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PREAMBLE

Section 1. Parties. Pursuant to the policy set forth in Title 5,
U.S. Code, Chapter 71 (Public Law 95-454) and all future
amendments, the following Articles, together with any and all
supplemental and/or amendments which may be mutually
agreed upon at later dates, constitute an Agreement by and be-
tween the Department of Defense Dependents Schools, Mediter-
ranean Region, hereinafter the Employer, and the Overseas
Federation of Teachers, AFT, AFL-CIO, hereinafter the Union,
and collectively known as the Parties, for the employees in the
unit described herein. This Agreement is entered into pursuant
to Certification of Representative, 3-RO-55, et al. (6 FLRA 55)
dated June 22, 1982.

Section 2. Mutual Responsibilities. Both Parties recognize their
mutual responsibilities to work together in assisting unit em-
ployees adjust to the unique conditions experienced in an over-
seas environment. When a unit employee is faced with unusual
circumstances unique to overseas, the Parties will work together
to ameliorate the problem.

Section 3. Public Policy. Whereas the Congress finds that ex-
perience in both private and public employment indicates that
the statutory protection of the right of employees to organize,
bargain collectively, and participate through labor organiza-
tions of their own choosing in decisions which affect them,
safeguards the public business, and facilitates and encourages
the amicable settlements of disputes between employees and
their employers involving conditions of employment.

Whereas the Congress finds that the public interest demands
the highest standards of employee performance and the con-
tinued development and implementation of modern and
progressive work practices to facilitate and improve employee
performance and the efficient accomplishment of the opera-
tions of the Government.

Now, therefore the Parties hereto, intending to be bound here
by, agree as follows:
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ARTICLE 1
RECOGNITION AND UNIT DESIGNATION

Section 1. Unit Definition. The Overseas Federation of
Teachers, AFT, AFL-CIO is the certified exclusive represen-
tative for all unit employees assigned to DoDDS schools lo-
cated in the Azores (Portugal), Spain, Italy, Greece, Turkey,
and Bahrain. This unit includes all nonsupervisory professional
school-level personnel employed by the Department of Defense
Dependents Schools; excluding all nonprofessional employees,
substitute teachers, management officials, supervisors and em-
ployees described in Section 7112(b) (2), (3), (4), (6), and (7)
of the Statute.

Section 2. Exclusions. Local National and Third Country Na-
tional employees are not covered by this Agreement as provid-
ed by Section 7103 (a) (2) of the Statute.

ARTICLE 2
RIGHTS OF EMPLOYEES

Section 1. Statutory Rights. By Title 5, U.S. Code 7102, em-
ployees of the bargaining unit are afforded the following
rights:

“7102. Employees’ Rights.

“Each employee shall have the right to form, join, or as-
sist any labor organization, or to refrain from such activi-
ty, freely and without fear of penalty or reprisal, and each
employee shall be protected in the exercise of such right.
Except as otherwise provided under this chapter, such right
includes the right -

“(1) to act for a labor organization in the capacity of
a representative and the right, in that capacity, to present
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the views of the labor organization to heads of agen-
cies and other officials of the executive branch of the
Government, the Congress, or other appropriate
authorities, and

“(2) to engage in collective bargaining with respect to
conditions of employment through representatives chos-
en by employees under this chapter.”

Section 2. Policy.

a. Any employee in the bargaining unit has the right to bring
matters of concern to the attention of appropriate manage-
ment officials, freely and without fear of penalty or reprisal.

b. Employees have the right to report incidents of fraud,
waste, abuse or danger to public health or safety without
fear of penalty or reprisals. Before reporting health and safe-
ty hazards to officials outside of the local school, the prin-
cipal shall be notified and provided with a reasonable
amount of time to seek corrective action.

c. Aggrieved employees and their designated representatives
are entitled to reasonable privacy when discussing matters
of personal concern.

Section 3. Right to Representation.

a. The employee has the right to be represented by the
Union during any examination by a representative of the
Agency in connection with an investigation if:

(1) the employee reasonably believes that the examina-
tion or meeting may result in disciplinary action against
him/her, and s/he requests representation.

(2) DoDDS representatives such as Air Force Office of
Special Investigations (OSI), Naval Investigative Serv-
ices (NIS), Army Criminal Investigations Division
(CID), etc. must respect the Weingarten rights of em-
ployees as stated in Section 3.a (1) above.

b. The Employer will inform employees of their right to
request and receive representation before any disciplinary
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and / or adverse action is imposed or an investigation, ex-
amination or review is conducted which they have reason
to believe could lead to disciplinary or adverse action. The
Employer will inform the employee of this right during
orientation week of each school year. In addition this in-
formation will be given to individual employees in writing
twice each school year, once in September and again in
January. This information will also be included in the
school’s faculty handbook, if one is produced at the school.
This notice will also be posted permanently on the school
bulletin board.

c. (1) If the requested representation is not available, the
meeting will be postponed for a reasonable amount of
time until representation is available.

(2) The Agency and the Union will make every reasonable
effort to provide another Union representative if a lo-
cal union representative (LUR) or designee is not
available.

Section 4. Official Records.
a. Only documents authorized by the Office of Personnel
Management (OPM) regulation shall be retained in the em-
ployee’s Official Personnel File (OPF). All other documents
shall be removed. The employee has the right to review
his/her OPF and to have all unauthorized material removed.
This purging will take place upon proper notification to the
Civilian Personnel Office (CPO).

b. Employees will have access to, and are authorized to
make copies of documents in their employee file(s) main-
tained by their supervisors.

Section 5. Personal Information. Personal information will be
made available to authorized persons only for official use as
provided by law, rule, or regulation.

Section 6. Access to Regulations - at the School Site. Employees
will have access to any regulation affecting personnel policies
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and practices and working conditions as well as curricular
materials pertinent to their teaching assignment which are
normally maintained at the local school. Upon request, em-
ployees will be provided with a copy of each appropriate
document or excerpts thereof.

Section 7. Warrants or Subpoenas. If an employee is to be
served with a warrant or subpoena while at school during the
normal duty day and Management knows in advance, it will
make every effort to assure that it will be done in private without
the knowledge of other employees or students.

Section 8. Investigations. Cross-reference to Article 35.
Investigations.

Section 9. Military Grade Equivalency.

a. When an equivalent military grade is used for establish-
ing entitlement to housing, travel, accommodations, etc.,
such grade level determination shall be made in accordance
with the following:

Schedule C,D,E, and F Equivalent Grade
Unit Employees

Steps 1-10 0-3 (GS-11)
Steps 11 and above 0-4 (GS-12)

b. If the Military Departments place a grade equivalent on
unit employee identification cards, the above military
equivalent grades shall be used.

Section 10. Probationary Employees.

a. In accordance with Public Law 101-376, Civil Service
Due Process Amendment, a probationary employee is de-
fined as any DoDDS excepted service employee, other than
preference eligible, who has not completed two (2) years
of continuous service in a nontemporary appointment.

b. The trial period for temporary employees, who are reap-
pointed or converted to permanent positions, will begin at
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the time of reappointment or conversion. Service in the tem-
porary position will not count toward the two-year proba-
tionary period.

c. Normally, by the end of the rating period, April 30, each
educator serving in a trial period shall be informed whether
or not his/her performance is satisfactory.

d. If an employee’s performance necessitates the employee’s
separation, s/he must be informed in writing of the fol-
lowing:

(1) Reason(s) for separation and statement of inade-
quacies
(2) Notice of the effective date of separation.
(3) Appeal rights through the Merit Systems Protection
Board and EEO Commission.
(4) The probationary employee may not grieve any
aspect of his/her removal under the negotiated grievance
procedure.

e. Nothing in this section will reduce the length of time that
a probationary employee must serve to be eligible for career
status.

f. If separated, the employee may request a waiver of his/her
obligations for the Travel Agreement and Shipment of
Household Goods.

Section 11. Witnesses.
a. When a unit employee is summoned or assigned to testi-
fy or appear to produce records by or on behalf of the Em-
ployer, or the United States Government, the District of
Columbia, or any state of the U.S. or local U.S. Govern-
ment at a judicial proceeding, s/he shall be in official duty
status, and entitled to his/her regular pay.

b. When an employee is summoned as a witness in a
nonofficial capacity on behalf of a private party in con-
nection with any judicial proceeding to which the U.S., the
District of Columbia, or a state of the U.S. or local U.S.
Government is a party, the employee is entitled to regular
pay during the time absent as a witness.
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c. If an employee serves as a witness in a non-official ca-
pacity on behalf of a private party not in connection with
any judicial proceeding to which the U.S., the District of
Columbia, or a state of the U.S. or local U.S. Government
is a party, the employee’s absence must be charged to Any
Purpose Leave or Leave Without Pay, and the employee
may accept fees and expenses from the court incidental
thereto.

d. Travel will be authorized when it is appropriate

Section 12. Postage for Official Documents. If the employee
is required by his/her supervisor or by the DoDDS Personnel
Center to mail official documents related to his/her employ-
ment, the employee will be provided a franked envelope pre-
addressed to the DoDDS Personnel Center for the purpose of
mailing.

Section 13. Personnel Services. The Military Departments and
host nation control certain aspects of support that are not con-
sidered personnel administration. For example, these services
may include, but are not limited to, the issuance of drivers’
licenses, identification and privilege cards, vehicle registrations,
authorization for rationed items, and permits unique to the
country (i.e. Italian Soggiorno). These forms of support will
continue to be provided by the Military Departments and lo-
cal authorities of the host nation. Employees may obtain as-
sistance, when necessary (i.e. certification of employee’s
entitlement to the support), from DoDDS personnel represen-
tatives located in the region or the DoDDS Personnel Center.

Section 14. Access to regulations - at the Civilian Personnel
Office. If employees need access to regulations normally avail-
able at the servicing civilian personnel offices of the Military
Departments, they shall have access to these regulations from
the servicing civilian personnel offices of the Military Depart-
ments (as provided in the Inter Service Support Agreements
with the Military Departments). Access to regulations by unit
employees will be in accordance with procedures established
in this Agreement.
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ARTICLE 3
UNION RIGHTS

Section 1. Statutory Rights. By Title 5, U.S. Code 7114 (a) (1)
and (2) (A) the Union is afforded the following statutory rights:

a. “7114. Representation rights and duties
‘ ‘ (a) (1) A labor organization which has been accorded

exclusive recognition is the exclusive represen-
tative of the employees in the unit it represents
and is entitled to act for and negotiate collec-
tive bargaining agreements covering, all em-
ployees in the unit. An exclusive representative
is responsible for representing the interests of
all employees in the unit it represents without
discrimination and without regard to labor or-
ganization membership.

‘ ‘ (2) An exclusive representative of an appropriate
unit in an agency shall be given the opportuni-
ty to be represented at:

“(A) any formal discussion between one or
more representatives of the agency and one
or more employees in the unit or their
representatives concerning any grievance or
any personnel policy or practices or other
general condition of employment.”

b. The Union has the right to designate all of its represen-
tatives. These representatives may designate someone to act
on their behalf. Prior to conducting any formal meeting
involving resolutions of grievances and discussions of per-
sonnel policies, practices and working conditions, the
Union shall be notified.

c. The union shall have the right to present its views, oral-
ly or in writing to any Agency, part of the executive branch
of government, or to the Congress of the United States.

Section 2. Committees. If the Employer at the school or Region-
al level, establishes a committee to advise on developing or im-
plementing personnel policies and practices, the Union at the
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appropriate level will be authorized to appoint a representa-
tive to said committee.

Section 3. Personnel Manual. As the Employer revises the
DoDDS Manual on Personnel Policies and Procedures, it will
obtain Union input and will submit a draft of the revision to
the Union for additional recommendations.

Section 4. Inter Service Support Agreements. The Agency will
provide two copies of current servicing agreements between
DoDDS and the servicing agents.

Section 5. Meetings. Each faculty will normally have time
reserved for one Union meeting per month held after the duty
day during which no other general meeting of the faculty is
scheduled. This day will be mutually agreed upon locally by
the Employer and the Union.

Section 6. Rights of Union Representative in Investigations and
Examinations. See Article 35. Investigations.

Section 7. Authority of Contract. The provisions of this con-
tract shall have the weight and authority of Agency regulations.
Where there is a conflict between this contract and Agency regu-
lations, the contract language will be controlling.

Section 8. Access to regulations. If the Union needs access to
regulations normally available at the servicing civilian person-
nel offices of the Military Departments, the Union shall have
access to these regulations from the servicing civilian person-
nel offices of the Military Departments (as provided in the Inter
Service Support Agreements with the Military Departments).
Access to regulations by the Union will be in accordance with
procedures established in this Agreement.

ARTICLE 4
RIGHTS OF THE EMPLOYER

Section 1. Statutory Rights. By Title 5, U.S. Code 7106, the
Employer is afforded the following statutory rights:
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“7106. Management Rights

“a. Subject to subsection (b) of this section, nothing in this
chapter shall affect the authority of any management offi-
cial of any agency-

“(1) to determine the mission, budget, organization,
number of employees, and internal security practices
of the agency; and

“(2) in accordance with applicable laws-
“(a) to hire, assign, direct, lay-off, and retain em-
ployees in the agency, or to suspend, remove, reduce
in grade or pay, or take other disciplinary action
against such employees;
“(b) to assign work, to make determinations with
respect to contracting out, and to determine the per-
sonnel by which agency operations shall be con-
ducted;
“(c) with respect to filling positions, to make selec-
tions for appointments from-

“(1) among properly ranked and certified can-
didates for promotion; or

“(II) any other appropriate source; and
“(d) to take whatever actions may be necessary to
carry out the agency mission during emergencies.

“b. Nothing in this section shall preclude any agency and
any labor organization from negotiating-

“(1) 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 per-
forming work;

“(2) procedures which management officials of the
agency will observe in exercising any authority under
this section; or

“(3) appropriate arrangements for employees adverse-
ly affected by the exercise of any authority under this
section by such management officials.”
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ARTICLE 5
UNION RESPONSIBILITIES

Section 1. Representation. The Union recognizes its responsi-
bility to represent all employees in the Unit without discrimi-
nation and without regard to Union membership.

Section 2. Strikes, Work Stoppages, Slowdowns and Picketing.

a. The Union recognizes that to call, or participate in a
strike, work stoppage, or slowdown or to condone such ac-
tivity, or picketing of the Employer in a labor management
dispute if such picketing interferes with the Employer’s oper-
ations is illegal under Title 5, U.S. Code, Chapter 71.

b. Informational picketing is defined as picketing which is
conducted on non-duty time in a manner which does not
interfere with the Employer’s operations. Consistent with
this subsection the Employer affirms the right of the
Union to engage in informational picketing.

ARTICLE 6
EMPLOYEE RESPONSIBILITIES

Section 1. Employee Responsibilities. The Parties recognize the
standard applied to professionals and the obligations of em-
ployees employed overseas on military installations. An em-
ployee’s responsibilities include, but are not limited to:

a. reporting to work ready, willing and able to perform
his/her professional duties.

b. exercising of self determination in such things as per-
sonal appearance, personal beliefs and practices, social and
private behavior so long as exercise of this right shows
respect for the students, parents, community members
whom they serve, and the host nation.

c. familiarizing himself/herself with host nation and ser-
vicing military regulations and so conducting himself/her-
self in accordance with these laws and/or regulations.
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Section 2. Outside Employment. Outside employment shall not
adversely impact on the employee’s duties.

ARTICLE 7
EMPLOYER RESPONSIBILITIES

Section 1. Information. The Employer agrees that it will in-
form employees where to obtain information on such matters
as: transportation rights, housing allowances, health and safety
procedures, leave procedures, promotion opportunities, Fed-
eral Employees’ Compensation Act, Standards of Conduct, In-
centive Awards, retirement benefits, and Employee Assistance
Program.

By August 1 of each school year, the Agency shall provide the
Union with a list of CONUS recruits and transferees including
work address and assignment. The Agency shall also provide
the Union with the names, work addresses and assignments of
any new employees including local hires as they become known.

Section 2. Introduction of Representative. The Employer will
introduce to employees the Local Union Representative dur-
ing orientation week and thereafter to each new bargaining unit
employee assigned to the school.

Section 3. Agencies Servicing DoDDS. When the Agency and
the Union agree that an error was made or misinformation was
given to employee(s), or to the Union, by the Agency or its ser-
vicing offices which resulted in employee loss of funds, rights
or benefits, the Parties shall jointly request that the employee
be made whole by the appropriate authority, normally the
Government Accounting Office. This shall apply when there
was no indication of fraud, fault or lack of good faith on the
part of the employee. This course of action would preclude fur-
ther grievance arbitration processing.

Section 4. Orientation Program. The Employer will develop
an orientation program at each school that may include infor-

16



mation on the Federal Employees’ Compensation Act (FECA),
housing, hold baggage and household goods, government fur-
niture and appliances, dental and medical facilities, transpor-
tation, commissary and exchange facilities, banking, POV
registration procedures, local culture, climate, Red Cross, com-
munity service organizations, host nation laws, Status of Forces
Agreements (SOFA), military regulations, and civilian personnel
related matters, etc. The Union may suggest items for orienta-
tion of employees related to employment.

Section 5. School Year Calendar.

a. The Employer will establish a school year calendar in
accordance with DOD Directive 1400.13 and provide it to
the Union for comments.

b. Employees are entitled to all holidays as prescribed by
Federal law, that may be added by Federal law, and that
may be designated by Executive Order. Holidays will be
observed in accordance with applicable regulations.
Whenever an employee whose regular work schedule re-
quires him / her to work on Sundays or U.S. holidays, s/he
shall be paid premium pay in accordance with applicable
regulations.

Section 6. Matters Appropriate for Negotiations.

a. In exercising the right to make rules and regulations relat-
ed to conditions of employment, the Employer shall give
due regard to, and abide by, the obligations imposed by
this Agreement and Title 5 U.S. Code Chapter 71.

b. Conditions of employment means personnel policies,
practices, and matters affecting working conditions of em-
ployees within the unit. The employer will give timely no-
t i c e  t o  t h e  U n i o n  o f  c h a n g e s  t h e r e t o .  P r i o r  t o
implementation, the Employer will negotiate any newly for-
mulated or proposed change to established personnel poli-
cies, practices, and matters involving or impacting on
working conditions including reorganization.
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Section 7. Rules, Regulations and Other Documents. A com-
plete and current set of all DoDDs regulations applicable to
school level operations will be maintained at every school. The
Employer will have available a copy of each of the applicable
servicing military agency grievance procedures at each school,
and will provide the Union with 2 copies of the grievance proce-
dures. The Union will be provided with 2 copies of changes
to current regulations.

Section 8. Death Benefits Counseling. The employer will noti-
fy a deceased employee’s designated next of kin as to the con-
tact person(s) in the personnel office who will conduct the Death
Benefits Counseling.

Section 9. Emergency Evacuations. In the event of an emer-
gency evacuation of employees or their dependents, or both,
from duty stations for military or other reasons or because of
imminent danger to their safety and lives, the Employer shall
ensure the safe evacuation and the payment of compensation,
post differential and allowances to affected employees in ac-
cordance with pertinent regulations.

Section 10. Shipment and Storage of Goods. Employees will
be authorized the storage and shipment of household goods
in conjunction with assignments, reassignments and permanent
change of station moves in accordance with appropriate regu-
lations.

Section 11. Transportation.

a. In accordance with Department of State Standardized
Regulations (DSSR), unit employees shall be entitled to
round-trip transportation once a year at government expense
for each dependent under 23 years of age attending an in-
stitution of higher learning in the United States.

b. Renewal Agreement Travel (RAT) Options. Unit em-
ployees on Renewal Agreement Travel orders may choose
from among the following alternatives:

1. Indirect, (circuitous) routing
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2. Deferred stops en route via AMC aircraft or char-
tered airplane.

3. Commercial aircraft or AMC sponsored flights.

4. Accompanied or unaccompanied dependents travel

Any additional expenses incurred beyond the constructive
cost as a result of utilizing the above options shall be borne
by the employee.

Section 12. Personnel Services.

a. DoDDS Personnel Center Services.

(1) Labor-Management Relations: The primary point
of contact for DoDDS labor relations matters will be
the Center.

(2) Equal Employment Opportunity: Support will be
provided by the Center. DoDDS will retain reciprocal
use of equal employment opportunity counselors with
the Military Departments in order to ensure maximum
freedom of choice of counselors for the unit employees.

(3) Grievances and Appeals: The primary point of con-
tact for DoDDS grievances and appeals will be the
Center.

(4) Employee Benefits, Incentive Awards and Perfor-
mance Ratings: The DoDDS Personnel Center will
process claims, incentive awards, performance awards
and ratings; as well as provide service and guidance.

(5) Personnel Administration: The DoDDS Personnel
Center will maintain the Official Personnel Folders and
process personnel actions for all DoDDS schools. The
Military Departments will continue to provide the sup-
port not considered to be personnel administration.

b. Other Personnel support

(1) The Military Departments and host nation control
certain aspects of support that are not considered per-
sonnel administration. For example, these services may
include, but are not limited to,’ the issuance of drivers
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licences, identification and privilege cards, vehicle regis-
trations, authorization for rationed items, and permits
unique to the country (i.e. Italian Soggiorno). These
forms of support will continue to be provided by the
Military Departments and local authorities of the host
nation.

(2) Employees will obtain assistance, when necessary
(i.e. certification of employee’s entitlement to the sup-
port), from DoDDS personnel representatives located
in the region or the DoDDS Personnel Center.

ARTICLE 8
MUTUAL RESPONSIBILITIES

Section 1. Policy. The parties agree to strive to improve com-
munications between employees and Agency, to promote effi-
ciency and fair treatment of employees, and improve the morale
and working conditions of employees. Such efforts will be fo-
cused on the goal of making DoDDS a better place for teachers
to teach and for students to learn.

Section 2. Transition Assistance. The parties agree to make ev-
ery effort to ensure that new and newly assigned employees will
have a smooth transition into the school and community.

Section 3. Provisions of Law and Regulations. In the adminis-
tration of all matters covered by the Agreement, the Parties
are governed by existing and future laws and the regulations
of appropriate authorities, including policies set forth in the
Federal Personnel Manual; by published agency policies and
regulations in existence at the time the Agreement is approved;
by applicable policies and regulations of servicing military agen-
cies; and by subsequently published policies and regulations re-
quired by law or by the regulations of appropriate authorities.

Section 4. Benefits and Obligations of Law and Regulation.
Benefits granted or obligations imposed upon employees by ap-
plicable laws and/or regulations will not be denied or abrogated
because of exclusion from this Agreement.
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ARTICLE 9
UNION REPRESENTATION

Section 1. Conduct of Representational Business.

a. Policy. In the furtherance of good labor-management
relations, as provided for in The Civil Service Reform Act,
it is understood that officially recognized Union represen-
tatives have the responsibility of carrying out representa-
tional duties: therefore, Union officials will be granted duty
time for the purpose of conducting representational duties.

b. Conduct of Activities. Representational activities may
be conducted during times that employees are not instructing
students, such as before and after instructional day, dur-
ing recess, lunch and preparation periods. All representa-
tives recognizing their responsibility as government
employees, shall conduct representational business with as
much dispatch as possible.

Section 2. Recognition of Representatives.

a. Listing of Union Officials. The Union will provide the
agency with a list of Union officials and representatives in-
cluding designated Local Union Representatives (LURs) as
soon as possible after the beginning of the school year. There
will be no more than one LUR per faculty who shall act
as the official spokesperson for the Union in that school. The
Union has the right to appoint any person to represent it
at any school in the Unit, but first will make an effort to
appoint an LUR from the faculty of the school s/he
represents.

b. OFT officials covered by the agreement may designate
another person to act in their behalf. Written advance no-
tice of the designation will be provided to the management
official concerned. Any business by the designee and
management officials will have the full force and effect as
business conducted by the designating OFT official.

c. The union will designate two (2) representatives for the
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Regional level. Said representatives will be the point of con-
tact for all representational matters for the bargaining unit.
Any of the Regional Union Representatives may designate
another person to act in his/her behalf.

Section 3. Official Time.

a. School Level.
(1) In schools where a regular period per day is not
authorized for representational matters, the Local Un-
ion Representative (LUR) and the Principal will meet
as needed, to determine the arrangements for times
which may be used by the LUR. Such arrangements that
may be considered will be limited to,

(a) classroom coverage by another staff member;
(b) class coverage for field/study trips or assemblies

or special events;
(c) combining classes for special programs;
(d) release from non-instructional duties; and,
(e) additional arrangements may be raised for

discussion at the Regional JLMC meetings.
These arrangements will be implemented if
mutually agreed.

These arrangements shall be at no cost to the Agency.
The Principal will be notified at least one day prior to
the use of such time. The LUR will be responsible for
making the arrangements with the other teacher who
would assume his/her duties under these circumstances.
Normal rules for approval of release time by supervi-
sors will be applicable.

(2) When an elementary school and a high school are
on the same base, but the high school does not have
twenty-six staff members, the Union may choose to
designate one representative for both schools. In such
instances, if the representative is from the high school,
the Local Union Representative (LUR) will be autho-
rized one instruction free period of not less than forty
minutes per day for representational business.
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(3) In unit schools (K-S through K-12) when the Local
Union Representative (LUR) is from the secondary
school and is departmentalized, he/she shall be autho-
rized one instruction free period of not less than 40
minutes per day for representational business.

(4) (a) Schools with the following number of staff mem-
bers are authorized the days for representational busi-
ness as follows:

1-25 staff members 5 days per year
26+ staff members 9 days per year

(b) In addition the Union will be provided a bank
of 50 duty days from the above allocation which
may be reallocated to other representatives at other
schools by the Union. These days may not be allo-
cated in blocks exceeding five (5) consecutive days
at any one time. The Regional Union Representa-
tive will notify the Management Employee Relations
Office a minimum of three (3) days in advance pri-
or to reallocating such time.

(c) In the interest of the education program, in
secondary schools with a staff of 26 or more, the
LUR will be authorized one instruction-free peri-
od of not less than forty (40) minutes per day for
representational business. This will be authorized
where the LUR is not assigned a self-contained class.
In those schools where a duty free period is autho-
rized, the LUR will not be permitted to draw from
the bank. The total number of days in the bank will
be decreased by the number of days allotted for any
school where the LUR has an instruction-free peri-
od for representation business in accordance with
the original plan.

