
Memorandum of Agreement 
between 

International Association of Machinist and Aerospace Workers 
Local Lodge 2297 (IAM&AW) 

and 
Defense Logistics Agency (DLA), Aviation/Distribution 

MCAS Cherry Point, N.C. 

This Memorandum of Agreement (MOA) is entered into by the Parties, Local Lodge 
2297, International Association of Machinists & Aerospace Workers (IAM&AW), herein 

referred to as the "Union" and the Defense Logistics Agency (DLA), Aviation/Distribution 
herein referred to as the "Employer." Collectively, the Union and Employer will be 

referred to as the "Parties." 

Purpose: The purpose of this MOA is to document the Parties mutual desire and 

agreement to "ROLLOVER" or "Extend" the Negotiated Agreement between the Parties, 
dated 07 June 2013 with all Articles and Sections unchanged with the exception of 

Article 15 "Performance Evaluations". 

By mutual consent this Article is being modified to address the implementation of the 
Department of Defense's Defense Performance and Appraisal Program (DPMAP) that 
went into effect on April 1, 2017. 

The Parties agree to the following: 

1. With regards to the Collective Bargaining Agreement (CBA) dated 07 June 2013
between the Parties, the following actions or exceptions apply;

a. In lieu of renegotiating the CBA the Parties agree to extend the current contract dated

07 June 2013 with mutual agreement to include any MOU'S or MOA'S signed by the
Parties related to conditions of work or inclusion of benefits during the life of the 2013
CBA as an addendum to the existing Agreement to be included at the time of printing in

the back of the published CBA.

b. As a mutual action, the Parties have agreed through a renegotiation of Article 15 of
the existing Agreement to more accurately describe how Bargaining Unit Employees

shall have their performance evaluated during the performance year.

c. The Parties through mutual understanding hereby agree to rollover/extend the current
CBA for three (3) years to begin on the date the Parties' Agreement is approved by
DoD, which includes changes made to Article 15 needed to adhere to (DPMAP).
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2. The Parties agree that the Collective Bargaining Agreement (CBA) originally 
scheduled to expire 07 June 2016 and all existing and/or future Memorandums of 
Understanding (MOUs), Memorandums of Agreement (MOAs) and any current 
established practice related to any condition of work, written or unwritten, and 
recognized as valid since 07 June 2013, will remain in effect and be binding between 
the Parties during the interim period of deliberations and shall continue upon approval of 
the Parties' Agreement by DoD for a three (3) year period beginning on the date of 
approval by DoD in adherence to Article 28 Duration and Changes . . 

3. The Parties also acknowledge, in accordance with Article 2 This Agreements 
Relationship to Law and Regulations of the CBA, that the CBA is subject to the 
provisions of any existing or future laws and regulations of appropriate authorities, and 
published Agency policies and regulations in existence at the time the Agreement is 
reviewed and approved by DoD and therefore the Employer agrees not to introduce any 
new personnel policies or practices, or matters affecting working conditions except as 
provided in Article 3 Section 2 of the existing CBA. 

4. In accordance with the terms and conditions contained in Article 28 of the current 
CBA the Parties hereby agree that they will meet on the first workday on or after the 90th 

day prior to the expiration date of the newly approved CBA to commence negotiations 
on a new agreement or a renewal of the Agreement the Parties have currently agreed to 
extend. 

5. The Parties' Representatives by the action of affixing their signatures below represent 
the intent of execution of the above written Mutual Agreement between the Parties and 
acknowledge and understand that prior to placing such an Agreement into effect such 
Agreement is subject to both "Union Ratification" and "DoD Approval". 

?/. -/,/,.. 
This Agreement is executed this ___ <_'-" ___ day of February 2018. 

For the Employer 

q<w!9 f. Ji,· II q-,~/8 

For the Employer For the Union 
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ARTICLE I 

THE PARTIES, RECOGNITION AND UNIT DETERMINATION 

Section I: The parties to this agreement are DLA Aviation and Distribution at Cheny Point, North Carolina 
(hereinafter the Employer) and IAM&AW Local Lodge 2297 (hereinafter the Union). 

Section 2: The Employer recognizes that the Union is the exclusive representative of all employees in the unit 
described in Section 3 below. The Employer recognizes the right of the Union to act for these 
employees, to negotiate this Agreement and all supplemental, subsidiary and incidental Agreements 
authorized herein, and to represent the interests of all employees in the Unit without discrimination and 
without regard to Union membership. The Employer also recognizes the right of the Union to be 
represented at all formal discussions between management and employees or employee representatives 
concerning grievances, personnel policies and practices, or other matters affecting general working 
conditions of employees in the Unit. 

Section 3: The Unit to which this Agreement is applicable to is all DLA Aviation and Distribution government 
employees at Cherry Point, North Carolina, except employees covered by other exclusive units, 
professional employees, management and supervisory officials, and employees described in 5 USC 
7112(b)(2), (3), (4), (6) and (7). 
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ARTICLE2 

THIS AGREEMENT'S RELATIONSHIP 
TO LAW AND REGULATIONS 

Section 1: It is agreed and understood by the Employer and the Union that this Agreement is subject to the 
provisions of any existing or future laws and regulations of appropriate authorities, published agency 
policies and regulations in existence at the time the Agreement is approved and subsequently published 
agency policies and regulations required by law or by regulations of appropriate authorities, or authorized 
by the tenns of controlling agreement at implementing, subsidiary or informal agreements between the 
Parties. 

Section 2: It is understood by both Pmties that matters not specifically covered under this Agreement are 
subject to and controlled by applicable federal laws and regulations, including applicable Defense • 
Logistics Agency (DLA) regulations. However, it is also understood by both Parties that in the event of a 
conflict between the terms of the Agreement and any subsequently published regulations of the Defense 
Logistics Agency NOT required by law or by those authorities outside the Depmtment of Defense (DoD) 
who are empowered to issue regulations and policies binding on DoD, the terms of this Agreement shall 
govern. 



ARTICLE3 

CHANGES IN PERSONNEL POLICIES AND PRACTICES 

Section 1: It is agreed and understood that the Employer and the Union have the right and obligation to meet 
and confer with respect to all personnel policies and practices and matters affecting working conditions 
within the bargaining unit to the full extent of the Employer's discretion. This Agreement shall remain in 
full force during the time period specified within this Agreement subject to the requirements set fotth in • 
Article 2, "Agreement's Relationship to Laws and Regulations." Provisions for opening the Agreement 
for negotiations other than the above and as specified in Section 2 below are provided for in Article 28, 
"Duration and Changes." 

Section 2: It is agreed and understood that established c1ment personnel policies and practices and matters 
which are not cunently covered by this Collective Bargaining Agreement which affect working conditions 
within the bargaining unit, and are discretionary with the Employer, will remain in full force and effect, 
except as provided below. Further,.the Employer will not introduce new personnel policies or practices, or 
matters affecting working conditions which are not cunently established personnel policies, practices, and 
matters affecting working conditions, except as provided below. 

a. It is recognized that mandatoty changes may be required in established personnel policies and 
practices, or new policies and practices may be mandatorily required to be introduced, as the 
result of appropriate law, rule, or regulation binding on the Employer. When such mandates 
occur, the Employer will notify the Union of the requirement prior to implementation and will 
meet and confer with the Union as defined in Section 3 below, before implementing such matters, 
to the extent of the Employer's discretion and obligation. In situations where a negotiability 
dispute exists, as distinguished under the Federal Labor Relations Authority (FLRA) statute, the 
Employer or the Union shall have the right to appeal to the FLRA for resolution of such disputes. 

b. It is also recognized that changes may be needed or new policies or practices be desirable as a 
result of circumstances unforeseen at the time of fonnal negotiations or a renewal of the 
Agreement. When such changes or new issues, which are discretionary with the Employer, are to 
be made, the Employer agrees to meet and confer with the Union in good faith under the Chapter 
71 of Title 5 U.S. Code, prior to implementation. Such changes or new issues shall be upon 
mutual agreement of the Parties as described in related Memorandums of Understandings (MOU) 
or Memorandums of Agreements (MOA). 

Section 3: The te1m "meet and confer" means to negotiate in good faith with respect to changes in established 
personnel policies and practices and matters affecting working conditions, or with respect to the 
introduction of new policies or practices, which may occur during the life of the Agreement, prior to 
implementation of such policies or practices. 

Section 4: The patties agree to meet and confer over conditions of work that are dete1mined to be negotiable to 
the extent as is provided by federal law. It is recognized that the Employer has the obligation to notify the 
Union, in writing or via electronic communication, to any proposed changes and/or implementation of 
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such changes. If the Union desires to meet and confer, such notification shall be made to the Employer, by 
the Union, in writing or via electronic communication. 
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ARTICLE4 
RIGHTSOFEMPLOYER 

Section 1: Management officials of the Employer retain the statutory right: 

a. To detennine the mission, budget, organization, number of employees and internal security 
practices of the agency; and 

b. In accordance with applicable laws-

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

2. to assign work, to make determinations with respect to contracting out, and to detennine the 
personnel by which agency operations shall be conducted; 

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

4. to take whatever actions may be necessm·y to carry out the agency mission during 
emergencies. 

5. the Employer acknowledges that its rights under 5 USC 7106(b) does not preclude any agency 
and any labor organization from negotiating, at the election of the agency on the numbers, 
types, and grades of employees or positions assigned to any organizational subdivision, work 
project, or tour of duty, or on the technology methods, and means of performing work; the 
Employer may bargain over any matter within the subject of any agency rule or regulation in 
accordance with 5 USC 7117(a)(2). 

6. The provisions of this section shall apply to all supplemental, implementing, subsidiary or 
informal agreements between the Parties. Wherever language in this agreement refers to the 
duties of specific employees, it is only intended to provide a guide as to how a situation may 
be handled. The Employer retains the discretion to determine who will perform the work. 

Section 2: The right to malce reasonable rules and regulations shall be considered aclmowledged functions of 
the Employer. In making rules and regulations relating to personnel policy, procedures, and practices and 
matters of working conditions, the Employer understands the benefit of involving the Union in pre
decisional discussions to the fullest extent possible and shall give due regard and consideration to the 
obligations imposed by this Agreement. The provisions of this section shall apply to all supplemental, 
implementing, subsidiary or informal agreements between the Paities. Nothing herein shall be construed 
as a waiver by the Employer of its right to elect not to bargain over 5 USC 7106(b) (1). 
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Section 3: Nothing in this article shall preclude the Employer and the Union from negotiating: 

a. Procedmes which management officials of the Employer will observe in exercising authority 
under this article; or 

b. Appropriate arrangements for employees adversely affected by the exercise of authority under this 
article. 

Section 4: It is.agreed when an unforeseen event occurs that requires immediate action inconsistent with the 
te1ms of this Agreement, the following procedure will be followed: 

a. Prior to taking the action, the Employer, if possible, will notify the President of the Union, or 
designated representative. 

b. The Parties agree to meet and confer as soon as possible thereafter if necessary. 

Note: An uriforeseen event is understood to mean circumstances that call for immediate action 
to protect health, life or property, or actions necessary to accomplish the mission. 

9 



ARTICLES 

RIGHTS OF EMPLOYEES 

Section 1: Employees shall have, and shall be protected in the exercise of, the right, freely and without fear of 
penalty or reprisal, to join and assist the Union or to refrain from any such activity. The freedom of such 
employees to assist the Union shall be recognized as extending to participation in the management of the 
Union and acting for the Union in the capacity of a representative, including presentation of the Union's 
views to officials of the Executive Branch, the U.S. Congress, or other appropriate authority except as 
expressly prohibited by Chapter 71 of Title 5 U.S. Code, or other existing law. Nothing in this Agreement 
shall require an employee to become or remain a member of a labor organization, or to pay money to the 
organization except pursuant to a voluntary, written authorization by a member for the payment of dues 
through payroll deductions. The provisions of this section shall apply to all supplemental, implementing, 
subsidiary or informal agreements between the parties. 

Section 2: The Employer shall take such action consistent with law or with directives as may be required in 
order to assure that employees are apprised of the rights and privileges provided in Chapter 71 of Title 5 
U.S. Code, and that no interference, restraint, coercion, or discrimination is practiced within the DLA 
Aviation/Distribution to encourage or discourage membership in the Union. The Employer agrees that all 
provisions of this Agreement and all other privHeges extended to employees in the Unit shall be 
administered fairly and equitably. 

Section 3: An employee is not authorized by Chapter 71 of Title 5 U.S. Code to assist a labor organization or 
paiticipate in its management or represent it if such activity could result in a conflict or apparent conflict • 
of interest, or otherwise be incompatible with law or with the official duties of the employee. 
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ARTICLE 6 

RIGHTS OF UNION 

Section 1: The Union, as the representative of all Bargaining Unit Employees (BU Es) as described in Article 1, 
Section 2, shall have the right and responsibility to present its views to the Employer either orally, in 
writing or via electronic communication, as provided by this Agreement. If either Party so requests, the . 
Employer and the Union agree to meet at their earliest convenience in an effort to resolve the matter 
which.created the concern. 

Section 2: Each Patiy will keep records of meetings between management officials and the Union, indicating. 
dates, those in attendance, subjects discussed, and decisions reached. 

Section 3: The Union has the right and may discuss with appropriate management officials of the Employer any 
matter concerning the interpretation or application of this Agreement or any agency rule or regulation 
applicable to BUEs. 

Section 4: Upon request of the Union, and with due consideration of the mission, the Employer shall authorize 
meetings of the President and union steward, as required. Requests for such meetings shall normally be 
submitted to the local management official in charge of the DLAAviation/Dish·ibution at Chen-y Point, 
NC, in advance and will include those in attendance, the purpose of the meeting, and anticipated duration. 
Meetings authorized by this section shall be limited to establishing positions of the Union prior to meeting 
and confen'ing with the Employer, conecting interpretations of the Agreement, and considering either 
management or union proposals. 
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ARTICLE? 

UNION REPRESENTATION 

Section 1: The Employer recognizes the right of the Union to designate an appropriate number of stewards 
from among the employees in the Unit not to exceed one (1) steward for each forty (40) employees. 

Section 2: Among the stewards identified in Section 1, the Employer will recognize two (2) Chief Stewards, 
one (1) at DLAAviation Cherry Point, NC, aod one (1) at DLA Distribution Cheny Point, NC. In 
addition, the President of the Union will designate an alternate Chief Steward in the absence of the regular 
steward. 

Section 3: Union officials, employed by DLA Aviation/Distribution, shall not have their shift, organizational 
element, or work week changed unless no other employee in the area possesses the sldlls or knowledge 
necessary to accomplish the mission. These officers/representatives, within their job rating and level, 
shall be the last to be affected by subject changes aod the first returned. Any changes affecting the Union 
steward shall be discussed with the Union President or designated representative, prior to effecting the 
change. The intent of this Section is to avoid, to the maximum extent possible, the change of shifts, 
organizational elements, or workweek of specified officials. 

Section 4: The Employer recognizes the President or Vice President of the Union may assist a steward in 
fulfilling his/her obligations to employees within the Unit. In this regards, such assistaoce shall be in the 
area of, but not restricted to, counsel, advice, and guidaoce in the interpretation aod application of the 
terms of the Agreement, assistance in the preparation of grievances, preparation of agendas, and 
responding to the same. However, such assistaoce shall in no way interfere with or substitute for the 
orderly procedures otherwise stipulated within this Agreement, i.e. processing of grievances unless 
specifically provided by the Agreement or involvement in grievance meetings at the first and second steps. 
Nothing herein shall be interpreted as prohibiting a Unit employee from anaoging to meet with the. 
President or Vice President regarding grievances, or any other appropriate business, provided the Unit 
employee first exhausts his efforts to gain a satisfactory settlement through the steward. In this 
connection, the employee shall request authority from the appropriate supervisor to leave the assigned 
work area for the purpose of meeting with the President or Vice President; such authority will be granted 
to the maximum extent possible, unless mission-related circumstances exist at that time. 

Section 5: The Union shall keep the Employer advised of the names of Union officials aod their designated 
areas of responsibility in writing, or via electronic communication, including the group of employees 
authorized to represent. The Employer will be provided reasonable advaoce notice by the Union of any 
change of its officials and the steward, whenever practicable. 

Section 6: Commensurate with the provisions of the Agreement, recognized Union representatives shall be free 
to exercise their right to advaoce the best interest of the employees covered by this Agreement. No 
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representative shall be restrained, coerced, intimidated or discriminated against because of authorized 
activities on behalf of the Union. It is further agreed that no Union representative shall be denied any 
right or privilege to which otherwise entitled, because of his/her serving as a Union representative. 

Section 7: The Employer agrees that any DLA Union representative shall have reasonable time during work 
hours to leave the assigned work area to bring about a prompt and expeditious disposition of a complaint, 
grievance, or other matters of concern to the Union. It is further agreed that such activity shall be engaged 
in without any loss in pay or benefits to such employee. 

Section 8: An employee who alleges that he/she has a grievance or complaint shall, upon request to his/her 
immediate supervisor, be allowed time to rep01i his grievance or complaint to the appropriate Union 
representative. Such requests will generally be granted without delay, unless mission-related 
circumstances exist at the time. 

Section 9: When a Union representative needs to leave his/her work area to transact appropriate Union business 
during work hours, he/she shall notify his/her immediate supervisor, or relief. If immediate 
supervisor/relief is unavailable, he/she will notify the next level or any supervisor. Such notification shall 
include the general nature of the Union business to be transacted. The immediate supervisor will promptly 
authorize the Union representative to leave the work area, unless mission dictates otherwise. If 
authorization is denfed, the supervisor will inform the Union representative of the specific reason• for the 
denial, and when he/she can reasonably expect to leave the work area. The Union representative shall 
contact the immediate supervisor in charge of the work area he/she intends to visit by telephone or e-mail, 
disclose the general nature of his/her business, and an-ange an appropriate time to meet with the employee. 
The immediate supervisor in charge will make the employee available to leave the area, in the absence of 
mission related circumstances. The Union representative shall notify his/her supervisor upon his/her 
return to the work m:ea. 

Section 10: Upon request by the Employer or the Union, the Parties shall meet at reasonable times to discuss 
matters of mutual concern. Attendance at such meetings may, at the discretion of the respective parties, 
include supervisors and the steward as appropriate to the matters being discussed. Nothing in this section 
shall be construed as the right of either party to abrogate its responsibilities to consult or process 
grievances, or other contractual responsibilities as otherwise prescribed in this Agreement. 

Section 11: The Union agrees to conduct authorized business in an efficient manner and to guard against the 
use of excessive time. Telephone communications, as well as e-mail, will be used where practical in a 
reasonable effort to conserve time. In this regard, supervisors will make existing telephones and computer 
access available to the Union. 

Section 12: It shall be the intent of both Pmiies to resolve as many misunderstandings, disputes, complaints, 
and grievances at the lowest possible level. In the event the matter cannot be resolved at the lowest level, 
the issue will be elevated to the next level. 
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Section 13: Record of duty hours used by Union officials for Union activities, shall be maintained by the 
Employer. Official time charged to Union activities shall be restricted to time used for grievance 
handling, investigating complaints, meetings requested by the Employer or the Union, and time utilized 
for preparing and/or responding to agendas. Time spent by Union officials as members of boards and/or 
committees officially established by the Employer will be charged as regular duty time (e.g. RS, RF and 
RG). The steward will record the time used into EAGLE. The applicable regular hour code will be 
changed to "LX" (Leave, Nonworking Paid) for all duty time used for Union activities. The reason code 
(RsnCd) used for Union business are indicated below: 

BA- Representational, Term Negotiation 

BB - Representational, Mid-Te1m Negotiation 

BD - Representational, Labor/Management 

BK - Representational, Grievances and Appeals 

Section 14: It is understood that Union business conducted outside of normal working hours, if not required by 
the Employer, would be voluntary on the part of the steward and, therefore, not compensable by the 
Employer. 

Section 15: Upon written request, the Employer agrees to grant the Union up to 60 hours official time during the 
first year following the effective date of this agreement and up to 40 hours official time each 12 month 
period thereafter, for the Union to attend Union, Management, or FLRA sponsored Labor Management 
training. Requests shall be submitted at least two (2) weeks in advance and include the following: 

a. Name of Union representative(s) to attend training 

b. The duration, location, purpose and nature of the training 

c. A copy of the training agenda 

'Requests for a representative (s) to attend a training session will be approved or disapproved based on 
workload requirements and agenda content. 

Section 16: The Employer agrees to make arrangements for authorized local and international representatives 
of the Union to visit the DLA work spaces at reasonable times on appropriate business subject to 
applicable safety and security regulations. Such representative(s) will advise the Security manager of the 
purpose of any intended visit in advance. Visitation at the branch or shop level shall be ananged through 
the appropriate division office. 
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ARTICLES 

HOURS OF DUTY 

Section I: The basic workweek will consist of five (5) days, Monday through Friday, in which the employee is 
scheduled to work an eight (8) hour shift each day. 

Section 2: Basic workweeks of other than Monday through Friday may be established for employees, whenever 
the Employer determines the alternative schedule is the only efficient way to cany out the mission of the 
DLA Aviation/Distribution. When practicable, the Employer shall provide the Union a 10 business-day 
notice in writing, or via electronic communication, prior to implementing a change in the designation of 
work days constituting the-basic workweek ofBUEs. The Union (PresidentNice President) shall have 
an oppmtunity to negotiate the impact and implementation with the Employer, prior to implementing the 
change. 

