES MAY BE
USED AS NECESSARY)

REASONS:

GRI EVANT’ S SI GNATURE: DATE
DATE PRESENTED:
ACKNOWLEDGEMENT OF RECEI PT BY MANGEMENT OFFI Cl AL:

SI GNATURE: DATE:



FI NAL VWRI TTEN DECI SI ON

(TH RD STEP GRI EVANCE)
(Due within 20 cal endar days after third step grievance is
signed in at CPAC)

SECTI ON 3. b.

DATE GRI EVANCE RECEI VED

The follow ng decision on the greivance described in Section 1,
2 and 3a of this form (Additional pages may be used as
necessary.)

Si gnat ur e: DATE
Position Title:

ACKNOWNLEDGEMENT OF RECEI PT
BY GRI EVANT ( OR REPRESENTATI VE) :

Si gnat ur e: DATE

cc: Union Representative (if designated)



SECTI ON 4.
PRESI DENT OR ACTI NG PRESI DENT OF THE UNI ON RESPONSE:

The decision is not acceptable for the reasons given in the
attachnent. The grievance shall be submtted to:

(a) nediation;

(b) arbitration in accordance with Article 38 of this
agr eenent .

SI GNATURE: DATE:

PRESI DENT AFGE LOCAL 1033
DATE PRESENTED:
ACKNOWNLEDGEMENT OF RECEI PT BY MANAGEMENT OFFI CI AL:

SI GNATURE: DATE:



APPENDI X |11

NEGOTI ATED SETTLEMENT AGREEMENT FORVAT

The parties, solely to resolve this matter w thout further
l[itigation, freely and voluntarily enter into the follow ng
agreenment in settlenent of the grievance, filed
by (name of the enpl oyee) on
(date):

Ternms of settl ement:

a. The Enpl oyer agrees to: (cite all the itens for relief
or other actions Managenment will grant to settle the grievance.)
b. The Gievant agrees to: (cite all the itens the

Gievant will accept or do to settle the grievance.)

c. The Union agrees to: (I'f applicable, cite all itemns
the Union will act upon to settle the grievance.)

d. The parties agree that: (cite all the mutua
itens/actions both parties agree to do to settle the grievance.)

This Settlenment Agreenent is entered into and is binding upon
the parties by their signatures bel ow

Enpl oyer’ s Representative Gi evant

Dat e: Dat e:

Uni on Representative

Dat e:




MVEMORANDUM FOR RECCRD

SUBJECT: Wbrkers’ Conpensation — Federal Injury Conpensation

1. General. The Federal Enployees’ Conpensation Program

provi des general guidance to assist in gathering and submtting
material required for adjudication of occupational disease
clainms. This MR provides a general checklist and a nock
situation on how an enpl oyee and supervi sor shoul d nmanage an on
the job injury. Al questions regarding this subject should be
addressed to the FSH Wrkers’ Conpensati on Coordi nator at 221-
0739.

2. Required Forns:

a. CA-1, Traumatic Injury: The purpose of the report is to
notify the supervisor of a traumatic injury and serves as a
report to ONCP. The report is prepared by the enpl oyee or
sonmeone acting in the enployee’s behalf; wtness (if any); or
supervisor. The report should be submitted by the enployee to
t he supervisor within 30 days, but neet statutory tine
requi renments. The supervisor should submt report to CPAC
w thin work 2 days.

b. CA-2, Cccupational Disease: The purpose of the report
is to notify the supervisor of an occupational disease and
serves as a report to OMCP. The report is prepared by the
enpl oyee or sonmeone acting in the enployee’' s behalf; witness (if
any); or supervisor. The report should be submtted by the
enpl oyee to the supervisor with 30 days, but nust statutory tine
requi renents. Supervisor should submt report to CPAC within
work 2 days.

c. CA-2a, Enployee’s recurrence of Disability and Caimfor
Pay/ Conpensation: This formshould be conpleted i nmedi ately by
t he enpl oyee when the enpl oyee has suffered a recurrence. An
enpl oyee who stops work as a result of recurring disability
shal | advise the supervisor whether he/she wi shes to charge the
absence to sick or annual |eave. Supervisor should submt the
report to CPAC within work 2 days.
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d. CA-5, daimfor Conpensation by Wdow, Wdower and/or
Children: Formused when injury results in death. Person
cl ai m ng conpensation should file within 30 days to the
enpl oyee’ s supervisor (but NLT 3 years after enpl oyee death
occurs). Supervisor should submt the report to CPAC within
work 2 days.