(5) The use of official time under this section, if not
regularly scheduled, shall be requested in advance, nor-
mally three (3) work days, with the exception of para-
graph (a)(l). The request must be in writing and
specifically state the reason for the request. Such re-
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quest will be approved by the principal absent compel-
ling circumstances.

b. Regional Level. Upon written request prior to the be-
ginning of the school year, two (2) employees, selected by
the Union will be released from duty to perform full-time
representational tasks as Regional Representatives. As de-
termined by the Union, one full-time employee will be grant-
ed full-time official time with the employer paying full
compensation for the aforesaid employee and all benefits
to which the employee is entitled to as a full-time employee,
consistent with law and regulations. The second full-time
employee, designated by the Union will be authorized one-
half official time, one-half LWOP with the employer pay-
ing one-half the compensation for the aforesaid employee
and all benefits to which the employee is entitled as a full-
time employee, consistent with law and regulations.
At the conclusion of their term of office, these representa-
tives will be authorized to return to their former positions
at the school to which currently assigned.

c. In the event that, at any one school or at the Regional
level, the number of formal third party proceedings (arbitra-
tions, ULP hearings, etc.) exceeds the cumulative time un-
der this section, additional time may be granted by the
Labor Relations representative(s) for the region,

d. Union officials designated to prepare Department of
Labor reports, Internal Revenue reports, and other offi-
cially required reports will receive not more than one day
per year to accomplish this duty.

Section 4. Non-Employee Union Representatives.

a. Designated representatives of the Union, who are not
employees of the Employer, may be admitted to the Em-
ployer’s schools if eligible with military authorities for the
following purposes:

(1) Meetings with officials of the Employer

(2) Contract Negotiations
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(3) Representation of an employee at any administra-
tive or legal proceeding (i.e., Arbitration, MSPB,
EEO, ULP, etc.)

(4) Any other activities specifically authorized by the
terms and conditions of this agreement.

b. The Union shall provide the Employer with written notifi-
cation, as far in advance as practicable with the visitor’s
name, purpose of the visit, expected length of visit, expected
time of arrival and departure, and other required infor-
mation.

Section 5. Permissive Travel Orders. Upon request, the Em-
ployer may provide Union Representatives who are employees
of DoDDS with appropriate permissive government travel
orders for transportation for the purpose of conducting
representational business.

ARTICLE 10
JOINT LABOR MANAGEMENT COMMITTEE MEETINGS

Section 1. Local Level. The parties agree that at the school level
matters appropriate for discussion (personnel policies/practices
and working conditions) are best resolved on an informal ba-
sis. The Local Union Representative and the principal, or his
designated representative, shall meet and confer at reasonable
times. Either the Local Union Representative or the Principal
may require that there be formal meetings between the prin-
cipal and such administrator or administrators (but not to ex-
ceed three including the Principal) and the Local Union
Representative and such other Union repreesentative or
representatives (but not to exceed three Union representatives
including the Local Union Representative) once each month,
provided, however, that not more than seven (7) such meet-
ings be required during any school year.

Section 2. Regional Level.

a. Policy. At the Regional Level, the parties recognize that
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many matters appropriate for consultation and/or negoti-
ation are best resolved informally. To this end the Union
and the Agency agree to meet at reasonable times, infor-
mally, to resolve day to day concerns. To facilitate plan-
ning, a regular set time may be established by mutual
agreement. Official time is authorized for these meetings.

b. Scheduled Meetings. To facilitate impact bargaining and
provide the means whereby the Union may present employee
concerns to the Agency formally, scheduled meetings will
be held, commencing with the first year this agreement is
in effect or earlier upon mutual agreement. These meetings
will be scheduled prior to the beginning of the school year;
however, by mutual agreement the sites and times may be
adjusted to reduce travel costs or facilitate travel.

(1) Joint Labor Management Committee Meetings. The
Union may nominate five (5) representatives who will
be on official time to attend each of the five (5) sched-
uled meetings. Travel and per diem will be authorized
for two (2) Union representatives per meeting except
for the meeting held at the duty site of the full-time
Representative. One representative attending the meet-
ing at the site of the full-time Union Representative shall
be authorized surface travel and per diem. An additional
two (2) representatives will also receive a travel day to
facilitate attendance.

(2) Impact and Implementation Meetings. The Union’s
full-time representatives or their designees will be on
official time to attend the two (2) scheduled Impact and
Implementation meetings. Travel and per diem will be
authorized to the Union representatives not assigned to
the meeting site.

c. Proposed Changes. Matters appropriate for consultation
or negotiation at the Regional level are personnel policies
and practices relating to conditions of employment which
are within the discretion of the employer. If the Union wish-
es to negotiate concerning the implementation or impact
on employees of any Management or Union initiated
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change, the Union must declare its intent by submitting writ-
ten proposals to the Agency’s representative within a
reasonable period after notification of the proposed change.

d. Agendas and Minutes. The parties agree to notify each
other of the tentative agenda items for each meeting at least
fifteen (15) calendar days in advance. Each party will be
responsible for keeping its own minutes of the meeting.

e. Sites of Meetings.
(1) Joint Labor Management Committee Meetings. The
meetings will be rotated among Spain, Italy and
Greece/Turkey. One (1) meeting will be held in Spain,
three (3) in Italy, and one (1) in Greece/Turkey. One
of these meetings will be held at the duty site of one
of the full-time union representatives. Only the full-time
Union Representative or his/her designee may attend
from outside the hosting country. The exceptions to this
are (1) for the meeting in Spain one representative from
the Azores may attend, and, (2) for the meeting in
Greece/ Turkey a representative from Bahrain may at-
tend.

(2) Impact and Implementation Meetings. Two (2) meet-
ings will be held in conjunction with the regional meet-
ings. The two I & I meetings held in the region shall
be scheduled at a mutually agreed upon time but no later
than two weeks following a scheduled JLMC. The site
of the I & I will be at the duty site of one of the full-
time representatives.

f. Additional Meetings. One additional JLMC meeting a
year may be scheduled at the request of the Union; however,
any travel or per diem will be at the Union’s expense.

Section 3. Permissive TDY Orders. Unfunded permissive TDY
orders will be provided for one JLMC meeting attendee not
assigned to the site of the meeting. These orders will cover travel
to and from the meeting and the duration of the meeting. The
attendee on permissive orders shall be on release time for travel
to and from the meeting and while at the meeting.
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Section 4. Additional TDY Orders. Funded TDY orders will
be provided to support two (2) TDY trips per year for travel
to Spain and/or Turkey. The orders may be used by either of
the two full-time Union Representatives. The orders will cover
travel to and from one destination for each TDY with one
authorized work day for each TDY.

Section 5. Recognition of Spokespersons. The Agency agrees
to recognize the person designated by the Union as chief
spokesperson in the local and regional JLMC meetings. Such
designee will be empowered to act fully for the Union at the
appropriate level.

ARTICLE 11
UNION SPONSORED TRAINING

Section 1. Policy and Procedure.

a. The Union will be granted a bank of fifty-five (55) days
for Union Sponsored Training of which fifty (50) days shall
be excused absence and five (5) days shall be leave-without-
pay (LWOP). The Union retains the right to determine
whether the leave used will be excused absence or the
LWOP. A written request for release time for the par-
ticipants for Union Sponsored Training shall be submitted
to the DoDDS Regional servicing personnel Labor Rela-
tions representative(s), normally thirty (30) calendar days
in advance. If thirty (30) calendar days notice cannot be
given, the Union will notify the Agency’s designated Labor
Relations Representative approximately when notice will
be given. The Agency will make efforts to accommodate
the request if notice is given less than thirty (30) days in
advance. Such request shall detail a listing of employees
requested to attend and the school where assigned with the
understanding that substitutions can be made. The train-
ing will deal with labor relations.

b. Excused absence may be granted for up to twenty-four
(24) hours per school at any one time, to be taken in incre-
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ments of no less than eight (8) hours, to attend Union Spon-
sored Training.

c. Such training shall not be scheduled during the first two
(2) weeks of school; the last two (2) weeks of school; nor
during the weeks ending grading periods. No more than
three (3) representatives per school may attend any train-
ing session at one time. Each employee designated for train-
ing may be authorized one (1) day travel, except that the
total authorization under this provision for training and
travel shall not exceed fifty-five (55) days per year or twenty-
four hours per training session.

d. Not later than thirty (30) calendar days from the end of
the training, the Union shall certify attendance at the train-
ing in writing to the Agency’s designated Regional Labor
Relations Representative.

Section 2. Employee Contract Orientation.

a. The Parties recognize the importance of employee
familiarization with the negotiated Contract. The Agency
authorizes the dismissal of school one (1) hour early for
one (1) day at each school for employee orientation during
the initial school year in which the Contract is approved.
The Union will notify the Agency at least fifteen days in
advance of its desired schedule for closing.

b. In subsequent years in which the Contract is effective
the Agency will provide, upon Union request, at each school
a block of two (2) hours during orientation week in which
the Union may provide orientation training.

c. While employee attendance is voluntary, this time is con-
sidered official time and employees not attending are ex-
pected to remain on duty.

Section 3. Permissive Travel Orders. Upon request, the Em-
ployer may provide Union Representatives who are employees
of DoDDS with appropriate permissive government travel
orders for transportation for the purpose of conducting
representational business.
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ARTICLE 12
USE OF OFFICIAL FACILITIES

Section 1. Postal Services / Distribution Boxes.

a. Within each school, the Agency will provide the Union
with a distribution box similar to and in the same location
as employee distribution boxes. This box will be for
Union use.

b. The Union shall be allowed to distribute literature to em-
ployees’ school distribution (mail) boxes.

c. Upon request the Agency shall assist the Union in ob-
taining a postal box at the military postal office at the ap-
propriate base/installation.

Section 2. Bulletin Boards.

a. (1) The Agency will provide the Union with a bulletin
board in each school’s employee lounge(s) or other
appropriate location as determined locally.

(2) This is for the exclusive use of the Union.

Section 3. Use of School Facilities. The Union will request use
of school facilities in advance and in writing to the principal.
Such a request shall include date of desired use, room request-
ed, reason for usage, and person responsible. Such use will be
granted unless it conflicts with the educational program. If the
Union official in charge has the means to secure the facility
and a security problem results, use of the facility may be cur-
tailed.

Section 4. Communications Media.

a. Telephones.
(1) The Union shall be permitted reasonable use of both
DSN (autovon) and commercial telephones for represen-
tational business. When required by Management all
communications will be recorded in a communication
log provided by management.

30



(2) The two full-time Regional Union Representatives
will be authorized reasonable use of commercial long
distance telephone service for representational business
within the Region. They are also authorized reasona-
ble use of commercial long distance telephone service
to contact the DoDDS Personnel Center, arbitrators,
mediators and other government officials which are
necessary in carrying out representational responsi-
bilities.

b. Facsimile Machines (FAX).
(1) Upon approval of the school principal or Regional
Office or DoDDS Personnel Center, the Local Union
Representative may use the FAX to send material deal-
ing with representational matters to the two full-time
Regional Union Representatives, the Regional Office,
the DoDDS Personnel Center or any other approved
destination.

(2) The two Regional Union Representatives will be
authorized reasonable use of DODDS facsimile equip-
ment at their assigned duty locations to contact the
DODDS Personnel Center and/or the Regional Office
or any other approved location concerning representa-
tional business. The Regional Union Representatives will
inform the principal of the need to transmit documents
concerning representational business. The Regional Un-
ion Representatives will secure approval for facsimile
transmission by obtaining the principal’s initials or sig-
nature on the transmittal sheet. It is understood that
the facsimile documents are accessible to Management;
however, Privacy Act Requirements must be recognized.
Use of DODDS facsimile equipment is limited to trans-
mitting to the DODDS Personnel Center and/or Region-
al Office and any other approved location.

c. Electronic Mail. Offical representatives of the OFT will
be authorized to utilize the current cc:mail and any replace-
ment electronic mail under the following conditions:

(1) OFT Local Union Representatives will be authorized
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two-way communications with the appropriate
Regional Union Representative.

OFT

(2) The OFT Regional Union Representatives will be
authorized two-way communications with each other,
the DODDS Personnel Center, the Regional Office, and
their Local Union Representatives.

(3) At the Union’s request, the OFT Regional Union
Representatives will be authorized two-way communi-
cations with each other, the DoDDS Personnel Center,
the Regional Office and its Local Union Representa-
tives from the two OFT Regional Union Representa-
tives’ designated offices if the OFT funds and maintains
the necessary remote access hardware and software.

(4) The communications may be used only for represen-
tational purposes.

(5) The electronic mail may be routed to school and
office “mail boxes” for distribution to individuals. It
is understood that the electronic mail messages are ac-
cessible for management and technical reasons;
however, Privacy Act requirements must be recognized.

Section 5. Faculty Meetings.

a. After the formal close of any faculty meeting, Manage-
ment shall announce that the Union will be granted at least
five (5) minutes time for the purpose of making general an-
nouncements. The Agency’s representative shall not be
present unless requested by the Union. Employees will not
be required to remain.

b. Any written agenda of the faculty meeting shall include
a statement that the Union will be granted 5 minutes after
the close of the meeting.

Section 6. School Equipment. The Union is authorized reasona-
ble use of school duplication, photocopiers, audio visual equip-
ment, computers and word processors, with the approval of
the Agency.. Use of other school facilities or services not spe-
cifically provided by this Article is not authorized.
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Section 7. Mail Service. OFT officials may use available mail
services at their schools. The Union may add to mail destined
for other offices and send the total package in franked enve-
lopes (or its equivalent). The Union will be authorized the use
of available mail drops.

Section 8. Reference Section. The Union is authorized to place
reference materials which it provides to its unit members in the
unit schools. Professional journals, magazines, books, and other
periodicals and publications will be locally selected and pro-
cured depending upon current department interests, needs and
available funding. The location of these materials shall be decid-
ed by mutual agreement between the school principal and the
Local Union Representative.

ARTICLE 13
INFORMATION TO THE UNION

Section 1. Request for Information. Normally: (1) Oral requests
for appropriate information from the Employer shall be
responded to with oral replies; (2) Local Union Representatives
will request information from principals; (3) the Regional
Union Representatives will request information from the
Regional Office; and (4) requests for information from the
Regional Office will be addressed through the Management Em-
ployee Relations Branch by the Union.

Section 2. Union Access to Regulations. The Employer agrees
that the Union will have access to regulations relating to per-
sonnel policies, practices, and matters affecting working con-
ditions maintained at the school level or the Regional level. It
is understood that for the purposes of this section, regulations
include official directives, pamphlets, instructions, and manuals.
Upon request, the Union will be provided a copy of any regu-
lation or appropriate portions thereof, if available, at the school
or regional level.
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Section 3. Copies of Regulations. The Employer will provide
to the Union two (2) copies of new DoDDS issuances pertain-
ing to personnel policies and practices and working conditions.
A copy will be sent to no more than two (2) addresses provid-
ed by the Union. Said issuances will be provided as soon as
practicable. Principals will provide the Local Union Represen-
tatives with one (1) copy of all issuances received through the
Employer’s distribution channels (Distribution Code M) regard-
ing personnel policies and practices and working conditions.

Section 4. List of Employees.

a. The Employer will provide upon request a copy of its
computerized alphabetical listing and listing by school of
employees containing school address, title of position, grade
level and pay.

b. As soon as practicable, DoDDS will provide to the Un-
ion an up-dated listing of the names of all unit members
accepting a transfer or reassignment.

c. As soon as practicable, at the start of each school year,
the Principal shall provide the Local Union Representative
a list of unit members in the school.

Section 5. Upon request, the following information will be
provided to the Regional Union Representatives in a timely
manner:

1) A copy of the manpower voucher for each school in ef-
fect as of 1 August of the next school year but issued in
the previous school year (normally January / February).
Others will be provided upon request.

2) Two copies of the DoDDS telephone directory. If a lo-
cal school directory is published, it should also be provided.

3) Two copies of application book, “Overseas Opportu-
nities.”

4) Two copies of the Applicants Evaluation Guide.

5) Two copies of the DoDDS profile.
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6) Two copies of the current copy of each new budget
cycle as reported by the Agency.

Section 6. Lists of Officials. An up-to-date list of all DODDS
Personnel Center officials, their work addresses, telephone and
facsimile numbers and their job titles will be furnished to the
Union. An updated list will be provided to the Union as changes
are made.

ARTICLE 14
VACANCIES AND PROMOTIONS

Section 1. Scope and Policy. This article applies to placement
actions taken within the bargaining unit.

a. Union rights. The Union has the right to negotiate on
impact and implementation of procedures and/or changes
to promotion or reassignment procedures within the bar-
gaining unit and to review those actions taken.

b. Employee rights. Employees have the right to apply and
be considered for reassignment /promotion for positions
within the bargaining unit for which they qualify in accor-
dance with announced eligibility requirements. The Parties
recognize that employees are entitled to full and fair con-
sideration for advancement and that selection should be
made from among the best qualified candidates.

c. Career Counseling. Upon request, the Agency shall pro-
vide career counseling to individual employees. Employees
are responsible for submitting and updating promotion ap-
plications.

Section 2. Vacancies and Staffing Adjustments.

a. Policy. The Employer will determine whether a vacancy
exists; whether to fill the vacancy or abolish or restructure
the vacancy; and from what source, i.e., local recruitment,
reassignment, CONUS recruitment, etc., to fill the vacan-
cy. Vacancies shall be filled consistent with this Article and
applicable law and regulation.
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b. Definition. A vacancy, for the purpose of this Agree-
ment, is defined as any unfilled funded position for which
recruitment is intended.

c. Prior to submission of a vacancy to outside recruitment,
the principal will review applications from unit employees
who wish to be reassigned to known or anticipated within
school or school complex vacancies. Unit Employees who
are fully qualified may request reassignment within the
school or school complex and be given consideration for
any vacancies that occur.

d. Upon receipt, vacancy announcements from other regions
will be posted until their closing dates. Copies of vacancy
announcements shall be provided to the Union officials at
Local and Regional level.

e. Applicants not selected under Inter Regional Transfer
Program (IRTP), who have indicated placement interest
within DoDDS, will have their names added to the list of
voluntary reassignment candidates for DoDDS locations list-
ed on their IRTP application. Persons who want consider-
ation for positions or locations not listed on the IRTP
application, may request such consideration by submitting
a letter to the Regional Director.

Section 3. Temporary Promotions. A unit employee who is tem-
porarily assigned to a position classified at a higher pay rate
shall be given a temporary promotion on the thirty-first (31st)
calendar day of the assignment, provided that the unit employee
meets qualification requirements for the position.

Section 4. Review Rights. Upon request, the Union may review
applications, listings of vacancies identified by the Employer
for recruitment, and listings of the manner in which vacancies
were filled, including names.

Section 5. New positions. Whenever new positions are estab-
lished within the Bargaining Unit (i.e.: Instructional (Peer)
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Coach, TST Trainers, Computer Coordinators), the Union will
be informed of:

(1) the establishment of the position
(2) the position description
(3) the qualifications for the position
(4) the responsibilities of the position
(5) the selection procedures to include the ranking factors.

ARTICLE 15
REASSIGNMENTS

Section 1. Policy. The Union and the Employer agree that the
reassignment process will be governed by law and regulation.
The impact and implementation of any changes in eligibility
requirements and reassignment procedures will be negotiated
with the Union.

Section 2. Definition. A reassignment is the change of the as-
signment of an employee from one position to another posi-
tion without promotion or demotion (that is no increase or
decrease in the pay of the position).

Section 3. Annual Survey of Intent.

a. Each school year the Agency will survey employee in-
terests for the following school year.

b. The Agency will provide the Union a copy of the survey
results upon request.

Section 4. Reassignment Options. Employees may request reas-
signment anywhere within DoDDS for any reason.

Section 5. Acceptance of reassignment. An applicant may with-
draw from the program without penalty if Agency receives the
withdrawal from the unit employee or the Union prior to the
beginning of that transfer round.
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Section 6. Compassionate Reassignments. Employees may re-
quest special consideration for reassignment for personal rea-
sons / conditions. The request should include supportive
documentation. Requests will be reviewed by the Employer on
a case by case basis. Upon request, Agency and a Union
Representative and/or the employee will meet to discuss the
merits of a compassionate transfer.

Section 7. Requirement for Transportation Agreement. Em-
ployees may request reassignment within DoDDS regardless of
completion of a current Transportation Agreement, however,
when reassigned, employees must sign a new Transportation
Agreement for the location to which assigned.

Section 8. Information to the Union. Upon request, the Agen-
cy will provide the Union the following information:

a. A list of employees who have requested reassignment
within DoDDS that includes: name, present teaching as-
signment and location, if spouse reassignment is a condi-
tion, school and country requested and positions for which
certified.

b. A list of vacancies reported to DoDDS for the Transfer
Program and CONUS recruitment.

c. A listing of unfilled positions as of 1 June.

d. Upon request, DoDDS will provide the Union with a copy
of all known and anticipated openings.

Section 9. Transfer Program.

a. Management will make every reasonable effort to noti-
fy employees who have been declared surplus or excess in
time to participate in the DODDS transfer program.

b. If the Agency changes the criterion of the World-Wide
Transfer Program from Service Computation Date (SCD)
to a point system or any other system, the Agency will notify
the Union.

c. Transfer applications will be distributed to employees by
the Agency.
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d. When available, the Union will be provided a listing of
positions that were offered and accepted or declined and
a list of positions which remain unfilled.

e. A subsequent list of transferees in and out of the Region
as well as Stateside hires will be provided to the Union at
the start of each new school year and at the end of each
fiscal year.

f. A Union Representative shall be provided with the op-
portunity to be present at all transfer meetings/rounds in-
volving the placement of employees through the transfer
program. The Union will be notified by the Agency as to
when the program will be held.

Section 10. Involuntary reassignments.

a. While involuntary reassignments shall be kept to a mini-
mum, pursuant to the Employer’s education mission, it may
become necessary to involuntarily reassign a unit employee
either from one school location to another school location
or from one assignment in one grade/subject area to another
grade/subject area with different qualification standards
from the grade/subject area currently being taught. Nor-
mally, the Employer shall accomplish such reassignments
through the use of qualified volunteers who shall have two
duty days in which to respond. Whenever qualified volun-
teers are not available, an individual may be selected for
involuntary reassignment with as much advance notice as
circumstances warrant. The written notice of involuntary
reassignment will contain the following as a minimum:

(1) reason(s) for the reassignment;
(2) why the unit employee was selected;
(3) an opportunity for the individual to give reasons

why he/she should not be reassigned. In this state-
ment, the individual should include any extenuat-
ing circumstances of a personal nature which he/she
feels should be taken into consideration.

(4) that the employee has not less than three duty days
in which to respond as per 12.b(3).
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b. Rights of involuntarily reassigned excessed employees
prior to Permanent Change of Station (PCS). When an em-
ployee has been involuntarily reassigned to a position that
he/she did not request and another position becomes avail-
able for which the employee is qualified, the displaced em-
ployee shall be given the opportunity to accept the new
position provided a permanent change of station has not
taken place.

Section 11. Drawdown Procedures - Within School Complex.
Nothing in this article shall prevent unit employees from par-
ticipating in the World-Wide Transfer Program.

a. In the event of a staff drawdown / realignment necessi-
tated by declining enrollment, or changes in the program,
DODDS management first shall notify the faculty of the
situation immediately. The staff should be briefed on the
following:

(1) actual staffing requirements
(2) actual staffing reductions
(3) procedures for local placement of teachers
(4) procedures for Regional placement of teachers.

b. Teachers who are identified as SURPLUS (EXCESS) will
be placed as follows:

(1) reassignment within the school/school complex, in
accordance with this Article on Reassignments,

(2) reassignment within the district, utilizing the same
procedures as outlined in Section 12 of this Article
on school closures.

c. A Reassignment Questionnaire (with an identification of
school/ school complex, and areas within the Region as
available for preferences) will be used by all excess /sur-
plus teachers.

d. Unit employees who volunteer will receive consideration
as described in b. above, in accordance with the following
criteria:

(1) earliest Service Computation Date (SCD)
(2) length of service at current location
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The Union will designate a representative who will be given
the opportunity to be present during the placement process.

e. Surplus / excess unit employees who cannot be placed
within the District will be identified to the DoDDS Personnel
Division for reassignment assistance world-wide, in accor-
dance with Section 12 on school closures.

Section 12. Drawdown Procedures - School Closures, etc.
Nothing in this article shall prevent unit employees from par-
ticipating in the World-Wide Transfer Program.

a. Policy. The procedures of this section will be used for
eligible unit employees within a school that closes, reduces
in size, or consolidates, and for eligible unit employees who
are identified as SURPLUS / EXCESS in a school under-
going staff reduction and who cannot be placed under Sec-
tion 11 of this Article.

b. The Agency will notify the OFT of planned closure and
/ or manpower surplus at an affected school(s). The notifi-
cation will include the name of the school, the positions
affected, and staff members affected, including copies of
manpower authorization documents.

c. Designated representatives of the OFT and DoDDS may
jointly meet with affected employees. At this meeting, the
affected employees shall be advised of their rights and ob-
ligations resulting from the school closure and / or draw-
down, and will be provided with an application (see
Appendix A), that must be submitted to their school prin-
cipal within five (5) workdays of receipt. DoDDS will for-
ward copies of all applications to the two full-time OFT
representatives.

(1) The Agency will provide the OFT full-time represen-
tatives with a list of NTE positions which exist within
DoDDS at the time the applications are being distribut-
ed. Manpower vouchers for the current School Year
(SY) as well as subsequent School Years, when final-
ized, will be given to the OFT full-time representatives.
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(2) When placements are to be made, NTE and other
available positions will be listed by the category num-
bers used in the transfer program. Vacancies at the
secondary level shall be listed by half-time teaching as-
signment, if applicable, so as to permit filling of vacan-
cies by combining any two half-time assignments.

(3) In order to insure that the maximum number of
vacancies are available for placement purposes, local
recruitment in DoDDS may be frozen in those locations
indicated by affected employees as their preferences.

(4) Each applicant and the principal shall jointly verify
the teaching categories for which the applicant is quali-
fied. Any disputes shall be submitted to the DODDS
Personnel Staff for determination. The OFT full-time
representatives, or their designees, are authorized to par-
ticipate in reviewing the employee’s qualifications and
provide input.

(5) Applicants shall be deemed to be qualified for any
position for which they are currently certified.