Section 3: The Employer will, when possible, schedule basic workweeks so that all BUEs will have two (2) 
consecutive off days. 

Section 4: The Parties recognize three (3) shifts as follows: 

Lunch Period 

!st Shift 30 minute lunch period 

2nd Shift 15 minute lunch period 

3rd Shift None 

Shifts 

0700-1530 

1530-2345 

2300-0700 (if applicable) 

Section 5: The Patties agree that the Employer may, having a justifiable or compelling need, temporarily stagger 
the above start/stop times ofBUEs as necessary (i.e. mission need, or such things as matters concerning 
national security). Nothing shall be construed as imposing an obligation to alter stait/stop times of shifts 
for the sake of consistency, where the concern is minimal, or non-existent. The Employer agrees to 
provide the Union opportunity to offer input on the effect of such actions on BUEs; however, the· 
Employer retains the right of assignment. When a shift includes paits of two (2) calendar days, the shift 

rd 
will be known by the calendar day on which it begins. There will be no scheduled lunch period on 3 
shift. Employees will be permitted to eat lunch on the job, when it is possible to do so without leaving 
their assigned work areas. 

Section 6: When a continuous second or third shift is instituted, it is agreed that the nmmal second or third shift 
tour for the Unit shall be four ( 4) weeks. However, there may be times when BUEs may be 
asked/assigned to a shift for lesser/greater periods of time to meet workload schedules or requirements. It 
is agreed that deviations for these reasons may be made through collaboration between the appropriate 
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supervisor and the steward. Nothing in this section shall be interpreted as authority or pe1mission to effect 
changes on other than DLA Aviation/Distribution organizational elements. 

Section 7: Assignment to a second or third shift tour shall be made by DLAAviation/Distribution 
organizational element and job rating (required sldlls) from amongst employees assigned to the 1st shift 
only. Selection of such employees shall be made in accordance with the following procedures, except as 
provided otherwise in this Agreement. 

a. Employees within the appropriate job rating (required skills), who volunteer for the change 

b. Rotating such changes among employees in order of their appearance on the organizational 
element roster by job rating (required skills) 

c. Mandatorily assigning based on appearance on the organizational element roster by job rating 
(required skills). 

All volunteers to fill required billets will be utilized first. In the event there are not enough volunteers, 
employees will be mandatorily assigned from the organizational element roster by trade and job rating 
(required skills). Initially, when a new second or third shift is being established, and there are more 
volunteers than needed, employees shall be placed on second or third shift by service .computation date 
(SCD). Employees with the earliest SCD are selected in that order in the organizational elements involved. 
Once a second or third shift is established in a particular organizational element and the Employer needs 
to increase the numbers of employees on a shift, organizational element employees on the Overtime and 
Shift Assignment Record, A/D-12, (Appendix A) and Overtime Assignments roster, A/D-8, (Appendix B) 
will be asked to volunteer one at a time by the appearance of names, top to bottom. If there are 
insufficient volunteers to fill the identified vacancies, mandatory assignments shall be made by 
appearance of names, rotating mandatory assignments on the organizational element roster until every 
employee has been assigned, then repeating the process. Once the vacancies are filled, the last person 
mandatorily assigned shall be indicated. The tours of duty shall not be disturbed, except for the following: 

a. Request from employee; 

b. Mutual agreement between the Employer and the Union; 

c. Performance is less than fully successful; 

d. Leave issues of a continuous or progressive nature; 

e. Services are no longer needed; or 
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f. Uniquely qualified employee required on another shift (the qualified employee with the least 
amount of continuous time on the second or third shift will be moved). 

It is understood that volunteering to accept a second or third shift tour of duty does not exempt an 
employee when it becomes his/her turn for mandatory assignment. The assignments shall rotate by names 
on the organizational Ovettime Assignments roster. The Employer may bypass an employee, who 
volunteers, or is next to be assigned, in order to meet the need for a particular skill level. Separate records 
will be kept of all employees assigned to a second or third shift tour in oider to assure compliance, and 
will be made available to the Union npon request. • 

Section 8: Exceptions to the above procedure may be made based on the following: 

a. By mutual agreement between the appropriate supervisor and union steward; 

b. Organizational elements with reasonably equal skill levels and organizational elements that rotate 
from day to second or third shift on a regular basis will first utilize volunteers for the second or 
third shift to the maximum extent practicable; 

c. When the character of the work dictates the assignment of specific employees having special skills 
or training; or 

d. When necessary to give an employee formal training that caunot be reasonably obtained on the 
second or third shift. 

Section 9: In cases of intetTnpted or suspended operations, affected employees who cannot be assigned to other 
work shall be placed on excused absence, suffering no loss of leave or pay, when neither a 24-hour' s 
notioe, nor notice prior to the end of the preceding shift was given. In such situation, the Employer agrees 
to assign employees to work as .available to allow them to remain on duty. Declination of available work, 
will require employee to request annual leave, if available, or request leave without pay. Employees will 
not be forced to request leave to avoid excusing said employee without charge to leave. If and when. 
inclement weather conditions occur, the Employer agrees to comply with all safety regulations and 
requirements. 

Section I 0: BUEs required to work on Sundays as a pmt of their basic workweek will receive premium pay. 
Employees required to work in excess of a regularly scheduled work day will be compensated in 
accordance with applicable overtime regulations. 

Section 11: Employees in a non-work status for a majority of a second or third shift tour assignment, or change 
in the basic workweek, will be considered last in the organizational element and job rating assignment. 
Upon return to duty, by-passed employees will be considered first, prior to other employees, for future 
second or third shift assignments, or basic workweek changes. 



Section 12: The Employer agrees to maintain accurate records of all shift tours worked and declined at the 
organizational element level. Rosters may be reviewed on a continuing basis by the Steward and 
Supervisor, as necessary. 

Section 13: Shift hours may be changed under the following circumstances: 

a. To allow pmticipation in grievance appeals, disciplinary and other official hemjngs, investigations, 
and training. 

b. When the proposed change is predicated on the employees' written request, and the basis of the 
request is of a nature that would impose a serious imposition on the employee should it be denied, 
i.e. pmticipation in military reserve activities, scheduled civic affairs where the employee 
pmticipates in an official capacity, etc. 

st 
c. Employees assigned to 2nd and 3rd shift will come from the 1 shift. When a 2nd or 3rd shift is 

reduced in numbers, it will be done by reassigning the employee(s) with the least amount of 
unbroken time on the 2nd or 3rd shift to the 1st shift. 

d. In organizational elements where conditions exist that require the suspension of 1st shift, the 2nd 
shift will be considered the primary shift and staffing will be established from the primary shift. 

e. When an employee is moved from a shift, the employee shall have the right to return to the shift 
from which they were removed. If the need for re-staffing the shift occurs again during the life of 
this Agreement, the Paities agree that the employee with the greatest amount of unbroken 2nd or 
3rd shift duty shall be· the first to return to their initial shift, provided they possess the required 
skills level. • 

Section 14: It is understood that each employee shall be at his/her job site, ready and willing to work, at the 
scheduled staiting time of his/her shift and the conclusion of his/her lunch period. If an employee is 
required by the Employer to perfo1m work before or after his/her regular shift hours, he/she shall be 
compensated at the appropriate rate of pay. It is fu1ther understood that if an employee is directed by the 
Employer to repmt to a designated location prior to the scheduled sta1t of his/her shift, such time will be 
considered compensable at the appropriate rate of pay. 

Section 15: When administrative leave is authorized by the Employer, due to the breakdown of equipment, 
exh·eme weather conditions, acts of God, or other emergency situations without advance notice, all 
affected employees in a duty status shall be excused in accordance with applicable regulations and local 
instructions. 

~ 
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Section 16: The Employer and the Union agree that BUEs shall be allowed reasonable time for clean-up and 
stowage of government equipment. Supervisors shall be responsible for insuring the provisions of this 
section are administered in an equitable manner. While it is not intended by the Parties that this section be 
construed as a right of all BUEs, it is intended that BUEs be allowed such clean-up time, where it is 
necessaty. In addition thereto, supervisors will pennit reasonable clean-up time to BUEs at any time such 
employee is subjected to materials or other substances which create a potential hazat·d or unusually 
discomforting condition. 
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ARTICLE9 

OVERTIME (NON-EXEMPT EMPLOYEES) 

Section 1: Overtime work shall be paid at the appropriate overtime rates for non-exempt employees in 
accordance with the cun-ent pay regulations. Overtime rates shall include any shift differential or 
additional pay to which the employee is entitled. 

Section 2: The Employer agrees that overtime shall be distributed in a manoer that all employees assigned to 
the organizational element have reasonable opportunities to participate within their shift, organizational 
element, and grade/job series. Volunteer BUEs on the same shift, in the same organizational element, and 
grade/job series will be offered oppottunities by the appearance of names on the Overtime Assigrnnents 
roster, AID-8 (Appendix B), until the ove1time requirements are met. Mandatory assigrnnents ofBUEs to 
work overtime will be made based on earned hours with those with the least number of hours being 
mandatorily assigned first and those with equal hours being mandatorily assigned based on appearance of 
names, only after exhausting the procedure mutually agreed to by utilizing the A/D-8. The Union Steward 
and first line Supervisor shall review the overtime records at the conclusion of each month for accuracy 
and a formal detailed review shall be conducted semi-anoually (July and January). 

At the beginning of each new calendar year the Superv/sor will drop to zero the total for the employee or 
group of employees on the same shift, in the same organizational element, and grade/job series with the 
lowest total of earned overtime hours. All other employees of the same grade on the roster will have their 
individual earned overtime hours reduced by the total of the hours dropped from the employee(s) with tl1e 
lowest number of hows (e.g. Employee one has 10 hours, employee two has 20 hours, and employee 
three has 30 hours. With the new calendar year, employee one has zero (0), employee two has 10 and 
employee three has 20.) Newly hired employees, transfers, etc. are added to the bottom of the list and 
receive the average number of overtime hours earned. It is agreed and understood that the following 
situations may result in temporary deviations in overtime assignments: 

a. Employees must be qualified and physically able to pe1fo1m the overtime assigrnnent in an 
efficient manoer, thereby capable of completing the work with reasonable indoctrination or 
instrnctions. 

b. Employees working on jobs of shmt duration that extends into overtime situations where 
continuity is essential to the job. The Employer retains the right to keep the same employees on 
jobs of short duration unexpectedly given high priority, or delayed through no fault of the 
Employer. It is not intended that continuity of the job be used as a means for deviations in overtime 
rotation, where the work could be assumed without undue delay by another employee next in 
rotation or with less earned overtime hours. 

c. Employees assigned to overtime requiring special skills, or qualifications, as used in this context, 
are defined as skills acquired as a result of special training or schooling not readily transmissible to 
other employees within the same job series. When special skill situations create continuing earned 
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overtime imbalances, the Employer will give consideration to training other employees to insure 
special skills or lack of qualifications do not continuously affect the equitable distribution of 
overtime adversely. 

Section 3: When the Employer detennines ove1time is required, the Employer shall fast consider employees 
currently assigned to the organizational element and shift for the scheduled overtime. The Employer shall 
then consider other employees in different job series with DLA Aviation/Distribution who have the 
necessary sldlls to complete the mission. In such cases, the Employer shall follow the same procedures 
previously described in Section 2. Exceptions to the above procedures shall only be when special sldlls or 
abilities are not possessed by an employee assigned to the affected organizational element. Such 
exceptions shall be discussed in advance with the Steward and the first line Supervisor as provided in 
Section 8 of this Alticle. 

Section 4: It is mutually agreed that ove1time assignments shall be first made to employees working on the shift 
on which the oveitime need arises. Nothing herein shall be construed as requiring the Employer to notify 
or assign employees in the same organizational element, but on a different shift, to perfo1m ove1time on 
shift other than the current shift to which the employee is assigned. 

Section 5: The Employer may, upon request, relieve an employee from an overtime assignment. Whenever the 
next qualified employee in the organizational element on the ove1time list is selected to replace/relieve 
employees who have declined an ove1time assignment, the Supervisor may seek qualified volunteers from 
either the same or other organizational elements. The Employer will give appropriate consideration to 
employees in those cases where an unreasonable inconvenience to the employee would exist. All earned 
overtime shall be maintained cumulatively and continuously throughout the calendar year and must appear 
as overtime earned on the overtime posting. When an employee is properly scheduled and informed in 
advance of overtime work on a non-scheduled workday and fails to report, disciplinary action may be 
taken as a result of the unauthorized absence. Only records of the number of oveitime hours earned will be 
maintained on the primary organizational roster. The oveitime posting fmm shall indicate earned hours, 
accepts and declines as well as mandatory assignments in inst.ances when there are an insufficient number 
of volunteers. 

No employee shall be denied the opportunity to work overtime in accordance with Section 2 of this 
Article, for exercising his/her right to utilize annual or sick leave in accordance with the conditions 
outlined in this Agreement. Nothing in this Section shall be constmed as imposing an obligation on the 
Employer to assign overtime to an employee who is not present on the date the overtime is assigned, 
unless he is in a work status during his shift immediately preceding the ove1time assignment. For 
example, if assignment is made on Thursday for overtime to be worked on Saturday, the employee must 
be in a work status on either Thursday or Friday, but not both. When an employee is assigned to work 
scheduled overtime, and is absent on the day preceding the overtime without advanced approval, and does 
not notify his supervisor by phone normally within two (2) hours, but not later than three (3) hours after 
the beginning of the shift, that he/she will be present for the ove1time, his/her overtime will be canceled, 
he/she will be charged with a declination and another employee will be assigned. 
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Section 6: The Employer agrees to maintain accurate records of earned ove1iime in the organizational element, 
which will be available to the Union Steward on request. Ove1iime records will be reviewed and posted 
on a continuing basis by the organizational element Supervisor. Earned overtime hours shall be zeroed out 
at the beginning of each leave year. Closed out records will be maintained in accordance with the federal 
Records Retention Guide. All entries on the ove1iime record will be made in ink, erasures, tape, whiteout, 
etc., are not authorized. All changes will be lined through, initialed and identified by an asterisk, which 
indicates a notation on the back. Notations on the back of the ove1iime record will explain errors or 
improper entries. The Supe1visor of the organizational element is responsible for properly maintaining 
earned overtime records. 

Section 7: Employees in the same trade, grade, organizational element, and shift will be asked to volunteer by 
the appearance of names on the overtime record (AID 5330/12). All organizational element Supervisors • 
will post a list of employees assigned to work ove1iime by series. This list (AID 5330/8) shall be posted in 
a location mutually acceptable to the Supervisor and the Steward. 

Section 8: If employees are to be by-passed for reasons of special sldlls, continuity will be timely discussed 
with the Steward by the Supervisor. The reasons may include such things as special skills, continuity, 
qualifications, or physical requirements. Employees have the obligation to raise issues concerning 
overtime with the first line Supervisor no later than three (3) hour prior to the end of the shift, before the 
overtime is to be worked. Failure of the employee to pursue this matter as outlined above will negate the 
tight of the employee to grieve this matter. Supervisors have the responsibility to ensure that ove1time is 
properly distributed. 

Section 9: Employees shall be pe1mitted to eat while in a pay status during overtime assignments that extend 
more than two (2) hours beyond the normal work day, provided such activity does not intenupt or suspend 
the work effort. 



ARTICLE 10 

ANNUAL LEAVE 

Section 1: Employees shall earn annual leave in accordance with applicable regulations. Employees shall 
request leave using fmm OPM-71, Application for Leave. Approval of an employee's request for accrned 
annual leave shall be granted in a fair and impartial basis to the maximum extent possible, consistent with 
need for the employee's services during the requested leave period. 

Section 2: Employees submitting requests to the immediate supervisor for incidental leave in advance shall be 
promptly advised as to the disposition of the request no later than two (2) hours prior to the end of the 
shift, provided the request was submitted within the first three (3) hours of the shift. An exception may be 
made in those cases where the leave is applied for more than (3) days in advance. In such cases, the 
supervisor will advise the employee of the disposition of the leave request as soon as practical, but no later 
than three (3) work days prior to the date the requested leave is to be taken. When an annual leave request 
is disapproved, the specific reasons for disapproval will be provided in writing on the leave form to the 
employee. 

Section 3: Employees who experience unforeseen circumstances (emergencies) will notify the immediate 
supervisor, or designee, as soon as practical after the beginning of their scheduled work shift, which is 
normally within 2 hours, but no later than 3 hours. Such requests will be made by phone and will include 
the employee's name, organizational element designation, reason for absence, and estimated duration of 
absence. Absences beyond the initial estimated duration will also be requested. Leave requests for 
emergency reasons will be approved or disapproved upon receiving an explanation for the absence. The 
supervisor will initially record the requested type of accrued leave, if available, or leave without pay 
(LWOP). However, the supervisor may later change and/or disapprove the leave. Approval or 
disapproval of such requests submitted to the immediate supervisor on·an OPM-71, Application for Leave, 
will be made !mown to the employee as soon as a decision is made. 

Section 4: Annual leave requests of five (5) work days or more and leave around federal holidays shall be 
submitted to the supervisor prior to 3 0 April by employees with sufficient leave due and/or accrued will be 
approved. In the event a conflict arises as to choice of vacation periods, the supervisor will meet with the 
employees involved in an effmt to reach a solution, In an attempt to resolve conflicts, the supervisor shall 
approve/disapprove leave requests of employees repo1ting to the same supervisor with the same job series 
on a fair and equitable basis. The amount of excess leave (use or lose) of the employees may be 
considered. The conflict may be resolved in favor of the employee with earliest SCD. Employees 
requesting annual leave before 30 April will be notified of the disposition of the request byl5 May, or the 
first workday following. Employees may change the dates of his/her leave request; however, it may be 
disapproved, if it conflicts with previously approved leave. If unexpected annual leave is requested after 
15 May, the supervisor will malce every attempt to accommodate the request, consistent with workload 
requirements and established vacation schedules. In the event a subsequent shutdown or reduction of 
operations requires a change in approved leave, employees shall reschedule their leave requests. Approval 
will be subject to workload requirements. 
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Section 5: The Employer will announce any planned shutdown or reduction of operations as far in advance as 
practicable. During any period of shutdown or reduced operations, consideration will be given to 
assigning available work to employees with low annual leave balances. 

Section 6: Employees who have accumulated use or lose leave may be counseled in regard to scheduling such 
excess leave. 

Section 7: The Employer agrees that notification to employees and the Union shall be made by e-mail, 
memorandum, or other accepted means of communication for reduced operations and/or plant shutdowns. 

Section 8: When available, employees may be assigned to other work during their regular shift. If work is 
unavailable due to unforeseen circumstances, the appropriate leave, including administrative leave, will be 
granted. 

Section 9: When it becomes necessary that employees be assigned other work, employees may be assigned to 
such work as the Employer has available. 

Section 10: In the event a liberal leave policy is in effect at the time, the supervisor shall administer leave 
requests in accordance with the policy. 

Section 11: Employee requests for annual leave on their birthday shall be approved, provided the workload 
pennits and the employee has accrned annual leave. 

Section 12: When it is detennined that an emergency dismissal or closure is necessary ( e.g. severe weather 
conditions), employees in a duty status when the Commanding Officer announces dismissal or closure 
time, will be excused. Employees not in a duty status and on approved leave prior to the official dismissal 
will remain in a leave status through the end of the approved leave period. 
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ARTICLE 11 

SICK LEAVE 

Section I: Employees shall be granted earned sick leave in accordance with applicable statutes and regulations. 
The Union agrees that they will support management in seeldng sick leave conservation. 

Section 2: Sick leave, if requested and accrued, shall be granted to employees when they are incapacitated for 
the performance of their duties. When advanced planning is not possible, employees not reporting for 
work because of incapacitation for duty must contact his/her supervisor or the supervisor's designated 
representative within two (2) hours, but no later than three (3) hours after the start of his/her shift and 
request sick leave. The preferred method of notification is telephone. If the employee is not able to 
contact his or her supervisor by telephone, then he/she may use e-mail. Such notification shall not in itself 
be justification for approval or disapproval of sick leave. The supervisor will initially record sick leave, if 
available, or leave without pay (LWOP). If the request is denied, the supervisor may later change the 
recorded leave requested. 

Section 3: Accrued sick leave shall be granted for medical, dental, or optical examination or treatment, when 
requested. Except for emergency treatment, sick leave for these purposes shall be to the maximum extent 
possible obtained in advance. All requests for sick leave will be submitted to the innnediate supervisor 
using OPM F01m71, Request for Leave or Approved Absence. Employees requesting sick leave for 
emergency reasons, will submit an OPM-71 within two work days after their return to duty. 