e. CA-5b, Claimfor Conpensation by Parents, Brothers,
Sisters, G andparents, or G andchildren: Person claimng
conpensation should file within 30 days to the enpl oyee’'s
supervi sor (but NLT 3 years after enpl oyee death occurs).
Supervi sor should submt the report to CPAC within work 2 days.

f. CA-6, Oficial Supervisor’'s Report of Enployee’ s Death:
Supervi sor should conplete forward this report to CPACwithin 2
wor k days.

g. CA-7, daimfor Conpensation on Account of Traumatic
Injury or Qccupational Disease: In traumatic injury cases, the
form nmust be conpleted and submitted to CPAC within 7 work days
before the term nation of COP or within 5 work days foll ow ng
the termnation of pay, or within two work days of receipt form
t he enpl oyee. Once received, the Supervisor has 2 work days to
forward to CPAC

h. CA-16, Authorization for Exam nation and/or Treatnent:
Part A — by Supervisor within 48 ours following first
exam nation and/or treatnent. Form authorizes an injured
Enpl oyee to obtain exam nation and/or treatnent for up to 60
days and provides OANCP with initial nedical report. Treatnent
may be obtained froma | ocal hospital or physician or froma
WS. nedical facility, if available. The Enployee may initially
sel ect the nedical provider of his or her choice but nust
request any change from OANCP. Part B — shoul d be conpl eted by
the attendi ng physician or nedical facility as pronptly as
possi bl e after initial exam nation. Supervi sor should subm t
conpleted Part — A of the formw thin 2 work days to the
Physi cian or nedical facility. The Physician or nedical
facility should submt the conpleted Part — B of the formto
CPAC as soon as possi bl e.
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i. CA-17, Duty Status Report: Supervisor generates the
report and the report is conpleted by the attendi ng physician.
Report provides information on the enployee’'s ability to return
to any type of work. Report should be conpleted pronptly upon
conpl eti on of exam nation or nost recent treatnent. Conpleted
report should be returned to the enploying agency with a copy
forwarded to the Appropriate OANCP office.

]. CA-20, Attending Physician’s Report: Attending
physi cian conpletes this formwhich is attached to Form CA-7 to
provi de ONCP with nedical information. Form should be forwarded
pronptly upon conpletion of exam nation or nobst recent treatnent
to the ONCP office.

k. OWP-1500, Federal Enpl oyee’s Conpensation program
Medi cal Provider’s CamForm Standard billing form conpl eted
by the attendi ng physician to facilitate paynent of bills.

At t endi ng physician should conplete the form pronptly upon
conpl etion of exam nation or treatnent.
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3. Wrkers

conpensati on checkli st:

FROM THE EMPLOYEE

FROM EMPLOYER/ AGENCY

1. Provide a detailed description
of factors of enploynent believed
responsi ble for condition. Be
specific as to the duration and
nature of the factors: for instance
wei ghts carried, distances wal ked,
cheni cal s used, or other rel evant
job factors.

1. Review and conment on
enpl oyee’ s statenent provided in
response to item nunber 1.

2. Gve the history of the
condition fromfirst awareness of
the problem Include description

of all honme treatment and
prof essional care as well as
synpt ons.

2. If enployee’'s job differs from
of ficial description, describe
exactly his/her duties.

3. Describe any prior simlar
problem with dates of onset,

hi story, nedical care received, and
copi es of the nmedical records or
your treatment.

3. Gve a day-by-day listing of
| eave and | eave without pay used
due to this condition

4. Attach or forward a nedica
report from your physician to
i nclude the followi ng itens:

a. Dates of exam nation and
treat ment.

b. Hi story given by you.

c. Detailed description of
findi ngs.

d. Results of all
tests.

e. The clinica
treatment followed
f. Doctor’s opinion, with
reasons for such opinion, as to the
rel ati onshi p between any condition
you may now have and the factors of
enpl oynent identified in item

nunber 1 above.

di agnostic

course of

5. For injuries requiring
physician directed disability
beyond the initial 45 day
Conti nuation of Pay (COP), the
enpl oyee nmust initiate a CA-7.
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FOR THE UNION:
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Thomas A. Sternbprg
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Union Committee Members:

Mr. Thomas A. Sternberg
Chief Spokesman

Ms. Sherry M. Cardenas
M=s. Donna S. English

Ms. Brenda Bowearsox

Ms. Ella Gordon
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