(6) By means of the Reassignment Questionnaire, unit
employees shall be given the opportunity to apply for
vacancies by School. Consideration for priority place-
ment shall be given to applicants who request special
circumstances on the Reassignment Questionnaire. Ap-
plicants will be processed beginning with unit employees
having the earliest Service Computation Date (SCD).
In the event two or more qualified unit members have
the same SCD, the following tie-breaking criteria apply:

(a) length of service at current location
(b) credits earned toward qualification for position

(7) Two teachers who are members of the same house-
hold / family, shall be able to apply separately with each
using their own SCD or they can average their SCD.
In both cases, reasonable efforts will be made to place
such applicants at the same school or within a reasonable
commuting distance.
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d. Unit employees reassigned pursuant to these procedures
shall not lose accumulated transfer points.

e. Unit employees reassigned pursuant to these procedures
who are completing one year of a two year transportation
agreement shall be entitled to a Permanent Change of Sta-
tion (PCS) move to their new duty station. In accordance
with JTR, Volume II, C4164, 2.b, the first school year of
service at their new location will complete the second con-
secutive school year of service required under their two year
transportation agreement.

f. If no offer can be made (based on the unit employee’s
preferences as identified in the application) the affected
teacher shall be given priority consideration to any vacan-
cy that becomes available in any of the unit employee’s
preference school/areas until May 1st of the affected SY.
In the event an employee has not been placed within his/her
preference areas by May 1st of the affected SY, the two
(2) alternate school/area preferences will be considered
(refer to Appendix A: Reassignment Questionnaire). If an
offer cannot be made by June 1st of the affected SY, wi-
thin the employee’s preference, taking into consideration
the two alternate areas of preference, the employee may
be reassigned to a vacancy anywhere in the region. If the
employee cannot be assigned within the region, the employee
will be referred to the World-Wide Transfer Program as
excess, if the World-Wide Tranfer Program is being con-
ducted, and if the employee cannot, the employee will be
issued a Reduction In Force (RIF) notice and placement
will be in accordance with Article 29 of this Collective Bar-
gaining Agreement. Any separation action will be effective
no earlier than the last duty day of the affected SY.

g. Acceptance or rejection of assignment must be provid-
ed by the employee, in writing, to the school principal,
within five (5) working days absent circumstances beyond
the employee’s control. The unit member must present the
school principal with a request, in writing, for an exten-
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sion of time to reply. Failure to either accept / reject or
to contact the school principal for extension will result in
withdrawal of the offer.

h. The OFT full-time representatives, or their designees,
will be notified of, and given an opportunity to attend and
monitor all placement efforts within DoDDS. It is antici-
pated that management will attempt to provide the union
this opportunity once each week until all applications are
processed. When, and if, additional vacancies exist at the
time the OFT full-time representatives, or their designees,
visit the DoDDS Regional Office, a copy of the vacancies
will be given to them. The Agency will normally process
these applications as they are received and the Union will
be given an opportunity to observe.

ARTICLE 16
TEMPORARY - NOT TO EXCEED (NTE)

Full and Part Time Appointments

Section 1. Conversion Policy.

a. Employees appointed in an overseas area to positions
will be in accordance with DOD Directive 1400.13. Upon
satisfactory completion of a cumulative period of eight (8)
calendar months during one or more school years in a part
or full-time position with the DOD Overseas Dependents
Schools System, the employee may be converted to an Ex-
cepted Appointment-Conditional at the end of the current
school year.

b. A fully qualified employee appointed in the United States
or one who has previously served at least eight (8) calen-
dar months in a part or full-time position with the DOD
Overseas Dependents Schools System will, upon appoint-
ment to a continuing part or full-time position, be given-
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an Excepted Appointment-Conditional, unless eligible for
an Excepted Appointment without condition.

Section 2. NTE’s (full or part-time) are eligible to sponsor ex-
tra curricular activities and attend DoDDS workshops.

ARTICLE 17
COMPENSATION AND BENEFITS

Section 1. Teacher Salary. In accordance with the Statute
(PL 86- 91 as amended by PL 89-391) the basis of teacher sa-
lary will be fixed at rates equal to the average of the range of
basic compensation for similar positions of a comparable lev-
el of duties and responsibilities in urban school jurisdictions
in the United States of 100,000 or more population. Upon
receipt of salary schedules, the Employer will furnish the
Union a copy. Employees shall be given the option of receiv-
ing their yearly salary on the basis of 21 pay periods (over ten
months) or 26 pay periods (over twelve months).

Section 2. Housing Allowances and Differentials.

a. In accordance with DOD Directive 1400.13, entitlement
of employees to quarters, quarters allowances, cost of liv-
ing allowances, and post differentials shall be determined
in accordance with Standardized Regulations (Government
Civilians, Foreign Areas) issued by the Department of State,
April 1961, as amended, and other appropriate regulations,
except that other provisions as described in this article shall
apply.

b. Eligibility for transportation benefits shall be determined
in accordance with the Joint Travel Regulations, Volume
II, and other appropriate regulations.

Section 3. Temporary Living Allowance and Living Quarters
Allowance for Newly Arrived Employees.
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a. Employees will be authorized the Temporary Living Al-
lowance permitted by the government in regard to both time
and money consistent with applicable regulations.

b. When the Living Quarters Allowance of a newly arrived
employee(s) does not sufficiently cover expenses for hous-
ing and utilities, the employee(s) may request the servicing
Civilian Personnel Office to file a report with the Depart-
ment of State Allowances staff.

Section 4. Travel.

a. Employees will be provided with appropriate travel docu-
ments in accordance with the provisions for Joint Travel
Regulations, Volume II, for directed travel. Entitlements
for TDY and PCS travel shall be in accordance with pro-
visions of the Joint Travel Regulations, Volume II.

b. A unit employee on official business (permanent duty
travel or temporary duty travel) will exercise the same care
in incurring expenses and accomplishing the mission that
a prudent person would exercise if traveling on personal
business. When possible, travel will normally be scheduled
so employees may travel during their regular hours of duty,
in accordance with JTR, Volume II, Section C1058, Ch.
343 5/l/94, CIB-7,8.

c. When necessary to attend approved courses, and with
the consent of the principal, employees will be excused from
duty without loss of pay or charge to leave to attend class-
es which begin before the school year ends or ends after
the school year begins.

d. The Employer may provide Government transportation
and transient Government facilities for employee attendance
at a meeting of a technical, professional, scientific, or other
similar organization for which an employee has been autho-
rized by the Employer to attend in a duty or non-duty status.

Section 5. Tour of Duty. The tour of duty, that is the length
of time an employee must remain in a duty location upon ap-
pointment/reappointment, will be in accordance with the JTR,
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Volume II. The Union will be notified, in advance, of
changes in tour of duty. The Union may request to negoti-
ate the impact and implementation of any changes in tour
of duty.

Section 6. Late Pay. Upon notification of the employee to the
Employer of failure to receive the correct amount due on a regu-
lar scheduled pay day (i.e. underpayment or no payment), the
Employer will request from the servicing finance office that
a corrected or supplemental check be issued as soon as prac-
ticable.

Section 7. Debt Collection Act Procedures.

a. In the event of any error causing an employee to receive
an overpayment of authorized entitlements, the Employer
or servicing finance office will provide the employee writ-
ten notice, informing such employee of the nature and
amount of the indebtedness determined by the Employer
or servicing finance office to be due and the intention of
the Employer to initiate proceedings to collect the debt
through deductions from pay. This notice may be by letter
or electronic mail message. The notification will include the
employee’s rights under the Debt Collection Act. If the unit
employee is aware of any overpayment and has not been
notified by the Employer of this overpayment, the unit em-
ployee has the responsibility to notify the Employer of the
overpayment and make arrangements to repay this debt.
The following shall apply:

(1) A unit employee may request a waiver to the over-
payment. However, the Debt Collection Act states that
a claim of the United States against a person arising out
of an erroneous payment of pay or allowances may be
waived only under certain standards. The final decision
on granting the waiver rests with the Employer.

(2) If it is determined an overpayment must be repaid
by deduction from the employee’s pay, arrangements
will be made with the employee to determine when the
deductions will be made and the amount of deductions.
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Under no circumstances will an employee’s pay be
reduced by more than fifteen (15) percent of disposa-
ble income per pay period, except that a greater amount
may be deducted upon written consent of the individu-
al involved. Disposable income is defined to mean the
individual’s remaining income after the deduction from
his/her earnings of any amounts required by law to be
withheld.

(3) The due date for full payment is thirty (30) calen-
dar days unless proceedings to collect the debt through
deductions are initiated by the servicing payroll office.
If the employee does not agree to pay the debt volun-
tarily, involuntary offset is authorized under 5 U.S. C.
5514,

(4) Unit employees shall be entitled to an oral hearing
or administrative hearing. An oral hearing shall include
the right to present evidence, including witnesses and
documents. An administrative hearing shall include a
review of the written records. The parties agree that the
most cost effective means of conducting hearings should
be utilized, when appropriate.

(5) The filing of a petition for hearing shall stay the com-
mencement of collection proceedings pending decision
of the hearing officer. The filing of the petition must
occur on or before the fifteenth (15th) day following
receipt of the notice of indebtedness.

(6) If an oral hearing is conducted, the Employer may
elect to hold the oral hearing through available telecom-
munications.

(7) If an oral hearing is conducted, employees shall have
the right of reasonable pre-hearing discovery and the
opportunity to question material government witness-
es concerning their calculations and conclusions of in-
debtedness.

(8) The hearing may not be conducted by an individual
under the supervision or control of the head of the Em-
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ployer, except that nothing in this article or the Debt
Collection Act shall be construed to prohibit the ap-
pointment of an administrative law judge. Table 30-1,
DOD 7000.14-R, Financial Management Regulation,
Volume 5, should be used as a guide for selecting hear-
ing officials.

(9) If the unit employee retires or resigns before collec-
tion of the debt is completed, all final pay (salary and
lump-sum leave) must be applied to the unliquidated
debt balance by administrative offset under U.S.C. 3716
without additional notification.

(10) The erroneous withholding of pay based on the debt
collection process may be subject to back pay and in-
terest as provided for by law.

b. The unit employee may exercise whatever right to review
a decision of the hearing officer he or she may have under
law. If the Employer violates the Debt Collection Act or
the provisions of this Article, a grievance may be filed by
the unit employee under the provision of the negotiated
grievance procedure. It is understood that this Article ap-
plies only to debts owed by unit employees within the
Department of Defense and does not apply to debts owed
to other Federal agencies.

Section 8. Danger Pay. The Employer will request the appropri-
ate authority (officials) authorize danger pay allowance when
unit employees are assigned to areas where danger pay is granted
to either military or other civilian personnel servicing in the
same duty site.

Section 9. Direction to do additional duties: Premium Pay.

a. Employees are entitled to all holidays as prescribed by
Federal law, that may be added by Federal law, and that
may be designated by Executive Order. Holidays will be
observed in accordance with applicable regulations.
Whenever an employee whose regular work schedule re-
quires him/her to work on Sundays or U.S. holidays, he/she

49



shall be paid premium pay in accordance with applicable regu-
lations, in accordance with DOD Directive 1400.13.

Section 10. Proper and Timely Pay.

a. Policy. The Agency and the Union agree to the goal that
the unit employees be paid in a timely, accurate manner.

b. To implement this policy of financial services, the fol-
lowing conditions will apply,

(1) unit employees will have an electronic mail (cc:mail),
telephone, and FAX capability, when necessary, that
ties into the finance office(s) which service them. This
can be used for inquiries and responses.

(2) normally, pay inquiries will be responded to within
three (3) duty days.

(3) when a change in a unit employee’s pay is substan-
tially different in amount of pay by the error of the
finance office, the unit employee will be notified as soon
as possible. Normally, a substantial difference is defined
as $100.00 or more.

(4) when payment is delayed and not received on the
effective date by a finance office error (of which the
finance office is aware), the unit employee will be noti-
fied as soon as possible.

(5) a worksheet and letter of explanation will accom-
pany each unit employee’s Living Quarters Allowance
(LQA) annual reconciliation. Normally, completion of
this task will occur no later than two pay periods after
receipt of data from personnel office.

(6) a worksheet and letter of explanation will accom-
pany each unit employee’s annual retroactive pay raise
reconciliation. Normally, completion of this task will
occur no later than two pay periods after receipt of the
new pay schedules from personnel.

(7) all finance offices will maintain strict compliance
to the provisions of the Debt Collection Act and its im-
plementing regulations.
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(8) the Agency will encourage/urge finance offices to
issue newsletters and other civilian pay literature for
widespread circulation to unit employees.

(9) the Employer will recommend to the appropriate
finance officials that the leave and earnings statement
identify all income and deductions for each pay period.

(10) the DoDDS Personnel Center will make every ef-
fort to forward all data on annual LQA reconciliation
to the servicing finance offices within a reasonable
amount of time after receipt of the LQA vouchers from
unit employees. The parties recognize that due to
mitigating circumstances (i.e. incorrect data submitted
by employee, verification of data submitted by em-
ployee, etc.), there may be some delays in forwarding
this data to the finance office.

c. Payment. Within fifteen (15) days after notification by
the employee that the Extra Duty Assignment was complet-
ed, the Agency will notify the appropriate finance office
authorizing payment.

ARTICLE 18
EQUAL EMPLOYMENT OPPORTUNITY

Section 1. Policy. The Parties agree to cooperate in providing
equal employment opportunity for employees; to prohibit dis-
criminiation based on race, color, national origin, religion, age,
sex, physical handicap, marital status, or political affiliation
as provided by law, rule, or regulation and to promote equal
employment opportunity through a continuing program. The
Parties are committed to the goals for the Federal Equal Em-
ployment Opportunity Program.

Section 2. Information. The Employer, in coordination with
the servicing military installation, shall provide information on
EEO complaint procedures and make EEO counselors availa-
ble to handle EEO complaints. Such counselors need not be
employees.
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Section 3. EEO Counselors. Employees serving as EEO coun-
selors shall do so voluntarily. Such counselors shall be trained
as determined appropriate by the Employer within available
resources. Employees designated as EEO counselors shall be
given a reasonable amount of official time on a case by case
basis to counsel employees desiring their services.

Section 4. EEO Committee. If the Employer establishes an
Equal Employment Opportunity Committee, the Union shall
have the right to appoint a representative.

Section 5. Employment Statistics. The Employer agrees to fur-
nish to the Union a copy of each EEO report issued by it. Other
available statistical employment information will be furnished
to the Union upon request.

Section 6. Official Time. In connection with filing and process-
ing of an EEO complaint, the complainant and his/her represen-
tative, if there is such a representative, may use duty time in
accordance with applicable regulations and with the prior ap-
proval of the supervisor.

Section 7. EEO Witnesses/Travel Expenses. Unit employees
who are summoned to appear as witnesses at EEO discrimina-
tion hearings shall be considered to be in an official duty sta-
tus and shall be entitled to government reimbursement for travel
expenses in accordance with the JTR and applicable regulations.

ARTICLE 19
STAFF DEVELOPMENT PROGRAM

Section 1. Staff Development Program. The Employer and the
Union agree that in-service training will improve the efficien-
cy and effectiveness of its teachers. In conjunction with this,
each year that the employer conducts an annual survey of in-
service needs, the Union will be given the opportunity to com-
ment. The results of the survey will be shared with the Union.
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Section 2. Employee Responsibility. Each employee is respon-
sible for applying reasonable effort, time, and initiative to in-
crease his/her potential through self-development and training.
Both the Employer and the Union agree to encourage employees
to take advantage of training and educational opportunities
which will add to skills and qualifications needed to increase
their efficiency in the performance of their duties.

Section 3. Career Development. The Employer recognizes its
responsibilities to provide training and career development op-
portunities for employees which will develop their skills,
knowledge, and abilities to perform official duties.

Section 4. Recertification.

a. Employees are required to upgrade and update their
professional and educational credentials through a program
of self development in accordance with applicable regu-
lations.

b. When the Employer changes qualification standards, unit
employees currently occupying positions in teaching
categories affected by the change and those unit employees
who are occupying positions in teaching categories for which
an additional teaching category is required and the change
affects the additional category shall receive one hundred
percent (100%) tuition assistance, up to a maximum of
$100.00 per semester hour, in accordance with the Govern-
ment Employees Training Act, to assist the unit employees
in the attainment of required credits to meet such changes
in qualification standards. Affected unit employees shall
be given two calendar years after the change becomes ef-
fective to earn three (3) semester hours, or portion there-
of, of credit required by changes in qualification standards.
When changes require more than three (3) semester hours,
the unit employee shall be given an additional calendar year
for each additional three (3) semester hours requirement
or portion thereof, to attain required credits. Failure to meet
new qualification requirements for the position occupied
during the period of time allowed, for reasons unaccept-

53



able to the Employer, may result in removal from the po-
sition occupied.

Section 5. Selection for Training.

a. Attendance at Employer sponsored training will be de-
termined by the Employer. The Employer agrees to dis-
seminate information concerning training opportunities as
soon as possible during the school year.

b. Employees will be notified in writing of their selection
or non-selection for a training program. In case of non-
selection, the Employer will notify in writing each such em-
ployee of the reason(s) for non-selection.

c. The Employer retains the rights to establish new/special
educational programs, such as, but not limited to, a pre-
school program or School Wide Enrichment Program. Nor-
mally such programs shall not be implemented without the
training and/or materials and/or new equipment, as may
be deemed necessary by the Employer, except to meet the
exigencies of the mission. The appropriate level of the Em-
ployer shall notify the Union representative at the appropri-
ate implementation level(s) of intent, rationale, potential
impact, and proposed implementation procedure. The
Union and the Employer at the appropriate level(s) shall
meet to consult and, if required, to negotiate arrangements
to minimize adverse impact on personnel resulting from the
changes.

d. In addition to training available through Government
facilities, unit employees may be sent to non-government
facilities for needed training which is not reasonably avail-
able within the Government. The Employer may pay all or
part of the unit employee’s salary, tuition, travel and trans-
portation costs, and per diem. Where the Employer deter-
mines to provide such benefits to the employee, the
Employer shall give priority consideration to unit employees
who request such training in order to meet new qualifica-
tion standards for their position or recertification require-
ments. It is understood, however, that the needs, such as
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shortage skill training, as determined by the Employer, shall
be the primary consideration in such determinations.

e. If a unit employee is required to perform duties in which
he/she is not qualified, the Employer will take into account
mitigating factors, such as lack of training, in the applica-
tion of performance standards for the individual employee.

Section 6. Inservice Training. Participation: If a training and
development program is not directly related to an employee’s
job requirements, the employee may request, to the Principal,
to be excused from this training. If the employee is excused,
he/she will be required to remain at the duty site to perform
other professional responsibilities and duties. Nothing shall pre-
vent the Principal from directing the employee to attend the
training.

Section 7. Summer training. Round-trip renewal agreement
transportation in a Leave-Without-Pay status may be autho-
rized in the case of a unit employee who desires to return to
the United States for the summer at the end of the first school
year of service under an agreement for the purpose of attend-
ing an accredited college or university to pursue courses for
professional preparation and advancement that are related to
his/her present or planned DODDS assignment, or other specif-
ic professional preparation meeting a current DODDS require-
ment or attending courses that are required for continued
certification and recertification, provided a renewal agreement
is signed before leaving the overseas area. The unit employee
will be required to present satisfactory evidence of acceptance
by, or a bonafide intent to attend, such an institution for an
appropriate course of study of not less than six (6) semester
hours. The unit employee will be required to refund to the
Government the cost of return travel to the United States for
the purposes of attending such courses of study if he/she fails
for reasons unacceptable to the employing activity concerned
to present evidence of satisfactory completion of the courses.
Those who return to the United States under the exception con-
tained in this subparagraph will, upon return to the overseas
area, begin a new transportation agreement.
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Section 8. Professional Meetings. The Agency realizes that em-
ployee participation in professional meetings is educationally
beneficial to our students. Written proposal for attendance dur-
ing the school year at these conferences will be administrative-
ly reviewed individually at the local and then the regional level.
Those proposals considered to be in the interest of the Agency
and approved by the Regional Director will be supported by
a minimum of administrative leave and permissive travel ord-
ers. Those that are considered to have exceptional value may
be suppported with travel and per diem.

Section 9. Sabbatical Leave. Employees may request consider-
ation for a grant of an educational sabbatical leave in order
to pursue a one (1) year course of formal study in an accredit-
ed American college or university. Numbers of sabbaticals,
benefits, criteria, and eligibility requirements will be established
by the Employer and announced to employees during the school
year. The Union will be notified of changes in benefits, criter-
ia, and eligibility requirements prior to the announcement to
employees. The period of sabbatical leave will be counted as
a period of service for purposes of placement on a salary
schedule.

ARTICLE 20
TEACHING CONDITIONS

Section 1. Policy. The Parties recognize that the interaction of
teachers with students is the primary focus of the educational
process.

Section 2. Interruptions of Classes. Classes will not be inter-
rupted except in cases of emergency or for official business,
including approved visits. An emergency is defined as an un-
foreseen combination of circumstances or an unexpected situ-
ation calling for immediate action.

Section 3. Room and Teaching Assignments.
a. The Employer shall attempt to make classroom assign-
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ments equitable insofar as the physical facility and the de-
mands of the educational program allow.

b. Other uses of rooms: When classrooms are used by other
organizations, the parties will be informed of their respon-
sibility to return the classroom to its original state. Manage-
ment will make reasonable effort to enforce this policy.

c. Handicapped employees will be provided with all ap-
propriate accommodations as guaranteed under applicable
federal law and regulation.

Section 4. Moves and Relocations of Classrooms.
Any reassignment or relocation which includes moving to and
from a room (as the result of, to include but not be limited
to, renovation, asbestos removal, carpeting, painting, construc-
tion), the LUR and the Principal will negotiate over the amount
of time allotted to complete these moves. Employees shall be
released from instructional responsibilities, with no students
present during the days of packing, moving and unpacking.
These moves shall include,

a. normally up to one day off to pack up the room,
b. normally up to one day for the move itself, the physi-
cal move itself to be accomplished by the Agency,
c. normally up to one day to unpack and set up the new
room and prepare for instructional duties,
d. all packing materials will be provided by the Agency,
e. no negative impact on performance appraisals of
teachers,
f. if necessary and agreed to by the LUR and Principal,
additional days will be granted under subsections a., b.,
and c. above. Movement of such facilities as a library,
science labs, art room, computer labs, kindergartens are
examples of moves that may need additional time.

Section 5. School Supplies.

a. An equitable supply policy within the demands of the
educational program shall be established by each school
principal. This policy will be made available to employees
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of the school. A supply briefing will be given to employees
during orientation week or as needed.

b. The LUR shall be provided the opportunity to give in-
put to the principal to consider in making the school sup-
ply policy.

c. The Agency will provide assistance in reproducing or
procuring alternate materials.

Section 6. Teacher Facilities.

a. The Employer will provide employees with lounge facil-
ities, teacher rest rooms, a class A telephone, office equip-
ment, and work space within available resources. Internal
school distribution boxes will be provided for each em-
ployee.

b. Employee lavatory/toilet facilities, separate from stu-
dent facilities, will be provided, where possible within the
resources of the Agency.

c. Day Care. Where child care centers are provided by host
military installations, the Employer shall make reasonable
efforts to ensure that unit employees have access on an
equitable basis as that established for other civilian feder-
al employees assigned to the installation. If, at the sole dis-
cretion of the Employer, available space in a DoDDS school
is used to establish a child care center, unit employees shall
have equal access with other military and civilian employees.

d. Parking. The Agency will request the host activity to pro-
vide a general parking area within a reasonable distance of
the school.

e. Secure areas. The Agency shall make every reasonable
effort to provide employees with a secure area for all valu-
ables. Such an area may consist of lockable cabinet, lock-
er, or safe.

f. Mail boxes. Internal distribution boxes will be provided
for each employee. When the employees’ U.S. Mail is deli-
vered to the school, mail normally shall be delivered on a
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daily basis except for weekends and federal holidays. If an
employee has the option of having mail delivered to the Post
Office, but instead chooses to have it delivered to the school,
it will be placed in the employee’s distribution box.

g. Photocopy Machines. The Agency shall make every
reasonable effort to ensure that sufficient operational
machines are available to employees for the execution of
their instructional duties.

Section 7. Faculty Meetings. The purpose of faculty meetings
shall be effective interaction between staff and principal.
Whenever feasible, announcements will be published in the
faculty bulletin or posted on the official bulletin board.

Section 8. Preparation Time for Elementary School Teachers.
Although elementary school teachers receive at least the mini-
mum amount of preparation time required by accreditation
standards, arrangements may be made, on a case-by-case ba-
sis, to provide additional preparation time in unusual and
unique circumstances. The Local Union Representative may
provide input to the principal for consideration. Management
retains final approval.

Section 9. Damage or loss of property.

a. Employees shall make reasonable efforts to maintain
security within the classroom to reduce theft. Upon becom-
ing aware of loss, damage, or destruction of government
property, the employee shall report said problem to the prin-
cipal or designated authority.

b. When personal property used in instructing is lost or
damaged, employees will notify their principal.

c. When the principal has been informed by the employee
that there has been a loss or damage to personal property,
that employee shall be referred to the appropriate agencies
for assistance in obtaining repairs, replacements, or mone-
tary reimbursement as allowed by law and regulation.

59



d. Under normal circumstances, the employee shall not be
responsible for the replacement or repair of government
equipment.

Section 10. Assignment of Students. In assigning students to
classes, the educational needs of the student will take prece-
dence; however, the Employer will consider such factors as:

a. Multigraded classrooms.

b. Distribution of students, including special education
students.

c. Facilities.

Section 11. School Activity Fund. Upon establishment of a
school fund council, the principal will solicit the LUR for
nominees from among the school faculty. The LUR shall fur-
nish the principal three (3) nominees from which the principal
shall select one for membership on the committee. In schools
of less than five (5) faculty members, the LUR shall not be re-
quired to furnish three (3) nominees in consideration of the
limited number of faculty members, but shall provide the prin-
cipal with a choice from which the principal shall select one
for membership on the committee.

Section 12. Faculty Bulletins.

a. Normally, the school principal shall insure that each em-
ployee will receive his/her own copy of the faculty bulle-
tin(s) when it is produced.

b. The Union shall be authorized to make general announce-
ments in the faculty bulletin.

Section 13. Substitutes.

a. The Union and the Agency agree that the use of substi-
tute teachers is essential to maintaining an uninterrupted
quality educational program.

b. Regular and recurring substitute duties will not be con-
sidered part of an employee’s responsibilities.
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Section 14. Educational Environment

a. Policy. The Agency will support and assist the employees
in the maintenance of an appropriate educational environ-
ment in the schools.