Section 4: Medical Certification 

a. A medical certification constitutes administratively acceptable evidence where it contains the 
employee's name, the date(s) of the employee's absence, the signature of the medical provider 
who treated the employee, and a statement that the employee either received treatment or was 
unable to work during the stated period of absence. 

b. It is a policy of DLA Aviation/Distribution Cherry Point that an employee shall not be required to 
furnish a medical certificate to substantiate sick leave absences oftlu·ee (3) days or less (unless 
tmder a Letter of Requirement). Any absence greater than three (3) days will require medical 
documentation upon return to duty. However, the Parties recognize that in accordance with 
regulations, employees may be required to furnish a medical ceitificate and/or administratively 
acceptable evidence regardless of the duration of the absence. Employees must provide a medical 
certificate within 15 calendar days of the date it is requested. 

c. The Employer may issue a Letter of Leave Requirement to Unit employees, if it is believed that 
the employee's absences show patterns of possible abuse of sick leave privileges during the 
previous 12 month period. Occunences within the previous 12 month period that are unsupported 
by a medical ce1tificate, established patterns of sick leave usage in conjunction with weekends, 
holidays, inclement weather, and disapproved annual leave are some examples that may trigger the 
issuance of the letter. Further, any absence due to alleged illness where the Employer has evidence 



that the employee was not sick will be justification for issuance of a Letter of Requirement in 
addition to appropriate disciplinary action . 

. d. When the Employer counsels an employee with respect to the use of sick leave, such counseling 
should address occun-ences within the previous 12-month period. The employee will be given an 
opportunity to present any evidence that might support his/her contention that there is no abuse of 
sick leave privileges. The Employer will give consideration to any evidence presented by the 
employee. The Employer will prepare a written record of the counseling and provide two copies to 
the employee. The counseling will not be filed in the employee's official personnel file. An 
employee may request after six.months duration that a review of the counseling occur and if 
deemed appropriate by the reviewing Supervisor, the counseling may be removed. At least 
annually, the Employer will review the sick leave record of employees counseled. Should a review 
indicate no evidence of sick leave abuse during the review period, the employee will be notified in 
writing that the counseling is removed .. 

e. The Letter of Leave Requirement will provide written notice to the employee that he/she must 
furnish a medical certificate for each absence claimed due to illness. Such written notice will not 
be filed in the employee's official personnel file. An employee under such requirement may 
request after six months duration that a review of the sick leave usage occur and if deemed 
appropriate by the reviewing Supervisor the Letter of Leave Requirement may be removed. At 
least annually, the Employer will review the sick leave record of employees required to furnish 
medical certificates under Letters of Leave Requirement. Should a review indicate no evidence of 
sick leave abuse during the review period, the employee will be notified in writing that the Letter 
of Requirement is canceled. Absences covered by a medical certificate will not be considered as 
abuse of sick leave privileges under either of the above situations, unless the Employer has specific 
evidence, which contradicts the medical statements. 

Section 5: Employees sent home sick by the Occupational Health Physician shall not be required to furnish a 
medical certificate to substantiate such sick leave unless the absence exceeds three (3) continuous days. 

' 

Section 6: Upon submission of an Application for Leave (OPM-71) and medical certification, employees 
incapacitated for duty due to serious illness, or disability, may be .advanced sick leave, not to exceed thirty 
(3 0) days in a leave year, provided: • 

a. Employee is serving under a career or career-conditional appointment; 

b. Employee has completed a minimum of one (1) year continuous federal service; 

c. Has no accrued sick leave; 

d. Medical documentation indicates employee will be able to return to duty and perform full duties; 
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e. There is reason to believe the employee will return to work and will remain employed after his 
return to duty long enough to repay the advance of sick leave; and 

f. The employee does not have a cunent Letter of Requirement for leave abuse. 
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ARTICLE 12 

LEAVE WITHOUT PAY 

Section 1: The Employer will make a reasonable effort to authorize leave-without-pay (LWOP) to BUEs, when 
the LWOP is requested in writing on OPM Form 71with reasons specified, and the absence is feasible and 
consistent with workload requirements. 

Section 2: Employees returning to duty from approved leave will be granted such rights, privileges, and 
seniority to which they are entitled in accordance with applicable statutes and regulations. 

28 



ARTICLE 13 

HOLIDAYS 

Section 1: Employees shall be notified of the requirement to work holidays in accordance with the 
notification procedmes for overtime work (Article 9). The Union will be notified of the reasons for 
working the holiday, when the Employer contemplates working a holiday. The Employer will give due 
consideration to other feasible alternatives offered by the Union. 

Section 2: Employees working on holidays designated by federal statute or executive order shall receive 
appropriate compensation to include any applicable differentials. In accordance with 5 USC 5546, 
employees working on a federal holiday that occm within their administrative workweek shall be 
compensated at a rate double to their n01mal homly earnings, provided the work is not in excess of eight 
homs, or overtime work as defined by 5 USC 5542(a). 
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ARTICLE 14 
TRAVEL 

Section I: Employees required to travel in the comse of their duties shall be compensated in accordance with 
and as provided by applicable Depatiment of Defense Civilian Personnel Joint Travel Regulations (JTR). 

Section 2: Employees on authorized travel shall exercise the same care in the incUl'l'ence of expenses and 
accomplishing a mission that a prudent person would use if traveling on personal business. Unnecessary 
or unjustified excessive costs, circuitous routes, delays, or luxmy accommodations ai·e not considered 
acceptable as the application of prudence by the employee. 

a. Payment of per diem or actual expense allowances (including additional expenses incutrnd by 
disabled employees), as well as travel or transportation expenses, shall be in accordance with the 
provisions of the JTR. The Employer will provide training on the use of the Defense Travel 
System (DTS) and provide teclmical assistance, as needed. 

b. Except for emergency situations, as determined by the approving official, temporary duty (TDY) 
travel orders shall be issued in sufficient tinte prior to the departure on TDY .so as to petmit the 
employee to make orderly arrangements for obtaining transpottation requests and authorized 
advance for travel expenses. The Travel and Transportation Reform Act of 1998, (Public Law I 05-
264) imposes the requfrement that official travel will be charged on the GTCC and that the 
Employer must have certain procedures in place regarding travel. The GTCC is an Employer tool 
to be used in catxying out official travel. It is a government-issued card for official business only 
and is not a personal credit card of the employee. Infrequent travelers (no more than twice a year) 
are exempt from using the GTCC. The.Employer will publish infmmation on its web page that 
explains the pmpose of the travel card, its proper uses and answers common questions about using 
the card. Employees will normally not be required to use their personal credit cards or advance 
. their personal funds for govetmnent business. The Patiies understand that it is the Employer's 
policy that the government-sponsored travel card (GTCC) is used by all employees for expenses 
arising from official government travel, unless-otherwise exempt. 

c. Credit cat·d debts will be paid by split disbursement with the government forwarding the amount 
indicated by the employee on the voucher directly to the vendor. At a minimum, the amount 
forwarded to the vendor will include tl1e cost oflodging, transportation and rental car expenses. 
Any amount of reimbmsement due in excess of that paid to the card issuer will be remitted to the 
employee via electronic funds transfer. Employees will be responsible. for paying all travel card 
charges not covered by the government's remittance to the card issuer under the split disbmsement 
process. 

d. Upon completion of travel in accordance with Financial Management regulations, employees must 
file timely travel claims within five (5) work days of return to the permanent duty station. 

e. The employer will contact the employee in the event an account becomes 45 days delinquent. The 
employee will be notified in writing by e-mail when available of his/her du_e process. Should the 
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Employer decide to lower the amount of credit available to a travel card holder, the employee will 
be info1med of the change 30 days in advance. 

f. Employees may have a Union representative during conversations and meetings regarding disputes 
involving the GTCC. These meetings may be in person or by teleconference. Umesolved disputes 
may be addressed using the negotiated grievance Procedure. 

Section 3: Employees will be provided a reasonable rest period upon return from TDY. When an employee 
returns from TDY between midnight and 0600, due to circumstances beyond their control, the Employer 
will to the extent possible grant such employee(s) excused absence to provide for a reasonable rest period 
prior to the employee's return to duty. 

a. The approving official (AO) shall dete1mine the mode of transportation which is most 
advantageous to the government. 

b. If approving official determines an automobile is required for travel, a government-owned or 
leased automobile shall be used whenever it is reasonably available. The use of a privately owned 
vehicle (POV) may be authorized only where or when it is more advantageous to the government 
or for the convenience of the govermnent. 

c. When an employee elects to travel by a method of transportation other than that officially 
authorized, reimbursement to the employee shall be limited to the cost of a constructive basis that 
would have been incurred by the government for the officially approved mode of transportation or 
the actual cost incurred by the employee, whichever is less. 

Section 4: Upon completion of official travel, the employee shall promptly submit vouchers for reimbursement 
to the appropriate office for processing. The employee shall be permitted to resolve any matters 
concerning financial reimbursement during his/her regularly scheduled work hours without loss of pay or 
charge to leave. In the event the authorizing official is not available to act on a travel voucher within a 
reasonable amount of time, the Employer will designate another official to review and act on the voucher. 
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Section 1: GENER.AL 

ARTICLE 15 

PERFORMANCE EVALUATION 

a. Periodic observation and evaluation of performance, accompanied by discussions, should serve to 
increase understanding between supervisors and subordinate employees regarding perfo1mance. 

b. DLA Aviation/Distribution Management will prepare and use WTitten perfonnance plans to evaluate 
the work of subordinates. Perfotmance plans will by applied to an employee in a fair and objective 
manner. Upon request, the Employer will provide the Union existing production records to 
substantiate that the application of the performance standards is based on a fair and objective review 
of actual production, if such production records are applicable arid available. The requested data 
must be relevant and for the purpose of carrying out representational duties, 

c. Performance plans must be current and derived from the duties and responsibilities of the position 
and be reasonably attainable. 

d. Employees will be given the opportunity to participate in the initial development and substanti.al 
revision of performance plans for their positions. Employees may suggest changes to their 
performance plans during the rating cycle. • 

e, DLA Aviation/Distribution Management will keep employees informed periodically of their 
performance, and must provide them with counseling and training necessary to be fully productive. 

f. Performance ratings will be one of the bases for decisions regarding employee training, awards, 
reassignments, promotions, within-grade increases and quality increases, retention, reductions in 
grade, and removals from the federal service. Employees whose performance falls below the fully 
successful level will be given the opportunity to improve. 

g. The Agency will not prescribe a distribution of levels of ratings from employees covered by this 
Agreement. Each employee's performance will be judged solely against his/her perfo1mance 
standards. 

h. Employees who serve as representatives or officials oflabor organizations will be solely on the basis 
of how well they perfotm the duties and responsibilities of their officially assigned positions. They 
will not be disadvantaged in their perfmmance rating because of the time spent in a representational 
capacity. 

i. Employees who spend 100% of their time as labor representative or officials of labor organizations 
are considered unrateable for performance appraisals purposes. For reduction in force, employees 
who spend I 00% of their time as labor representatives will receive a modal rating. 

Section2: PROCEDURE 

A. Establishing Written Performance Plans 
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1. Written perfmmance plans related to the duties and responsibilities of each position will be prepared, 
revised as necessary and kept current. Perfmmance plans will set forth the criteria by which work will 
be measured for each critical element. Employees will be encouraged to participate in the initial 
development of perfmmance plans for their positions and may make suggestions to their supervisor 
concerning changes thereto during the rating cycle. To the extent feasible, the performance standards 
should include specific, measurable, achievable, relevant and timely (SMART) criteria, which provide 
the framework for developing effective results and expectations. To the maximum extent feasible, 
perfo1mance standards shall be objective and provide opportunities for outstanding perfonnance. 
Absolute (i.e., pass/fail) standards are permissible when a single instance of failure to meet the standard 
could result in death, injury, breach of security, or great monetary loss. Any substantial change to or 
revision of perfmmauce plans will be discussed with both the Union and the concerned employees, and 
their comments will be considered prior to the plan becoming official. 

2. Performance standards describe how the requirements and expectations provided in the performance 
elements are to be evaluated. Perfmmance standards must be provided for each perfmmance element in 
the performance plan and will be written at the Outstanding, Fully Successful and Unacceptable level. 

3. An employee will be provided a copy of the performance plan for his/her positions at the beginning of 
each appraisal period, upon initial entry into the positions, and when a new or revised performance plan 
is established. 

4. When a new or substantially revised perfo1mance plan is prepared, copies of the draft plan will be 
provided to the employee(s) and the Union. While the content of the pe1formance plans is the exclusive 
determination of the Employer, the Employer will give consideration to any comments received from the 
employee or Union prior to the perfmmance plan( s) being finalized and implemented provided they are 
received within 5 work days. An employee's initials or signature does not imply agreement with the 
performance plan. 

5. Changes will be acknowledged and the revisions noted in the My Performance appraisal tool. 
Employees will be advised if: 

a. The element or standard will apply at the beginning of the next appraisal cycle; 

b. The plan is being updated during the current cycle (if the employee does not have an opportunity to 
perfmm under the revised element( s) for the minimum 90-calendar-day period, the revised elements 
will not be rated; or 

c. The cunent appraisal cycle is being extended by the amount of time necessary to allow 90 days of 
observed perfo1mance under the revised element or standard. (Extending the appraisal cycle will 
affect the start date of the employee's subsequent appraisal cycle; however, the subsequent appraisal 
cycle will still end March 31 of the following calendar year. 

6. To the extent practicable, as determined by the agency, employees performing like duties and worldng 
under the same position description will have the same standards. 

B. Discussing Performance with Employees 
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1. Performance appraisal is a continuous process involving periodic discussions between the supervisor 
and the employee ( at least three documented discussions per year, initial, one mid-period discussion and 
a summary discussion at the end of the appraisal period or when perfmmance is rated). Every effmt 
should be made to assure that employees understand tbe perfo1mance plan for their positions, as well as 
the extent to which their performance meets standards. Employees at their request will receive 
clarification of any aspect of their plan which is not clear. 

2. When an employee's performance falls below the Fully Successful level, the employee will be 
counseled regarding his/her perfo1mance and the consequences that may result such as denial of a 
within-grade increase, inability to be considered for merit promotion and loss of (RIF) retention 
standing. 

3. Each employee's performance will be discussed at the time a rating is given. Ifan employee is 
temporarily unavailable for this discussion, the supervisor should reschedule the discussion. 

4. Formal performance discussions will be documented in the automatic tool (i.e., MyPerformance). If 
written (paper-based) documents are used the employee will be furnished with copies of the documents at 
the time of the meeting. Fotmal performance meetings will be held in person, to the extent practicable, 
which may include the use ofvarious video teleconference or.office communication tools (e.g. "Skype") 
to ensure face to face communication. The meetings will be in private. The documented discussions will 
include the employee's accomplishments and contributions; employee's level of performance, including 
any are.as that need improvement; baniers to success; and employee's developmental needs and career 
goals. 

C. Rating Perfo1mance 
1. The DoD and Aviation/Distribution rating cycle shall begin April 1'' of each calendar year and end on 

March 31st of each calendar year. Ratings will be based and given to employees under a position for at 
least 90 calendar days under an approved perfo1mance plan. When an employee changes from one 
position to another, but has served 90 calendar days in the fo1mer assignment for the losing supervisor, a 
nairntive assessment will be prepared and forwarded to the gaining supervisor. To the extent applicable, 
that nmrntive assessment will be considered when the employee's perfmmance is rated at the end of the 
appraisal period. When a position change occurs during the last 90 days of the appraisal period and the 
employee is otherwise eligible for a rating, a rating of perfo1mance will be prepared. Ratings thus 
prepared will thereby become the rating of record for the appraisal period. 

2. Descriptions of Performance Ratings Levels. The perfo1mance rating assigned should reflect the level 
of the employee's performance as compared to the standards established. 

3. Employees will be advised in sufficient time of deadlines in which employee input is due for 
consideration in the performance evaluation. 

4. Employee self-assessments should be given serious consideration in developing the perf01mance rating 
for that employee. 

5. Choosfog not to provide the voluntary self-assessment will not disadvantage an employee relative to 
those who do provide such assessments, in and of itself. However, it is the perfo1mance of the employee 
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with regard to the performance that should ultimately determine the rating and the rating official remains 
responsible for adequately and accurately observing, fostering, motivating and evaluating that 
perfo1mance throughout the entire rating period. 

6. Supervisors will write a performance nanative that succinctly addresses the employee's performance 
measured.against the perfo1mance standards for the appraisal cycle. (a) The performance naiTative 
discusses the employee's performance and provides suppmt for the other Personnel actions. (b) 
Perfmmance narratives are required for each element rated as a means of recognizing all levels of 
accomplishments and contributions to mission success. 

7. An employee who has been on long teim training or other lengthy absence from duty, or for other 
reasons has not completed the minimum 90 days of work necessary for a rating at the end of the 
appraisal period is not eligible for a rating. When either a temporary promotion or a reassignment NTE 
(date) is processed, the agency will ensure that an appropriate performance plan exist for the position. If 
one is not available, he/she must follow the procedures outlined in Section 3.(a) above. 

8. When a performance rating is prepared, each performance element will be rated consistent with the DoD 
instruction 14000.25, volume 431, (e.g., Outstanding, Fully Successfully, and Unacceptable). 

9. In the event the employee has had insufficient opportunity to demonstrate on an element, the element 
will be annotated as umateable and will not be considered in d.ete1mining the summary objective rating 
unless the supervisor(s) extends the appraisal cycle. 

10. If an employee's performance fails to completely meet the Fully Successful level, perfo1mance for 
that element should be rated Unacceptable. The appraising supervisor will provide a copy of the 
completed performance rating to the employee, discuss its content and the employee's performance and 
obtain the employee's aclmowledgement, which will be documented in MyPerfo1mance. The 
employee's acknowledgement does not imply agreement; it merely verifies that the rating has been 
received and discussed. • 

11. When an employee has been infmmed that his/her perfmmance is below the Fully Successful level, the 
Employer will promptly initiate efforts to help the employee overcome the deficiencies. 

12. When employees are appraised, supervisors will-consider extenuating circumstances (such as special 
assignments, abnormal worldoad fluctuations, etc.). 

13. Employees will be assessed on the DoD or DLAAviation/Distribution values, and activity-level goals 
and objectives, only to the extent applicable to the assessment of individual performance elements as 
described in the perfo1mance standards for each element. 

14. A performance standard is a statement of the expressed level of achievement in terms of the quality, 
quantity, timeliness, etc., required for the perfmmance of an element of an employee's job. Application 
of all perfo1mance standards shall be fair and equitable, and consistent with regulatory requirements and 
the requirements of the position. 

D. Rating Peffmmance during the Appraisal Period 



I. It is expected that employees will usually receive only one performance rating per year. However, 
perf01mance may be rerated when an employee's performance in one of more critical elements has 
become Unacceptable. Consistent with government wide regulation, performance must be rerated when 
the rating of record does not agree with the decision to .grant or withhold a within grnde increase. 
Normally, supervisors will counsel employees about performance deficiencies that would result in a 
denial of a within-grade increase sufficiently in advance of the due date ( 60 days, when applicable) so as 
to allow them the oppo1tunity to improve their performance to Fully Successful level. 

2. A re-rating may not take place until the employee has completed a minimum of 90 calendar days in the 
job working for an appraising supervisor, and at least 90 days have elapsed since the previous rating. It 
is not necessary to rerate an employee at the end of a warning period (see Section 4 below) in order to 
take an appropriate perf01mance-based personnel action. 

E. Appraising Performance - Detail, Temporary Promotion, or Reassignment NTE (date) 

1. When a detail, temporary promotion, or reassigrnnent NTE (date) within DLA Aviation/Distribution is 
expected to last 90 days or more and a change to the performance plan is required, the employee will be 
furnished with a copy of the pe1formance plan for the position. 

2. Upon completion of a detail, temporary promotion, or reassignment NTE (date) lasting 90 days or more, 
the employee will receive a nan·ative statement documented in MyPerfmmance. A nanativc statement is 
a brief nanative description of an employee's performance, accomplishments and contributions during 
the temporary assigrnnent. A narrative statement is not a rating of record. 

3. If the temporary promotion or reassigrnnent NTE (date) lasted less than 9 months during the rating 
period, such a narrative statement is for information only and does not become the rating of record. It 
will be considered to the extent that it is applicable to the employee's regular position when the 
employee's pe1f01mance is rated at the end of the appraisal period. 

F. Probationary Period Evaluation 

1. During the probationary period required after competitive appointment, a new employee will be 
appraised to dete1mine whether conduct, pe1f01mance, and overall fitness wan-ants retention in the 
Federal service. 

2. Management will evaluate a probationary employee's conduct and perfo1mance not later than 2 months 
prior to the completion of the probation period. A written evaluation and recommendation must be 
submitted on whether or not the employee should be retained. This probationary period evaluation does 
not take the place of the annual performance rating. This provision does not prevent the Agency from 
separating a probationary employee for any reason during the remainder of the employee's probationary 
period. 

3. 5 CPR 315 provides guidance and procedural requirements for the separation of a probationary 
employee. 

G. Performance Ratings and Other Personnel Actions 



1. An employee's perfmmance will govern the decision to grant or withhold a within grade increase when 
one is due, General Schedule (GS) employees must be performing at "an acceptable level of 
competence". An acceptable level of competence equates to a rating of the record at the Fully 
Successful or higher summary level. Employees covered by the Federal Wage System must perfmm at a 
"satisfactory" or higher level as provided in 5 U.S.C, 5343( e)(2), A satisfactory rating equates to a 
rating of the record at the Fully Successful or higher summary level. The most recent rating of record 
must agree with the decision to grant or withhold a within grade increase. 