(1) Support of the school’s disciplinary policy is an in-
tegral part of the agency official’s and employee’s
professional responsibility. Principals will prepare a
code of conduct and discipline for their school and offer
the Union the opportunity to comment. The ultimate
responsibility for the content and application of the dis-
ciplinary program rests with the school principal. This
code shall incorporate the applicable provisions of DS
Reg. 2005.1, Administrators Guide, and other applicable
regulations, and shall include rules with appropriate de-
terrents to unacceptable and disruptive or endangering
behavior.

(2) Each employee will develop rules of student behavior
for his/her students. In order to maintain control of
the academic environment of his/her classroom, an em-
ployee may take appropriate action including sending
the student to an administrator or other appropriate
staff member. When a principal thinks that a student’s
misconduct is of a magnitude requiring possible expul-
sion, a special committee will be convened to consider
the case. The membership of this committee will be con-
sistent with the provisions of the Administrators Guide
(DS Reg. 2005.1) and other applicable regulations.

(3) The recommendations of this committee will be given
full consideration by Regional management in arriving
at a decision.

b. Child Abuse.

(1) The parties condemn all forms of child abuse wher-
ever they occur and agree to work cooperatively with
commanding officers to insure that instances of child
abuse which involve DODDS employees will be inves-
tigated and adjudicated with dispatch.
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(2) Management agrees that the following specific is-
sues will be made part of a briefing by principals to new
base commanders:

(a) the need for careful and deliberate review of al-
legations before charges are formalized,

(b) that teachers upon request may be represented
by the OFT when they are questioned by investiga-
tive bodies,

(c) the timely processing of complaints against
teachers is paramount in light of the potentially des-
tructive consequences of child abuse accusations.

(3) FACMT. The Agency will inform the local Family
Advocacy Case Management Team (FACMT), or its
equivalent, of the rights of educators to have represen-
tatives present when being interviewed, questioned or
investigated or during any phase of the process.

(4) When an employee has been exonerated after hav-
ing been accused of child abuse and whose name was
submitted to any agency and / or central computer
banks, the Agency will notify such agency and / or cen-
tral bank(s) that the employee was exonerated and that
the Agency has no reservations about the employee’s
innocence. The Agency will provide the employee with
a copy of the letter of exoneration.

(5) Consistent with the Privacy Act, the employee may
request information and/or any file regarding any in-
vestigation of the employee dealing with child abuse.

(6) Cross-reference to Article 35. Investigations.

Section 15. Curriculum.

a. Employees and the Union will be given the opportunity
to provide input in curriculum design, curriculum priori-
ties, pilot programs, and selection of textbooks and teach-
ing materials.

b. Curriculum Development Committees (CDC). If a CDC
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or its equivalent has been established at the local level, the
Union shall be authorized a membership position for the
LUR or his/her designee. The committee shall have the
responsibility for determining the local needs of the school’s
curricular development, including the use of duty days for
designated inservice as recommended by the committee and
approved by the staff and the principal.

c. When a new multi-level class (i.e. 5th-6th grade class /
or a High School language class with 2nd and 3rd levels)
is formed and an employee is assigned to teach that class,
multi-level supplemental classroom materials may be select-
ed by the educator for individual teaching plans. Within
available resources, funds will be provided for the purchase
of such materials. The Agency will expedite such orders
when, at the start of a school year, such a class is newly
formed due to fluctuations in enrollment or other govern-
ing circumstances related to class size or composition, or
the educational program.

d. Professional educational journals, magazines, books, and
other periodicals and publications, will be locally selected
depending upon current educational interests and needs,
and procured within available resources. All professional
literature shall be maintained in a location which is easily
accessible to the entire school faculty.

e. Educators’ Day / Educators’ Conferences. The confer-
ences may be planned with educator, Union, and, where
appropriate, student input.

f. Development of new/special programs. The Union will
be given the opportunity to provide input to the Agency
prior to implementation of any new or special program
which the Agency proposes.

Section 16. Pupils Grades.

a. A unit employee may establish his/her own grading sys-
tem. In such cases, the unit employee is responsible for
translating the grading system to the Employer’s. The unit
employee’s record of grades shall contain a key for trans-
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lating his/her system to the established grading system in
use.

b. Student’s grades may be requested for review and ap-
proval by the Employer before reports are distributed to
students or parents.

c. In the event that any grade is challenged, the unit em-
ployee shall explain and justify the grade assigned.

d. If the Employer takes action to change a student’s grade
without the consent of the affected unit employee or directs
the unit employee to change a grade, a written statement
from the Employer shall be provided to the unit employee,
stating that the change in grade and/or the passing or fail-
ing of the student was done by the Employer.

Section 17. Secretarial / Clerical Assistance. Management has
the right to manage its resources and to direct the workforce.
Within these concepts, the school LUR may make recommen-
dations to the principal pertaining to secretarial and clerical
support for the professional staff.

Section 18. Telephone Messages. Procedures and methods for
the delivery of phone messages shall be determined locally by
the Union and the Principal.

Section 19. Security. Except in emergencies, if it becomes neces-
sary to open employee’s cabinets, desks, drawers or other
storage areas used exclusively by the employee, the Agency will
notify the employee, who may accompany the employer when
any of the foregoing is opened.

Section 20. Fire Drills. The Agency will issue fire drill proce-
dures at the beginning of each school year. Teachers will en-
sure that all fire drill procedures are followed. Teachers will
be notified in advance of all planned fire drills. The LUR may
have on request a copy of relevant reports.

Section 21. Construction / Renovation. The Agency agrees to
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allow the Union to suggest improvements in facilities which
could require budget submissions in the future.

Section 22. Community Involvement.

a. Charity Campaigns. Contributions to charity campaigns
will be voluntary.

b. Membership in Community Clubs, Organizations. Mem-
bership in military organizations or community clubs will
be voluntary.

Section 23. Handbooks.

a. Whenever a school handbook is developed, the Union
shall have the opportunity to review and comment before
the handbook is finalized. If a committee is formed to de-
velop such handbook(s), the Union may recommend a mem-
ber to the principal.

b. In the event a new handbook(s) or a change in existing
handbook(s) results in change(s) in working conditions, or
the technology, methods, or means of performing work,
such changes shall be subject to negotiation prior to im-
plementation.

Section 24. Accreditation.

a. Both parties agree to the importance of maintaining high
standards in DODDS schools. Where employees are autho-
rized to be participating members of accrediting visitation
teams, the Union shall have the right to nominate five
representatives for the region per year and the Agency shall
select up to two of the Union nominated representatives
to participate on two different team site visits during the
year, if any are held that year. These union representatives
shall have full team member status and receive benefits and
entitlements normally accorded to team members. Priori-
ty will be given to those employees who will serve as chair-
person of the NCA Steering Committee of the schools which
will be visited the following school year.
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b. Self-Study Reports. Upon request, the Agency shall pro-
vide the Local Union Representative a copy of the school’s
self-studies and School-Wide Improvement Plan (SWIP)
and update.

c. NCA Self-Study & School Improvement Plan.
(1) Upon request, the Local Union Representative or
his/her designee shall be a full participating member
of all NCA Steering Committees and shall be given a
copy of all interim and final reports.

(2) Upon request, the Local Union Representative or
his/her designee shall be a full participating member
of the School Improvement Plan committee and any
recommendations emerging from a School Improvement
Plan (SIP) that will be implemented and will impact on
working conditions shall be subject to negotiation for
impact and implementation at the Local Union Manage-
ment Meeting prior to finalizing the SIP.

Section 25. Chairpersons. In schools which have grade level
and department chairpersons, the Employer may authorize a
preparation period in those instances where the Employer re-
quires such unit employees to serve as grade level or depart-
ment chairpersons. When such preparation periods are not
provided and such duties cannot be performed during the duty
day, extra-duty compensation for the time required outside the
duty day shall be paid in accordance with procedures of DS
Regulation 5550.9, dated October 7, 1988. Prior approval to
perform such duties outside the duty day must be obtained from
the Employer.

Section 26. Summer School.

a. Normally, summer employment shall be voluntary and
shall be open to all qualified employees. In the event there
are insufficient volunteers, management retains the right
to assign qualified employees. A competitive selection
process shall be established by negotiation at the local lev-
el and regional level.
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b. Differentials and allowances for summer employment
shall be provided in accordance with PL 86-91 and applica-
ble laws and regulations.

Section 27. Custodial Services.

a. Custodial Services. Employees and the Union may pro-
vide imput and concerns to the principal on the adequacy
of custodial services.

b. Custodial Contract. A copy of the custodial contract will
be posted in the faculty lounge and provided to the LUR.

c. Poor Services. The LUR will inform the school principal
when, in his/her opinion, custodial services are not being
performed in accordance with the terms of the custodial
contract. The principal will inform the LUR of what ac-
tion has been taken to correct custodial services within two
(2) calendar days after notification of deficiencies.

d. Normally, employees shall not be responsible for per-
forming custodial services.

ARTICLE 21
HOURS OF WORK

Section 1. Work Week. The basic work week will consist of
five (5) consecutive days scheduled normally Monday through
Friday (except Bahrain School and/or wherever the needs of
the serviced military installation or laws of the host nation re-
quire a different work week).

Section 2. Normal Work Day (Duty Day).

a. The normal work day is twenty (20) minutes before the
instructional day and thirty (30) minutes after the instruc-
tional day. The only change in this arrangement is where
the scheduling of the seven-period day requires that some
of the twenty (20) before and thirty (30) minutes after prepa-
ration period is incorporated into the second non-
instructional period. (Cross reference Article 17 Section 9)
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b. It is recognized that unit employees are expected to per-
form additional preparational and professional tasks neces-
sary to the completion of their work. This work may be
performed either at the school site or elsewhere.

c. Prior to changing the normal work day, the Agency shall
afford the Union the opportunity to negotiate the changes.

Section 3. Lunch Periods. The Agency supports a duty-free
lunch period for employees and within available resources will
provide such a program.

ARTICLE 22
HEALTH AND SAFETY

Section 1. Policy. The Employer shall make every reasonable
effort to provide and maintain safe working conditions. The
Union will cooperate to that end and encourage employees to
adhere to established safety regulations and otherwise perform
respective duties in a safe manner.

Section 2. Procedures.

a. Employees shall not be required to work under condi-
tions that have been determined to be unhealthful or un-
safe by the responsible health or safety official of the
pertinent military service nor in emergency conditions de-
termined unhealthful or unsafe by the Employer. Emergen-
cies may include extremes of classroom temperature or
dangerous noise levels as determined by the above officials.

b. The principal shall keep the Union representative advised
of progress of school building projects and repair and main-
tenance activities.

c. An employee who believes his/her personal safety may
be in jeopardy because of civil disorder in the area of his/her
assignment will make every reasonable effort to contact
his/her supervisor for advice and guidance. If the Agency
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has prior knowledge of any dangers, they shall advise em-
ployees of what action they should take to ensure their safe-
ty, established guidelines as outlined in the pertinent military
service security plans will be followed under such circum-
stances.

d. Construction / Disturbing Factors. The parties agree that
when school construction or other disturbing activities are
planned to coincide with the duty day, the principal will
inform the LUR of the plans as they become known, nor-
mally to include such things as rooms or areas to be af-
fected, length of time involved, types of activities and known
adverse health and safety factors. It is understood that mat-
ters covered in this section may be subject to Impact and
Implementation Bargaining.

Section 3. Reporting Hazards.

a. In the course of performing their assigned duties, em-
ployees should be alert to unsafe practices, equipment and
conditions as well as environmental conditions in their im-
mediate area which represent suspected health or safety haz-
ards. If an alleged unsafe or unhealthy condition is
observed, employees shall report it to the immediate su-
pervisor.

b. Employees have the right to report incidents of fraud,
waste, abuse or danger to public health or safety without
fear of penalty or reprisals. Before reporting health and safe-
ty hazards to officials outside of the local school, the prin-
cipal shall be notified and provided with a reasonable
amount of time to seek corrective action.

c. Employees shall be informed by posted notices at the lo-
cations of health hazards as determined by appropriate base
officials. The Agency will ensure that all employees are in-
formed of the hazard and its location.

Section 4. Safety Equipment. Protective clothing, devices and
safety equipment required by the Employer shall be furnished
by the Employer and used by the employee.
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Section 5. Evacuation and School Closure Procedures.

a. Evacuations. Evacuation procedures shall be governed
by the appropriate regulations, i.e. Department of State
Standardized Regulations (DSSR).

b. School Closures.

(1) When students are released or unable to report to
school because of emergency conditions or inclement
weather, the employer shall make a decision concern-
ing employees in accordance with applicable regulations.
When schools are closed because of inclement weather
or emergency conditions and the base commander de-
termines that non-emergency personnel are not required
to report to work, or, are required to go home, DODDS
employees shall not be required to report to work (or,
shall be required to go home) and shall be granted ad-
ministrative leave.

(2) When schools close for students due to inclement
weather or other emergencies and unit employees are
required to report to the work site, a unit employee shall
be administratively excused for up to one half day when
such weather or emergency conditions prevent timely
arrival. In determining whether emergency conditions
warrant late arrival, the Employer shall consider the ef-
forts made by the unit employee to get to work in a time-
ly manner, taking into account the unit employee’s
normal commute and normal modes of transportation
used.

c. Emergencies / Evacuations & Closures.

(1) Bomb threats, scares and other emergencies requir-
ing evacuation of students shall also require evacuation
of employees.

(2) No employee shall be required to search or stay in
a building where a bomb is suspected.

d. When an employee is excused from working on a day
on which schools are closed by an administrative order,
he/she is entitled to pay for that day.
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Section 6. Immunizations. Immunizations required by agen-
cies of the Federal Government for official travel directed by
the Agency shall be provided at no cost to the unit employee.

Section 7. Health Care Services

a. General. The Agency shall coordinate with the Military
Departments to ensure that the unit employees receive at
least the same level of health care as is provided to other
civilian and military personnel of the Host Military Instal-
lation.

b. The employer will explain to the hospital commanders
the problems school staffs face in scheduling of medical
and dental visits and ask that their unique situation be taken
into consideration when appointments are scheduled in or-
der to have a minimal impact on the instructional program.

Section 8. Employee Assistance Programs.

a. The Agency shall maintain an Employee Assistance and
Counseling Program which is operated in accordance with
applicable laws, regulations and guidelines. Problems for
which assistance can be obtained may consist of alcohol
and drug abuse, emotional / behavioral, etc. The Agen-
cy’s representative will issue an annual notice to employees
which explains the program, the assistance offered, any
benefits. Concern should be limited to employee behavior
which affects job performance. The purpose of this pro-
gram is rehabilitation.

b. It is the policy of the employer:

(1) to recognize that substance abuse and emotional /
behavioral problems are treatable,

(2) that employees with these problems will receive the
same consideration and offer of assistance that is ex-
tended to employees having any other illness,

(3) that the confidential nature of medical and coun-
seling records of employees will be safeguarded in ac-
cordance with appropriate regulations,
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(4) that no employee will have job security or promo-
tion opportunity jeopardized for voluntarily participat-
ing in EAP.

c. When the supervisor observes that the employee is ex-
periencing difficulties with his / her job performance, s/he
will notify the employee of his/her right to representation
when discussing the apparent performance deficiency with
the employee. The Agency will encourage the employee to
enroll in the Employee Assistance Program. During the
course of rehabilitation, the Agency shall stay disciplinary
or adverse action against such employee.

d. Employees undergoing a prescribed program of treat-
ment(s) will be entitled to all the rights and benefits provided
to other employees who are sick, in addition to specific serv-
ices and assistance which this program may provide. Em-
ployees will be granted sick leave, annual leave, or leave
without pay for this purpose on the same basis as any other
illness when absence from work is necessary.

Section 9. AIDS (Acquired ImmunoDeficiency Syndrome).

a. AIDS in the Workplace: HIV (Human Immunodeficiency
Virus) infected employees shall be allowed to continue work-
ing as long as their performance is satisfactory. If perfor-
mance or safety problems become evident, the Agency will
apply existing federal and agency personnel policies and
practices.

b. HIV infected employees shall be treated as any other em-
ployee with a serious illness and may be granted teacher
leave or leave without pay in the same manner as any other
ill employee.

c. Nurses’ and Teachers’ Occupational Exposure to AIDS.
For school nurses and teachers who come into direct con-
tact with students’ injuries, a policy shall be developed which
deals with procedures for reducing the risks associated with
occupational exposure to AIDS. The Union shall partici-
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pate in the review of such policy and have the right to im-
pact and implementation negotiation.

Section 10. Medical Documentation.

a. If the Agency requires a fitness for duty examination, the
employee will have the choice of being examined by a mili-
tary department physician at no cost or seek an examina-
tion by a physician of their choice with the cost for this
visit being paid for by the Agency.

b. The Agency may direct an employee to undergo a fitness-
for-duty examination only under those conditions autho-
rized in prevailing statues, OPM regulations, FPM Chap-
ter 339, and other regulations.

c. When the Agency orders a medical examination under
the provisions as stated in subsection b, it shall inform the
employee in writing of its reasons for ordering the exami-
nation and the consequences of failure to cooperate, and
the right to Union representation.

d. The Agency shall provide the physician with a copy of
any approved medical evaluation protocol, and applicable
standards and requirements for the position, and/or a
detailed position description of the duties of the position,
including critical elements, physical demands, and environ-
mental factors.

Section 11. Video Terminals. Unit members who continuous-
ly operate a computer, word processor or other device with an
electronic screen (monitor) may take a fifteen (15) minutes
respite for every hour they use the monitor. The respite is for
the purpose of accomplishing other teaching tasks.

ARTICLE 23
PERSONAL INJURY IN THE PERFORMANCE OF DUTY

Section 1. Reporting Injuries.

a. In the event of an injury /illness, the employee will notify
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his/her supervisor as soon as possible after injury has oc-
curred or when the employee reasonably suspects that a
work- related incident is the cause of subsequently appear-
ing signs of injury / symptoms of illness.

b. Supervisors shall release injured employees to medical
facilities for treatment.

Section 2. Forms. The Agency shall maintain copies of appropri-
ate forms for reporting such injuries / illnesses and assist em-
ployees in completing and filing such forms.

Section 3. Compensation.

a. In the event of a work related injury work time lost by
the employee on the day on which the injury occurred will
be excused without charge to leave. If the injury disables
the employee for work beyond the day when the injury oc-
curred, then the employee will be advised of and assisted
with the provisions of the Federal Employees’ Compensa-
tion Act regarding use of leave, or salary continuation by
the employee’s supervisor.

b. Transportation. The Agency shall assist any temporari-
ly disabled employee in obtaining any transportation
benefits provided under the Federal Employees’ Compen-

sation Act (FECA).

Section 4. Medical Disability Retirement.

a. Medical Disability Retirement is available to any em-
ployee who is no longer able to perform his/her duties due
to a medical condition, as per FPM and OPM guidelines,
rules, and regulations. The medical condition may or may
not be the result of injury or illness related to the job.

b. Reassignment. The Agency shall make every reasonable
accomodation to reassign the employee to light duty which
may consist of any appropriate work which will not be hin-
dered by the employee’s medical condition and which shall
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not aggravate the employee’s medical condition. Reassign-
ment procedures shall conform to law and regulation.

Section 5. Information to the Union. If any information in the
form of reports or summary statistics is generated by the Agen-
cy, it will be shared with the Union provided that release of
such information complies with the Privacy Act.

ARTICLE 24
JOB DESCRIPTIONS

Section 1. Policy. The job description for each position will
reflect duties and responsibilities officially assigned and per-
formed by the employee. Job descriptions will be prepared in
accordance with controlling directives and classified by an in-
dividual having classification authority. All job descriptions
include an unnumbered paragraph “performs other duties as
assigned,” which duties may be tasks that are incidental or tem-
porary in nature and may reasonably be associated with the
employee’s occupation or functional assignment. Each employee
will be furnished a copy of his/her official job description when
they are assigned to a position.

Section 2. Improper Classification. Position descriptions will
be reviewed periodically. Any employee who believes that
his/her position is improperly classified is encouraged to first
discuss the matter with the principal. A unit employee’s alle-
gations of inaccuracies in his/her position description may be
submitted under the Negotiated Grievance Procedure.

Section 3. Review. Upon request the Union may review posi-
tion descriptions for positions within the bargaining unit.

Section 4. Reclassification.

a. The Employer shall notify the Union when new or re-
vised standardized position descriptions are to be im-
plemented which would result in downgrading or upgrading
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action of a class or occupational specialization of unit em-
ployees at one or more school sites and shall allow the
Union a reasonable time in which to reply.

b. Reclassification of positions which results in a demotion
shall be in accordance with statute and regulation.

ARTICLE 25
EXTRA DUTY ASSIGNMENTS

Section 1. Policy. Extra duty assignments of a reimbursable
nature shall be open to all employees. Assignments will be made
on a fair and equitable basis. Compensation will be in accord-
ance with regulation and established salary schedule.

Section 2. Notification of Extra Duty Assignments. The Agency
will post the proposed list of all extra curricular activities at
the beginning of the school year but not later than the end of
the second full week of student attendance.
The posted list of extra duty assignments shall include the fol-
lowing items:

a. The specific assignment describing the task with duties
which are important to the success of the assignment.

b. The number of hours authorized for compensation.

c. The amount of compensation.

d. The closing date for receipt of applications.

e. The date selections will be made.

A listing of selectees will be posted as soon as selections are
made, with number of hours authorized and compensation
allowed.

Section 3. Unlisted Activities. A teacher may request a prin-
cipal to submit an appropriate recommendation for an unlist-
ed activity with recommended rate of pay to be included on
the list of authorized compensable extra duty assignments
through channels to the Regional Office in accordance with
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procedures established by DoDDS regulations. The Union will
be given the opportunity to include their input on these unlist-
ed activities along with the Principal’s recommendations.

Section 4. Compensation.

a. Employees must be compensated for successfully com-
pleting an extra duty assignment consistent with the extra
duty rate of compensation established by the Department
of Defense Wage Fixing Authority.

b. The Employer will comply with the provisions of DS
Regulation 5550.9, “Compensation for Extra-Duty Assign-
ments,” dated October 7, 1988 (section E.5.b).

Section 5. Sponsor Selection.

a. Members of the bargaining unit are encouraged to noti-
fy the Employer at the school of any interest they might
have with regard to filling extra-curricular positions which
might become available. The Employer will make every ef-
fort to fill extra-curricular positions in accordance with the
expressed preferences of the qualified volunteers in the bar-
gaining unit in the school or school complex.

b. The Employer agrees that the filling of extra- curricular
positions shall be done in a fair and equitable manner and
shall not be arbitrary and capricious. No employee in the
bargaining unit shall be required to accept an extracurric-
ular activity, except where the vacancy cannot be filled with
a qualified volunteer.

Section 6. Employee Consideration. If qualified employees of
the school or school complex are not available, the Principal
may recruit from other appropriate sources in accordance with
DSR 5550.9, dated 7 October 1988.

ARTICLE 26
LEAVE

Section 1. Accrual. Leave shall accrue to employees, in ac-
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cordance with Public Law 86-91, at the rate of one day for each
calendar month, or part thereof, of a school year, except that:

a. if the school year includes more than eight (8) months,
any such teacher who has served for the entire school year
shall be entitled to ten (10) days of cumulative leave with
pay.

b. the minimum charge for leave shall be 1/2 day incre-
ments and additional charges shall be multiples thereof.
Such leave shall be administratively arranged.

Section 2. Use. Leave may be used for:

a. Maternity and paternity purposes
b. Illness of the employee
c. Illness, contagious disease, or death in the immediate

family of such teacher
d. Personal emergency
e. Adoptive purposes

Section 3. Any Purpose Leave.

a. With appropriate advance notice and the prior approval
of the supervisor, not to exceed three (3) days in any school
year may be used for any purpose. Any purpose leave will
not normally be approved during orientation week or the
first and last week of school except for approved educa-
tional purposes.

b. At the employee’s request Leave Without Pay will be
granted prior to exhausting Any Purpose Leave.

Section 4. Paid Leave Other than Any Purpose Leave. Leave
used for appropriate reasons other than any purpose shall be
requested in advance in writing and shall state the reasons for
requesting such leave. For leave which cannot be requested in
advance because of illness or unforeseen personal emergency,
the employee will notify the principal or his/her designated
representative as soon as possible.
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procedures established by DoDDS regulations. The Union will
be given the opportunity to include their input on these unlist-
ed activities along with the Principal’s recommendations.

Section 4. Compensation.

a. Employees must be compensated for successfully com-
pleting an extra duty assignment consistent with the extra
duty rate of compensation established by the Department
of Defense Wage Fixing Authority.

b. The Employer will comply with the provisions of DS
Regulation 5550.9, “Compensation for Extra-Duty Assign-
ments,” dated October 7, 1988 (section E.5.b).

Section 5. Sponsor Selection.

a. Members of the bargaining unit are encouraged to noti-
fy the Employer at the school of any interest they might
have with regard to filling extra-curricular positions which
might become available. The Employer will make every ef-
fort to fill extra-curricular positions in accordance with the
expressed preferences of the qualified volunteers in the bar-
gaining unit in the school or school complex.

b. The Employer agrees that the filling of extra- curricular
positions shall be done in a fair and equitable manner and
shall not be arbitrary and capricious. No employee in the
bargaining unit shall be required to accept an extracurric-
ular activity, except where the vacancy cannot be filled with
a qualified volunteer.

Section 6. Employee Consideration. If qualified employees of
the school or school complex are not available, the Principal
may recruit from other appropriate sources in accordance with
DSR 5550.9, dated 7 October 1988.

ARTICLE 26
LEAVE

Section 1. Accrual. Leave shall accrue to employees, in ac-
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Section 5. Leave Without Pay. Leave without pay is approved
absence from duty in a non-pay status.

a. All requests for leave without pay must be in writing,
submitted in advance, and state the reasons for the request.
In circumstances in which leave is exhausted or there is an
unforeseen personal emergency, the employee will notify
the principal or his/her designated representative as soon
as possible. It is understood that documentation may be
required to substantiate such a request.

b. Leave without pay may be granted for periods not to
exceed one (1) calendar year for personal or family illnesses.
Such requests will be submitted in writing through the prin-
cipal to the Regional Director for approval or disapproval.
Such requests shall have bonafide medical evidence to sup-
port the request.

c. Leave without pay may be granted for one (1) calendar
year for the employee to pursue further educational studies.
Such request will be submitted in writing through the prin-
cipal to the Regional Director for approval or disapproval.
Such requests shall be in accordance with announcements
from the Regional Office soliciting employee requests.

d. Other requests for leave without pay for periods up to
one (1) year must be submitted to the Regional Office
through the principal for review on a case by case basis.

e. Leave without pay may be extended for one additional
school year upon request.

Section 6. Absence Without Leave. Absence Without Leave is
an absence from duty which is not authorized or for which a
request for leave has been denied. Although AWOL is in itself
nondisciplinary, disciplinary action may be taken when ap-
propriate. An AWOL charge may be changed to another leave
status as 2 result of a review of circumstances.

Section 7. Military Leave. The Parties agree to encourage par-
ticipation in reserve duty and training during school recess
periods.
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Section 8. Advance of Leave. Paid leave may be advanced for
use at any time within the school year. Such advances will nor-
mally be limited to the amount which will be accrued during
the school year; however, under unusual circumstances, up to
thirty (30) days may be advanced. If approved, such advance
shall be subject to subsequent earning of leave, or repayment
upon separation for leave advanced but not earned.

Section 9. Excused Absence.

a. The parties encourage employees to schedule appoint-
ments to the maximum extent possible outside the instruc-
tional day and/or to cause the least impact upon the
educational program.

b. When appointments cannot be scheduled outside the in-
structional day, employees will be granted excused absences
from duty without loss of pay and without charge to leave
for the following:

(1) Packing, unpacking and customs or administratively
required clearance of household goods, prior to ship-
ment or upon request of shipment and when the em-
ployee is required to be present. When both husband
and wife are employed by DoDDS, either may be
excused.

(2) Movement into and out of quarters when such move-
ment is directed.

(3) Conducting official business of a personal nature
with military offices to include, but not limited to, mat-
ters relating to drivers license, ID cards, passports, hous-
ing, finance and personnel.

(4) Conducting business with official offices and utili-
ty companies of the host nation, when the employee is
required to establish and disestablish service or because
of foreign status in the host nation.

(5) Seeking medical attention for any injury sustained
while on duty for the remainder of the day of the injury.
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(6) Those infrequent instances of tardiness for reasons
that the supervisor determines to be justifiable.

(7) To deliver or pick up a POV that has been shipped
on official orders.

c. The Agency may excuse an employee from duty without
loss of pay and without charge to leave for:

(1) Attendance at a conference, convention or similar
meeting when it is determined by the Agency that at-
tendance will be in the best interest of the educational
program.

(2) Attendance at a school, parent, or installation spon-
sored activity when it has been determined that atten-
dance will be in the best interests of the school and/or
DoDDS.

(3) Blood donations.

Section 10. Suspected Leave Abuse. When an employee’s ab-
sence on leave for illness is over three (3) consecutive work days
or in individual cases where there is reason to suspect that the
employee is abusing leave privileges, the Employer may require
a physician certificate or suitable evidence to support the need
for teacher leave.

Section 11. School Closures - see Article 22. [Cross Reference]

Section 12. Administrative Reemployment Rights (ARR). In
accordance with and subject to applicable regulations, em-
ployees may request Administrative Reemployment Rights in
order to pursue a one (1) or two (2) year course of formal study,
participate in a project of study, or accept temporary employ-
ment, when the results of such action are deemed beneficial
to the school system. Upon successful completion of the ap-
proved action, the Employer guarantees reemployment.

Section 13. Sabbatical Leave. Employees may request consider-
ation for a grant of an educational sabbatical leave in order
to pursue a one (1) year course of formal study in any
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accredited American college or university or any similar for-
eign institution. If courses are taken at a foreign institution,
it shall be the employee’s responsibility to obtain acceptance
by an American accrediting agency for course work taken at
non- accredited institutions. Numbers of sabbaticals, benefits,
criteria, and eligibility requirements will be established by the
Agency and announced to employees during the school year.
The Union will be notified of changes in benefits, criteria, and
eligibility requirements prior to their announcements to em-
ployees. The period of the sabbatical will be counted as a peri-
od of service for purposes of determining placement on the
salary schedule.

Section 14. Union Review. The Union may review the applica-
tions of those employees applying and selected for LWOP,
ARR, and Sabbatical Leave, before notification to employees
selected.

Section 15. Change of Leave. An employee may choose to be
charged teacher leave rather than LWOP for any absence from
duty when it is established that teacher leave would have been
granted.

Section 16. Temporary Detail Request. An employee in a re-
mote area who uses the medivac flight to reach a medical in-
stallation for consultation or treatment, upon request may be
temporarily detailed to a DoDDS duty location of the Agen-
cy’s choice which is within a reasonable commuting distance
from the general location of the medical facility at which the
care/treatment is received during the time that the employee
is awaiting such at the medical facility and/or after such
care/treatment is completed and the employee is awaiting the
next return medivac flight.

Section 17. Family Leave. Employees shall be provided with
the all rights and benefits under the Family Leave Act.
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ARTICLE 27
PERSONNEL FILES

Section 1. Official Personnel Files.

a. The parties recognize that the Official Personnel Folder
(OPF) is the property of the Office of Personnel Manage-
ment (OPM) and will be maintained at the servicing Civilian
Personnel Office (CPO) in compliance with law and regu-
lation.

b. The employee will be provided with copies of all addi-
tions to OPF.

c. Counseling letters, supervisory interview memoranda and
performance deficiency memoranda shall not be placed in
an educator’s Official Personnel Folder.

d. Whenever the school or any other agency sends materi-
al to the DODDS Personnel Center for inclusion in the em-
ployee’s OPF a copy of this material will be given to the
employee.

Section 2. Teacher Files.

a. Teacher files, to include credentials, college transcripts
and other materials pertinent to his/her employment, will
be maintained at the local school site.

b. In the event that official transcripts or other necessary
materials in the file are misplaced or lost, the Agency will
pay for the replacement costs. The employee shall not be
penalized in any way due to lost or missing files.

c. Personal notes maintained by the educator’s supervisor
will not be given to a succeeding supervisor.

Section 3. Review Procedures.

a. If unit employees need to review any material maintained
in the Official Personnel Folders (OPF), the following are
suggested steps to follow:

(1) Employees are encouraged to retain any personnel
related documents and maintain their own personal file.
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(2) If the employee needs basic personnel information
from their OPF that is normally available on an em-
ployee brief (i.e., may include: experience history, per-
formance appraisal information, performance award
information, training documentation, education, etc.),
they will obtain this information, upon request, through
their principal. Employees are encouraged to utilize this
option prior to requesting access to their OPF.

(3) If employees need to review specific documents in
their Official Personnel Folders, copies of these docu-
ments will be made and provided to the employee.

(4) If the employee needs to review the entire Official
Personnel Folder (i.e., preparation for an arbitration),
the DoDDS Personnel Center will honor the employee’s
request for review. The method of delivery will vary.
In all cases, employee access to the OPF at the duty site
will be strictly controlled to ensure the security of the
OPF.

b. If an employee considers an entry in any of his/her
files/folders to be erroneous or inappropriate, s/he may
request that the inappropriate material be deleted and/or
is authorized to add supplemental written comments

c. Any OPF information requested by the employee will
be responded to within a reasonable timeframe after receipt
of the request by DoDDS. The material requested will be
forwarded by the most expeditious means available. If the
material is not immediately available for review, the em-
ployer will make every reasonable effort to notify the em-
ployee in an expeditious manner as to the approximate time
the material will be available. In the event of a grievance,
appeal, proposed disciplinary or adverse action proceed-
ing and the employee or the Union requests to review the
pertinent material, but such material is not immediately
available, the time limit requirement will be extended, as
reasonable, to afford the opportunity to review. Any time
limit requirements shall commence on the day after the file
or requested material was received. (Cross reference Arti-
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cles 30, Discipline and Adverse Action, 31, Employee
Grievance Procedure, 32, Policy Grievance)

d. An educator may designate, in writing, a representative
to review both his/her Official Personnel Folder and his/her
Credential/Teacher Folder and any other record maintained
by the Agency. (Cross-reference to Procedure, Article 33.
Arbitration)

Section 4. Adverse Material.

a. The Employer will not keep anonymous, derogatory and
/ or negative material and / or letters without disclosing
such documents to the employee and providing an oppor-
tunity to respond. Such documents must be signed by the
employee. The educator’s signature does not constitute
agreement with the document but only that the statement
has been seen. Disclosure to the employee shall be done
within two weeks of the date of receipt by the Employer.

b. Records of complaints and charges determined to be un-
founded or dismissed as the result of an appeal or grievance
will not be used for any purpose whatsoever, except for
those necessary to document educator entitlements to back
pay or other benefits.

c. Letters of reprimand and similar disciplinary type material
will be removed from the Official Personnel Folder after
the appropriate time has elapsed. See Article 30, Discipline
and Adverse Action.

Section 5. Unofficial Files. Copies of all information kept by
DODDS will be shared with the employees within two weeks
of receipt by the Agency.

Section 6. Availability of Files to Unauthorized Parties.
No record, file, document or information from any other data
base pertaining to an employee will be made available to any
unauthorized persons for inspection or photocopy. Informa-
tion will be made to authorized persons only for official use
as provided by law, rule, or regulation.
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Section 7. Changes in File Storage. The parties recognize that
developing automation techniques have enabled some infor-
mation that is presently stored in paper-base systems to be stored
in other systems. If the Agency elects to change its method of
storing any information which is subject to the terms and con-
ditions of this Article, the Agency will assure all employees con-
tinued access to such information or its equivalent.

Section 8. Purging of Files. Adverse material on an employee
will not be maintained by the Employer beyond one (1) calen-
dar year.

ARTICLE 28
PERFORMANCE STANDARDS AND APPRAISAL

Section 1. Policy.

a. The Parties recognize that the performance appraisal sys-
tem is established to provide for appraisals of job perfor-
mance of employees; that employees are encouraged to
participate through discussion in the development and
review of performance standards; and that the performance
appraisals shall be used as a basis for training, rewarding,
reassigning, promoting, reducing in grade, retaining or
removing employees. There shall be no forced distribution
or quota of ratings.

b. The evaluator shall take into consideration any circum-
stances that may adversely affect a unit employee’s perfor-
mance, such as class size, special learning disabilities,
physical facilities, multiple duty assignments, geographi-
cal difficulties, time constraints, and involuntary reas-
signments.

c. The Employer shall apply the performance standards in
such a manner that a fully competent unit employee can
reasonably be expected to attain them.

d. Normally, no interview or meeting between a complain-
ing parent and the unit employee shall be set by the Agen-
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cy until the unit employee has a reasonable opportunity to
consult with the Union’s representative.

e. When a complaining parent asks to meet with the prin-
cipal or other appropriate representative of the Employer
prior to meeting with the unit employee, the Employer may
meet with the parent to evaluate the situation. If appropri-
ate, the parent may be encouraged to meet with the unit
employee to resolve the problem. Prior to the meeting, they
shall be entitled to consult with their union representative
in accordance with Section 1.d. of this Article.

f. If the employee and parent are unable to resolve the
problem, it may be necessary for the principal to intervene.
If the principal meets with the unit employee to discuss the
problem, the employee shall be entitled to a union represen-
tative, upon request.

Section 2. Union Representation.

a. When more than one unit employee performs the same
duties, the critical elements and performance standards may
be developed through group discussion(s) with the super-
visor. In these instances, the union shall be afforded the
opportunity to be represented at these meetings.

b. The critical elements and performance standards may
be developed through individual discussion(s) with the su-
pervisor. Upon request by the employee, the union shall
be afforded the opportunity to attend such meetings.

c. Upon request by the employee, the union shall be afford-
ed the opportunity to attend any performance review meet-
ings (i.e. mid-year review, end-of-year review) between the
employee and supervisor.

d. Every reasonable effort shall be made to conduct per-
formance review meetings during the established duty day.

Section 3. Grievance Rights.

a. The rating given and / or any action taken by the Agen-
cy as the result of the application of the performance ap-

87



praisal system is subject to the OFT-DoDDS negotiated
grievance procedure including arbitral review.

b. In those cases when a decision is made to reduce in grade
or remove an employee for unacceptable performance, such
employee may file a grievance under the provision of the
OFT-DoDDS negotiated grievance procedure. All such
grievances will be submitted directly to the Regional Director
within fifteen (15) calendar days of receipt of the decision.

Section 4. Procedures for Establishing Performance Elements
and Standards.

a. To the maximum extent possible, employee participa-
tion is encouraged in the development of performance stan-
dards. Job elements and standards may be modified,
deleted, or adjusted during the rating period in the same
manner as in the initial development of the job elements
and performance standards, including employee participa-
tion When more than one unit employee performs the same
duties, the critical elements and performance standards may
be developed through group discussion(s) with the super-
visor. Disagreements over the content of the plan should
be resolved by the supervisor and employee. The Employ-
er will consider all comments provided by the employee and
the Union prior to the finalization of the standards.

b. Performance standards will be directly related to the em-
ployee’s position. Performance standards will be established
in accordance with 5 U.S. Code 4301. Unit employees will
be involved in establishing performance standards and crit-
ical and non critical elements. The Union will be afforded
the opportunity to comment and offer suggestions as ap-
propriate. If the Union or an employee is concerned or dis-
satisfied with the critical elements and performance
standards identified by the supervisor, the Union or the em-
ployee shall ask that they be reviewed by the DoDDS
Regional Director.

c. Performance standards must be observable, obtainable,
mission related, and include a minimum level for fully suc-
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cessful performance. Performance standards would be stat-
ed in specific terms. Performance standards will advise the
employee as to what must be done (critical and noncritical
elements) and how well it must be done (performance
standards).

d. The establishment of performance standards will nor-
mally involve:

(1) The evaluator will provide the employee with pro-
posed critical and noncritical elements and performance
standards.

(2) The employee and Union, if the employee so desires,
will have seven (7) duty days after the employee receives
the material in which to provide written and/or oral
comments.

(3) After considering the comments, the evaluator will
provide the employee with a final written copy of the
performance standards.

e. After considering all appropriate recommendations and
suggestions, the final decision on what an individual per-
formance standard will be is retained by the Agency.

f. Employees will receive a written copy of their performance
standards and job elements at the beginning of the appraisal
period. At the end of the appraisal period, each employee
will be given the opportunity to discuss his/her ratings.

g. The employee’s signature on the performance appraisal
plan only indicates that the plan was shown and its con-
tents were discussed with the employee; it in no way signi-
fies the employee’s agreement or disagreement with the
appraisal.

h. Job elements and performance standards will be reviewed
annually by the Employer and the employee.

i. Normally, each individual performance plan should fol-
low regulatory guidance to include three (3) to five (5) crit-
ical elements, however, additional critical elements may be
added.
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Section 5. The Appraisal Process.

a. The appraisal period will be one school year. The school
year for the purpose of this article will normally be from
the establishment of performance standards at the begin-
ning of the school year to April 30. The rating period may
be extended beyond April 30 upon written notification to
the employee citing reasons for the extension.

b. Evaluation is a continuing process throughout the rat-
ing period.

c. Face to face contacts, conference and informal discus-
sions are encouraged. All monitoring or observation of the
work performance of an employee shall be conducted openly
and with full knowledge of the employee. Any derogatory
information received by the Agency which she/he, at the
time of receipt, intends to use in evaluating an employee,
shall be called to the attention of the employee and the em-
ployee shall be afforded the opportunity to respond to such
information.

d. Upon request of the employee all observations shall be
preceded and / or followed by a conference. Upon request
by the employee, the union shall be afforded the opportu-
nity to be present.

e. Upon employee request, the rating official is encouraged
to provide feedback to the employee regarding their cur-
rent level of performance.

f. The Parties agree that performance appraisals shall be
used to improve the effectiveness of employee performance
and to strengthen supervisor-employee relationships. It is
further agreed that a proper use of employee performance
evaluation, including performance ratings, is to determine
the need for providing employee help. Where employee per-
formance is deficient, the employee shall be expected to ac-
complish improvement.

g. Prior to proposing a reduction in grade or removal based
on unacceptable performance, the supervisor will ensure
that the employees are provided an opportunity to demon-
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strate acceptable performance. To this end, the supervisor
shall provide notice of that employee’s failure to satisfy the
performance standards for one or more critical elements.
The notice shall be in writing and shall be provided to the
employee at least thirty (30) calendar days in advance of
proposing a reduction in grade or removal based on unac-
ceptable performance. The notice shall identify:

(1) The critical elements of the employee’s position for
which performance is unacceptable.

(2) The improvements the employee must make to bring
performance to a satisfactory level; and the efforts the
supervisor will make to help the employee improve.

(3) A time period of at least thirty (30) calendar days
within which the employee must improve the unaccept-
able performance prior to the issuance of a notice of
proposed action being issued by the supervisor.

(4) At the end of the time period specified in (3) above,
the supervisor shall notify the affected employee in writ-
ing as to whether;

(a) the employee is now performing in an acceptable
manner; or,

(b) the employee’s performance remains unaccepta-
ble. If so, a notice of proposed action will be issued.

h. An employee who is proposed to be reduced in grade
or removed, based on unacceptable performance, shall be
given two (2) copies of written notice of proposed action
at least thirty (30) days in advance. The formal notice of
proposed action is not intended to be an additional oppor-
tunity to improve performance, but rather to provide a fair
opportunity to defend against the charges contained in the
proposal. The advance notice shall:

(1) State the reason(s) for the proposed action in detail;

(2) Identify specific instances of unacceptable perfor-
mance by the employee.
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(3) Identify the critical elements of the employee’s
position for which performance is unacceptable.

(4) Inform the employee where the material relied
upon for the proposed action may be reviewed.

(5) Inform the employee of the right to reply orally
or in writing, or both within fifteen (15) calendar
days after receipt of the notice of proposed action.

i. The notice of proposed action shall be based upon the
employee’s performance during the rating period.

j. If otherwise in a duty status, an employee against whom
a notice of proposed action has been issued and his/her
representative shall be entitled to two (2) days of official
time to prepare a response.

Section 6. Selection and Change of Evaluator. Where more than
one evaluator is available to supervise employees, the employee
may request a change in evaluator.

ARTICLE 29
REDUCTION IN FORCE

Section 1. Definition.

a. Reduction-In-Force. In accordance with FPM 351, a
Reduction-in-Force is when an employee is released from
his/her competitive level by separation, demotion, furlough
for more than thirty days, or reassignment requiring dis-
placement, when lack of work or funds, reorganization,
reclassification due to a change of duties, or the need to
make a place for a person exercising re-employment from
LWOP, ARR or Sabbatical Leave requires the release of
the employee.

b. Transfer of Function. In accordance with 5 CFR 351,
a transfer of function means the transfer of the performance
of a continuing function from one competitive area and its
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addition to one or more other competitive areas or the move-
ment of the competitive area in which the function is per-
formed to another commuting area.

c. Reorganization. In accordance with 5 CFR 351, reorgani-
zation means the planned elimination, addition or redis-
tribution of functions or duties in an organization.

d. Competitive Area. In accordance with FPM 351, the stan-
dard for a competitive area is that it include all or part of
any agency in which employees are assigned under a single
administrative authority. Described geographically or or-
ganizationally, or both, the competitive area outlines the
boundaries of Reduction-In-Force competition. For the pur-
poses of the Agreement, the competitive area is established
as the District Superintendent Level.

e. Competitive Level.

(1) In accordance with FPM 351, each Agency shall es-
tablish competitive levels consisting of all positions in
a competitive area and in the same grade or occupa-
tional level which are sufficiently alike in qualification
requirements, duties, responsibilities, pay schedules, and
working conditions, so that an Agency readily may as-
sign the incumbent of any one position to any of the
other positions without changing the terms of his ap-
pointment or unduly interrupting the work program.

(2) When DODDS considers the effect of qualifications
on the composition of a competitive level, the concern
is not with the qualifications a unit employee possesses
but with the qualifications required by the duties and
responsibilities of the position as stated in the official
position description.

f. Retention Register. In accordance with FPM 351, all com-
peting employees officially assigned to positions in a com-
petitive level are listed on a retention register for that level,
including those on paid and unpaid leave, or as otherwise
prescribed by FPM. The relative retention standing of
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competing employees on retention registers is established
in the following descending order:

(1) By groups, the order is Group I (career employees);
Group II (career-conditional employees and those serv-
ing a trial period); and Group III (temporary or in-
definite appointments).

(2) Within each group the order is subgroup AD (prefer-
ence eligible employee who has a service connected dis-
ability of 30% of more); subgroup A (preference eligible
employees); and subgroup B (nonpreference eligible em-
ployees).

(3) Within each subgroup, retention standing begins with
the employees having the earliest service date.

Section 2. Notice to the Union. The Employer shall normally
inform the Union upon determination that a Reduction-In-
Force will occur at least fifteen (15) days prior to official notifi-
cation to employees. The Employer will provide the Union with
reason (s) for the Reduction-In-Force, the number of positions
to be eliminated and the proposed effective date. Agency will
also provide to the Union a copy of:

a. an initial register, when available

b. information and / or communication between various
levels of the Agency regarding changes to, or abolishment
of, positions

c. the official manning authorization pertaining to civilian
employees in the bargaining unit

d. directives in the possession of the Agency from higher
authorities requiring an official reduction-in-force.

Section 3. Negotiation on RIF Procedures. Upon receipt of
preliminary written notification of anticipated reduction-in-
force affecting bargaining unit employee(s), the Union shall have
the option of negotiating the implementing procedures to be
used during the anticipated reduction-in-force of bargaining
unit employees.
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Section 4. Notice to Employees. Every reasonable effort will
be made to provide notification of RIF, so that affected em-
ployees will have an opportunity to participate in the Inter
Regional Transfer Program.

Section 5. Reduction-In-Force Procedures.

a. The Agency agrees the Reduction-In-Force (RIF) actions
shall be carried out in compliance with provisions of 5 CFR
351.

b. An employee receiving a Reduction-In-Force notice shall
be entitled to a copy of the applicable retention register upon
request. An employee in the unit may, if s/he so requests,
be accompanied by a Union representative. The Employer
will provide the union with a copy of applicable retention
registers of affected employees.

c. The Employer will notify the affected employee of the
negotiated grievance procedure available to him/her in the
notice to release him/her from the competitive level.

Section 6. Employee Counseling.

a. The Parties both agree to provide counseling and as-
sistance to employees who are identified for separation
through a Reduction-In-Force.

b. Affected employees will be provided information con-
cerning retirement, severance pay, health and life insurance,
return transportation, and other entitlements from the ser-
vicing civilian personnel office.

c. The Employer will notify ODS and other regions of the
names and qualifications of employees released from their
competitive level and request assistance in placing such em-
ployees. Such employees will be given first priority consider-
ation for vacancies for which they qualify in the Region.
When employees are equally qualified, the service compu-
tation date shall be used to determine who is selected.

d. To the maximum extent allowable under law and ap-
propriate regulations, acceptance of a temporary position
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by an employee on the reemployment priority list will not
affect his/her status on the list for his/her eligibility for
reemployment in a permanent position.

e. Any employee involved in a RIF shall be permitted upon
request to have his/her health benefits and life insurance
plans converted in accordance with the provisions of the
Federal Personnel Manual and applicable statutes.

Section 7. Minimum Impact. The Agency will conduct meaning-
ful negotiations with the Union concerning efforts to minimize
the adverse effects of a RIF on employees. The Agency will
consider reasonable alternatives to Reduction-In- Force in an
attempt to minimize impact on employees, which include: that
certain vacancies not be filled by recruitment; that regular em-
ployees may displace temporary (NTE) employees in any field
for which they are qualified and the latter will be separated;
that no conversions of employees (who are temporary) to regular
appointments will be made at the end of the school year; that
employee requests for retirement be expedited.

Section 8. Acceptance of Reassignment. Employees will be given
five (5) workdays in which to accept or reject a reassignment.

Section 9. Repromotion Consideration. Employees, such as
counselors and psychologists, who are reduced in grade or sa-
lary through Reduction-in-Force, will be given priority for con-
sideration in vacancies to which they qualify at their former
grade for a period of two (2) calendar years from the effective
date of the employee’s reduction in grade.

Section 10. Re-employment Consideration. For those employees
who are separated through Reduction-in-Force, the Employer
will establish a re-employment priority list. Such employees will
be considered prior to filling the position from other sources.
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ARTICLE 30
DISCIPLINE AND ADVERSE ACTION

Section 1. Policy. The Employer will exercise reasonable judge-
ment to ensure the discipline is in proportion to the nature of
the offense consistent with the concept of progressive discipline.

a. Considerations.

(1) Guidelines. There are many disciplinary situations
and a wide varity of penalties. In deciding what action
to take, careful judgement must be used so that the
penalty is not out of proportion to the character of the
offense, especially a first offense, and to assure that the
penalty is imposed with consistency and equity. Fac-
tors which may affect the selection of the appropriate
penalty include those established by Douglas v. Vete-
ran’s Administration, 5 MSPB 313 (1981), commonly
referred to as the “Douglas Factors.” These factors are
listed in Section 10 of this Article.

(2) Schedule of offenses and penalties. DS Regulation
5751.9 provides guidance on the selection of appropri-
ate disciplinary action for typical offenses. Normally,
a progression of disciplinary measures applies in an ef-
fort to correct an employee’s conduct.

(3) Mitigating, unusual, or aggravating circumstances
shall be considered in determining a proper disciplinary
action. Disciplinary actions or adverse actions are to
be taken without prejudice. Such considerations as, but
not limited to, the employee’s position, length of serv-
ice, prior disciplinary actions, state of health, state of
family and, personal conditions, shall be taken into con-
sideration prior to proposing any disciplinary action.

b. Explanation Required. The employee shall have an op-
portunity to explain the events before the Agency initiates
a disciplinary or adverse action.

c. Stay of Removal Action. If the decision to remove an
employee is grieved, the action taken will be in accordance
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with Article 33, Arbitrations, Section 3.b. The removal will
be stayed pending the completion of the grievance and the
arbitration process.