H, Effective Date of Appraisal. A rating of record is final when it is signed by the employee's supervisor, in his 
or her capacity as rating official and, where required by DLA Aviation/Distribution policy, by a higher 
level reviewer (HLR). A rating of record finalized before June 1, will effective June 1. 

I. Referencing (Reduction.in Force), In the event the Employer ls conducting a Reduction In force, the 
Employer will ensure that all perf01mance ratings based on the established cutoff, are entered into DCDPS 
prior to generating a retention register. 

J, Perfmmance Rating Grievances 

1. Employees are expected to seek informal resolution of disagreements with their supervisors concerning 
performance ratings. A grievance may be filed only after a performance rating has been completed and 
communicated to the employee. If it is alleged that the summary rating has been incon-ectly determined, 
it should be reviewed and conected, if appropriate;by DLA Aviation/Distribution management. Only 
allegations of inc01Tect deten:ninations of the summary ratings or ratings of individual critical elements 
may be grieved; the sunnnary ratihg itself may not be grieved. The sunnnary rating will be 
appropriately adjusted automatically depending upon the outcome of a grievance on one or more critical 
elements. 

2. When an employee grieves one or more critical elements rated below Fully Successful, the burden of 
proof that the rating(s) given are proper rest with DLA Aviation/Distribution management. 

Section 3: WARNING EMPLOYEES OF SERIOUS PERFORMANCE EFICIENCIES 

A. When performance is considered by DLA Aviation/Distribution management to be below the Fully 
Successful level for non-probationary employees, the supervisor will counsel the employee concerning 
perfo1mance deficiencies, specifically identify areas of perfmmance below the Fully Successful level, 
explain what must be done to improve, and suggest ways for improvement. More than one counseling 
session may be before an employee is able to demonstrate Fully Successful performance, 

1. As a matter of practice, performance deficiencies should be addressed· as early as possible during the 
performance cycle. Supervisors should follow the procedures in DLA 1400.25, Volume 431 titled 
"Addressing Perfonnance Issues Early", 

2. Unacceptable Perfmmance: If perfmmance is considered to be at the Unacceptable level in one or 
more critical elements after documented counseling and assistance regarding perfmmance 
deficiencies so that the employee is aware of such deficiencies, a "Letter of Warning" will be issued 
to the employee. To the extent practicable, counseling will be face-to-face. The letter will state that 
performance is considered to be Unacceptable, esiablish a period (normally not less than a minimum 
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of 90 days) during which the employee will be expected to attain the Fully Successful level in the 
deficient element(s) and generally include the following: 

a. Identification of each critical element in which performance is considered to be Unacceptable and 
description of those aspects of work that are deficient. 

b. What pe1formauce is required to overcome the deficiencies. 

c. The personnel action (reassignment, demotion, or removal) that may result if perfonnance is not 
improved to the Fully Successful level and generally, the types of assistance DLA Aviation/Distribution 
management detennine necessary to jmp1'ove perf01mance. 

3. The written perfo1mance plan must form the basis for the requirements of the warning letter. During 
the warning period, the employee must be periodically counseled noting where improvements have 
been made and where they have not. A wiitten record of each counseling session should be kept 
showing the date, nature of assistance and advice, and how the employee is progressing. If an 
annual perfmmance rating becomes due during the warning period, the rating will be defe1Ted until 
the end of the period and the employee will be notified of such defe1ment. 

4. The "Letter of Warning" will be canceled and the employee info1med if during or at the end of the 
warning period, perfo1mance has improved to the Fully Successful level. If performance is 
Unacceptable in one or more critical elements at the end of the warning period, the employee must 
be either reassigned or demoted to a position where it is considered by DLA Aviation/ 

5. Distribution management that he/she could perform all critical elements at the Fully Successful 
level, or must be removed from the Federal service. 

Section 4: REMEDIAL ACTIONS BASED O UNACCEPTABLE PERFORMANCE 

A. An employee may be reassigned, demoted, or removed from the Federal service because of 
Unacceptable perfo1mance in one or more critical job elements. A decision for such action may only be 
based on instances of Unacceptable perf01mance which occuned within a 12-month period ending with 
the date of the proposed action. However, before it is proposed to remove an employee for 
Unacceptable perfo1mance, consideration must be given to the advisability of a reassignment or 
demotion to another position where it is likely the employee could perfmm acceptably. 

B, Demotions and removal_s due to Unacceptable performance are actions Subject to the fo1mal job 
protection procedures. When proposing to take such as action under 5 CPR 432, the following 
procedures will be followed: 

1. Employees will be advised of their light to representation and will be given a (minimum 30 calendar day 
advance notice). 
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2. The charge must list the critical job elements and standards of perf01mance that were not met. It must 
include the basic facts developed in following the warning period outlined in paragraph A above. 

3. A reasonable amount of official time to prepare and present a reply to the charge must be given and the 
employee so info1med in the notice of proposed action. 

4, Any records or documents relied upon to supp01t the charge will be made available to the employee or 
their representative(s) for review upon request. Information on this matter must be also provided in the 
notice of proposed action. 

5, Any reply made by the employee must be carefully considered. If it is decided that the proposed action 
is wananted and suppmted, the employee will be given a d notice of decision. The decision to take the 
action must be made by the approving official. The notice of decision must include inf01mation on the 
employee's appeal or grievance rights, as appropriate, as well as the right of Union representation. 

6. The employee will be notified in writing when it is decided to cancel the proposed action. 

C, A performance-based action may also be taken under 5 CPR 752 when the requirements of these 
regulations are followed, 

D. The procedural requirements above do not apply to the separation of employees during their 
probationary period after competitive appointment. Requirements pertaining to probationers are 
contained in Prut 315, 5 CPR. 

Section 5: PERFORMANCE APPRAISAL RECORDS 

A. The DoD iutomated appraisal tool, MyPerformance, will serve as the Employee Perfmmance Folder 
(EPP) for performance plans and ratings. These records will be retained consistent with government
wide regulation, typically 4 years. 

B. All bargaining unit employees will have access to computers and duty time for the purpose of utilizing 
MyPerfmmance, All eff01ts will be made to avoid disadvantaging employees who do not regularly use a 
computer in their jobs. To the extent the Agency requires employees to sue computers or the 
Performance Management system. Those employees will receive any necessary training and assistance, 

C. Employees, and their union representatives, if requested, will be able to see the perfonnance related 
infmmation about themselves that is kept in the system and will have subject to mission requirements, a 
maximum of 1 hour per week during their regular work schedules and the right to enter into the system 
their own achievements and successes. The system will not allow anyone to change anything that was 
entered by another person (i.e. supervisors cannot change an employee's entries). Employees will be 
offered training in preparing.self-assessments of their own petformance, Those employees who do not 
write this type of document in the course of their nmmal duties will be given necessary assistance so as 
not to be disadvantaged. 

D. The Agency will ensure that the electronic performance management system complies with all privacy 
requirements. 7 
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Section 6: GLOSSARY 

A. ACRONYMS: 

ASD (M&RA) - Assistant Secretary of Defense for Manpower and Reserve Affairs 

CFR- Code of Federal Regulations 

CSRA- Civil Service Refo1m Act 

DASD (CPP) - Deputy Assistant Secretary of Defense for Civilian and Personnel Policy 

FR - Federal Register 

HLR - Higher Level Reviewer 

NAVAIR- Naval Air Systems Command 

NAVSEA - Naval Sea Systems Command 

PIP - Perf01mance Improvement Plan 

QSI - Quality Step Increase 

SMART - Specific, Measurable, Achievable, Relevant, and Timely 

SPAWAR- Space and Naval Warfare Systems Command 

U.S.C. - United States Code 

USD (P&R)- Undersecretary of Defense for Personnel and Readiness 

WGI - Within-Grade Increase 

B. DEFINITIONS: These terms and their definitions are/or the purposes of this volume. 

Acceptable Performance-Performance that meets an employee's perf01mance requirements or standards in 
the elements being assessed. 

Appraisal - the process by which performance is reviewed and evaluated. 

Appraisal Cycle - A I-year period (April 1 - March 31) established by the DoD Perf01mance Management and 
Appraisal Program in which an employee's performance will normally be reviewed, and a raging of 
record will be assigned. 
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Approved Performance Plan -A performance plan written, reviewed, and approved in accordance with DoD 
Component procedures, which communicates expectations and requirements of employee perfonnance for 
the appraisal cycle. 

Critical Element - A type of perfmmance element in which a work assignment or responsibility is of such 
importance that unacceptable performance is unacceptable. Critical elements are only used to measure 
individual perfo1mance. 

Detail - A tempormy assignment to a different position or a set of duties for a specified period. The employee 
is expected to return to his or her permanent position of record at the end of the assignment. 

Employee Performance File -A record containing copies of employees' performance ratings of record, 
including the performance plans on which the rating are based. It also includes all perfo1mance-related 
records, such as forms or other documents, maintained as a system ofrecords within the meaning Section 
552a of Title 5, U.S.C., also known as the "Privacy Act of 1974". 

HLR- A senior-level management official, normally above the level of a rating official. 

Matrixed Employee - An employee hosted by an organization at a location apart from his or her permanent 
supervisor or organization of record and who is performing work for his or her organization of record. 
The employee may receive taskings from the host organization but he or she remains under the authority, 
direction, and control of his or her organization of record. 

Minimum Period of Performance - the minimum appraisal cycle for the DoD Performance Management and 
Appraisal Program is 90 calendar days on an approved performance plan. 

MyPerformance - The DoD automated appraisal tool authorized for use by both supervisors and employees to 
document the perfmmance management process of the DoD Performance Management and Appraisal 
Program. 

Opportunity Period to Demonstrate Acceptable Performance - A reasonable period for the employee whose 
performance has been dete1mined to be unacceptable in one or more elements to demonstrate acceptable 
perfmmance in the elements(s) at issue. 

Performance-Accomplishment of work assignments or responsibilities. 

Performance Discussion- Joint communication between the supervisor and employee about the employee's 
work performance and its link to organizational effectiveness. The discussions may consist of verbal 
feedback sessions or formal progress reviews. 

Performance Element Rating- The written, or otherwise recorded, appraisal of performance compared to the 
performance standards for each element on which there has been an oppo1tunity to perform for the 
minimum period of performance. 



Performance Improvement Officer -A senior-level organizational leader with responsibility to supervisor 
agency perfonnauce management activities; advise agency leaders about measuring organizational 
performance; and assist with integrating performance info1mation into an agency's employee performance 
appraisal process. 

Performance Management -the integrated process by which an agency involves its employees in intproving 
organizational effectiveness in the accomplishment of agency mission and strategic goals. Performance 
management consists of performance planning, monitoring employee perfmmance, evaluating employee 
pe1formance, and recognizing and rewarding employee perfmmance. 

Performance Plan -All of the written or otherwise recorded, perfmmance elements and standards that set 
expected performance. A plan must include critical elements and their performance standards. 

Performance Rating-An ordered category of perfmmance from Level I through Level 5, with Level I as the 
lowest and Level 5 as the highest. Level 1 is "Unacceptable"; Level 3 is "Fully Successful"; and Level 5 
is "Outstanding". Also known as "Summary Level". 

Performance Standard - The management-approved expression of the perf01mance threshold, requirement, 
and expectations that must be met to be appraised at a particular level of performance. A performance 
standard may include, but is not lintited to, quality, quantity, timeliness, and manner of pe1formance, 

PIP - A strategy developed for an employee at any point in the appraisal cycle when performance becomes 
unacceptable in one or more elements. This plan affords an employee the opportunity to demonstrate 
acceptable perfmmance and is developed with specific guidance provided by the servicing human 
resources office. 

Progress Review - A type of formal perfo1mance discussion in which the supervisor communicates with the 
employee about the employee's performance compared to his or her performance standards. Supervisors 
are required to conduct at least one fo1mal progress review during the appraisal cycle. 

Promotion - A change of an employee, while serving continuously within the same agency, either to a higher 
grade when both the old and the new positions are under the General Schedule or under the same type 
gi'aded wage schedule, or to a position with a higher rate of pay when both the old and the new positions 
are under the same type of ungraded wage schedule, or are in different pay method categories. 

OSI-An increase in an employee's rate of basic pay from one step or rate of the grade of his or her position to 
the next higher step of that grade or next higher rate within the grade ( as defined in Section 531.403 of 
Title 5, CFR). Only an employee who receives a rating of record of "Outstanding" or equivalent is 
eligible. 

Rating of Record -The performance rating level assigned at the end of an appraisal cycle for performance of 
agency-assigned duties over the entire cycle. 

Rating Official- The person responsible for informing the employee of the duties of his or her position, 
establishing performance standards, providing feedback, appraising performance and assigning the 
performance rating. Normally, this is the employee's immediate supervisor. 



Reassignment - The change of an employee, while serving continuously within the same agency, from one 
position to another without promotion or demotion. 

Reduction In Grade - The involuntary assignment of an employee to a position at a lower classification or job 
grading level. A reduction in grade is also refened to as a demotion. 

Removal - The involuntary separation of an employee from federal service. 

SMART - An acronym for criteria that can be used in writing and evaluating perfmmance standards; specific, 
measurable, achievabie, relevant, and timely. 

Supervisor (CSRA)- Position meets the definition of"supervisor" in Section 7103(a)(10) oftitle 5, U.S.C., 
but does not meet the minimum requirements for application of the General Schedule Supervisory Guide. 

Unacceptable Performance - Performance that fails to meet the established perfotmance standards in one or 
more elements of an employee's position. It is refened to as a Level 1 rating under the DoD Perfmmance 
Management and Appraisal Program. 

WGI -A periodic increase in an employee's rate of basic pay from one-step of grade of his or her position to 
the next higher step within that grade. The employee's rating of record must be at the "Fully Successful" 
level to be eligible for a WGL 

Section 7: Implementation and Labor-Management Cooperation 

The parties IAMAW Local Lodge 2297 .and DLA Aviation/Distribution agree to use the existing labor
management meeting sh·ucture to discuss issues regarding the implementation of the Program, trends and 
on-going perfmmance culture changes. Consistent with the DoD evaluation requirements, the parties also 
agree to work together in an effmt to improve the application of the procedures and DoD instructions and 
on an ongoing basis continue to enter into discussions regarding the program's evaluation criteria. 
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ARTICLE 16 

REDUCTION IN FORCE 

Section 1: This Article shall be interpreted to conform to 5 CFRPart 351. A "reduction-in-force" (RIF) occurs 
when the Employer releases an employee from his/her competitive level position by separation, demotion, 
furlough for more than 30 days, or reassignment requiring displacement, due to a lack of work or funds, 
reorganization, change to lower grade, based on reclassification due to an erosion of duties when the 
action will take place after the Agency has f01mally announced a RIF in the employee's competitive area, 
and when the RIF will take effect within 180 days, or when the need to make a place for a person 
exercising reemployment rights requires the Employer to release the employee. RlF procedures do not 
apply to the return of an employee to his/her regular position following a temporary promotion or to the 
release of a reemployed annuitant. 

Section 2: The Employer and the Union share a mutual interest in assisting employees who are adversely 
affected by RIF. The parties agree that placement efforts are a priority. The Agency will assign displaced 
employees in accordance with the provisions of 5 CFR Pati 351. 

ln accordance with applicable laws, rules, and regulations and any existing vacancy that the. Employer 
elects to fill will be utilized to place employees in continuing positions that otherwise would be separated 
from the service. The Employer will support employee job search effo1is and will approve employee use 
of atmual leave for this purpose, workload permitting. To the extent practicable, the Employer will 
provide job education and re-training programs such as resume counseling, lectures, professional 
conferences, and workshops, etc., during duty hours. The Employer will give consideration to reasonable 
amounts of duty time for resume prepat·ation, job interviews, etc. for employees who are adversely 
affected by RIF. The Employer will contact the appropriate state employment service concerning all 
affected employees for job placement and re-training services. 

Section 3: The Employer agrees to notify the Union of pending RIF actions affecting employees of the Unit, at 
which time the Union may make its views and recommendations known concerning the implementation of 
such RlF actions. 

Section 4: All career and career-conditional employees separated by RIF actions shall be placed on the 
Reemployment Priority List in accordance with applicable regulations in effect at the time. BUEs will be 
granted all reemployment priority consideration and benefits to which they are entitled through applicable 
regulations. 

Section 5: The Employer will notify the Union of any RIF in order to negotiate appropriate arrangements for 
implementation of the specific RIF. The notice will be in writing and, when practicable, provided at least 
90 calendar days prior to the effective date of the RIF. The notice will include the reason or the RIF, the 
types and estimated number of positions to be abolished, and the proposed effective date. Affected 



employees will be notified not less than 60 days prior to the effective date. To the extent practicable, RIF 
notices will be delivered in person. 

Section 6: Following notification of a RIF, the Employer shall volW1tarily furnish to the Union, upon request, 
any relevant and available documents or information concerning the RIF, subject to any Privacy Act or 
other statutory limitatii:ms. Any additional infmmation not provided at that time shall be subject to a 
fmmal written request for inf61mation. The request for information must demonstrate a particularized 
need for the information. 

Section 7: The Union shall be furnished a copy of all RIF notices issued to BUEs. 
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ARTICLE 17 
POSI11ON DESCRIPTIONS 

Section 1: The Wage and Classification Program shall be administered within the guidelines and authority 
established by the Office of Personnel Management (OPM) authority. Activities will apply to newly 
issued OPM classification and job grading standards within a reasonable time in accordance with 
applicable regulations. The Union will be notified reasonably in advance when any changes in position 
classification or job grading standards will impact BUEs at DLAAviation/Dish'ibution at Cheny Point, 
NC. When an encumbered position is reclassified downward, the employee will receive grade/pay 
retention and priority consideration entitlements in accordance with applicable regulations. Copies of all 
Unit position descriptions will be provided to the Union. When a position is reclassified and it results in a . 
change in series or grade, or when the position description is modified, the Union will be notified. 

Section 2: Any employee in the Unit who feels that the principal duties of his position have changed as the 
result of changing work assignments shall have the right to request his supervisor to make appropriate 
changes to the job/position description. The employee may be accompanied by the Union in presenting his 
request and discussing it with his supervisor. In any event, the Union will be given the opportunity to be 
present at such a meeting, even though not requested. If the decision is that a change is needed, the matter 
is ended when the change is made. If there is disagreement as to whether or not a task or responsibility 
assigned should be included in the job/position description, then the matter may be grieved in accordance 
with the Negotiated Grievance Procedure (Article 19) and arbitrated if necessary in accordance with 
Article 20. 

a. If there is disagreement of the activity level classification decision, the employee may request and 
receive an audit of his/her position desc1iption. The Classification Specialist shall explain all 
factors used in evaluating a position to an employee or Union representative. When an employee 
notifies the activity thats/he wishes to file an appeal regarding job title, series, or grade, s/he shall 
be fumished, upon request, information on appeal rights and procedures in applicable regulations. 

b. Employees who file a classification or job grading appeal with the Department of Defense will be 
provided a copy of all documentation entered into the case file by the servicing Human Resources 
Office. An employee who files a classification appeal with OPM will be fumished, upon request, a 
copy of that infmmation which OPM requires as part of an appeal and which is not readily 
available to the employee. 

Section 3: The Employer agrees, consistent with its authority to assign work based on the needs of the 
organization; to assign work to BUEs consistent with the classification of the position(s) involved. 
Employees will be compensated on the basis of the highest level of duties assigned consistent with 
applicable position classification and job grading standards, procedures and regulations. 
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ARTICLE 18 
DISCIPLINARY AND ADVERSE ACTIONS 

Section 1: A "disciplinary action" is defined as a written reprimand or a suspension for 14 calendar days or less. 
An oral admonishment ( counseling) is considered an informal corrective action. 

a. An "adverse action" is defined as a removal, a demotion (reduction in grade), or as suspension of 
more than 14 calendar days. 

b, For purposes of this Article, the tenn "adverse action" does not apply to the separation of an 
employee serving a probationary, or trial period, under an initial appointment, a suspension or 
removal taken in the interest of national security, an action taken under RIF procedures, return to 
the grade fo1merly held by a supervisor or manager who has not satisfactorily completed his/her 
supervisory/managerial probationary period, or the reduction in grade or removal of employees 
based on unacceptable performance. 

c. Disciplinary or adverse actions will be taken only for just and sufficient cause and in accordance 
with applicable laws and regulations. 

d. Contingent upon the circumstances of the individual case and the need to investigate and collect 
info1mation, disciplinary and adverse actions will be initiated in a reasonable period of time 
(generally 15 work days) after the supervisor becomes aware of the incident which is the basis for 
the action. The supervisor will proactively advise the employee that the action is being considered 
and the general basis of the action. At any investigation initiated by the Employer between an 
employee and an Agency official, which the employee reasonably believes may result in an 
adverse or disciplinary action, a Union representative shall be given the opportunity to be present 
upon the employee's request. 

e. Oral admonishments ( counseling) will n01mally be a matter between the employee and the 
supervisor. If the employee reasonably believes that the subject of the counseling may eventually 
result in discipline, the employee may request union representation. The supervisor will discuss the 
matter and any necessary conective action within a reasonable time with the employee. The 
incident and necessary corrective action will be documented by the supervisor. The employee will 
be so advised and upon request, provided a copy of the dated documentation. Retention of oral 
couns.eling will not exceed 12 months. 