Section 2. Definitions (in alphabetical order).

a. Adverse action. Action taken against an employee which
either affects continued employment, grade, or pay or es-
tablishes a record of disciplinary action in the employee’s
Official Personnel Folder. Adverse actions may be taken
against an employee only for such cause as will promote
the efficiency of the service. Just cause is necessary as a
basis for an adverse action, and the action must be deter-
mined on the merits of each individual case. Adverse ac-
tions are suspensions for more than fourteen (14) days,
reduction in grade or pay, furloughs for thirty (30) days
or less, and removals, which may be grieved under the
negotiated procedures or appealed to the Merit Systems Pro-
tection Board.

b. Counseling. Communication from the Employer to the
employee concerning deficiencies in conduct, attitude, or
performance. As utilized in the Article, counseling shall en-
compass any form of corrective or directive communica-
tions, written or oral. Written counseling or notation of
oral counseling will not be made a part of the employee’s
Official Personnel Folder.

c. Day. Calendar day.

d. Deciding Official. The supervisor or manager who de-
cides what action to take on proposed disciplinary or ad-
verse actions.

e. Disciplinary Actions. A disciplinary action is normally
initiated by the immediate supervisor or manager of the em-
ployee being disciplined. An oral admonishment is a dis-
cussion between a supervisor and employee as a result of
an offense which does not, by itself, warrant a reprimand.
The employee shah have the right to make a written rebut-
tal for the record. Disciplinary actions consist of oral ad-
monishments, letters of caution, letters of reprimand, and
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suspensions of 14 days or less. For suspensions of 14 days
or less, the action consists of two-steps, with a proposing
official and a deciding official. The deciding official may
uphold, mitigate, or fail to uphold a proposed action.

f. Letter of Caution. A written warning by an appropriate
official that continued improper conduct may lead to for-
mal disciplinary action. Letters of caution are not formal
disciplinary actions. A letter of caution may not be kept
in the employee’s OPF. It may be kept in the teacher’s file
for not more than one calendar year.

g. Letter of Reprimand. A formal written disciplinary reme-
dy by an appropriate official for an employee’s improper
conduct.

h. Oral Warning. The oral warning by an appropriate offi-
cial that continued improper conduct may lead to formal
disciplinary action. Oral warnings are informal and called
minor corrective actions. The supervisor has the option of
making an informal record of date of discussion and sub-
jects covered and provides it to the employee within five
(5) duty days of date when the discussion occurred. Such
notation will be kept in the school file only.

Section 3. Discipline and Adverse Action.

a. Discipline shall be corrective. The primary emphasis of
disciplinary action is correction, development, and rehabili-
tation.

b. Pre-Action Investigation.
[Cross reference to Article 35. Investigations]

c. Investigative Interview.
[Cross reference to Article 35. Investigations]

d. Designation of Representative. When an employee desig-
nates the Union to be his/her representative in a discipli-
nary or adverse action, the employee will furnish, in writing
to the supervisor or appropriate management official, the
name and address of said representative. Copies of all cor-
respondence sent by the employer to the employee will be
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furnished to his/her union representative. In addition, co-
pies of all material relied upon to support the disciplinary
or adverse action will be made available to the union
representative.

e. Employee Rights. Employees have the right to grieve any
action described in this Article. [Cross reference to Removal
Actions of Article 33. Arbitration]

f. Equitable Discipline. All discipline shall be for just cause
and consistent with applicable laws and regulations. The
Employer recognizes the principle of progressive discipline.

g. Response Authorized. A reasonable time, to answer orally
and in writing and to furnish affidavits and other documen-
tary evidence in support of the answer.

Section 4. Documents and Information.
If disciplinary action is initiated, the Employer will provide the
employee and/or the Union any information relied upon in
proposing disciplinary action. Upon request and in accordance
with applicable law, the Employer will provide the Union any
material gathered in the investigation but not relied upon.
Where information is retained by other investigative agencies
such as OSI, CID, and NIS and not in the possession of the
Employer, the Employer will make a good faith effort to ob-
tain the information for the Union.

Section 5. Specific Actions.

a. Proposal Letter. In the proposal letter for the action,
the following is adhered to:

(1) The notice of proposed action is clearly identified
as a “proposal” and not a final decision.

(2) The necessary degree of specificity has been includ-
ed in the narrative statement of offense to ensure em-
ployee understanding of the reasons for the proposal.

(3) The notice of proposal provides copies to the em-
ployee of all documentary evidence used to support the
proposed action.
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(4) The notice of proposal provides the employee with
a reasonable period of time to respond to the notice,
both orally and in writing, and to furnish affidavits and
other documentary evidence in support of such reply.

(5) The notice of proposal provides a specific statement
that the employee will remain in a normal duty status
pending decision.

(6) The notice of proposal advises the employee of the
right to designate an attorney or other individual as a
representative. This designation should be made in writ-
ing, and provided to the deciding official.

(7) The notice of proposal identifies the deciding offi-
cial, by name, address, and telephone number, as the
individual to whom any oral and/or written reply must
be made. In cases where the deciding official is located
outside the employee’s commuting area, oral responses
shall be in compliance with this Article.

(8) The notice of proposal identifies any past discipli-
nary actions which were considered in proposing the
action.

(9) The notice of proposal states that an extension to
the reply period may be granted for justifiable reasons.
Upon request, giving justifiable reasons, the Agency will
grant an extension of a reasonable amount of time. A
request for extension must be submitted in writing to
the deciding official prior to the expiration of the re-
ply period.

b. Deciding Official. A Deciding Official shall:

(1) Consider only the charges and reasons for the pro-
posed action specified in the notice of proposal. This
may include a review of all information relied upon and
referred to in the notice of proposal. A deciding offi-
cial also may conduct a personal investigation if
necessary.

(2) The deciding official will endorse the concepts
described in Section 3. f.
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(3) Give full consideration to any oral and/or written
reply received from the employee or his/her represen-
tative.

(4) In deciding whether or not the proposed action is
warranted, give full consideration to any aggravating
or mitigating factors.

c. Decision Letter. A final decision letter must include at
least:

(1) A statement that a reply was received from the em-
ployee and that the reply was considered, or, in the al-
ternative, a statement that no reply was received from
the employee.

(2) A specific statement that the proposed action is sus-
tained, not sustained, or reduced/modified, and the rea-
son for the decision. If the proposed action is sustained,
the final decision letter shall include mention of any ag-
gravating or mitigating factors which were considered
by the deciding official. These should include any ap-
plicable factors listed at Section 10 of this Article.

(3) A statement of the effective date of any action aris-
ing from the final decision.

(4) A statement of the employee’s appropriate
grievance/appeal rights.

d. Letter of Reprimand.

(1) Before issuance of Letter of Reprimand. Prior to
initiating a letter of reprimand, the supervisor will nor-
mally meet with the employee to investigate and explore
all circumstances concerning the alleged misconduct
The supervisor should:

(a) Inform the employee of his/her right to have a
Union representative present and must afford the
employee the opportunity to be accompanied by a
Union representative.

(b) Attempt to ascertain all facts involved in the mat-
ter being investigated.
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(c) Determine any mitigating circumstances and al-
low the employee the opportunity to explain fully
the act being investigated.

(d) Based on an analysis of all information gathered,
the supervisor must decide if a letter of reprimand
is warranted.

(2) Issuance of Letter of Reprimand. A letter of repri-
mand will contain the following:

(a) The offense is described in sufficient detail to
facilitate a reasonable understanding of the basis for
issuance. This should include at least a narrative
description of the circumstances involved in the in-
cident(s) giving rise to the letter, including times,
locations, dates of events, and any witnesses who
provided statements.

(b) If pertinent to the incident(s) contained in the
letter, a delineation of past counseling of other at-
tempts to correct the employee’s behavior may be
included, but only if they occurred within the time
limits described in this Article.

(c) A warning that any recurrence of the miscon-
duct may result in more severe disciplinary action.

(d) A statement providing the maximum period of
time that the letter will remain in the employee’s
Official Personnel Folder from one to three years.
Nothing in this Article prevents management from
removing this prior to the expiration date.

(e) If appropriate, the availability of remedial
resources to assist the employee in preventing recur-
rences.

(f) A statement advising the employee of his or her
grievance rights relative to a letter of reprimand.

e. Suspension for fourteen (14) days or less.

(1) An advance written notice will be issued which states:
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(a) the specific reasons for the proposed action,

(b) the name, title, address, and telephone number
of the individual designated to receive an oral and/or
written reply,

(c) the amount of time the employee has to reply,
but not less than ten (10) duty days, this time limit
shall not commence until the employee and/or
representative have received the material described
in sub-section (d) below, and

(d) the right of the employee or the employee’s
representative to receive a copy of the material which
is relied upon to support the reasons given in the
notice.

(2) Right to Representation

(a) If otherwise in a duty status, an employee against
whom this disciplinary action is proposed and
his/her representative shall be entitled to one-half
(1/2) day of official time to prepare a response.

(b) The employee shall have the right to make an
oral and / or a written response.

(c) Responses Authorized. A reasonable time, to an-
swer orally and in writing and to furnish affidavits
and other documentary evidence in support of the
answer.

(3) A written decision notice will be issued which:

(a) specifies which of the reasons identified in the
advance written notice have been supported and the
reasons therefore,

(b) is made after consideration of any reply made
on behalf of the employee or lack of reply,

(c) is signed by an official in a higher position than
the official who signed the proposed notice,

(d) specifies the employee’s right to file a grievance
under the negotiated grievance procedure, and
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(e) is delivered to the employee and his/her represen-
tative before the effective date of the action.

f. Suspension for more than 14 days, reduction in grade
or pay, furlough for 30 days or less, and removal.

(1) An employee is entitled to 30 calendar days ad-
vance written notice.

(2) The advance written notice will include:

(a) the specific reasons for the proposed action,

(b) the name, title, address, and telephone num-
ber of the individual designated to receive an oral
and/or written reply,

(c) the amount of time the employee has to re-
ply, but not less than ten (10) duty days, this
time limit shall not commence until the employee
and/or representative have received the material
described in sub-section (d) below,

(d) the right of the employee or the employee’s
representative to receive a copy of the material
which is relied upon to support the reasons given
in the notice, and

(e) upon request, giving justifiable reasons, the
Agency will grant an extension of a reasonable
amount of time.

(3) (a) In addition to the above, the employee is en-
titled to be represented by an attorney or other
represenative. If otherwise in a duty status, an
employee against whom this disciplinary action
is proposed and his/her representative shall be
entitled to two (2) days of official time to pre-
pare a response.

(b) Responses Authorized. A reasonable time,
to answer orally and in writing and to furnish
affidavits and other documentary evidence in
support of the answer.

(4) The written decision notice will contain the same
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elements discussed for suspensions of 14 days or less
(see Section 5.c. of this Article) with the exception
that it will specify the employee’s right of appeal
to the Merit Systems Protection Board (MSPB) or
to file a grievance under a negotiated grievance
procedure, but not both. The decision notice will
also provide the time limits for filing an appeal to
MSPB, the address of the appropriate office, a copy
of MSPB regulations, and a copy of the MSPB ap-
peals form, if applicable.

Section 6. Employee’s Choice of Representative. An employee’s
designation of representative must be made in writing.

Section 7. Past Offenses. In considering past offenses in de-
termining a remedy, the following limitations must be observed:

a. Oral warnings or letters of caution may not be counted
as a prior offense for the purposes of determining the ap-
propriate range of remedies. While an oral warning or let-
ter of caution may not be counted as a prior offense, it may
be used in determining the severity of the discipline for a
subsequent offense of a similar nature.

b. A Letter of Reprimand may be counted as a prior offense
provided the Letter of Reprimand is still in effect on the
date of the proposed notice of adverse action in which it
is cited.

Section 8. Summary Reports of Adverse Actions. If generat-
ed, the Agency shall provide the Union with an annual sum-
mary of disciplinary and adverse actions taken against unit
employees and all other employees of the agency during the
school year, within the confines of the Privacy Act. The Union
retains the right to request any additional information under

the Statute (5 USC 7114 (b)(4)).

Section 9. Grievance and Appeal Rights.

a. Counseling and Disciplinary actions of this Article are
grievable only under the negotiated grievance procedure.
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b. Adverse actions of this Article are grievable under
the negotiated grievance procedure or appealable to the
Merit Systems Protection Board, but not both. An em-
ployee will have constituted an election by either filing
a timely written grievance or filing a timely written ap-
peal, whichever occurs first.

Section 10. Factors to be Considered in Assessing Penalties:
“The Douglas Factors.”

a. Once a supervisor or manager establishes some form of
wrongdoing, he or she has the responsibility for determin-
ing the penalty, from reprimand to removal. In order to
ensure that a disciplinary action represents the least severe
penalty which would deter the employee from future in-
fractions, and that the disciplinary action is taken for just
cause, i.e., to improve the efficiency of the service, certain
factors should be taken into account.

b. In the case of Douglas v. Veterans Administration, 5
MSPB 313 (1981), the Merit Systems Protection Board
enumerated twelve factors which it considered relevant when
determing the reasonableness of a disciplinary action. These
factors, commonly referred to as the “Douglas Factors,”
are widely accepted, and their use assures not only that ac-
tions taken are fair and equitable, but additionally that the
action can withstand the scrutiny of a third party, such as
an administrative judge or an arbitrator.

c. Any of the relevant factors listed below shall be taken
into consideration prior to taking formal disciplinary action.

(1) The nature and seriousness of the offense, and its
relation to the employee’s duties, position and respon-
sibilities, including whether the offense was intention-
al or technical or inadvertent, or was committed
maliciously or for gain, or was frequently repeated.

(2) The employee’s job level and type of employment,
including supervisory or fiduciary role, contacts with
the public, and prominence of the position.

107



(3) The employee’s past disciplinary record.

(4) The employee’s past work record.

(5) The effect of the offense upon the employee’s abil-
ity to perform at a satisfactory level.

(6) Consistency of the penalty with those imposed upon
other employee(s) for the same or similar offense in like
or similar circumstances.

(7) Consistency of the penalty with any applicable agen-
cy table of penalties.

(8) The notoriety of the offense or its impact upon the
reputation of the agency.

(9) The clarity with which the employee was on notice
of any rules that were violated in committing the
offense.

(10) Potential for the employee’s rehabilitation.

(11) Mitigating circumstances surrounding the offense.

(12) The adequacy and effectiveness of alternative sanc-
tions to deter such conduct in the future by the employee
or others.

ARTICLE 31
EMPLOYEE GRIEVANCE PROCEDURE

Part I. General Information.

Section 1. Purpose. The purpose of this article is to establish
a procedure whereby employees may secure at the lowest level
possible, equitable and expeditious solutions to their grievances.
This negotiated procedure shall be the exclusive procedure avail-
able to employees for settlement of grievances.

Section 2. General. A grievance is defined as a request by an
employee, or by a group of employees acting as individuals for
relief in a matter of concern or dissatisfaction. In the event either
party should declare a grievance non-grievable or non- arbitra-
ble, the original grievance shall be considered amended to in-
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clude this issue. The Agency agrees to raise any question of
grievability or arbitrability of a grievance within three (3) duty
days of notification by the Union of which cases shall be taken
to arbitration. Management agrees that a procedural issue not
raised in the Step 3 response will not be raised at the arbitra-
tion level. A substantive issue may be raised at any time dur-
ing the grievance and arbitration process. All disputes of
grievability or arbitrability shall be referred to arbitration as
a threshold issue. The Agency will deal with the merits of the
grievance even when they claim it is not grievable, lacks time-
liness, has procedural defects, etc.

Section 3. Matters Covered. This grievance procedure will be
used to process any matter of concern or dissatisfaction to an
employee or group of employees, to include adverse action
against temporary employees, and excluding those matters iden-
tified in Section 4 of this article. These matters will include all
matters that are determined to be appropriate under the Civil
Service Reform Act of 1978 (PL 96-454, Title VII, Section
7121).

Section 4. Exclusions. Those matters excluded from the
negotiated grievance procedure are:

a. Violations relating to political activities (as revised by
the 1993 legislation).

b. Retirement, life insurance or health benefits.

c. A suspension or removal for national security.

d. Any examination, certification or appointment

e. The classification of any position which does not result
in the reduction in grade or pay of an employee.

f. Separation of employees during their probationary period.

g. Termination of NTE appointments unrelated to an ad-
verse action.

h. A matter which comes under the administraive or legal
jurisdiction of a military department.
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Section 5. Exercising Option. An aggrieved employee may raise
the following matters under statutory procedures (Merit Sys-
tems Protection Board [MSPB], Equal Employment Oppor-
tunity [EEO]) or negotiated grievance procedures but not both.
For the purpose of this article an employee shall be deemed
to have exercised his/her option to grieve or appeal only when
the employee files a written, timely notice of appeal under the
appellate procedure or files a timely written grievance under
the negotiated grievance procedure. Consulting with an EEO
counselor does not result in the loss of the employee’s right
to grieve.

a. Adverse Actions: Removals, Suspensions for more than
14 days, Reduction in grade or pay and furlough for 30 days
or less.

b. Unacceptable Performance: Demotions, removals.

c. An Equal Employment Opportunity (EEO) Complaint:
An allegation of descrimination based upon race, color,
religion, sex, age, national origin, marital status, political
affiliation or a physical handicap. If an employee appeals
to MSPB, s/he cannot file a grievance under the Agree-
ment or EEO complaint except for Mixed Cases.

Section 6. Merit Systems Protection Board. An employee may
file an appeal to the Merit Systems Protection Board at any
time after notice of adverse action but not later than twenty
(20) calendar days after the effective date of the adverse ac-
tion. If an employee appeals to MSPB, s/he cannot file a
grievance under the Agreement or EEO complaint except for
Mixed Cases.

Section 7. Investigation. See Article 35, Investigations.

Section 8. Identical Grievances. When a group of employees
has an identical grievance, it will be considered as an individu-
al complaint of one employee and will be processed as a single
grievance in the name of one employee designated by the others
to act for them. All employees joining in the grievance must
be identified and must sign the grievance at the stage it is in

110



writing. There will be only one representative for the group.
The final grievance decision will apply to all members of the
group.

Section 9. Union Oversight. Any employee or group of em-
ployees in the unit may present grievances to the Employer and
have them adjusted as long as the adjustment is no: inconsis-
tent with the terms of the contract and the Union has been given
opportunity to be present at the adjustment or has been in-
formed of the final decision in writing.

Section 10. Representational Rights of Employee. No employee
shall be required to meet with any administrator or supervisor
at any step of the grievance procedure without representation.

Section 11. Time Limits.

a. All grievances must be initiated within fifteen (15) calen-
dar days after the grievant knew or with reasonable dili-
gence should have known, of the occurrence of the matter
out of which the grievance arose.

b. Grievances will be processed through the formal step (step
2) of the procedure with the exception of review of discipli-
nary actions which will be initiated at the appeal step (step
3).

c. All time limits set forth in the procedure may be extend-
ed by mutual consent, but if not so extended, they must
be strictly observed.

d. (1) School Level. Time limits will begin from the receipt
of an oral or written grievance (Step 1) or of a written
grievance (Step 2) by the Employer and the receipt of
the decision by the employee(s).

(2) Regional Level. For a written submission, time limits
will begin from date of postmark. For a written
response, time limits will begin from the date of receipt
of the grievance decision by the Union.

e. A grievance will automatically be terminated on request
of an employee or upon the death of the employee or resig-
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nation or separation for reasons not connected with the
grievance, provided there is no question of pay involved
or other relief that could be granted to the employee or
his/her estate.

f. If the last day of the time limit falls on a Saturday, Sun-
day, federal holiday or any other non-work day, the last
day of the time limit shall be the next employee duty day.

Section 12. Employee Protection. The fact that a grievance is
raised by an employee shall not be recorded in the employee’s
personnel file or in any file or record utilized in the promotion
process; nor shall such fact be used in any recommendation
for job placements. An employee shall not be placed in jeopardy
or be subject to reprisal, restraint, coercion, or discrimination
for having followed this grievance procedure.

Section 13. Official Time. In conjunction with employee
grievance and appeals, official time will be granted to Union
representative and aggrieved employees for preparing the
grievance and/or appeals and for meetings with the Activity.
All meetings dealing with grievances will be held on duty time.
Commensurate with the gravity and/or complexity of the
grievance a reasonable amount of official time is authorized.

Section 14. Non-Meritorious Grievances. Nothing in this con-
tract shall be so interpreted as to require the Union to represent
an employee in processing a grievance or to continue to represent
him/her, if the Union considers the grievance to be invalid or
without merit.

Section 15. Access to Information.

a. The Employer will provide the employee and / or the
Union any information relied upon in processing the
grievance. Upon request and in accordance with applica-
ble law, the Employer will provide the Union any material
gathered in any investigation or research but not relied upon.
Where information is retained by other investigative agen-
cies such as OSI, CID, and NIS, and not in the possession
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of the Employer, the Employer will make a good faith ef-
fort to obtain the information for the Union.

b. The Union may request that they be given the opportu-
nity to interview witnesses who have been interviewed by
management. DoDDS will request that those witnesses, not
under their jurisdiction, cooperate with the Union.

c. The act of invoking arbitration on any grievance shall
constitute a request under 5 U.S.C. 7114(b)(4) for all of
the data relied upon in rendering the final agency decision
on a grievance. This data will be sent to the Union by the
most expeditious means. If the data is not immediately avail-
able, the Union will be notified as to when this data will
be available.

Section 16. Grievance File. When an employee grievance is
processed under this Article, the Agency will establish a file
containing all documents described below. This file becomes
the official grievance file. It will contain original documents
whenever possible, or true copies. This file will contain:

a. The written grievance; with all documents submitted by
the grievant,

b. and the written decision rendered at each step.

A copy of this file will be given to the grievant and the
Regional Union Representatives.

Section 17. Work Week / Timeliness. For the purposes of this
article, schools that use a different work week, (for example,
in Bahrain, the Islamic workweek of Saturday to Wednesday
is used) the non-work days used by that school will count as
the Saturday and Sunday in computing timeliness.

Section 18. Grievance Listing. The Employer agrees to provide
the Union with periodic updates of the Step 3 Appeal grievances
that they have received.
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Part II. Grievance Procedures.

Section 1. In the case of disciplinary and adverse actions. In
the case of disciplinary or adverse actions, the employee shall
initiate their grievance at the appeal step (Step 3) within fifteen
(15) calendar days of receipt of the decision on the disciplinary
or adverse action, The employee has the option of submitting
their grievance directly to the regional director for review or
to the regional director through their principal. If the employee
submits their appeal to the principal, the appeal will be for-
warded to the regional director within two (2) working days
following receipt of the grievance. A copy of the transmittal
letter will be provided to the employee.

Section 2. Normal Grievance Procedure.

a. Step 1 - Informal Step. Informal resolution is ac-
knowledged to be the most constructive means of resolv-
ing grievances. Therefore, employees are encouraged to meet
with the administrator informally without reducing the
grievance to writing. The same time limits apply and the
employee may be accompanied by his/her representative.
The principal will communicate his/her decision orally or
in writing within ten (10) calendar days of the discussion.

b. Step 2 - Formal Step. Grievances must be submitted in
writing at this step within the fifteen (15) calendar days’
time limit detailed in Section 11. If the employee present-
ed his/her grievance under Step 1, the grievance must be
submitted within ten (10) calendar days after the Step 1 de-
cision has been received. Grievances must be signed by the
employee(s) or the employee’s representative and contain
the following information: employee’s name; date filed; ad-
dress and telephone number; name of representative, if any;
statement of grievance to include Article and Section of the
Agreement, regulation or policy allegedly violated, detailed
circumstances concerning the grievance and resolution
desired. The principal or his designated representative will
meet, if Step 1 was not used, with the grievant(s), who may
be accompanied by a representative, for the purpose of dis-
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cussing or clarifying the grievance. A written decision will
be issued to the employee with ten (10) calendar days.

c. Step 3 - Appeal. If the grievance is not settled at Step
2, the grievant may submit the grievance in writing to the
Regional Director within ten (10) calendar days after the
receipt of the Step 2 decision or the expiration of the peri-
od of time for a written decision. The Union, the Regional
Director / designee, or the grievant, if not represented by
the Union, may request a meeting as part of this step. Such
meeting may be conducted in person at the work site of the
grievant. A final decision will be issued to the grievant and
the Regional Union Representative within twenty-five (25)
calendar days of receipt of the Step 3 grievance. The Em-
ployer will establish a file containing all documents perti-
nent to the case including but not limited to summaries and
transcripts, findings, documentary evidence considered in
resolving the grievance and the written decision rendered
at each step. A copy of this file will be given to the Regional
Union Representative.

d. Step 4 - Arbitration. If the Employer and the Union fail
to settle any grievance arising under this section, such
grievance upon written notice invoking arbitration shall be
submitted by the Regional Union Representative or desig-
nee to the Director or designee within thirty (30) calendar
days after the receipt of the final decision. The provisions
of Article 33 will apply at this step. The Union may invoke
arbitration when the time limit for the Step 3 Appeal has
been exceeded.

ARTICLE 32
POLICY GRIEVANCE PROCEDURE

Section 1. Policy.

a. The purpose of this article is to provide for the satisfac-
tory settlement of grievances involving the application, ad-
ministration and/or interpretation of this Agreement or
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personnel policies or practices, regulations, policies hav-
ing an effect on the working conditions of the employee
or the Union. Grievances under the Article may be initiat-
ed by either party.

b. Questions which cannot be resolved by the Parties as to
whether or not a matter is subject to the provisions of this
procedure shall be referred to arbitration for decision.

Section 2. Procedures. Informal resolution will be attempted
on issues as appropriate in Section 1 .a. If the issue is not resolved
informally to the satisfaction of both Parties, either Party may
file a grievance in writing. A written response will be issued
within twenty-five (25) calendar days after the grievance was
received. Either party may invoke arbitration if the time limit
for the response is exceeded. Either Party may invoke arbitra-
tion procedures of this contract within thirty (30) calendar days
after receipt of the written response.

ARTICLE 33
ARBITRATION

Section 1. Policy. Binding Arbitration shall be the procedure
used for any grievance not satisfactorily settled under the
negotiated grievance procedures. Both parties agree that good
faith resolution of all grievances shall be attempted through
settlement and Grievance - Mediation procedures.