Section 2: DisciplinaiyActions Procedures. The Parties agree that Letters of Reprimands are subject to the· 
Negotiated Grievance procedure and such actions do not require opp01tunities to respond orally and/or in 
writing. Any facts or supportive doctunents used in dete1mining the need for issuance of the Letter of 
Reprimand shall be made available to the employee and/or the union upon request. When the Employer 
proposes to suspend an employee for 14 calendar days or less, the following procedmes will be followed: 

a. 

b. 

The employee will receive at least a seven (7) calendar-day notice. 

The Notice will state the nature and specific reason(s) for the proposed action. 
/// 
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c. The Employee will receive at least seven (7) calendar days to respond orally arid/or in writing to 
the proposed action and to any facts or supportive documents which management relied on that 
resulted in the proposed action. The Employee may provide to the Deciding Official any materials, 
testimony or documents to be considered prior to rendering a decision. 

d. The Notice will infmm the employee of the right to reply and the right to consult with a member of 
the servicing Human Resources Office regarding procedural adequacy of the proposed actiori. 

e. The Notice will inform the employee of the right to representation. 

f. The Notice will inform the employee that any request for extension of time to reply must be 
submitted in writing or via electronic communication, prior to the expiration of the time period 
initially given to reply. 

g. The Employee and/or the chosen representative will receive a copy of any and all documentation 
used to support the action. 

Section 3: The Employer will issue a written final decision to the employee, after the time for the employee's 
reply has elapsed. The decision letter will: 

a. Indicate whether the proposed action will be effected, modified, withdrawn, or held in abeyance. 

b. State the findings with respect to each charge stated in the notice of proposed action. 

c. Inform the employee of his/her grievance rights. 

Section 4: Reprimand Retention. A letter of reprimand will be retained for not more than 12 months unless the 
employee receives another disciplinary or adverse action for a similar offense within the 12-month period, 
in which case the reprimand will be retained for an additional 12 months, not to exceed a total duration of 
24 months. 

Section 5: Adverse Actions. All of the procedural requirements previously stated in Section 2 will apply for 
removals, demotions (reduction in grade and pay) and suspension of more than 14 calendar days, 
EXCEPT that the employee will receive at least 20 calendar days to respond orally and/or in writing and 
provide materials in support of the reply to the proposed action. The decision will not be effected in less 
than 30 calendar days.· 

Section 6: Title 5, Patt 752 "Adverse Actions." 

(a) Statutory Entitlements Provided in 5 USC 7513(b). An employee against whom action is proposed under 
this subpmt is entitled to at least 30 days advance written notice, unless there is an exception as under 5 
CFR § 752.404(d)(l) or (d)(2), as described below: 
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( d)(l) Authorizes an exception to the 30 days advance written notice when the agency has reasonable cause 
to believe that the employee has committed a crime for which a sentence of imprisonment may be 
imposed and is proposing a removal or suspension, including indefinite suspension. This notice 
exception is commonly referred to as the "crime provision." This provision may be invoked even in the 
absence of judicial action. For this situation, the advanced notice period will not be less than 10 
calendar days and the reply pe1iod will not be less than seven (7) calendar days. 

( d)(2) The advance written notice and opportunity to answer are not required for furlough without pay due 
to unforeseeable circumstances, such as sudden breakdowns in equipment, acts of God, or sudden 
emergencies requiring immediate cmtailment of activities. 

Section 7: Letters of Warning and Instruction. These are not disciplinary actions and are used to clarify a 
procedure, issue specific instructions, or impose certain requirements in an attempt to correct a deficiency 
in performance or conduct. These actions must fully explain the requirements necessary to correct 
deficiencies and shall only be retained for a period of six ( 6) months unless the supervisor determines 
longer retention is necessary based on a continued similar deficiency. Such retention shall not exceed 
more than twelve (12) months. 

Section 8: Security Clearance Investigations. Security clearance investigations are conducted to determine 
eligibility for security clearances and suitability for federal service. Employees affected by security 
clearance decisions will be provided their due process rights in writing. 
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ARTICLE 19 
GRIEVANCE PROCEDURE 

Section 1: The parties agree that every effort will be made to resolve conflicts without resorting to adversarial 
approaches dming the infmmal discussions of the matter that brought about the concern. 

Section 2: A grievance under this procedure is defined as any complaint; (1) by a Unit employee concerning any 
matter relating his/her employment (the matter must personally affect the employee); (2) by the Union 
concerning any matter relating to the employment of any employee; or (3) by an employee, group of 
employees, the Union, or the Employer concerning the effect or interpretation, breach or claim of breach, 
of the Collective Bargaining Agreement, or a claimed violation concerning the interpretation or 
application oflaw, rule or regulation. 

Section 3: This pmcedure is the sole procedme for resolving disputes regarding the interpretation or application 
of this Agreement, policies, rules, and regulations which govern working conditions locally interpreted 
and applied by the Employer, with the exception of the following: 

a. Proven violations related to pmhibited political activities. 

b. Retirement, life insurance, or health insurance. 

c. Actions or matters related to national secmity. 

d. Examination, certification, or appointment. 

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

f. Discrimination complaints based on race, color, sex, age, religion, national origin, or handicapping 
condition. 

g. Employee appeals or grievances concerning reduction in force actions. 

h. Termination or separation of probationary, term or temporary employees. 

i. Notices of proposed disciplinm.y or adverse actions. 

j. Letters of Caution. 

k. Memorandums for the Record. 

,, 
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I. Grievances regarding rankings for promotion to positions outside of the Unit identified in Article 1 
Section 3 of this Agreement. 

m. • Issues and concerns where an employee has requested to address such matters through the ADR 
process as described inArticle.32 of this Agreement. 

n. As otherwise excluded by law, regulation, or this Agreement. 

Section 4: Relationship of this grievance procedme to other statutory procedures. 

a. An aggrieved employee affected by a prohibited personnel practice, which also falls under the 
coverage of this grievance procedure, may raise the matter either under an appropriate statutory 
procedme, or this grievance procedure, but not both. 

b. Adverse actions, which also fall under the coverage of this grievance procedure, may either be 
raised under the appellant procedures to the Merit Systems Protection Board (MSPB), or under this 
grievance procedure, but not both. 

c. An employee shall be deemed to have exercised his option under this section at such time as the 
employee timely initiates an action tmder the applicable statutory procedure, timely files a notice 
of appeal under the applicable appellant procedure, or files a grievance in writing under this 
grievance procedure, whichever occurs first 

Section 5: An employee or group of employees may present their own grievances over interpretation or 
application of this Agreement and have them adjusted without the intervention of the exclusive 
representative, provided an exclusive representative has been given an opportunity to be present at the 
adjustment, such adjustment is not inconsistent with the Agreement, and the final decision is forwarded to 
the Union at the same time it is forwarded to the employee or group of employees. 

Section 6: The following procedure shall be adhered in resolving grievances that pertain to the interpretation or 
application of the provisions of this Agreement. 

Step 1: The grievance shall first be taken up orally with the innnediate supervisor. The infmmal grievance 
which shall be considered the first step of the this grievance procedure must be initiated within 15 work 
days from the date the grievant(s) became aware of the act, or occurrence that gave rise to the grievance, 
except when it is reasonably established that the Employee or the Union was not aware of the 
circumstances that are the basis of the giievance or was prevented from presenting a timely grievance by 
circumstances beyond their control. In such case, the grievance must be filed within thirty (30) work days 
of the date of the occurrence of the matter out of which the grievance arose, or it will not be considered. 
The supervisor will nmmally provide a written response within two (2) work days, but no longer than five 
(5) work days, after presentation of the gi·ievancc. The supervisor will advise the employee and 
representative if she/he does not have authority to grant the requested relief. 
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Step 2: If no satisfactory settlement is reached during the initial first step the grievance shall be reduced to 
writing on a f01m mutually agreed to by the Employer and the Union, The formal grievance form shall be 
forwarded via the immediate supervisor to the Division Director or equivalent management representative 
responsible for addressing grievances at the second step within five (5) working days of the decision 
received at the first step. Upon receipt of the grievance the Division Director or equivalent shall either 
satisfy the grievance or airange to meet and discuss the grievance within five (5) working days after 
receipt The Division Director or equivalent shall render a decision in writing to the Pai-ties concerned 
within seven (7) working days after he/she hears the discussion. 

Step 3: Formal grievances at step three of the grievance procedure will be submitted to the Commander of the 
respective primary level field activity or his/her designee, with courtesy copies to the respective Chief of. 
Staff and Human Resources office. The official receiving the grievance or his or her designated 
representative will meet to discuss the grievance within ten (10) working days after receipt of the formal 
grievance. If the supervisors, union representative, and/or grievant, are not in the saine location as the . 
official hearing the grievance, such meetings may be conducted via telephone or electronic means. Within 
ten (I 0) work days after presentation of the grievance, a written decision will be issued to the grievant 
and/or the Union representative. The decision will contain specific rationale and constitute the final 
agency decision. 

a. If the Union is dissatisfied with the grievance decision, the Union may, within twenty (20) working 
days thereafter, make formal notification to the local Commander ( or his designee) that such 
unresolved grievance will be submitted to impartial arbitration for a binding decision on the 
disposition of the grievance. Regardless of who prevails in the case the Paities shall bear the cost 
of Arbitration equally. In this regard, the Parties are encouraged to make every possible attempt to 
settle the grievance before resmting to Arbitration. 

Note: Formal grievances must be signed by the grievant(s) and include the following data: 

1. The naine of the grievant, position title, grade, and organization; 

2. A description of the basis for the grievance including, where appropriate, facts such as times, 
dates, naines, and similar pertinent data; 

3. A brief statement of the steps(s) taken to informally resolve the grievance; 

4. The personal remedy sought; 

5. A statement that discrimination based on race, color, religion, age, sex, or national origin is 
not an issue; and 

6. Identification of the representative. 
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Section 4: Time limits at any step of the grievance procedure may be extended by the mutual consent of the 
parties. Failure on the patt of the respondent to meet any of the time limits of this procedure without 
mutual consent will serve to permit the grievant to immediately escalate the grievance to the next step of 
the process. If an extension is necessary, it must be requested, prior to the expiration of the indicated time 
frame. Failure of the grievant or the Union to observe the time limits provided for herein, or as mutually 
agreed to, may constitute a basis for tennination of the grievance by the Employer. Failure on the patt of 
the Employer to abide by the time limits may result in granting of the relief requested, as stated in the 
"corrective action" section of the grievance form, unless the corrective action violates a federal law, rule, 
or regulation. 

Section 5: The Employer, upon request, shall provide the grievant and/or the Union pertinent records, regarding 
a grievance under this Article, subject to limitations of applicable laws and regulations. Time limits shall 
be held in abeyance pending management's response to a timely, written request for information by the 
grievant or Union . 

. Section 6: The following procedures will be used to adjudicate the grievances concerning performance 
appraisals or grievances concerning earned ranldngs received under the Merit Promotion Program: 

a. Performance Appraisals: Employees subject to adverse action due to an Unacceptable annual 
performance rating, (i.e. demotion or removal), may grieve or appeal such actions in accordance 
withArticle 19, Section Sb. 

Rankings and Other Matters Related to Non-Promotion: 

a. Mere non-selection for promotion cannot serve as the basis for a grievance. However, other 
procedural matters relating to merit promotion and under the cognizance of the DHRS Office ( e.g. 
qualification determinations, rating for the position) may be addressed by using the following 
procedure after selection(s) have been announced. 

b. Employee grievances concerning ranldngs received under the Merit Promotion Program for 
positions within the Unit may, at the employee's option, be initiated verbally, over the telephone or 
in writing, with an appropriate staffing specialist in the Human Resources Service cente1\ within 15 
calendar days of becoming aware of the action being challenged, in an attempt to informally 
resolve the complaint. If the complaint cannot be resolved informally, the employee may file a 
fo1mal written grievance with the appropriate Human Resources Customer Accounts Manager 
within 15 calendar days after receipt of the response from the HR staffing specialist involved in the 
informal effmt. In the event the employee does not elect to utilize the informal procedure described 
above, but desires to file a written formal grievance, the employee must serve the written grievance 
with the Human Resources Services within 15 calendar days after receipt of the notice (notice of 
referral/non referral). The grievance can be submitted by electronic mail or fax. Grievance must 
contain sufficient detail to identify and clarify the basis for the grievance. Upon receipt of the final 
Step 2 decision, BUEs may, within seven (7) calendar days of the Step 2 decision and under this 
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negotiated grievance procedure, proceed to the 3rd Step of the negotiated grievance procedure and 
submit the matter/grievance to the Director, Human Resources Services. 

c. A copy of the final Agency decision will be supplied to the grievant and/or the Union within ten 
(10) work days after the conclusion of the grievance meeting(s). In the event the final Agency 
decision is not satisfactory to the employee, the Union may, at its discretion, within 20 work days 
of the final decision, notify the Employer of the intent to arbitrate the matter. The Parties agree to 
make a maximum effort to agree on an Arbitrator as set forth in Article 20. 

d. The representation of employees covered by (a) and.(b) above shall be the same as specified for 
other grievances in this mticle and other applicable provisions of the Agreement. 

Section 7: Disputes on grievability and arbitrability will be settled through the Negotiated Grievance 
Procedure, including binding Arbitration 
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ARTICLE20 

ARBITRATION 

Section 1: The pmties agree to attempt to resolve disputes at the lowest possible level and that arbitration is a 
last resort means of resolving such disputes. The parties may use mediation as means to resolve· disputes 
and avoid arbitration. If the pmties elect mediation, the mediators will be requested from the Federal 
Mediation and Conciliation Service. Timeframes below will be held in abeyance until mediation has been 
completed. 

Section 2: If the Employer and the Union fail to settle any grievance arising under Article 19 entitled 
"Grievance Procedure" with respect to the interpretation, application, or alleged violation of this 
Agreement, such dispute shall, upon written notice from the party invoking arbitration, be refened to 
arbitration. Such written notice must be served to the other pruty no later than 20 work days following 
receipt of the decision of the last step of the grievance procedure. It is recognized that either the Employer 
or the Union h_as the right to invoke the arbitration process with respect to the interpretation, application, 
or alleged violation of this Agreement. • 

Section 3: The pruty involdng ru·bitration will contact the Federal Mediation. and Conciliation Service (FMCS) 
to request a list of potential arbitrators. After receipt of the list of names of five (5) impartial persons 
qualified to act as arbitrators, the parties will meet within ten (10) work days, in person, by telephone or 
by electronic means, to select an arbitrator. If they crumot mutually agree on one name from the list, the 
pruties will alternately strike one name from the list until only one nrune remains. The remaining name on 
the list shall be the duly selected arbitrator. The FMCS shall be immediately notified of the s.election. By 
mutual consent, the parties may extend the ten (10) work day time frame listed above for selection of the 
arbitrator. If the filing party fails to meet the timeframes outlined above in Sections 2 and 3, the request 
for arbitration will be withdrawn and/or waived. 

Section 4: The pruties agree to alternate payment of filing fees, regardless of which party invokes arbitration. 
All other arbitration fees and expenses shall be borne equally by the Employer and the Union, provided 
that the Employer's share of the costs of the arbitrator's expenses does not exceed that authorized by 
applicable regulations; and provided that in the event arbitration hearings are held in facilities not under 
the administrative control of the Employer, the cost ofsuch facilities shall be borne equally by the 
Employer and the Union. Fmther, the Employer and the Union shall share equally the expenses of any 
mutually agreed-upon services considered desirable or necessary in connection with the arbitration 
proceedings. If an offer of settlement is made and accepted by either pruty after the m-bitrator's 
cancellation date, any expenses incurred will be borne by the pruty maldng the offer of settlement. If an 
offer of settlement is accepted before the arbitrator's cancellation date, any expenses incUTI'ed will be 
borne equally by the Employer and the Union. 

Section 5: Nmmally, arbitration hearings shall be held during the administrative tour of duty (day shift) of the 
basic workweek. Employees serving as Union representatives, the grievant, and witnesses with direct 
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knowledge of the circumstances shall be excused from duty to participate in the arbitration proceedings 
with no loss of pay or charge to annual leave. 

Section 6: The arbitrator shall be requested to render and simultaneously serve a written decision upon both 
parties within 30 calendar days, after the conclusion of the hearing. The decision of the arbitrator is final 
and binding. 

Section 7: If either party decides to take exception to the arbitrator's award, or to seek advice or guidance from 
higher authority on the implementation of the award, they will notify the other party within 10 work days 
of receipt of the award. 
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ARTICLE21 

EQUAL EMPLOYMENT OPPORTUNITY 

Section 1: The Employer will provide employees reasonable access to regulations in the activity's possession, 
which describe the discrimination complaints process. 

Section 2: The Employer will provide to the Union access to the Employer's MD -715 report and any approved 
activity Affhmative Employment Plans. Employees will also be provided reasonable access to such 
reports upon request. 

Section 3: The Employer will allow the Union an opportunity to comment on the activity's proposed 
Affirmative Employment Plan, if any, and give consideration to any suggestions offered by the Union that 
might make that plan more successful. In this regard any comments submitted by the Union will be given 
appropriate consideration. 
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ARTICLE22 

SAFETY AND HEALTH 

Section 1: The Employer will make every reasonable eff01t to provide and maintain a safe and healthful work 
environment through collaboration with the Voluntary Protection Program (VPP). In this regard, it is the 
Employer's intent to abide by applicable laws, rules, and regulations concerning the safety and health of 
employees. The Union will cooperate fully in regards to these efforts and encourage employees to work in 
a safe manner. 

Section 2: In the course of performing their nmmally assigned work, Union representatives, supervisors, and 
employees will be ale1t to observe unsafe practices, equipment, and conditions, as well as environmental 
conditions in their immediate area which represent industrial health hazards. If an unsafe or unhealthy 
condition is observed, the steward or the employee should report it to the immediate supervisor. If the 
safety matter is not settled by the immediate supervisor and the steward, the matter shall be promptly 
addressed as per local agency policy. 

Section 3: No employee shall be required to work on or about moving or operating machines or in areas when 
conditions exist that ai·e unsafe or detrimental to health without proper precautions, protective equipment, 
and safety devices. It is recognized by the Union and the Employer that there are certain jobs covered by 
specific regulations requiring an additional person to be present for safety purposes. The Employer agrees 
to comply with the intent of those specific regulations requiring an additional person to be present for such 
safety purposes. Should an employee find that a job to which he has been assigned is not safe or will 
endanger his health, he shall promptly notify his inmiediate supervisor. The inmiediate supervisor shall 
inspect the job and ensure that it is safe before requiring the employee to carry out the work assignment. 
If the inmiediate supervisor has any doubts concerning the safety of the job, a ruling shall be obtained 
from an Industrial Hygienist or Safety Specialist before proceeding. The immediate supervisor shall 
notify the organizational element's respective steward of all incidents where an employee is di.reeled to 
resume work he feels to be unsafe. Howeve1\ it is understood that if work is to continue during the interini 
period, the supervisor assumes full responsibility for the safety of the employee. 

Section 4: The Employer will conduct safety trnining and safety programs in accordance with appropriate laws, 
rules and regulations. 

Section 5: The Employer agrees to furnish the protective clothing and safety equipment necessary for the 
performance of assigned work for each organizational element and/or in accordance with applicable laws 
and regulations. The Union may, at its discretion, recommend new personal protective equipment (PPE), 
and/or modifications to existing equipment for consideration. Such recommendations would nmmally be 
submitted by the Safety Network Teams, VPP Subcommittees, or by the Union Safety Representative. 
Such recommendations may be required as a result of ongoing efforts, by the Employer, to mitigate unsafe 
and unhealthful conditions throughout DLA Aviation/Distribution. 

a. The Employer agrees to issue protective gear in accordance with law and regulations. 



b. The Employer agrees to furnish suitable hand protection (gloves) to employees based on the nature 
of the work involved i;, accordance with applicable law and regulations. 

c. The Employer agrees to provide safety shoes, when required, at least annually or when defective. 
The Employer also agrees to provide more than one pair of safety shoes for any employee who 
provides medical documentation to suppmt such need. 

d. The Employer agrees to furnish appropriate eye protection to those employees worldng in areas or 
occupations deemed hazardous by the Employer. Vouchers for frames for glasses are available 
through the Occupational Safety and Health Division office. 

Section 6: The Employer agrees to provide the Union, on a quarterly basis starting January 1st of each calendar 
year, or upon request, OSHA Fmm 300 of all work related injuries and illnesses involving BUEs. 

Section 7: The Employer agrees that all government tlucks and passenger carrying vehicles that transp01t 
employees shall always be in safe driving condition and equipped with required safety equipment. No 
employee shall be required to ride as a passenger on any vehicle unless it is equipped with a safe seating 
arrangement. Cargo canying vehicles shall not be used to transport personnel while loads are being 
canied unle~s the cargo is secured against shifting in transit and special provisions have been made for 
seating personnel. 

Section 8: It is agreed that employees assigned to work in areas which entail health hazards to personnel 
involved, will be given examinations of the type and with the frequency provided by federally established 
safety standards. Such examinations will be conducted or ananged by the Occupational Health Physician. 
The Union or the employee may request additional examinations as the result of high exposure to dust, 
fumes, chemicals, etc., encountered during the employees' work assignments. In case of a dispute 
concerning the necessity, type and/or frequency of an examination, the Occupational Health Physician 
shall make a determination of the need for an examination, and its frequency, on the basis of an on-site 
inspection. With employee consent, a copy of the Occupational Health Physician's findings and decision 
shall be furnished to the Union upon request. Such examinations shall be at no cost to the employee and 
will be conducted while the employee is in a pay status. 

Section 9: BUEs will support and paiticipate in initial industrial hygiene determinations, baseline tests, 
industrial hygiene survey training, and periodic medical surveillance examinations offered under the 
medical surveillance program. The Employer will train/infonn employees, current and new, of the 
recommendations and determinations of the industrial hygiene survey and medical surveillance program 
requirements in their work areas. Employees, properly notified by their supervisor, shall make every 
reasonable effo1t to attend scheduled medical surveillance appointments. 



ARTICLE23 

CIVIC RESPONSIBILITIES 

Section 1: In the event an employee is summoned for jury duty or jury qualification, he shall be paid at his basic 
rate for the time required to perform such duties. Such pay shall be limited to the time necessary, not to 
exceed normal work hours per day. 

Section 2: If an employee is called for jury duty, _he shall promptly notify the Employer in order that 
arrangements may be made for his absen_ce from the Facility. The employee shall present to the Employer 
the summons and a signed jmy card or other satisfactory evidence of the time served on such duty. 

Section 3: Pursuant to guidance from the Office of Personnel Management, the Employer will grant an 
employee a limited amount of excused absence for voting, where the polls are not open at least 3 hours 
either before or after an employee's regular work hours. 

Section 4: The Employer agrees that in no instance shall undue pressure be exercised on any employee to 
contribute to a charity to which the employee does not wish to contribute. No rights or privileges that 
would otherwise be extended to any BUEs will be withheld, nor will any preferential treatment be given, 
or reprisal, made against any employee who contributes or refrains from contributing to a charity drive. 
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ARTICLE24 

EMPLOYEE SERVICES 

Section 1: The Employer will provide BUEs the necessary equipment and tools for the performance of assigned 
duties. Employees will exercise due diligence with the care and control of Agency tools. 

Section 2: The Employer agrees to place the Union President on the distribution list for copies of Bulletins, and 
DLA Aviation/Distribution fustructions and Notices which affect BUEs' conditions of employment. 

Section 3: Based on DoD policy, DLA Aviation/Distribution will allow tobacco use only in designated areas. 
Employees are advised of the designated tobacco use areas and times. Breaks shall be in accordance with 
the present DLA Aviation/Distribution at Chen-y Point break policy. 

Section 4: DLA fujury Compensation Office, Fort Belvoir, VA, will counsel employees regarding entitlements 
under 5 USC Chapter 81, Federal Employees' Compensation Act (PECA), and assist the employees in 
obtaining appropriate forms. 

} 
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ARTICLE25 

GENERAL PROVISIONS 

Section 1: The Employer agrees to furnish the Union, on a monthly basis, an up-to-date listing of all employees 
in the Unit. Such listing shall include the name, occupational code, series, and organizational code ofeach 
employee. 

Section 2: The Union and the Employer understand that all requests for reasonable accommodation, including 
requests for light duty, should be processed through the respective DLA Aviation and DLA Distribution 
Disability Program Managers and in accordance with the DLA Procedures for Requesting Reasonable 
Accommodations for Individuals with Disabilities. The supervisor retains discretion to grant short-tetm 
accommodations. 

Section 3: Fitness-for-duty (FFD) examinations will be conducted in accordance with applicable laws and 
regulations. The Employer agrees that prior to being ordered to undergo a FFD; the employee will be 
infotmed in writing of the need for the examination. The expense of the examination, when initiated by 
the Employer, will be paid by the Employer and the employee will be reimbursed for reasonable travel 
and per diem expenses incuned by the employee when undergoing such an examination. The employee 
may submit medical infotmation for consideration by the Employer. Obtaining such medical infmmation 
will be the responsibility of the employee at his/her own expense, Employees who are required by the 
Empioyer to travel to a federal medical facility or to a private physician for a FFD examination 
ordered/required by the Employer will be carried in an excused absence status. 

Section 4: It is understood by the Parties that general information on retirement and/or benefit fotms will be 
provided by the Human Resources Service. Retirement counseling services shall be provided by the 
Human Resources Services in accordance with DLA Aviation/ Dish'ibution HR policy. An employee may 
attend Employer-sponsored retirement training twice within five (5) years of his/her projected retirement 
date. Attendees must coordinate with their respective supervisors. The Employer will cover the training 
cost. If an employee wishes to attend a second session closer to their retirement date, s/he will be required 
to utilize their annual leave; however, the Employer will cover the training cost. The employee must 
coordinate attendance for this training with the applicable supervisor to ensure training costs m·e approved. 
The training coordinator will also ensure the training is documented as an excused absence or annual • 
leave. 

Section 5: Employees participating in the blood donor program will be considered for up to four ( 4) hours 
administrative leave on the day such donation is made, provided the donation is made during duty hours, 
the employee has received advanced approval from his/her supervisor, and the supervisor has determined 
that the employee's absence will not seriously interfere with the Employer's operations. Employees shall 
be granted only the time necessaTy to malce a donation, recuperate from the donation, and the time it talces 
to h·avel to and from the donation site. 
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Section 6: The Employer will excuse employees from duty without charge to leave for the purpose of seeming 
vehicle decals and/or Base motor cycle training required for entry onto the Air Station. 

Section 7: The Employer will waive any collection for damage(s) to government owned equipment, including 
vehicles damaged in the regular performance of duty, unless such damage(s) is/are incul1'ecl as the result of 
willful misconduct, disobedience, or negligence on the part of the employee. 

Section 8: Under the te1ms and conditions of this agreement, letters of caution (LOCs) and/or memos for the 
record (MFRs) are not considered discipline, nor are they considered a step in the discipline procedure, 
and therefore, are not a proper subject of the grievance procedure. However, the reasons for issuance must 
be justifiable. LOCs and/or MFRs may be used to indicate an employee was previously counseled for the 
same offense. Upon the employee's request, review will be conducted after six (6) months, starting from 
the date the LOCI MFR was issued. Should a review indicate no further offense for which the MFR and/or 
LOC was issued, the Employer may or may not choose to wait an additional six (6) month period. After 
twelve (12) months if improvement is evident the employee will be notified in writing that the action has 
been canceled and will be destroyed. 

Section 9: Union ·officials shall be granted on a one-time basis, eight (8) hours "h·aining" to receive orientation 
on the meaning of this Agreement. In the event a union steward is replaced, his/her successor shall be 
granted eight (8) hours to receive orientation on this agreement. 

Section 1 0: The following pertains to compensatory travel: 

a. For inegular or occasional travel outside the nmmal work hours, compensatory travel shall be 
granted in accordance with law, rule, and regulation. 

b. Unused compensatory travel balances will be forfeited in accordance with law, rule and regulation. 

c. Every consideration shall be given by the Employer to approving leave requests for compensatory 
h·avel as soon as practical. 

Section 11: Telework is a voluntary program which may be authorized whe_n an employee's officially assigned 
duties can be performed at an alternative location. When determined practical and requested by BUEs 
occupying appropriate positions, The Employer agrees, to the extent allowed under rule, regulation and 
law and in accordance with DLA's cmrent inshuction DLAI 7212 to encourage and permit employees in 
the unit to perfonnjob assignments through Teleworking. 



ARTICLE26 
BULLETIN BOARDS 

Section 1: The Employer agrees to provide space on organizational bulletin boards throughout the geographical 
spaces where BUEs work for the exclusive use of the Union. 

Section 2: The Union is responsible for posting and removing authorized material on its bulletin boards. 
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ARTICLE27 

PUBLICIZING THE AGREEMENT 

Section 1: Within one hundred twenty (120) days following the effective date of this Agreement the Employer 
will :reproduce and distribute a copy of this Agreement to all employees cun-ently assigned to the Unit. As 
a part of their initial orientation at the organizational element level, new BUEs will be provided a copy of 
this Agreement by the Employer, advised of the contractual relationship between management and the 
Union, and introduced to the Union steward of the organizational element to which they are assigned. For 
the efficiency of the Agency, the Employer shall allow the Union to address the bargaining unit employees 
as a part of New Employee Orientation, or as soon as practical thereafter, normally within 10 work days of 
employment, in order to provide fi.uther clarification of the relationship between the Pmties involved in 
this agreement. 

Section 2: The Parties agree to meet and discuss such·things as the layout and design, size and style of font,· 
color and the dimensions of booklet in an attempt to reach mutual agreement prior to printing. 
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ARTICLE28 

DURATION AND CHANGES 

Section 1: This Agreement as executed by the Parties will go into effect upon DoD approval, or on the 31 ' t day 
after execution if DoD has not approved or disapproved the Agreement. Once effective, the Agreement 
shall remain in full force and effect for a period of three (3) years from the effective date of its approval by 
the Employer. On the written request of either Patty, it is agreed that both Parties shall meet to commence 
negotiations on a new agreement or a renewal of this Agreement on the fost workday on or after the 90th 
day prior to the expiration date of this Agreement. Further, it is provided that this Agreement'shall 
te1minate at any.time it is dete1mined that the Union is no longer entitled to exclusive recognition under 
Chapter 71 of Title 5 U.S. Code. 

Section 2: This Agreement is subject to opening only as follows: 

a. Amendment(s) may be required because of changes made in applicable laws, Executive Orders, or 
regulations after the effective date of this Agreement. In such event, the Parties will meet for the 
purpose of negotiating such language that will meet the requirements of such laws, Executive 
Orders, or regulations. Such mnendment(s) as agreed to will be duly executed by the Parties and 
become effective on a date or dates agreed to as being appropriate under the circmnstances. 

b. The Agreement may be opened for amendment(s) by the mutual consent of both Parties at any time 
after it has been in force and effect for at least six (6) months. Requests for such amendment(s) by 
either Pa1ty must be in writing, or via electronic communication, and must include a summary of 
the mnendment(s) proposed. The Parties shall meet within 30 calendar days after receipt of such 
notice to discuss the matter(s) involved in such request(s). If the Parties agree that opening is 
warranted on any such matter(s), they shall proceed to negotiate on atnendment(s) to smne, No 
changes shall be considered except those bearing directly on the subject matter(s) agreed to by the 
Patti~s. Such ainendment(s) as agreed to will be duly executed by the Parties. 

c. It shall be opened for amendment(s) upon the written request of either paity made within thi1ty 
(30) calendar days after receipt by either party of any order, instruction, or regulation of the Office 
of Personnel Management and DoD, which substantially alters the discretionat·y authority of the 
Employer with regard to.any item dealt with in this Agreement. Requests for such mnendment(s) 
must include a summary of the mnendment( s) proposed and make reference to the appropriate 
order, regulation, or instruction upon which each such mnendment(s) request is based. The Patties 
shall meet within 30 calendar days after receipt of such request to open negotiations on such 
matters, No changes shall be considered except those bearing directly on and falling within the 
scope of such order, regulation, or instruction, and discretionary area(s) which the saine delegates 
to the Employer, 

Section 3: Any ainendment(s) to this Agreement agreed upon by the Parties shall be reproduced by the 
Employer and distributed on the smne basis as set fmth in the Article 27 on publicizing the Agreement. 



Section 4: No agreement, alteration, understanding, variation, waiver or modification of any te1ms or conditions 
contained herein shall be made by any employee or group of employees with the Employer, and in no case 
shall it be binding upon the Parties hereto until, such agreement is made and executed in writing between 
the Patties hereto, and approved by DLA Aviation and DLA Distribution, or their designees. 

Section 5: The waiver of any breach or condition of this Agreement by either Party shall not constitute a 
precedent in the future enforcement of all the te1ms and conditions herein. 
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ARTICLE29 

VOLUNTARY ALLOTMENT OF UNION DUES 

Section 1: The Employer shall deduct Union membership dues (the regular periodic amounts required to 
maintain an employee in good standing in the Union, excluding initiation fees, special assessments, back 
dues, fines and similar items) from the pay of all members employed within the Unit in accordance with 
the following conditions: 

a. The employee either is a member in good standing of the Union, or has signed up for membership 
in the Union subject to the payment of his first month's dues through voluntary allotment as 
provided herein. 

b. The employee's salary for the payroll period involved is sufficient to cover the dues after legal and 
required deductions have been made. 

c. The employee has voluntarily authorized such a deduction on Standard Form 1187, Request and 
Authorization for Voluntary Allotment of Compensation for Payment of Employee Organization 
Dues, supplied by the Union. 

d. Section A of Standard Fonn 1187 has been completed and signed on behalf of the Union by an 
official authorized by the Union. 

e. The completed Standard Form 1187 is transmitted to the appropriate Human Resources Specialist, 
Employee/Labor Relations for DLA Aviation/Distribution. 

Section 2: The Union shall supply to the employee(s) concemed Standard Form 1187 (Request for Payroll 
Deductions for Labor Organization Dues). The Union shall be responsible for the distribution of such 
f01ms to its potential members and for completion of Section A thereon, including the certification of the 
cwrent amount of the Union's regular dues to be deducted each payroll period. 

Section 3: The amount of the Union dues to be deducted each payroll period from an employee's salmy shall 
remain 1mchanged until a notice of change in Union dues, signed by the authorized official of the Union, 
is received by DLA Aviation/Distribution Human Resources Service. • 

Section 4: Any change in the amount of an employee's regular dues, shall become effective with the receipt of a 
notice from the Union of change to DLA Aviation/Distribution HUlllan Resources Services 
(Employee/Labor Relations). 

Section 5: An employee's voluntary allotment for payment of his Union dues shall be terminated with the start 
of the first payroll period following the payroll period in which any of the following occur: 



a. Loss of exclusive recognition by the Union. 

b. Transfer of the employee to an organizational segment outside of the Union's recognized 
bargaining unit. 

c. Separation of the employee for any reason including death or retirement. 

d. Receipt of a notice from the Union by the DLA Aviation/Distribution Human Resources that the 
employee has been expelled or has ceased to be a member in good standing of the Union. 

Section 6: An allotment for the deduction of an employee's Union dues may also be tenninated, subject to the 
following conditions, by the employee's personal submission of the Standard Form 1188, (Cancellation of 
Payroll Deductions for Labor Organization Dues) to Human Resources. The SF-1188 may be furnished by 
the Labor and Employee Relations Office of the Employer. 

a. Employees may have their dues allotment terminated effective after one year of their anniversary 
date which shall be determined by the processing of the SF-1187. The employee's annual 
revocation period will be during the pay period immediately preceding the anniversmy date of the 
processing of the employee's request for dues withholding. EXAMPLE: If the anniversary date 
shown on the SF-1187 is 2 January 2010, one calendar year would end on 3 January 2011. The SF-
118 8 will need to be received in Payroll two pay periods PRIOR to the 2 January timefrmne. 
Failure of the employee to submit the SF-1188 during the pay period described in Section 6a above 
will negate the employee's right to have their dues cancelled. 

b. Receipt of an SF-1188 during any of the periods referenced above is interpreted to mean during 
normal working hours and days of the Payroll Office and excludes non-working hours, non-work 
days, and holidays, regardless of the calendar date(s) on which they may occur. 

Section 7: The Union, having members on voluntary allotment for their Union dues, shall promptly notify the 
Human Resources Office serving the Employer, in writing, when any such member of the Union is 
expelled, cancels membership, or for any reason ceases to be a member in good standing. 

Section 8: This Agreement for Voluntary Allotment of Union Dues shall become effective when duly signed by 
the appropriate officials of the Employer and the Union, and shall continue in full force and effect for as 
long as the Union continues to be recognized by the Employer as the exclusive representative of 
employees involved. It may be mnended or modified by the Employer and the Union from time to time by 
mutual agreement of the Employer and the Union, and as may be required to appropriately reflect changes 
made in the regulations and directives pursuant to which it is negotiated. 

Section 9: The Union shall be the only labor organization pe1mitted to have Union dues deducted from the pay 
of any employee within the bargaining unit as long as this Agreement is in effect. 
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ARTICLE30 

DRUG TESTING 

Section 1: The drug testing program at the DLA Aviation/Distribution, Cherry Point, NC will be carried out in 
accordance with all applicable laws, regulations and executive orders. 

Section 2: Employees in testing designated positions (TDPs), who test positive for the use of illegal drugs, will 
be subject to the appropriate disciplinary action, up to and including removal from federal service. 
Employee shall be referred to the Employee Assistance Program (EAP) for assessment, counseling, and 
referral for treatment or rehabilitation as appropriate. The confidentiality of an employee's contact or 
referral to EAP will be protected. 

Section 3: The Union agrees to cooperate fully with the Employer in attempting to rehabilitate and improve 
work perfmmance of affected employees who may need assistance under the provisions of this program. 

Section 4: An employee who refuses to cooperate in the Employer's approved drug testing program shall be 
subject to appropriate disciplinary action, including removal froJil the service. 

Section 5: Unit employees will be granted sick leave for the purpose of treatment or rehabilitation. However, 
continued use of sick leave for such purposes will be dependent upon the Employer's discretion and 
certification by appropriate medical authority that treatment is still necessary and the employee is making 
satisfactory progress. It is recommended that in extended outpatient treatment, employees will utilize as 
little sick leave as possible and schedule appointments after working hours whenever possible. Written 
documentation of satisfactory completion of the treatment program will be required by the Employer. 
Consideration for advanced sick leave will be given in accordance with Article 11. 

Section 6: The Employer agrees to include Union representatives in local training sessions atTanged for the • 
purpose of impatiing information about alcohol and drug abuse. 

Section 7: After providing a sample to the Employer for official testing, upon request from the employee and 
subject to the needs of the Employer, on the same day of the test, an employee will be allowed to take 
annual leave to obtain an independent test from a Department of Health and Human Services (DHHS)
ce1iified laboratory or a DH.HS-recognized program, at the employee's expense. The results of the 
independent test may be provided-to the applicable Medical Review Officer (MRO) and the appropriate 
management official, if the results are obtained and processed in accordatice with drug testing guidelines. 



Section 1. Pm:pose and Scope 

ARTICLE31 

MERIT PROMOTIONS 

This Aliicle is applicable to all merit promotions to positions within the Unit represented by the Union at DLA 
Aviation/Distribution Cherry Point, NC. 

Section 2. Principles 

a. The Defense Logistics Agency (DLA) is an equal opp01iunity employer. 

b. The Employer and the Union share an interest in a fair and open merit promotion process that 
provides employees with the oppo1iunity to advance in their careers based on merit. 

c. Because of the importance of the Merit Promotion Program to the Employer, the Union, and DLA 
employees, the Parties agree to work together to maintain the integrity of the program and imprnve 
the level of trust in the program. 

d. The Employer may select or not select from among a group of referred promotion candidates, or 
candidates from other sources such as reinstatement, transfer, reassignment, excepted appointment, 
or those within reach on an appropriate OPM or Delegated Examining Unit (DEU) certificate. 

Section 3. Policy 

a. Merit Promotion procedures apply to actions implementing the competitive placement (for over 
120 days) of employees (including reinstatement and transfer eligible) to positions at grade levels 
higher than those of their current/previous positions. They also apply to placement into positions 
that offer promotion to grades that are higher than the specific full perfo1mance level of any 
position previously held on a pe1manent basis. 

b. Higher-level duties and responsibilities will not be assigned to employees on a continuing basis 
when such assignments are not in accordance with the provisions and intent of this Article since 
such assignments may create the impression of favoritism and pre-selection and impair employee 
confidence in the integrity of the promotion Program. The appropriate management official may 
consider all qualified employees in the organizational element that communicate their desire to be 
considered for such opportunities. 

c. The Employer will not repeatedly detail an employee for 30 calendar days or less solely to avoid 
temporarily promoting and paying the employee at the higher rate. When management recognizes 
that the assignment of higher-level duties is expected to last more than 30 days, the employee shall 
be temporarily promoted on the effective date of the assignment and paid at the higher rate . 

. '/ 
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Section 4. Definitions 

a. Area of Consideration - The organizational and/or geographical area within which qualified 
candidates will be eligible for consideration for competitive promotions or position change. 

b. Concunent Consideration - The simultaneous consideration of Agency and non-agency candidates 
for competitive promotion. 

c. Minimum Area of Consideration - The narrowest area of consideration from which the search for 
qualified candidates may be made. 

d. Promotion Certificate - the ce1tificate containing the names of best qualified candidates (in 
alphabetical order) eligible to be considered by the selecting official for competitive promotion, 

e. Selecting Official- The individual delegated authority by the Employer to make the decision 
regarding the selection for placement into a position. 

f. Subject Matter Expert (SME) - A person who has knowledge and experience that has provided 
familiarity with the duties, qualifications requirements, and responsibilities of the position. 

g. Under-Represented Position - A position in any occupation or grade level in which the 
organization under the supervision of the selecting official has not reached the applicable 
established DLA Chen-y Point EEO and/or Affi1mative Employment Program goal(s). 