Section 2. Arbitration Panel.

a. The Parties will jointly request from the Federal Media-
tion and Conciliation Service a listing of fifty (50) arbitra-
tors. Such listing shall be arbitrators from the New York,
Boston, Philadelphia, and Washington, D.C. areas. Any
fee charged for this service shall be shared equally by the
parties. Upon receipt of the list, the Parties will each have
an initial unilateral strike of names, with ten (10) for the
Agency and (10) for the Union. The first ten (10) strikes
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for each party shall be done alternately, first strike deter-
mined by a flip of the coin. From the remaining names each
party shall unilaterally select two (2) arbitrators for inclu-
sion on an arbitration panel. There shall be four (4) arbitra-
tors on the panel. Such selections shall be alternating with
the flip of a coin. In addition to the two arbitrators for each
party, the parties shall continue to select additional arbitra-
tors, with five (5) for the Agency and five (5) for the Un-
ion. The names of these arbitrators will be held in reserve.
These arbitrators shall be appointed when a vacancy oc-
curs in the order of their nomination. The arbitrators will
be selected and in place within six (6) months after the ef-
fective date of the contract but the current panel shall re-
main active during the six (6) month interim period. If the
new panel is in place in less than six (6) months, the cur-
rent panel will be terminated. If for any reason, either party
refuses to participate in the selection of the panel, the Fed-
eral Mediation and Conciliation Service shall be empowered
to make a direct designation of the names to be used for
that party’s selections.

b. The Parties shall jointly notify the selected arbitrators
requesting their acceptance of selection. Those declining
shall be replaced by an alternate choice of the party select-
ing them. If the selecting party replaces the declining ar-
bitrator with an arbitrator from the reserve list, the selecting
party may select a new arbitrator for the reserve list with
identical placement on the list as the previous arbitrator.
The Parties authorize no retainer fee for service on the
panel.

c. The panel will consist of four (4) members. Arbitrators
shall serve for a period of three (3) years from appointment.
At the end of the three (3) years of appointment, either party
may choose to retain both of its previous selections to the
panel. If a party chooses not to retain its panel selections,
the party may replace their panel members with any arbitra-
tor selected by that party for the reserve list. If the party
replaces its panel members with arbitrators from the reserve
list, the remaining arbitrators on the list shall move for-
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ward in placement on the list. The arbitrators removed from
the reserve list may not be replaced. If the reserve list is
depleted to the extent that these procedures can no longer
be applied, the procedures in Section 2.a will be followed;
however, the other party shall continue to have the right
to retain both of its previous selections for the new panel.

d. Either party may unilaterally remove one arbitrator from
the panel at any time during the first three years of the term
of the panel. By mutual agreement, the Parties may remove
anyone or all members of the panel. Those arbitrators
resigning from the panel during their appointment or whose
appointments are revoked will be replaced. When a vacan-
cy occurs, Section 2.a provides for filling vacancies on the
panel.

e. The panel of arbitrators will be listed in order of selec-
tion for assignment of grievances.

f. This panel will be used for all grievance - arbitrations,
grievance - mediations, and interest - arbitrations (with prior
FSIP approval) occurring during the term of the agreement.

Section 3. Invocation of Arbitration.

a. If the Union and the Agency fail to settle any grievance
arising under Article 31 or Article 32, such grievance, upon
written notice of invoking arbitration, shall be submitted
by a Regional Union Representative or designee or the
Director or designee to the other within thirty (30) calen-
dar days after receipt of the final decision.

b. Special Procedure for Removal Actions. When the Agen-
cy has decided upon a removal action, the employee will
be suspended without pay until the arbitrator has rendered
a final decision. Removal cases will advance to the top of
the list of arbitration cases. If an arbitration round is sched-
uled between 60 and 90 days of the final decision to remove
an employee, the grievance - arbitration case will be heard
as the first case of the round. If an arbitration round is not
scheduled within 60 to 90 days of the decision letter, another
round will be held not earlier than 60 days from the date
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of the decision letter. The arbitrator scheduled for the next
regularly scheduled round will be requested to set aside time
to hear this case. If this arbitrator is unavailable, the par-
ties will move down the list of approved arbitrators in the
order in which they were selected for the panel until an ar-
bitrator accepts this appointment. In order to reduce costs,
the parties will engage in grievance - mediation of no more
than three (3) pending grievance - arbitration cases. This
grievance - mediation will take place on the day following
the end of the hearing and the procedures will be IAW Sec-
tion 13 of this Article. To expedite this procedure, the par-
ties will submit their post- hearing briefs not more than 15
calendar days after the close of the arbitration hearing. The
arbitrator will be directed to issue a decision within 15 calen-
dar days of receipt of the post hearing briefs. A telephone
call from the arbitrator to the parties shall be adequate no-
tice, to be followed by a written decision. If the arbitrator
affirms the Agency removal action, the employee will be
separated immediately. If the arbitrator overturns the
removal action, the Agency will implement the arbitrator’s
decision immediately.

c. Grievances will be arbitrated in the order in which ar-
bitration was invoked. If both parties invoke arbitration
for their respective grievances and there is disagreement on
which party was first to invoke arbitration, so as to deter-
mine which party’s grievance shall be heard in the upcom-
ing arbitration round, the disagreement shall be resolved
by the flip of a coin. The party winning the coin toss will
be entitled to arbitrate its grievance in the upcoming ar-
bitration round. The party losing the coin toss will be enti-
tled to arbitrate its grievance in the next round.

d. In assignment of grievances for hearing:

(1) Normally, no more than three (3) grievances may
be assigned to one arbitrator at a time except under spe-
cial procedures for removal actions (Section 3.b).

(a) If fewer than three (3) cases are scheduled for
the October round or for the January/February
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round, those rounds shall be cancelled and pend-
ing cases moved to the May round.

(b) The last scheduled round for the school year shall
not be cancelled if any case is still pending.

(2) Nothing shall prevent use of the arbitrators in
Grievance Mediation (Section 13) in addition to his/her
scheduled set of three (3) grievances for hearing.

(3) The Parties shall ask the panel of arbitrators to
reserve dates thoughout the school year in which to hear
grievances.

(4) For the first year this Agreement is in effect, one
arbitrator shall be asked to reserve dates for the first
round to be scheduled in October of a given school year,
the next arbitrator for the second round to be sched-
uled in January / February of a given school year, the
next arbitrator for the third round to be scheduled in
May of a given school year, and, for the Extraordinary
Round to be scheduled (as per Section 3.d.(6)) with the
arbitrator of the third round assuming authority over
the Extraordinary Round.

(5) In subsequent years, arbitrators shall rotate with the
next arbitrator in rotation assigned to the date for the
first arbitration round of the new school year and so
on. Arbitrators shall be used in regular rotation.

(6) Extraordinary Round. If there are eight (8) or more
cases pending for which arbitration had been invoked
for one calendar year or more by the end of third ar-
bitration round, an Extraordinary Round will be held.
It is the intent of the Parties that no grievance - arbitra-
tions shall be pending more than one calendar year from
the date arbitration was invoked. Up to three (3) cases
will be heard at the Extraordinary Round.

(a) This round shall be conducted no earlier than
thirty (30) calendar days after the first reporting day
for students at the beginning of the school year, and
before, but not in conjunction with the regularly
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scheduled first round of grievance-arbitrations.

(b) One (1) week shall be scheduled for hearing
grievance cases eligible for the Extraordinary
Round.

Section 4. Settlements. The Parties agree that a key aspect of
the arbitration process is settlement. With this in mind, the Par-
ties recognize their responsibilities in engaging in good faith
settlement discussions of all grievances; however, the Parties
recognize that not all grievances may be settled by the Parties
and will require a third party to arbitrate the grievance.

Section 5. Selection and Notification of Cases to be Arbitrated.

a. The cases that an arbitrator will hear will be identified
not less than thirty (30) calendar days prior to the first day
of the scheduled hearing. If this day falls on a unit em-
ployee’s non-duty day, the next duty day will be considered
the last day of this thirty day limit.

b. Except for the Special Procedure of Removal Actions,
if a grievance is identified to be arbitrated in an arbitra-
tion round, all grievances that were invoked for arbitra-
tion on dates prior to the date of invocation for this
grievance, and have not been selected to be arbitrated in
an arbitration round, will no longer be entitled to be ar-
bitrated.

Section 6. Record of Hearing. Either party may request a record
of an arbitration hearing. If one party obtains a record at its
own cost, the second party will not be entitled to receive or
obtain said record or a copy thereof unless it is provided to
the arbitrator. Such copy will be at no cost to the second party
and will be provided to the second party upon receipt by the
first party. The first Party will give the second Party a twenty-
five (25) calendar day notice of its intent to record the proceed-
ings and whether or not they will provide a copy to the arbitra-
tor. Failure to notify the second Party prior to the twenty-five
(25) day notice period will nullify the right to record the
proceedings.
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Section 7. Arbitrator fees.

a. The fees and expenses of arbitration will be shared equally
by the Parties. Travel and per diem costs of the arbitrator
shall not exceed the applicable rates authorized for U.S.
Government employees in accordance with the JTR. Nor-
mally, the arbitrator will receive compensation for no more
than two preparation/research days regardless of the length
of the proceedings.

b. Cancellation Fees. Terms and conditions for cancella-
tion of a round shall be as follows:

(1) When an arbitrator is given at least thirty (30) days
notice that an arbitration round has been cancelled, no
fee shall be imposed on the Parties.

(2) When an arbitrator is given at least fifteen (15) days
notice that an arbitration round has been cancelled, 50%
of the normal fee may be imposed on the Parties. The
fee shall be shared equally by both Parties.

(3) When an arbitrator is given less than fifteen (15) days
notice that an arbitration round has been cancelled, a
full fee may be imposed on the Parties. The fee shall
be shared equally by the Parties.

Section 8. Arbitrator’s Decision / Authority.

a. Arbitrator’s Decision. The arbitrator’s decision is bind-
ing, but exceptions may be taken in accordance with the
provisions of Title 5, U.S.C. 7122 and 7123.

b. Arbitrator’s Authority.

(1) If the Parties are unable to agree on matters con-
cerning the implementation of this Article, then, upon
request of either Party, the arbitrator selected to hear
the cases has the authority to resolve procedural dis-
putes. The arbitrator has the authority to make
procedural rulings which will effectuate proper and ef-
ficient labor management relations.
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(2) In rendering a decision / award, the arbitrator has
authority to:

(a) Resolve questions of arbitrability.

(b) Interpret and define the terms of this Agreement.

(c) Rule on the application of law and regulation
to the Agreement and the Parties’ obligations and
responsibilities thereunder.

(3) The arbitrator shall have no authority to alter,
amend, add to or subtract from the negotiated Agree-
ment. S/he shall be bound by and must comply with
all terms of the Agreement.

(4) The arbitrator shall not be bound by formal rules
of evidence.

(5) In accordance with 5 U.S.C. 5596 (b) and 5 U.S.C.
7701 (g) and in compliance with standards established
by the Merit Systems Protection Board in administer-
ing 5 U.S.C. 7701 (g), the arbitrator may award reasona-
ble attorney fees incurred by the employee, if the
arbitrator determines that payment by the Agency is
warranted in the interest of justice.

Section 9. Expedited Arbitration Procedures.

a. The Parties may establish alternatives to a full hearing.
Two such options are:

(1) A bench decision whereby the Parties waive briefs
and transcript, The arbitrator’s written decision need
not be long but must contain the arbitrator’s rationale
for the award.

(2) An argument of the issue of the grievance on writ-
ten brief only, without hearing.

b. The Grievance - Mediation Procedures outlined in Sec-
tion 13 of this Article for good faith attempts at resolution
will be used.
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Section 10. Witnesses, Grievants, and Representatives.
a. Witnesses who are employees shall suffer no loss of pay
or leave for so serving, if otherwise in a duty status. These
witnesses shall receive reasonable amounts of release time
for preparation and sufficient release time to present their
testimony.
b. The grievant(s) shall be granted a reasonable amount of
preparation time and be on release time for the entire length
of the hearing.

c. A local representative named by the Union, will be grant-
ed a reasonable amount of preparation time and release time
to attend the entire hearing when only one full-time union
representative is at the hearing site to present the case. When
both full-time union representatives are present at the hear-
ing the said representative will have the option to use LWOP
or APL to attend the hearing.

d. Witnesses, grievants and representatives who are DoDDS
unit employees and do not reside at the hearing site will
be authorized release time, transportation to the hearing
site and per diem at the Agency’s expense. When witnesses
are outside the country the Parties will attempt to obtain
testimony without requiring them to travel.

e. The parties shall exchange witness lists by FACSIMILE
(FAX) at least fifteen (15) calendar days prior to the date
of the arbitration round. The Parties shall have opportu-
nity to challenge witnesses. If there is a dispute over
relevance of testimony of witnesses, the arbitrator will make
a ruling over the dispute. In addition, in the event that wit-
nesses are added to the list after the 15 day deadline, the
other party shall be informed immediately.

Section 11. Reducing Costs. The Parties will strive to reduce
the costs of arbitration.

Section 12. Hearing Site. An arbitration hearing will be held
at the site giving rise to the grievance; however, to reduce costs
and in the interest of efficiency, the hearing site will be changed
by mutual consent. If mutual consent can not be reached the
arbitrator may be requested to determine the hearing site.
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Section 13. Grievance - Mediation Procedures / Process.

a. The purpose of Grievance - Mediation is to reduce the
number of instances of litigation, reduce cost and achieve
timely and satisfactory resolution to grievances.

b. Procedures.

(1) The Union will notify the Agency thirty (30) days
prior to the arbitration round of which cases they wish
to attempt resolution through this informal mediation
process. The Union will send the grievant’s file to the
arbitrator prior to the scheduled hearing.

(2) The parties shall use the arbitrators from the panel.

(3) Each arbitrator shah set aside at least one day, while
conducting arbitrations, to act as a grievance mediator.

(4) No more than three (3) grievances in sequence fol-
lowing the grievances being heard at a given arbitra-
tion round, shall be presented by the parties for
grievance - mediation. The presentations will normally
fall on the day between the first and second grievance
arbitrations or the day between the second and third
grievance arbitrations. The Parties shall not limit them-
selves to these days if the opportunity arises on the same
day a grievance arbitration is conducted. The presen-
tation shall not include the grievant or witnesses. Only
the Parties designated representatives are authorized to
make a presentation. Each party has thirty (30) minutes
per grievance to make a presentation. Proceedings be-
fore the mediator (arbitrator) shah be informal, the rules
of evidence will not apply and no record of the media-
tion conference shall be made. The mediator (arbitra-
tor) will have the authority to meet separately with any
person or persons. After each side has made their
presentation on a grievance, there will be a joint dis-
cussion of no longer than thirty (30) minutes on that
grievance. Time limits for presentations and discussions
will be strictly followed unless the Parties mutually agree
to extend the time limits.
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(5) At or after each joint discussion segment, the ar-
bitrator will mediate or render an oral advisory deci-
sion immediately upon conclusion of the joint
discussion. The arbitrator will not have the authority
to compel the resolution of a grievance.

c. Limitations.

(1) Normally, the arbitrator will not arbitrate the same
grievance heard at grievance - mediation.

(2) If no settlement is reached at mediation, the parties
are free to arbitrate. None of the mediation or settle-
ment attempts, with regards to offers or concessions
made, can be used if a case goes to arbitration. In this
regard, nothing said or done by the mediator may be
referred to at arbitration, and nothing said or done by
either party at mediation may be used at arbitrations.

(3) The arbitrator scheduled to conduct any given set
of grievance mediations will have full authority to
resolve any dispute with regards to procedures set out
in this grievance - mediation process.

(4) The parties recognize that during an arbitration
round, the intervening days between individual grievance
- arbitrations may be needed to be utilized for travel
to the next arbitration site for the Union or Agency
representative or the arbitrator. In addition, these days
may be needed for additional preparation for a
grievance - arbitration if there are two or more grievance
- arbitrations to be conducted at one duty location. A
variety of extenuating circumstances may prevent either
Party’s representative from participating in the infor-
mal grievance - mediation process. Therefore, either
Party may not be available to participate in a grievance
- mediation at every arbitration round; however, both
Parties recognize the importance of settlement and will
make good faith efforts to participate. In view of the
above, the Parties will make every good faith effort to
mediate up to three (3) grievances per round unless
mutually agreed to do otherwise.
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(5) Both Parties agree that this procedure will only be
utilized during the arbitration round. If the arbitration
round is bypassed, the grievance - mediation process
will not be utilized until the next arbitration round is
conducted. The Parties agree that informal settlement
discussions will continue during the intervening time be-
tween arbitration rounds.

(6) Both Parties agree that this procedure will not be
utilized if any additional costs will be incurred, beyond
the normal and expected costs incurred for the arbitra-
tion round.

(7) This procedure will begin with the first round of ar-
bitration after this Agreement goes into effect.

d. Trial Period. Either Party will have the option to reopen
negotiations on the grievance - mediation procedure /
process described in Section 13 of this article. These negoti-
ations will not take place prior to the implementation of
this section for one continuous school year. Written notifi-
cation by either Party must be served on the other Party
within thirty (30) calendar days after the last teacher duty
day of said school year. If notification is not made this sec-
tion will become a permanent part of the collective bargain-
ing agreement.

ARTICLE 34
VOLUNTARY ALLOTMENT OF UNION DUES

Section 1. Coverage. Dues withholding privileges will be ex-
tended to employees of the bargaining unit throughout the peri-
od of the Agreement, subject to applicable laws, rules and
regulations. SF 1187 forms which are in effect on the date of
this Collective Bargaining Agreement shall continue in full force.
Those unit employees who have already authorized dues with-
holding under currently negotiated Dues Withholding agree-
ments will not need to execute new SF 1187 forms.
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Section 2. Employee Responsibility.

a. An employee may authorize an allotment from his/her
pay for the payment of Union dues provided the employee
meets all the following requirements:

(1) the employee has voluntarily completed Standard
Form 1187, Request and Authorization for Voluntary
Allotment of Compensation for Payment of Employee
Organization Dues.

(2) the employee is in the unit represented by the Un-
ion for which the employee authorized payroll withhold-
ing of Union dues.

b. An employee’s allotment for the deduction of Union dues
may be terminated when an employee submits to the ser-
vicing finance office a Standard Form 1188, Revocation of
Voluntary Authorization for Allotment of Compensation
for Payment of Employee Organization Dues. A termina-
tion of allotment shall be effective with the fourth full pay
period following the reporting date for employees in the
unit. The employee is responsible for ensuring that a proper-
ly completed SF 1188 is forwarded prior to the fourth full
pay period after the opening of that school year. Dues with-
holding shall not be revoked if the employee submits the
SF 1188 in an untimely fashion.

Section 3. Union Responsibility. The Union will:

a. notify the appropriate finance office(s) of the names and
titles of officials authorized to make the necessary certifi-
cation of Standard Form 1187 and the name and address
of the person or financial institution to whom the allotment
should be made.

b. notify the appropriate finance office(s) of the amount
of dues to be withheld each pay period and the number of
pay periods dues shall be withheld.

c. Union will make an employee whole for dues erroneously
withheld by a finance office and received by the Union.
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Section 4. Employer Responsibility.

a. The Employer is responsible for the actions of the Ser-
vicing Finance Office and will be responsible for:

(1) processing voluntary allotment of dues in accordance
with this Agreement;

(2) withholding dues on a biweekly bases;

(3) notifying the Union when an employee is not eligi-
ble for an allotment;

(4) withholding new amounts of dues upon certifica-
tion from the authorized Union official;

(5) transmitting allotment to the person and/or organi-
zation designated by the Union together with a list of
the locations and names of employees for whom deduc-
tions were made, the amount withheld and total deduct-
ed and a copy of all revocation notices (Form 1188)
received by the payroll office(s);

(6) insuring that allotments continue to be withheld when
an employee transfers within the bargaining unit,
provided the employee continues to be otherwise eligi-
ble. Employees are not required to complete a new Form
1187 each year but shall continue so long as they are
in the bargaining unit or a revocation notice is proper-
ly submitted.

b. When a “Not-to-Exceed” (NTE) employee is on dues
withholding, the employee shall continue on dues withhold-
ing when converted to an Excepted Service position.

c. The Agency shall make the Union whole for any dues
lost through dues withholding process due to government
error as provided for by law.

d. When the Union determines that there is a need to meet
with the Agency and /or the servicing finance offices, the
Union designated representative will be granted a reasona-
ble amount of time to meet with appropriate officials to
resolve the problems. The Union representative dealing with
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dues withholdings is authorized the use of all communica-
tions media from within the Region that is provided for
by this contract.

Section 5. Effective Dates. The effective dates for actions un-
der this Article are as follows:

Action Effective Date
a. Starting dues withholding 1. Beginning with the fourth
period after the reporting date pay
of employees and of receipt of
properly executed and certified
Standard Form 1187

b. Change in Amount

c. Revocation by employee

2. If an employee submits a
Standard Form 1187 in time
for deductions to begin with
the sixth pay period dues shall
be withheld for sixteen pay
periods beginning with the
sixth pay period.

3. Subsequently, dues with-
holding will begin with the pay
period following the receipt of
a Standard Form 1187.

Beginning of first full pay peri-
od after receipt of certification
in finance office.

Beginning with the fourth peri-
od following the reporting date
for employees in the unit.
Revocation must be received
by the finance office prior to
that pay period.
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ARTICLE 35
INVESTIGATIONS

Section 1. Rights of Employees.

a. Representational Rights of Employee. The Employer will
inform employees of their right to request and receive
representation before any disciplinary and/or adverse ac-
tion is imposed or an investigation, examination or review
is conducted which they have reason to believe could lead
to disciplinary or adverse action, in accordance with Arti-
cle 2, Section 3.b.

b. Informing the Employee. Once an employee has been
informed that they are subject to an investigation by the
host nation authorities, the Employer shall inform the em-
ployee that she/he may have certain rights under the Sta-
tus of Forces Agreement (SOFA). The Employer will inform
any United States military or equivalent civilian agency of
the rights of educators to have representatives present when
being interviewed, questioned, or investigated.

c. Allegations of Child Abuse. In cases of Child Abuse al-
legations: see Article 20, Section 14. on Educational En-
vironment.

Section 2. Pre-Action Investigation. This applies only to in-
vestigations conducted by the Employer. A Pre-Action Inves-
tigation is the gathering of facts and information pertaining
to an employee’s conduct prior to taking any disciplinary ac-
tion. Usually referred to as a pre-action investigation, this
process will vary in complexity and formality. The pre-action
investigation provides the basis for determining if any action
should be taken or proposed. The investigation itself is not a
corrective action. Once investigated, a given set of circumstances
may warrant a different response or remedy than originally an-
ticipated. Upon request, the employee and/or witnesses, who
are unit employees, shall have the right to representation by
the Union.
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Section 3. Investigation Interview. If the Employer conducts
an investigative interview or requests an outside agency to con-
duct the investigation, such as the CID, OSI or NIS, upon the
employee’s request, the Union shall be notified and be given
an opportunity to be present at any interview with the employee.
If the employee requests a Union Representative, a reasonable
amount of time will be provided to secure a representative.

Section 4. Right to Information. Cross reference to Article 30,
Section 4. Documents and Information.

Section 5. Confidentiality. The Agency will hold all informa-
tion, relative to a proposed disciplinary or adverse action, in
accordance with the provisions of the Privacy Act.

Section 6. Designation of Representative. When an employee
designates the Union to be his/her respresentative in a discipli-
nary or adverse action, the employee will furnish, in writing
to the supervisor or appropriate Management official, the name
and address of said representative. If no one is designated the
LUR shall be entitled to represent the interests of the bargain-
ing unit during this process. Copies of all correspondence sent
by the Employer to the employee will be furnished to his/her
Union representative. In addition, copies of all material relied
upon to support the disciplinary or adverse action will be made
available to the Union representative. If the employee does not
wish to have a respresentative, she/he shall so state this to the
appropriate Management official.

Section 7. Rights of Union Representatives in Investigations
and Examinations. The rights of the Union Representative in-
clude but are not limited to the following:

a. advising the employee who is responding,

b. clarifying questions and answers,

c. assisting the employee in presenting evidence,

d. suggesting other employees who have knowledge of
relevant facts.
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Section 8. Official Time. In conjunction with an investigation
the employee and Union representative will receive a reasona-
ble amount of official time as appropriate.

ARTICLE 36
DURATION OF CONTRACT AND JOINT TRAINING

Section 1. The effective date of this Agreement shall be the date
the Agreement is approved by the Director, DoDDS. The agree-
ment shall remain in effect for three (3) years from the date
of such approval subject to Section 2 hereof.

Section 2. The Agreement will be forwarded to higher authority
to determine compliance with applicable published laws, regu-
lations, and policies. Where violation of laws, regulations or
published policies of higher echelon are found, higher echelon
will advise the Director of the specific violation. The Parties
will meet and negotiate the required changes in the Agreement.
The Agreement will be distributed to all bargaining unit em-
ployees promptly after the Agreement is printed. Expense for
printing shall be borne equally by the parties.

Section 3. The present CBA shall remain in full force and effect
until such time as a new Contract is effective.

Section 4. If any provision is declared non-negotiable, the
Parties will resume negotiations within thirty (30) calendar days
of the negotiability decision, and ground rules of the current
contract negotiations will apply.

Section 5. A copy of the CBA will be distributed by the Agency
to each new employee in subsequent years.

Section 6. The CBA will contain an index which has multiple
listings, similar to the index in the current CBA and shall in-
clude Article, Section and page number for each listing.
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Section 7. The design of the Contract will be mutually agreed
upon.

Section 8. Joint training sessions on the Collective Bargaining
Agreement shall be conducted annually. The Parties shall select
their own participants for such training sessions. Participants
shall be on official orders. Normally, participants shall include
a representative for the Agency and one for the Union from
each school.
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The Parties acknowledge the following individuals for their sig-
nificant contributions that ensured successful completion of this
contract:

OFT DODDS
Joseph Donaghy William Sullens
William Rossey Michael Long
Gail Johnson Gilbert Espinosa
Robert McGurrin Ira Scheier

Mary Davis
Marian Manlove

In witness thereof, the Parties have executed this Agreement.

DODDS

The effective date of this contract is June 23, 1994.

Approved:
In accordance with 5 USC 7114 (c), this Agreement is approved
for Department of Defense Dependents Schools on this date

John L. Stremple, Ph.D.
Director

135



APPENDIX A (reference Article 15. Reassignments)

REASSIGNMENT QUESTIONNAIRE

1. Attach a copy of your latest SF-50.
2. Name:
3. SSN:
4. Service Computation Date (SCD):

day month year

5. Present School Assignment:
6. Home Phone Number (with prefix):
7. Do you wish to be considered with another DODDS edu-

cator who is a member of your household/family for
schools within commuting distance:
a. If so, list other unit employee’s name:

Other unit employee’s present school:

b. Teaching categories for which other employee is quali-
fied according to current School Year (SY) standards:

c. Other unit employee’s SCD:
day month year

8. List all teaching categories for which your are qualified ac-
cording to current SY standards, in preference order.

(1) (2) (3)

(4) (5) (6)

9. List choices of reassignment in order of your preference.
You may select a school, an area, or a contry.

(1) (2) * Alternate Choices:

(3) (4) (5)

(6) (7)

10. Are you willing to accept an itinerant position?
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11. Summarize any special circumstances which you feel need
to be considered in any reassignment:

Signature Date

* Alternative Choices, # ‘s 6 and 7, will be used as “alterna-
tives” only in the event that an offer cannot be made by May
1st of current SY.
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Accrual leave . . . . . . . . . . . . . . . . . . . . . . . . . .
minimum charge .. . . . . . . . . . . . . . . . .
number of days .. . . . . . . . . . . . . . . . . .