Section 5. Responsibilities 

a. DLA Human Resources Services /DHRS) will: 

1. Administer the Merit Promotion Program and assure adequate advice and assistance is 
provided to supervisors and employees to enable them to discharge their responsibilities in 
connection with the program. 

2. • Appraise candidates for competitive promotion opportunities as objectively as possible and 
consistent with the facts as evidenced in actual performance. 

3. Provide an easily accessible method for employees to obtain status of applicants, preferably 
using the Internet or Intranet. 

4. Provide advice, upon request, to employees with respect to the filing of applications and the 
regulatory aspects of the promotion program. 



5. Provide the Union with access to the promotion referral list (minus applications) and 
subsequent supplemental list(s) thereto at the same time the list is submitted to the 
selecting/management official having the vacancy. If a decision is made to remove an 
employee from a promotion certificate, the Union and employee(s) affected will be advised 
and rationale provided prior to the change. Continued access is contingent upon the union's 
adherence to confidentiality requirements. 

6. Upon request from the Union/employee(s), the Employer will provide a breakout of the 
employee's competencies. 

7. Provide the local Union president or designee with the names of selectees for Unit positions 
once the release/reporting date is established. 

b. The Employer will: 

1. Select candidates who they believe are the best qualified without regard to favoritism or other 
non-merit factors. 

2. ·Make selection decisions within a reasonable time after receipt of a promotion ceitificate. 

3. Release employees selected under this program notmally not later than the of the second pay 
period following final selectiop.. The requirement to release employees also applies to 
reassignment candidates who apply in response to Merit Promotion announcements and are 
selected. 

4. Document reasons for non-selection of employees eligible for re-promotion priority that have 
been cettified on a promotion certificate, Th!" Union will bring matters of concern regarding 
the promotion program to the attention of the DHRS Office as early as possible in an effort to 
reach informal resolutions. 

c, Employees will: 

1. Assure that applications are completed properly, accurately and in the detail required to 
petmit a valid evaluation of their qualifications. 

2. Cooperate in the resolution of questions concerning their qualifications and eligibility for a 
specific job vacancy or job category by providing pettinent information as may be requested 
or required, 

3. Respond to the requirements of Job Oppmtunity Announcements (JOAs). 

4. Employees who are absent from work are responsible for monitoring vacancies for which 
they want to be considered.· 
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Note: Employees who are on offici.al duty shall be contacted by the appropriate supervisor and made 
aware of both non- competitive temporary promotions and merit promotion opportunities when 
TDY or serving in some other official capacity outside oflocal area. 

Section 6. Area of Consideration 

a. The area of consideration for positions to be filled through competitive promotion procedures must 
be broad enough to obtain a sufficient number of best qualified candidates, inclusive of 
underrepresented groups, from which to select and to provide adequate promotion oppottunities 
for employees. The minimum area of consideration is employees of the activity in the commuting 
area, fatty (40) road miles on average, except for GS-14 and above which must be at least DLA.
wide. 

b. The Union will be consulted prior to expansion, or the narrowing, of the area of consideration. 
c. Employees who are absent for an officially approved reason, e.g. on detail, on leave, at training 

courses, in the military service, or serving in public international organizations or on 
Intergovernmental Personnel Act assignments, if otherwise in the area of consideration, may not be 
excluded from consideration based on their absence. The Employer agrees to make every 
reasonable effort to communicate such opportunities to employees described in this paragraph to 
allow them full participation. 

Section 7. Priority Consideration 

Priority consideration will be given to those qualified candidates who have entitlement to consideration 
under other regulatory requirements. These include employees affected by reduction-in-force (RJF) or 
transfer of function in accordance with their eligibility and/or rights 1mder the DoD Priority Placement 
Program, registrants in the OPM interagency Career Transition Assistance Program (ICTAP), employees 
receiving priority consideration under EEO procedures, employees denied proper consideration because 
of an error or program violation, employees transfe1Ted or detailed to international organizations, 
individuals in the militaiy service who have reemployment rights, DoD overseas returnees, recovered 
disability annuitants and injury compensation recipients. 

Section 8. Job Opportunity Announcements 

a. Positions to be filled through the competitive promotion process will be publicized by means of a 
job opportunity amtouncement (JOA). JOAs will be printed or posted electronically via the 
Internet as required by OPM. JOAs will ·be printed and posted on official bulletin boards for those 
employees who do not have Jnternet access at their desks or available in common use areas. 

b. As a minimum, JO As will include the following infmmation: 

1. The JOA number 
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2. The position title(s), occupational series, and grade(s) 

3. Opening and closing dates 

4. A brief summary of the representative duties of the position(s) 

5. Area of consideration 

6. Qualification requirements, including a description of any modification of established 
qualification requirements 

7. Selective placement factors, if any 

8. Specific criteria upon which evaluation of applicants will be based 

9. A statement that the position(s) covered has (have) known promotion potential which can 
result in subsequent career promotion(s), if applicable 

10. Any test( s) required 

11. Any unusual conditions of employment advisable to publicize, such as tour of duty, 
temporary duty (TDY) travel, driver's license, financial statement filing requirement, 
security requirement, etc. 

12. A statement whether applications will be accepted from VRA-eligible and 30 percent or more 
disabled veter'ans. A statement concerning receipt of applications from Veteran's 
Employment Opportunities Act (VEOA) candidates will be placed on announcements. DLA 
merit promotion announcement are open to applicants outside ofDoD. VEOA candidates 
determined to be among the best qualified will be referred. 

13. The statement: "The Defense Logistics Agency is an equal opportunity employer." 

14. Statement th&t basic eligibility requirements such as time-in-grade, minimum qualifications, 
and other regulatory requirements must be met by the closing date ( or the closing/cut-off date 
of the register, if one is used). 

15. Length of temporary promotion or detail (if appropriate). 

16. How and where to apply, including any special forms required. 

17. Statement concerning payment or non-payment of permanent change of station (PCS). 

18. Statement as to whether the position is a drug-testing designated position. 

19. Statement as to whether the position is subject to mobility or rotation. 
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20. Bargaining unit status. 

21. Position sensitivity. 

c. JO As will be posted in appropriate places, such as electronic bulletin boaTds, electronic mail 
systems, or official bullet boards developed for that purpose during the time limits within which 
applications will be accepted. Announcements issued for specific vacancies will remain open for a 
minimum of seven (7) business days, except for those where the automated system is not used. In 
such cases, the minimum open period is 10 business days. 

d. An announcement issued for a specific vacancy(s) may also be used to fill any number of 
additional vacancies within six ( 6) months after the closing date of the announcement that arise in 
the activity, provided the JOA contains a statement that it will be used for the additional timeframe. 

e. JOAs for positions for which there is an anticipated frequent, repetitive or continuous need may 
either be announced on an open~continuous basis, or may be announced for a limited period and 
used to establish a register of best qualified candidates to be referred as appropriate vacancies 
arise. 

1. For JOAs announced on an open-continuous basis, interested applicants within the area of 
consideration may apply at any time prior to cancellation of the JOA. Each time a vacancy 
occurs which will be filled from the JOA, all eligible candidates who have applied up to the 
date that the request to fill the vacancy (SF-52) is received for recruitment will be considered. 
Applicants will be removed from such registers upon acceptance of an offer of placement 
from a certificate of eligible issued under the announcement. 

2. For JO As that will be open for a limited period and used to establish continuing promotion 
registers, applicants may apply only during the limited period indicated. Eligible candidates 
will be placed in rank order on a register that will be used to fill similar vacancies as they 
occur for a specified period of time after the closing date of the JOA. Generally, a promotion 
register may be used for a period ofup to one year provided the JOA is reopened after six (6) 
months to allow for the submission of applications from other interested employees and the • 
updating of applications by employees who have previously applied. If the JOA is not 
reopened, certificates may be issued for no more than six ( 6) months after the closing date of 
the announcement. Applicants will be removed from such registers upon acceptance of an 
offer of placement from a ce1tificate of eligible issued under the announcement. 

f. To be accepted, applications must be received by the closing date of the announcement. The 
preferred method of applying for positions is the automated system. For applicants unable to use 
the automated system, applications must be postmarked by the closing date and received within 
five (5) calendar days of the closing date. 

Note: If you are unable to apply online please follow the directions located at: 
http://www.hr.dla.mil/downloads/ Applicationinfo/HowToApply.pdf. 
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g. Amendments, cancellations, extensions or other changes to JO As will be publicized by issuance of 
an amended JOA. 

Section 9. Evaluation of Candidates for Competitive Promotions 

a. The Employer and IAMAW recognize their shared interest in a consistent and efficient Merit 
Promotion system that provides for prompt filling of vacancies with high quality applicants. 

b. The Employer will use the automated system required by the OP.M/DoD for the application and 
evaluation of candidates. In the event the OP.M/DoD selects new software for Merit Promotion, 
the parties agree to reopen this Article to address the capabilities and limits of the new system. For 
each position (or group of positions) that will be filled through competitive promotion procedures, 
the method ofrating must be documented. This job analysis will address: 

1. The competencies and training identified through job analysis as necessary for successful job 
perfmmance and the relative weight assigned to each. 

2. The measurement methods to be used. 

3. Evaluation procedures to be followed and measuring information to be used, based solely on 
job-related criteria. 

c. Skills to be used for evaluation purposes must be derived from the official position description for 
the position being filled. 

d. Candidates who have a current annual performance rating of Minimally Acceptable or 
Unacceptable will not be certified for promotion consideration. They will be notified that they are 
ineligible for consideration. 

e. Applicants for promotion will be evaluated based upon related competencies, education and 
awards. The relative importance of the weighing of competencies, education, and awards will be 
detennined by the job analysis prior to issuance of the JOA. 

f. Applicants will be evaluated using a 100 point scale. 

g. Applicants will be advised via the OPM automated system of the status for which the automated 
system has awarded credit. In the event Human Resources Services (DHRS) ovenides the 
automated system detetmination, the employee will be notified of the change and the reason. 

h. To assist employees in applying for positions using the automate'd system, the employer will 
. provide employees with information regarding locations where free Internet access is available. 

Where practicable, employees who do not have Internet access at their desk/workspace will be 
pennitted to use available Employer computers and/or kiosks to prepare and submit automated job 
applications during non-duty hours. 

i. The Employer and IAMAW agree that it is in the best interest of employees and the Employer to 
maintain a degree of consistency in evaluation of applicants. To that end, the expectation is that 



the Employer will not make frequent changes to crediting plans in the absence of significant 
changes to positions. 

Section 10. Refenal of Candidates for Merit Promotion Selection 

a. A list of the best qualified promotion candidates will be refe1Ted to the selecting official for 
consideration. 

b. The top 10 merit promotion candidates and any ties will be referred. When there are less than 10 
qualified promotion candidates, all will be refened. For multiple vacancies, one additional 
applicant will be referred for each additional vacancy. 

c. When a promotion ce1tificate contains at least three best qualified promotion candidates, the 
selecting supervisor may not reject the certificate as inadequate solely on the basis that it contains 
an insufficient number of eligible. 

d. If the promotion ce1tificate contains fewer than three (3 qualified promotion candidates, or if 
declinations reduce the number to fewer than three (3), the selecting official may request that 
recruitment efforts be renewed or he/she may proceed with the selection process. If recrnitment is 

. rnnewed, previous applicants need not reapply to receive consideration. 

e. In cases where the position was announced at more than one grade level, the selecting official will 
be provided a list for each grade level. 

Section 11. Candidate Interviews 

a. Best qualified candidates for promotion may be interviewed. Best qualified candidates who are 
not readily available need not be interviewed, or may be interviewed by phone. The selecting 
Official may choose not to interview candidates she/he has interviewed for the same position in the 
preceding six (6) months, or if she/he has knowledge of the competencies and/or performance 
attributes of the candidate. If the referral list contains five (5) or less promotion candidates, the 
Selection Official will interview all the promotion candidates, except as outlined above. If the 
refenal list contains more than five (5) promotion candidates, the Selection Official may choose to 
interview all, some, or none of the promotion candidates. When tl1e Selecting Official chooses not 
to interview all promotion candidates, the reasons for not interviewing will be documented in the 
Merit Promotion case file. Such reasons will be specific and will be made available to the local 
Union and/or refened candidates. 

b. Interviews will be conducted in essentially the sanie manner in regard to questions asked and the 
information being sought so that all candidates are given an equitable oppmtunity to present 
themselves and their qualifications. 

1. Interview panels will not be used to select candidates for promotion, except individuals for 
career'intem development programs, or when it is inlpractical to delegate to any one official 
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the authority to select. However, panels may be convened to interview and recommend 
candidates, as long as the selecting official remains responsible for making the selection. 

2. Employees will be released, after making appropriate arrangements with their supervisor, for 
the time necessary for the interview to be conducted. 

Section 12. Selection 

Selecting Officials may select any of the candidates referred on the promotion ce1tificates, or any candidate 
eligible for noncompetitive consideration, or from any other appropriate source. 

Section 13. Availability of Information Using the Automated System 

The Employer will make the following info1mation available to employees via the Human Resources web 
site (www.hr.dla.mil): • 

a. All currently open vacancy announcements 

b. Any subsequent agreements pertinent to the Merit Promotion Process 

c. Password protected personal information, available to individual employees, regarding their 
application. Available information includes, but is not limited to: 

1. Jobs for which the employee has applied 

2. Notification for receipt of application 

3. Application status concerning qualifications andrefe1rnl/non-referral 

4. Selection/Non-Selection status after selection is made by the Selecting Official(s) 

Section 14. Records 

Promotion actions will be documented and records maintained in accordance with requirements of the 
Office of Personnel Management (OPM). The IAMAW representative shall have the right to review 
peitinent promotion records, upon request, subject to the limitations_ of the Privacy Act. 
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Section 1: Definitions 

ARTICLE32 

ALTERNATIVE DISPUTE RESOLUTION 

a. Alternative Dispute Resolution (ADR): A process designed to resolve disputes in a manner that 
avoids the cost, delay, and unpredictability of the traditional adjudicatory process. The overall 
objectives of the ADR program are to promote open communication between disputing parties, 
reduce costs, and resolve disputes at the lowest possible organizational level at the earliest 
opportunity. The parties of this Agreement agree to educate managers, union representatives and 
employees about ADR which may be considered as an alternative means of resolving disputes. 
ADR is a means of resolving conflict without resorting to traditional adversm·ial approaches. The 
Employei· agrees to provide training at the Employer's cost to the patties represented in this 
agreement to ensure there is a clear understanding of the use of this alternative method for use by 
BUEs and Union officials who may be requested to assist. 

b. Mediation: A dispute resolution process in which a trained, impartial third patty helps the 
participants to communicate with each other and explore alternatives to meet their interest. 
Mediation emphasizes problem solving rather than a determination of fault or adversarial 
procedures. 

c. Mediator: The mediator is a trained neutral third patty who provides assistance to disputing 
participants who are attempting to reach a resolution of theiT conflict. 

d. Management Representative: A management official who has been delegated with the authority to 
enter into settlement agreements that are binding on the agency. 

Section 2: Process 

a. The Patticipants agree to- engage in ADR in good faith to explore issues and options as possible 
resolutions of a dispute, in whole or in part. ADR is a positive means of resolving conflict without 
res01ting to traditional adversarial approaches. 

b. An employee may request ADR tln·ough his or her supervisor. The Employer will either approve 
or disapprove the request. If approved, the Employer will arrange the ADR. 

Note: Paiticipation in the ADR process is voluntary for all patticipating, and may be ended at any time by 
the participants. The patties also recognize that the Union may elect to address the matter of concern by 
filing a Union grievance even though an employee has requested ADR if the subject of the ADR might 
possibly impact other BUEs. 



c. The pmticipants may have advisor(s) of their choice during the mediation process. The parties to 
the dispute m·e expected to pa1ticipate fully in the discussions regarding the dispute and potential 
resolutions. 

d. Since the pa1ticipants are discussing matters that may affect their interests and/or rights, they each 
have the right and opp01tunity to consult with counsel/representatives. 

e. In matters involving a grievable action: 

£ 

g. 

h. 

I. 

1. For suspensions, demotions, removals, reprimands and 1msatisfactory perfo11nance ratings, 
the employee may submit a written reqi;test for ADR within 10 work days from the date of 
the decision notice or the date the perfo1mance rating was presented or sent to the employee. 
Selection of ADR suspends the time limit for filing a grievance until the ADR process is 
completed. The ADR process must be completed within 20 work days from the date of the 
request, unless the patticipants mutually agree to an extension. Suspensions, demotions, 
removals and unsatisfactory petfotmance ratings will not be affected, and letters of 
reprimand will not be placed in the e-OPF until the employee's time limit for requesting 
ADR has expired. Such actions will be held in abeyance during ADR. In the event that ADR 
is unsuccessful, the employee(s) having the dispute may elect to proceed with the formal 
grievance/arbitration process by using the procedures outlined in Article 19. 

2. For other matters not covered in (a.) above, the employee has 20 days to request ADR or if 
deemed more desirable 15 work days to file a grievance. If ADR is requested, the time limit 
for filing a grievance is suspended until the ADR process is completed. The ADR process 
must be completed in 20 work days, unless the participants mutually agree to an extension of 
the time limits. 

The Employer agrees to always use appropriate ADR techniques. When the Commander/Deputy 
Commander decides ADR is not appropriate, the reason or rationale for such a decision will be 
provided in writing. 

In order for ADR to succeed, the participants must have confidence in the neutrality of the 
mediator/facilitator. Either party may recommend an appropriate mediator. In the event either 
.party believes the mediator/facilitator is not truly neutral another mediator/facilitator will be 
selected. 

The parties understand that the mediator will not make a decision regarding who is right or wrong 
in the dispute, give legal advice or other professional advice, evaluate the dispute, or promote any 
particulm· outcome. The role of the mediator is to listen, help the participants clarify their issues, 
interests and options, and generally facilitate the pmticipants' discussions. 

The mediator(s) shall not testify on behalf of any patticipant. The patties agree not to subpoena the 
mediator(s) or the mediator(s) records. 
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J. Everything said and done in ADR is confidential, except as specifically waived in writing. In 
addition, until reduced to writing and signed by all parties, all terms of any offers, options, and 
agreements made in co1lllection with the ADR are considered non-binding proposals and are 

confidential. 
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DEFENSE LOGISTICS AGENCY 
AVIATION 

BUILDING 137,PSC BOX 8021 
CHERRY POINT.NORTH CAROLINA 28533-0021 

MEMORANDUM FOR DEFENSE LOGISTICS AGENCY AT CHERRY POINT 

SUBJECT: DLA Aviation/Distribution at Cheny Point Break Policy 

References: 
(a) DLA! 7205 Hours ofDuty 

October 14, 2015 

(b) TI1e Negotiated Agreement between DLA Aviation/DLA Distribution Cherry Point NC and 
lntemational Association of Machinist aJld Aerospace Workers Local Lodge 2297 

( c) FRC-East Jnstniction 12600.1 C Policy Concerning Tobacco Use and Breaks 

l'. PURPOSE. 

a. This DLA Aviation at Cherry Point policy provides guidelines for authorized break times and 
duration JAW references 1-3. 

2. APPLICABILITY. 

a, This policy applies to all DLA Aviation (QA, BA, FA) and Distribution at Cherry Point 
employees. • 

3. POLICY. 

a It is DLA Aviation at Cherry Point policy that breaks will be scheduled in a way that balances the 
needs of the organization to accomplish its mission with the personal needs of the employees. 

b. In accordance with reference (a) basic work requirements will be established by the head of the 
activity. This includes shift start and stop times and breaks within work hours. 

c. In accordance with reference (b) first shift will have a 30 minute lunch period, if there is a second 
shift it will have a 15 minute lunch period. 

d. It is DLA Aviation at Cherry Point policy that two breaks wjll be scheduled du1ing the work day in 
addition to the designated period for lunch, Each break will be 15 minutes in length. The first 
break will be at 9:30 AM and the second break will be at 2:00 PM. 

e. In the event an employee is unable to take his/her break at the designated time they will be allowed 
to take a break at another time. The employee will notify their supervisor of the change and the 
reason for it. 

f. Jfthe employee intends to use their designated break time for the use of tobacco (smoke or 
smokeless) it will be done in a designated smoking area. 
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4. RESPONSIBILITIES. 

a. Supervisors shall: 

(1) Ensure direct report employees are aware of this policy. 

(2) Have oversight and insure compliance with this policy. 

10. EFFECTIVE DATE. This policy is effective November 1, 2015. 

( 

ES A. NEUMAN 
DR, SC, USN 



MEMORANDUM Of AGREEMENT 
BETWEEN 

THE INTERNATIONAL ASSOCIATION OF MACHINIST AND AEROSPACE WORKERS 
(IAM&AW) LOCAL LODGE 2297 

AND 
THE DEFENSE LOGISTICS AGENCY AVIATION/DISTRIBUTION AT CHERRY POINT, NC 

The Defense Logistics Agency at Cherry Point ( hereinafter referred to as DLA Aviation or DLA 

Distribution Cherry Point N.C. ) and the International Association of Machinist and Aerospace 

Workers, (IAM&AW) Local Lodge 2297 ( hereinafter referred to as the Union) hereby agree to 

the following in regards to the DLA Cherry Point's Wellness and Fitness program. Reference is 
Directive-Type Memorandum (DTM) 13-002, Fitness Program, dated December 13, 2012. 

Purpose. The purpose of this Agreement is to establish a civilian wellness/fitness program which 

enhances the well-being of DLA Aviation or DLA Distribution (as applicable) employees and 

contributes to a healthy and productive workforce. Full and part-time civilian employees may 

voluntarily participate in civilian wellness/fitness activities during the workday for a maximum of 

one (1) hour per day three (3) times per week, not to exceed a combined total of 80 hours of 

administrative leave per calendar year under 5 U.S.C. 6329a(b)(1 ). 

The goal is to encourage and motivate employees to develop a healthy lifestyle and enhance the 

quality of work life. Participation in the civilian wellness/fitness program is not an employee 

entitlement; however, supervisors are encouraged to allow employee participation to the 

maximum extent practicable. The civilian wellness/fitness program is subject to annual 

budgetary review. 

Applicability. This Agreement establishes and implements policies, processes and procedures 

necessary for the effective, efficient, and economical administration of a DLA Aviation or DLA 

Distribution civilian wellness/fitness program at Cherry Point, NC. Employees or positions 

covered by an existing duty- time-for-fitness policy or provision (i.e. emergency essential 

employees, police officers, and firefighters), are not covered under this Agreement. 

Definitions. 

a. Activity = A DLA Major Subordinate Command (MSC) 

b. Agency= Defense Logistics Agency 

c. Approving Official = DLA firsHine supervisors 



d. Eligibility. . Permanent (career-conditional/career) full- and part-time Federal civilian 

employees performing at the fully successful level are eligible to participate, provided the 

following criteria is met: 

I. The employee has served a 90-day waiting period upon entering DLA 

2. The employee has no current leave restriction letter that was generated as a result of 

leave abuse or written reprimand. 

NOTE: Receipt of a suspension or demotion for misconduct, or poor performance, will restrict an 

employee from participating for a 15-month period from the effective date of the action. Light

duty employees are not eligible to participate until medically cleared for full duty and are capable 

of participating in vigorous physical activities 

a. Participation in the wellness/fitness program applies to eligible permanent full and part

time Federal civilian employees and is contingent upon supervisory approval and mission 

requirements. Administrative leave for part-time civilian employee participation will be 

prorated. 

Example for Calculating Part-time Hours of Fitness: A part-time employee working 32 

hours per week/64 hours per pay period = 80% of 3 hours per week; or 2.4 hours per 

week/rounded to the nearest timekeeping increment (15 mins/.25 hrs) = 2.5 hours per 

week. 

b. Participation in the wellness/fitness program is not an employee entitlement; however, 

supervisors are encouraged to allow employee participation to the maximum extent 

practicable. The civilian wellness/fitness program is subject to annual budgetary review. 

c. Full-time DLA civilian employees may be granted a maximum of 1 hour per day, three 

times per week, of administrative leave during duty time for civilian wellness/fitness 

activities in accordance with the eighty (80) hour limitation placed by law on such grants 

of administrative leave under 5 U.S.C. 6329a(b)(1 ). Only one block of time per day is 

authorized under this program. Fitness activities suitable for administrative leave should 

address cardiovascular/aerobic endurance, muscular strength, endurance, flexibility and 

body conditioning. Wellness activities include but are not limit to, onsite or Agency-
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sponsored classes on health education, weight management, stress management, 

tobacco cessation, and onsite health screenings. 

d. Any unused periods cannot be banked and carried over to the next week. The 3 hours 

per week includes time for changing clothes, showering, and travelling to/from the 

exercise location for employees engaged in civilian fitness program. Any periods of time 

over the 1 hour per day, 3-hour per week limit will be charged as annual leave, credit 

hours, or compensatory time and are subject to applicable leave and absence regulations 

(refer to DLA! 7208, Leave). If the employee is unexpectedly away from the office for 

longer than the approved period of Administrative (Wellness/Fitness) Leave, he/she may 

request the use of annual leave, credit hours, or compensatory time subject to supervisory 

approval. Should the employee fail to properly request the necessary added time via 

leave, or if the supervisor denies the employees' request for the use of leave, the employee 

may be charged with Absence Without Leave. 

e. On-base facilities, such as the base gym and on-base running/walking tracks should be 

utilized for employees engaged in a civilian wellness/fitness program. However, alternate 

arrangements may be approved for employees not co-located to onsite facilities. Civilian 

fitness/wellness periods can be combined with the regularly scheduled lunch period or 

before or at the end of the day, subject to mission requirements and supervisory approval. 

f. DLA Aviation or DLA Distribution Cherry Point ( as applicable) will not pay any expenses 

related to gym membership fees or travel costs to/from alternate fitness sites, etc., for 

employees engaged in a civilian wellness/fitness program. 

g. Supervisors retain authority to schedule and assign work to fulfill mission requirements 

and must carefully balance workload needs and availability of personnel when scheduling 

employee's use of duty time for civilian wellness/fitness activities. Supervisors may 

temporarily suspend employee civilian wellness/fitness participation in the program when 

time-critical work must be completed (supervisors will describe the specific mission 

reason for cancelling the wellness/fitness leave). Supervisors should try, whenever 

possible, to allow employees to reschedule the exercise time period (up to 1 hour per day, 

3 days per week) for another time or day in the week. 
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h. Premium type hours, including overtime, compensatory time, and credit hours, should not 

be approved to allow for participation in the civilian wellness/fitness program. However, 

if a supervisor identifies a need for an employee to work "overtime" to complete 

unanticipated, time-critical work that same day, then the supervisor should approve the 

premium hours, as appropriate, in accordance with applicable laws, rules and regulations. 

i. As conditions of their participation in the DLA Civilian Wellness/Fitness program, 

employees must adhere to the following: 

(1) Employees scheduled for Temporary Duty (TDY) or training must suspend their civilian 

wellness/fitness program arrangements during applicable days. No type of 

compensatory pay will be granted for wellness/fitness while on TOY. 

(2) Employees work performance must be at the fully successful level. 

(3) Employees must not have a current leave restriction letter or written reprimand. 

(4) Employees who receive a suspension or demotion for misconduct or poor 

performance will be restricted from participation for a 15-month period from the 

effective date of the action. 

(5) New employees must wait 90 days from their entry on duty date in Dl,A to begin 

participation in the civilian wellness/fitness program for the purpose of orientation. 

(6) Employees on light duty or just returning to work from a medical condition are not 

eligible to participate in a civilian fitness program until medically cleared for full duty 

and are capable of participating in vigorous physical activities. 

J. All DLA employees participating in the civilian wellness/fitness program are protected 

under the Privacy Act of 197 4, Health Insurance Portability and Accountability Act of 1996 and 

other applicable laws and implementing regulations. 

Responsibilities. 
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a. Supervisors are to ensure the program is not compromised or abused and have the 

authority to revoke privileges if abuse is suspected or mission requirements do not 

supported continued participation. 

Procedures. 

Procedures for participation in the Fitness aspect of the Civilian Wellness/Fitness Program are 

detailed as follows: 

a. Prior to beginning a civilian fitness program, individuals must initiate a written request to 

the first level supervisor, Attachment 1, including the employee's projected times, 

location, and nature of the fitness activity. Specific times for participation will be dictated 

by mission requirements and approved in advance. 

b. Employees must self-certify to the best of their knowledge that they have no medical 

conditions or limitations that would put them at risk of injury or harm to their health while 

participating in the fitness program {Attachment 1 ). 

c. Within 3 work days of receipt of the employee's submitted request, the supervisors shall 

provide the employee a response, unless the supervisor is on leave or TDY. 

d. With the approval of their supervisor, employees may establish civilian fitness periods at 

a set time within the workday. Administrative leave can be combined with regularly 

scheduled lunch periods with supervisory approval. 

e. Employees will self-certify their medical condition on the fitness agreement. If an 

employee is returning from a medical situation or on light-duty with medical restrictions, 

they must provide supporting medical documentation from their health care provider 

verifying that it is permissible for the employee to participate in the fitness program. 

f. The first-level supervisor maintains approved requests to participate. 

g. Copies of all agreements will be kept by supervisors, and organizations are to provide a 

copy upon request to satisfy any reporting requirements. 
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h. A supervisor for a newly assigned employee already participating in the civilian fitness 

program should review the employee's schedule to determine if there are any conflicts 

with the mission of the organization. Employees selected for new positions must initiate 

a new request. 

i. If an employee request for administrative leave for the fitness program is denied or 

revoked, the employee may request reconsideration by his/her next level supervisor. 

J. Participants are encouraged to maintain a diary of all activities, goals and progress. 

Information Requirement. DLA must maintain appropriate accountability of time and 

attendance and will use information to report participation and evaluate the Agency 

Civilian Fitness/Wellness Program. Accordingly, organizations must ensure employees 

and timekeepers enter the fitness/wellness code of "LN" in EAGLE for the dates and times 

employees participate in the program, selecting Reason Code (PF). 

Internal Controls. DS-Q with the support of J1 will assess the civilian wellness/fitness 

program on an annual basis to determine impact on productivity and whether the 

program is meeting the stated objectives. 

For the Union: 

irect· Business Representative Date 
District Lodge 110 Havelock, N.C. 

For DLA Distribution Cherry Point: 
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MEMORANDUM OF AGREEMENT 
• BETWEEN 

THE DEFENSE LOGISTICS AGENCY AVIATION, CHERRY POINT 
AND 

nrn INTERNATIONAL AS SOCIA T!ON OF MACHINIST AND AERO SP ACE WORKERS 
LOCAL LODGE 2297 

SUBJECT: Memorandum of Agreement, Article 8, Hours of Work. 

THE PARTIES: The International Association of Machinist & Aerospace Workers (IAM&A W), Local 
Lodge 229.7, hereafter referred to as the Union, and the Defense Logistics Agency Aviation Cherry 
Point hereafter refened to as the Employer; hereby enter into this Memorandum of Agreement (MOA) 
regarding shift start times, as it applies to Bargaining Unit Employees (BUEs) covereq. by the Negotiated 
Agreement between the Parties, dated June 7, 2013 .. 

PURPOSE: This MOA establishes prooedures·and describes actions the Parties, by mutual agreement, 
will use to hnl;'lement any changes in start-times of first_ shift for employees requesting alternate start 
times. 

BACKGROUND: Section 4 of Article 8 of the Negotiated Agreement designates the start-time for the 
first shift as 0700-1530, with a 30 minute lunch. Effective with the signi~g of this MOA, the Union and 
the Employer agree that'firstshift start-times may, at the request of the employee, liegin at one of the 
following times: 0600, 0630, 0700, or 0730, provided there is no mission degradation. The following 
shall apply; 

I. With the approval of their immediate supervisor, employees may choose a start time identified above 
with the understanding that his/her chosen start time will be the same each day, provided there is no • 

• degradation to mission effectiveness. • • • 

2. Management understands that situations may arise where more than one employee may request the 
same start time, which could.result in ~1ission degradation. In duch· cases, the Parties agree that seniority 

. will be used as the determinant factor, based on the leave Setvice Computation Date (SCD). 

3. If at any time during the tenn of this agreement, the Employer determines that. such scheduling has 
interfered with the ability ·10 meet mission requirements of customer support is diminished, some, or all 
employees may need-to revert back to the standarcj 0700-1530 shift. If this situation arises, the Parties 
agree that the employee with the least amount- of continuous time on that particular start-time shall revert 
back to the standard 0700, 1530 shift ftrst. lfthe amount of time of the affected employees is the same, 
then the senior SCD will be used as the detennining factor when implementing such changes. 

4. Th.e Employer agrees to give adequate consideration to those.employees who request to be excluded 
fi·om any assignment or interruption of schedule because of personal hardship. When granting such 
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exclusions, the Employer mu.st also consider the effect that such decisions may have on employee 
:morale. 

5. This agreement addresses BUEs assigned to the first s!tlft only. The hours in the workday remain 
eight (8) hours, Monda.y-Friday, with a 30 minute lunch period .. 

6. The Employer agrees to notify the Union prior to any changes to shift hours or start times. 

7. This agreement shall be effective at the date of the signing by the Parties and shall remain in effect 
until the tennination of the Negotiated Agreement between.the Parties or if the Employer detennines • 
that such scheduling has resulted in the degradation of the mission. 

For the Employer Date 
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MEMORANDUM OF AGRffMENT 
OETWEEN 

THE DEFENSE LOGISTICS AGENCY DLA AVIATION Al CHE!cl<Y 
POINT 

AND 
THE INTE!cNATIONAL ASSOCIATION OF MACHINIST AND AEROSPACE WORKERS 

(IAM&AW) LOCAL LODCiE 2297 

SUBJECT: •Memorandun, of Agreement, OVERTIME (Non-ExemptErnplovecs) ARTICLE 9 

THE' PARTIES: -The International Asso,iation of Machinist & Aerospace Workers (IAM&AW) Local 
Lodge 2297, hernaftcr rcferrecl to as the Union, and Defense Logistics Agency (DLA) Aviation Cherry 
Poinl, N :c. hereafter referred lo as the Employer, hereby enter inlo _Lhis Memorandum nf /\green,ent 
(MOA) regal'ding the maintenance of overiirne and shi~ assignment records (A/D-8 and.AID-&) as it 
applies· to' Bargaining Unit Employees (BUEs) and contractnal pmvisions covered by the Negotiated 
Ag1:eement between the Pa11:ies,.dated June 71 20 I 3. 

PURPGSE The pllrpo.se of this agreemen! is to address a special circurnstance of a supervisor of DLA 
Aviation al Cheny Point, N.C. who has a physical condilion that would not allow adhere1lce to the agreed 
upon methods of record keeping described in A11icle 9 Section 6 of the Collective Bargaining. Agreeir1ent· 
between the pmiies eluted 7 June 2013. The parties by I.his Memorandum of Agreement agree lhnt in this 
special circumstance only, the supervisor with such a condition, will maintain his/her overtime records 
through eleclronic ent1·ics [via computer] and the chief stev,•ard with Lhe approval of the chairman of Lhe 
shops· commilte(:" and the aforernentioned supervisor will estuhlish 3n acceptflble meflns of review for such 
records. This devi11tion agreemenl only accommodates a single DLA Avi8tion sti'pe1·visor and is not 
intended to allow an allernative rne.thod of recmd keeping for other supervisors having, no similar 
condition. 

The sec.tion belO\,V of Aiiic!e 9 is the current language in the Negotiated Agreement. The und~rHnecl 
wording is wl:ere the alternative method would apply. 

Section 6: The Emp!oye,r agrees to maintain accurate records of earned ove-rtirne in t!1e organizational 
element, whJch will be 0.v.uil~ble lo the Union Steward oif reqt1cSt. Overtime records will be reviewed and 
posred on a continuing. basis by the organizational element Supervisor. Earned overtime hours shall be 
zeroed out at the beginning of each leave. year. Closed out records will be maintained in accordanc:e with 
the federnl Records Retention Guide. ·All entries on the overtime record will be made in ink erasures 
lape, whiteout, etc., are not authorized. All changes will he lined tlwough, initialed and identified by an 
asterisk, which Indicates a notation on the back. Notations on the back of the overtlme record will explain 
errors or improper entries. The Supervisor of the organizational elernen1 is responsible for prc~Jerh-: 
rnaintainin2. e11rned overtime reemds. 

This agreement shall be effective at the date of signing· by the parties and shall remain- in ef'ff:cl until lhe 
1ennination of the Negotiated Agreement between the Parties or unl'il suc.:h tirne.ns either the supcrvism 
leaves the position or his physical condition improves to a degree that such a deviation from the terms and. 
conditi'ons of the Negotiated language is no longer required: 

Wilbert Woods, Vice President Date 27 /1'1/t y !'{ 

i 

For DLA Aviation at Cherrv Point: e~ 
Robe1t E. Dare 
CAPT SC USN 
Date ,;;_-;, MIi YI"/ 





Apr, 27. 2017 2:48PM No. 0124 P. 2 

. MEMORANDUM OF AGREEMENT 
BETWEEN THE TNTERNA TIONAL ASSOCIATION OF MACHNIST 

AND AEROSPACE WORKERS (IAM&A W) 
AND 

TBE DEFENSE LOGISTICS AGENCY, AVIA noN AT CHERRY POINT, NC 

The Parties The Parties to this agreement the Defense Logistics Agency (DLA) Aviation at 
Cherry l:>oint, N.C. (hereinafter referred to as the Employer) and the Intern!ltional Association of 

• Machinist and Aerospace Workers (IAM&AW) Local Lodge 2297 (hereinafter referred to as the 
Union) hereby mutually agree to modify the language in Article 15 of the Parties Negotiated 
Agreement date June 7, 20 l3 that addresses the methods by which employees are measured and 
appraised for Performance to appropr,iately implement Do.D's Defense Performance and
Appraisal Program (DPMAP) that went, into effect on April l, 20 I 7. 

Purpos·e. The Parties ·previously reached an informal tentative agreement to extend the 
Collective Bargaining Agreement (CBAJ that was slated to expire on June 7, 2016 for an 
additional period of time as is, The Employer has asked and the Union has agreed to-change only 
Article ·15 with one exception which is to include the various MOU's and MOA's agreed to 
dt1ring the three (3) year life, of the agreement into the body of the CBA Because of the 
requirement throughout the Department of Defense to incorporate the new Appraisa 1 Prograin the 
parties have now agreed that it would only make_ sense to provide- all stakeholders effective by 
the CBA an update to properly describe that new system. • 

: Execution The Parties understand that any agreed· upon changes to Article· is and the inclus'ion 
of MO A's And MOU's into the agreement is solely up to the DoD review process and therefore 
the effective date of this arrangement shall be the date of approval by DoD. The Parties also 

· understand that this arrangement may also be su,bject to the Union's ratification process. 
' ' 

For the Union: 
.~;{qj; 

Date 

HILL.TANYA.F, 12 Digi<o!lyC.goedby 
l-lllLTANVA.F.1232:;iJ2168 

3223 2168 oaie: 2017.0U~ m:l~:30-(hl'OO' 

For DLA Aviation ' Date 

Received Time _Apr. 27, 3:37PM 





Apr.27.2017 2:51PM 
No. 0124 P. 17 

MEMORANDUM OF AGREEMENT 
BETWEEN nrn INTERNATIONAL ASSOClA TION OF MACf-!NlST 

AND AEROSPACE WORKERS (!AM&AW) 
AND 

THE DEFENSE LOGISTICS AGENCY, DISTRIBUTION AT CHERRY POINT, NC 

The Parties The Parties to this ?greement the Di!fense Logistics Agency (DLA) Distriblltion at 
Cherry Point, N .C. (hereinafter referred to as the Employer) and the International Association of 
Machinist and-Aerospace Workers (lAM&AW) Local Lodge 2191 (hereinafter referred to as the 
Union) hereby mutually agree to modify the language in Article 15 of the Parties Negotiated 
Agreement date June 7, 2013 that addresses the lrlethods by which employees are measured and 
appraised for Performance to appropriately irnplenient DoD's Defense Performance and 
Appraisal Program (DP MAP) that went into effect on April I, 2017. 

Purpose. The Parties previously reached an infonnal tentative agreement to extend the 
Collective Bargaining Agreemeot (CBAJ that was slated to ex.pire on June 7, 2016 for an 
additional period of time as is. The Employer has asked and the llnion has agreed to change only 
Article 15 with one exception which is to include the various MOU's and MOA's agreed to 
during the three (3) year life of the agreement into the body of the CBA. Because of the 
requiren1ent throughout thr Department of Defense to incorporate the new Appraisal Program the 
parties have now agreed that it would only make sense to provide all stakeholders effective by 
the CBA an update to properly describe that new s~stem. 

Executioµ The Parties understand that any agreed upon changes to Article 15 and the inclusion 
ofMOA's And MOU's into the agreement is solely up to the DoD review process and therefore 
tne effective date of this arrangement shall be the date of approval by DoD. The Parties also 
understand that this arrangclllent rnay also be subject to the Union's ratification process. 

For DLA Aviation Date 

Received Time Apr, 27. 3:37PM 
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APPRO_VED BY THE DEPARTMENT OF DEFENSE ON OCTOBER 29, 2018 

IN WITNESS WHEREOF the parties have executed this agreement on this 26th day of November 2018 

J;;Jl°J~ 
WILBERT WOODS 
President 
JAM&AW Local Lodge 2297 

-~L-· -
~ Cruz 

IAM&AW Chief Negotiator 

LINDA S. HURRY 
Brigadier General, US 
Commander, DLA Aviation 

c:::Jw, la...Ct ~~aJp. 
TWll..A C. GONZALES · S 
Deputy Commander • 
DLA Distribution 

cy~C{ tN L l ( 
Tanya Hitt· 
Chief Negotiator 

M! ~wMfJ 
Michael Kennedy 
Avn. Team Member 

~/.'>, . ~ ---------
Paul McMillan 
Dist Team Member 

@.AJ. J ____ ,. _/ 
Rocky Wbiver . ... 
DHRSftDLC Team Member 
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