Additional TDY orders ............

Adjustment, grievances .............

Administration of contract ........

Administrative
leave .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
leave, professional meetings ...
offset, debt collection act .......
Reemployment Rights ...........

Advance of leave . . . . . . . . . . . . . . . . . . . .

Adverse action (see discipline) ....
representation .. . . . . . . . . . . . . . . . . . . . .
stay .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Adverse actions . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . .

26 6 79

15 5 37
29 8 96

15 12 41

31 I-15,16 112
2 6 8

20 24 65

26 1 77
26 lb 78
26 l a 78

10 4 28

31 I-9 111

32 l a 115

Adverse material .....................

Advisory decision, oral - mediation

Age discrimination (see EEO)

Agency

22 5b 70
19 8 56
17 7 47
26 12 81

26 8 80

26 8 80
2 3b 7
22 8c 72

31 I-5a 110
31 II-1 114

27 4 85

33 13b(5) 126

error, adverse effect on employee 7 3 16
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grievance procedures .............

Agenda, faculty meetings - union
time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Aids (Acquired immune deficiency
syndrome) . . . . . . . . . . . . . . . . . . . . . . . . . . .
in the work place .. . . . . . . . . . . . . . . .

Alcohol abuse . . . . . . . . . . . . . . . . . . . . . . . . .

Alternatives to RIF . . . . . . . . . . . . . . . . . .

Amount of deductions, debt
collection act . . . . . . . . . . . . . . . . . . . . . . . . . .

Annual review . . . . . . . . . . . . . . . . . . . . . . . .
Any purpose leave (APL) .........

number o f days .. . . . . . . . . . . . . . . . . .
LUR use .. . . . . . . . . . . . . . . . . . . . . . . . . . . .

Appeal . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Appeal . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

grievances .. . . . . . . . . . . . . . . . . . . . . . . . . .
step (3), grievances ...............

Applicants evaluation guide, to union

Application
for employment, information
to union .. . . . . . . . . . . . . . . . . . . . . . . . . . . .
o f contract . . . . . . . . . . . . . . . . . . . . . . . . . .

Appointments
hospital . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
temporary or indefinite (RIF) .

Appraisal process, length of ......

Arbitrability questions . . . . . . . . . . . . . .

Arbitration
expedited procedures .............
hearings, alternatives .............
invocations .. . . . . . . . . . . . . . . . . . . . . . . . .
policy grievances .. . . . . . . . . . . . . . . . .
panel .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
procedure .. . . . . . . . . . . . . . . . . . . . . . . . . .

Art. Sect. Page
7 7 18

12 5 32

22 9 72
22 9a 72

22 8a 71

29 7 96

17 7a(2) 47

28 4h 89
26 3 78
26 3a 78
33 10c 124
31 I-5 110
31 II-1 114
31 II-2c 115
31 I - l lb 111

13 5(4) 34

13 5(3) 34
32 l a 115

22 7b 71
29 1f(l) 94
28 5(a) 90

31 I-2 108

33 9 123
33 9 123
33 3 118
32 lb,2 116
33 2 116
33 all 116
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Arbitration (continued) Art. Sect.
round . . . . . . . . .
step 4 of grievances procedure

Arbitrators
fees . . . . . . . . . . . . . . .
selection & reserve list . . . . . . .
union telephone contact. . . . . . .

Arbitrator’s decision/authority .

ARR returnee (RIF) .
Arrival, late . . .
Assessing penalties for discipline,

factors to be considered .
Assignment of students . .
Assignments of grievances for

hearing . . . . . . . .
Attorney fees . . . . . . . . . . . . . . . . .
Audio visual equipment, union use
Authority of arbitrator . . . . . . .
Authorization for a response .
Autovon, union use . . . . . .
Appendix A . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . .
AV equipment, union use . . . . .
Availability of files to unauthorized

parties . . . . . . . . .

Behavioral problems . . . . . .

Bench decision (arbitration) . . . .

Benefits, training, employee rights
& responsibilities . . . . .

Binding
arbitration . . . . . . . . . . ....
decisions . . . . . . . . . . . . . . .

Bomb threats . . . . . . . . . . . . . . . . . . .
Budget (DODDS), information

to union . . . . . . . . . . . . . . . . . . . . . .

33
31

33 7 122
33 2 116
12 4a(2) 30

33 8 122

29 1 92
22 5b(2) 70

30 10 107
20 10 60

33 3d
33 8b(5)
12 6
33 8
30 3g
12 4a

15 all
12 6

27 6

22

33

19

33
33
22

13 5(6) 35

3
II-2d

Page
118
115

119
123
32
122
100
30
136
37
32

8a

9a(l)

85

71

123

5d 54

1 116
8a 122
5c 70
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Art.
Building projects, LUR rights

& responsibilities . . . . . . . . . . 22
Bulletin(s) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 20

boards, union use . . . . . . . . . . . . . . . . 12

Cancellation fees (for arbitrators) 33

Career
conditional emloyees (RIF) ..... 29
counseling .. . . . . . . . . . . . . . . . . . . . . . . . . . 14
development .. . . . . . . . . . . . . . . . . . . . . . . 19
employees (RIF) .. . . . . . . . . . . . . . . . . . 29

Categories, teaching changes, employee
rights & responsibilities 19

CBA training sessions . . . . . . . . . . . . . . 36

CC:Mail
LUR use .. . . . . . . . . . . . . . . . . . . . . . . . . . . . 12
union use .. . . . . . . . . . . . . . . . . . . . . . . . . . . 12

Certification . . . . . . . . . . . . . . . . . . . . . . . . . . . 19
Chairpersons, authorized

compensation . . . . . . . . . . . . . . . . . . . . . . 20

Change
in working conditions, impact

& implementation .............. 20
of leave .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . 26

Changes in personnel policies,
practices, working conditions . 7

Child abuse, teacher rights ........ 20

CID (Criminal Investigation Division) 31
Civil service reform act of 1978 . 31

Classification . . . . . . . . . . . . . . . . . . . . . . . . . . 31
of jobs .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 24

Classification: reclassification (RIF) 29

Closures . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22

Coercion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3 1

Sect.

2b 68

12 60
2 30

7b 122

1f(l)
lc
3
1f(l)

4b 53

8 134

4c
4c
7

25 66

23b 65
1 5 82

6b

14b

I-15a

I-3

I-4e
1,2,4

5

I-12

Page

94
35
53
94

31
31

55

17

61

112

109

109
75

92

70

112
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Coin toss resolutions ................
College, course of study ...........

Color discrimination (see EEO)

Committees, union right
to representation . . . . . . . . . . . . . . . . . .

Communication media, union use

Communications
employee and agency ............

Community involvement, voluntary

Commuting area, (RIF) ............

Compassionate reassignments ....
Compensation . . . . . . . . . . . . . . . . . . . . . . . . .

and benefits . . . . . . . . . . . . . . . . . . . . . . . .
extra curricular ....................
extra duty .. . . . . . . . . . . . . . . . . . . . . . . . . .
extra duty .. . . . . . . . . . . . . . . . . . . . . . . . . .

Competitive
area changes (RIF) .. . . . . . . . . . . . . .
level . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
level (RIF) .. . . . . . . . . . . . . . . . . . . . . . . . .

Compliance, pay . . . . . . . . . . . . . . . . . . . . .

Computers, union use ..............

Conditions of employment ........

Conferences, attendance ...........

Confidentiality (investigations) ...

Congress, union right to present
views . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Consideration for vacancies/RIF,
drawdown procedures ...........

Construction
disturbing factors .. . . . . . . . . . . . . . . .
renovation .. . . . . . . . . . . . . . . . . . . . . . . . .

Contents, letter of reprimand ....
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33
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3

12

8 1 20

20 22 65

29 lb 92

1 5 6 38

23 3 74
17 all 45
25 2 76
25 2 76
25 4 77

29 lb,d 92
29 1 92
29 1e 93

17 10b(7) 50

12 6 32

7 6b 17

19 8 56

35 5 132

3

15

22
20

30

3c
9

2

4

1

12c,f

2d
21

Page

119
56

12

30

12

41

69
64
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Contract
Art. Sect. Page

authority o f .. . . . . . . . . . . . . . . . . . . . . . .
interpretation, application

& administration .. . . . . . . . . . . . . .
orientation .. . . . . . . . . . . . . . . . . . . . . . . . .

CONUS recruits, information
to union on . . . . . . . . . . . . . . . . . . . . . . . . .

Conversion
policy .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
of NTEs (RIF) .. . . . . . . . . . . . . . . . . . . .

Copies of regulations - LUR/union
rights . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Costs of arbitrations, reducing ...

Counseling
employee (RIF) .. . . . . . . . . . . . . . . . . . .
(EAP) .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Courses of study . . . . . . . . . . . . . . . . . . . . .
Coverage, voluntary allotment

of union dues . . . . . . . . . . . . . . . . . . . . . .
Credentials . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Credits, semester hours required,

employee rights & responsibilities
Critical elements . . . . . . . . . . . . . . . . . . . . .
Curriculum . . . . . . . . . . . . . . . . . . . . . . . . . . . .

development committees, purpose
development committees, union
rights .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Custodial services, availability
& responsibility . . . . . . . . . . . . . . . . . . . .

3

32 l a 115
1 1 2 29

7 1 16

16 1 44
29 7 96

13 3 34
33 11 124
33 1 3 125

29 6 95
22 8 71
19 7,9 55

34 1 127
19 4a 53

19 4b 53
22 10d 73
20 15 62
20 15b 62

20 15b 62

20 27 67

Damage or loss of property . . . . . . . 20
Danger pay . . . . . . . . . . . . . . . . . . . . . . . . . . 17
Data request, grievances invoked

to arbitration, 5 USC 7114(b)(4) 31
Data (see information)

7 13

9 59
8 49

I-15c 113

143



Art.
Day care . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 20
Death benefits counselling ......... 7
Debt collection act . . . . . . . . . . . . . . . . . . 17

Deciding official, duties of ........ 30

Decision
grievance .. . . . . . . . . . . . . . . . . . . . . . . . . . . 33
final, grievance .. . . . . . . . . . . . . . . . . . . 33
of arbitrator .. . . . . . . . . . . . . . . . . . . . . . . 33
letter of reprimand ............... 30

Definitions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 30
adverse action .. . . . . . . . . . . . . . . . . . . . . 30
correcting in nature .............. 30
counseling .. . . . . . . . . . . . . . . . . . . . . . . . . . 30
day .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 30
deciding official . . . . . . . . . . . . . . . . . . . 30
disciplinary action .. . . . . . . . . . . . . . . 30
letter of caution .. . . . . . . . . . . . . . . . . . 30
letter of reprimand ... . . . . . . . . . . . . 30
oral warning .. . . . . . . . . . . . . . . . . . . . . . . 30

Demotions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 31
(RIF) .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 29

Dependent transportation .......... 7
Designation of representative ..... 30

investigation .. . . . . . . . . . . . . . . . . . . . . . . 35
Determination of entitlements .... 17
Directives, RIF . . . . . . . . . . . . . . . . . . . . . . . 29
Directories (DODDS & local),

to union . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 13
Disability

preference eligible employees
with (RIF) .. . . . . . . . . . . . . . . . . . . . . . 29

retirement .. . . . . . . . . . . . . . . . . . . . . . . . . . 23
Disciplinary actions

grieved ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . 31

representation .. . . . . . . . . . . . . . . . . . . . . 2
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6c 58

8 18

7 47

5b 101

3b 118
3a 118
8 122
5d 102

2 98
2a 98
3a 99
2b 98
2c 98
2d 98
2e 98
2f 99
2x 99
2h 99
I-5b 110
1 92
11 18
3d 99
6 132
2a 45
2d 94

5

1f
4

I - l lb
II-1
3

34

93
74

111
114
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Disciplinary policy (school)
classrooms . . . . . . . . . . . . . . . . . . . .
school .  . . . . .  . . . . . . . . . . . . . . . . . .

Discipline (employee) . . . . . . . . . . . . . . .
considerations about . . . . . . . .
Douglas factors . . . . . . . . . . . . . . . . . . .

guidelines .. . . . . . . . . . . . . . . . . . . . . . . . . . .
mitigating factors .. . . . . . . . . . . . . . . .
stay .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
stay or removal action ...........

Discrimination (see also EEO) ...

Disputes, procedural
(arbitrations/grievances) ........

Distribution
boxes, union use .. . . . . . . . . . . . . . . . .
of union literature .. . . . . . . . . . . . . . .

DODDS Personnel Center
listings, to union .. . . . . . . . . . . . . . . . .
services .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

DODDS profile, to union .........
Douglas factors . . . . . . . . . . . . . . . . . . . . . . .
Downgrading, class or occupational

specialization of unit employees
Drawdown procedures, within school
Drivers licenses . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . .
Drug abuse . . . . . . . . . . . . . . . . . . . . . . . . . . . .
DSN, union use . . . . . . . . . . . . . . . . . . . . . .

Due date for payment,
debt collection act . . . . . . . . . . . . . . . .

Dues
voluntary allotment o f ..........
withholding, effective dates ....

Duplication equipment, union use

Art.

20 14 61
20 14 61
30 all 97
30 l a 97
30 l a 97
30 10 107
30 l a 97
30 1a(3) 97
22 8c 72
30 1c 97
31 I-5c 110
31 I-12 112

33

12
12

13
7
13
30

24 4 75
15 11 40
2 13 1 1
7 12b 19
22 8a 71
12 4a 30

17 7a(3) 48

34 all 127
34 5 130

12 6 32

Sect. Page

8 122

1
l b

30
30

6 35
12a 19

5(5) 34
10 107
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Art.
Duration of the agreement . . . . . . 36

Sect.
1
1

Page
133
75Duties . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

of deciding official for discipline
and adverse action .. . . . . . . . . . . . . . .
o f union .. . . . . . . . . . . . . . . . . . . . . . . . . . . .

Duty day . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Educational
environment .. . . . . . . . . . . . . . . . . . . . . . .
programs, new/special,
union rights .. . . . . . . . . . . . . . . . . . . . . . .
sabbatical leave, agency

responsibilities .. . . . . . . . . . . . . . . . .
EEO . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

committee .. . . . . . . . . . . . . . . . . . . . . . . . . .
complaint . . . . . . . . . . . . . . . . . . . . . . . . . . .
counselors .. . . . . . . . . . . . . . . . . . . . . . . . . .
grievance options .. . . . . . . . . . . . . . . .
witnesses, travel expense ........

Electronic mail
mail inquiries, pay ................
union use .. . . . . . . . . . . . . . . . . . . . . . . . . . .

Eligibility
for NTEs ... . . . . . . . . . . . . . . . . . . . . . . . . .
for transportation benefits .....

Emergencies/evacuation & closures
Emergency conditions

unsafe/unhealthful ...............

24

30 5b 101
3 1 12
21 2 67

20 14 61

19 5c 54

19 9 56
7 12a 19
18 4 52
31 I-5c,6 110
18 3 52
31 I-5,6 110
18 7 52

17 10b(l) 50
12 4c 31

16 2 45
17 2b 45
22 5c 70

22 2a 68
22 5b(1) 70
7 9 18
22 8a 71

Emergency evacuations . . . . . . . . . . . . .
Emotional problems . . . . . . . .
Employee

assistance program (EAP) . .
benefits, processing by DODDS

personnel center services . . . . .
career and career-conditional

(RIF) . . . . . . . . . . . . . . .
consideration (extra-curricular)
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22 8 7 1

7 12a 19

29 1f(2) 94
25 6 77



Employee (continued) Art Sect.
counseling (RIF) . . . . . . . . . . . . . . . 29 6
grievance procedure . . . . . . . . . . . . . 31 I
information on . . . . . . . . . . . . . . . . . . 7 1
list to union, agengy

responsibilities . . . . . . . . . . . . . . 13 4
list to union, union rights . . . . . . . 13 4
non-preference eligible (RIF) . . . 29 1f(2)
participation . . . . . . . . . . . . . . . . . . 28 l a

28 2a,b
protection .. . . . . . . . . . . . . . . . . . . . . . . . . . 31 I-12
preference eligible (RIF). ......... 29 1f(2)
protection .. . . . . . . . . . . . . . . . . . . . . . . . . . . . 31 I-12
responsibilities .. . . . . . . . . . . . . . . . . . . . 6 1
responsibility, voluntary

allotment of union dues ...... 34 2
rights, debt collection act ....... 17 7a(4)

17 7a(7)
rights, vacancies & promotions 14 l b
signature . . . . . . . . . . . . . . . . . . . . . . . . . 28 4g

Employees’ rights . . . . . . . . . . . . . . . . . . . . 2 all
Employer responsibilities .......... 7 all

. . . . . . Preamble 1
introduction to representatives 7 2
orientation program . . . . . . . . . . . . . . 7 4
voluntary allotment of union dues 34 4
to assist in overseas problems Preamble 2

Employer rights . . . . . . . . . . . . . . . . . . . . . 28 4e

Employment
application, information to union 1 3 5(3)
statistics . . . . . . . . . . . . . . . . . . . . . . . .... 18 5

Environmental factors . . . . . . . . . . . . . . 22 10d

Equal employment opportunity
(see EEO)

Equal employment opportunity . . 7 12a

Equal employment opportunity . . 18 1,2
grievance options . . . . . . . . . . . . . 31 I-5

Page
95
108
16

34
34
94
86
87
112
94
112
15

128
48
48
35
89
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16

5
16
16
129
5

89

34
52

73

19

51
110

147



Sect.
Equipment

new, union rights . . . . . . . . . . . . . . . .
school, union use . . . . . . . . . . . . . . . . .

Equitable discipline . . . . . . . . . . . . . . . . . .

Erroneous withholding, debt
collection act . . . . . . . . . . . . . . . . . . . . . . .

Error by servicing agency,
adverse employee effect . . .

ETS (DSN) . . . . . . . . . . . . . . . . . . . . . . . . . .

Evacuations . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . .
and school closure procedures

Evaluation, effect of extenuating
circumstances . . . . . . . . . . . . . . . . . . . . . .

Exclusions, from grievances . .
Exclusive

recognition . . . . . . . . . . . . . . . .
representation . . . . . . . . . . . .

Excused absence . . . . . . . . . . . . .

reasons for . . . . . . . . . . . . . . . . . . . . . . . . . .

Excused leave to attend courses .
Exercising options . . . . . . . . . . . . . . . . . .
Expedited arbitration procedures
Exposure to AIDS . . . . . . . . . . . . . . . . . .
Expulsion of students . . . . . . . . . . . . . .
Extra curricular activities . . . . . . . . .
Extra curricular activities, suggested,

LUR rights & responsibilities .
Extra duty

assignments . . . . . . . . . . . . . . . . .
pay . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Extraordinary round (arbitration)

Art.

19 5c 54
12 6 32

30 3f 100

17

7 3 16

12 4a 30
7 9 18
22 5c 70
22 5 70

28 lb 86
31 I-4 109

3

3
11
26
26
26
17
31
33
22
20
25

25 3 76

25 all 76
17 10c 51
33 3d(6) 120

7a(10)

1 12
1 6
1 12
l b 28
9 80
9b 80
9c 81
4c 46
I-5 110
9 123
9c 72
14a 61
2 76

Page
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Facilities
government & non-government
school, union use . . . . . . . . . . . . . .  . .
use of official, union rights . . . .

Facsimile machines, union use . . .

Faculty meetings . . . . . . . . . . . . . . . .
union time . . . . . . . . . . . . . . . . . . . . . .

Family leave . . . . . . . . . . . . . . . . . . . . . .

Fax
union use . . . . . . . . . . . . . . . . . . . . . . . . . . .
use for witness list exchange . . .

FECA (Federal Employees’
Compensation Act) . . . . . . . . . . . . . . . . . .

Federal
74

73Employees’ Compensation Act
Employees’ Compensation Act,
information on . . . . . . . . . . . . . . .
Mediation and Conciliation Service
Service Impasses Panel . . . . . . . .

Finance newsletters, pay . . . . . . . . . .

File, grievance . . . . . . . . . . . . . . . . . . . . . .

Fire drills . . . . . . . . . . . . . . . . . . . . . . . . . . .

Fitness for duty examination . . . . .
Flip-of-a-coin resolutions . . . . . . . . .
Formal

discussions, union rights to be
represented . . . . . . . . . . . . . . . . . . . . . .
step, grievances . . . . . . . . . . . . . . . . . . . .
step (2), grievances . . . . . . . . . . . . . . .

Forms, reporting injuries . . . . . . . .
Forwarding of data to finance, pay
FPM 351 (Reduction In Force) . .
Franked envelopes (or equivalent),
union use . . . . . . . . . . . . . . . . . . . . . . . . . . .
Fraud, waste, abuse, reporting . . .

Art

19 5d
12 3
12 all

12 4b

20 7
12 5

26 17

12 4b
33 10e

23 3

23 all

33
33

17

31

20

22
33

31
31
23
17
29

12
114
111
74

12 7 33
22 3b 69

Sect.

1
2a
2f

10b(8)

I-16

20

10a,b
3c

1
II-2b
I-l lb
2

Page

54
30
30

31

59
32

82

31
124

16
116
118

51

113

64

73
119

10b(10) 51
1 92
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FSIP . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Furlough

for 30 days or less .. . . . . . . . . . . . . . .
for more than 30 days (RIF)

Good faith settlement discussions
Government

employees training act ...........
transportation .. . . . . . . . . . . . . . . . . . . . .

Grades, pupil . . . . . . . . . . . . . . . . . . . . . . . . . . .
Grievability questions ...............
Grievance(s) . . . . . . . . . . . . . . . . . . . . . . . . . . .

adjustment .. . . . . . . . . . . . . . . . . . . . . . . . .
and appeal rights .. . . . . . . . . . . . . . . .
and appeals, DODDS personnel
center services .. . . . . . . . . . . . . . . . . . . . .
appeal .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
arbitration o f .. . . . . . . . . . . . . . . . . . . . .
arbitrations .. . . . . . . . . . . . . . . . . . . . . . . .
exclusions .. . . . . . . . . . . . . . . . . . . . . . . . . .
file .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
for hearings, assignment of ....
formal step .. . . . . . . . . . . . . . . . . . . . . . . .
in case of disciplinary & adverse

actions .. . . . . . . . . . . . . . . . . . . . . . . . . . .
informal step .. . . . . . . . . . . . . . . . . . . . . .
investigation .. . . . . . . . . . . . . . . . . . . . . . .
listing (step 3 appeals status),

agency responsibilities ........
matters covered ....................
mediation .. . . . . . . . . . . . . . . . . . . . . . . . . .

merits . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
non-meritorious ...................
normal procedure .................
policy/procedure .. . . . . . . . . . . . . . . . .

Art. Sect. Page
33 2f 118

31
29

33

19 4b 53
17 4d 46
20 16 63
31 I-2 108
33 1 116
31 I-9 111
30 9 106

7
31
31
33
31
31
33
31

31 I-l 108
31 II-2a 114
31 I-7 110

31 I-18 113
31 I-3 109
33 1,2 116
33 3 118
33 13 125
31 II-2 114
31 I-14 112
31 II-2 114
32 1 115
32 2 116

I-5a
1

4

12a
II-2c
II-2d
2
I-4
I-16
3d
II-2b

110
92

121

19
115
115
116
109
113
119
114
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Grievances (continued) Art.
procedural issues .. . . . . . . . . . . . . . . . . . 31
RIF, agency responsibilities/em-
ployee rights & responsibilities 29
step 1 .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 31
step 2 .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 31
step 3 .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 31
step 4 .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 31
termination .. . . . . . . . . . . . . . . . . . . . . . . . 3 1
time limits .. . . . . . . . . . . . . . . . . . . . . . . . . 31
timeliness .. . . . . . . . . . . . . . . . . . . . . . . . . . . 3 1
union rights to be represented . 3

Grievance procedure
employee .. . . . . . . . . . . . . . . . . . . . . . . . . . . 3 1
exclusions .. . . . . . . . . . . . . . . . . . . . . . . . . . 31
exercising option .. . . . . . . . . . . . . . . . . 3 1
general information .. . . . . . . . . . . . . 31
matters covered .. . . . . . . . . . . . . . . . . . . 31
matters under military administrative/

legal jurisdiction .. . . . . . . . . . . . . . . . 3 1
merits to be dealt with .......... 31
military agencies .. . . . . . . . . . . . . . . . . 7
raising procedural issues ........ 31
rights .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 28

Grievants . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 33

Handbooks . . . . . . . . . . . . . . . . . . . . . 20
Handicapped access of facilities . 20
Hazards

health . . . . . . . . . . . . . . . . . . . . . . . . . 22
reporting . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22

Health
and safety, information on . . . . . 7
benefits . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 31
benefits (RIF) . . . . . . . . . . . . . . . . . . . . . . 29
care services . . . . . . . . . . . . . . . . . . . . . 22
hazards . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22
hazards, reporting . . . . . . . . . . . . . . . . 2
insurance (RIF) . . . . . . . . . . . . . . 29

Sect. Page
l-2 108

5 95
II-2a 114
II-2b 114
II-2c 115
II-2d 115
I - l le 111
I-11 111
I-2 108
1 12

all 108
I-3 109
I-5 110
I-l 108
I-2 108

1-4(h) 109
I-2 108
7 18
I-2 108
3 87
10 124

23 65
3c 57

3 69
3c 69

1 16
I-4b 109
6c 95
7 71
3c 69
2b 7
6b 95
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Art. Sect.
Hearing site, arbitrations . . . . . 33 12

HIV . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22 9
leave. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22 9 b

Holidays . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7 5
Hospital commanders . . . . . . . . . . . . . . . 22 7b
Host nation

laws and regulations. . . . . . . . . . . 6 1
permits and documents, employer
responsibility . . . . . . . . . . . . . . . . . . . . . . 7 12b

Household goods, shipment
and storage . . . . . . . . . . . . . . . . . . . . . . . . . 7 10

Housing allowance
information on . . . . . . . . . . . . . . . . . . . 7 1
and differentials . . . . . . . . . . . . . . 17 2

Identical grievances .................. 31 I-8
Identification cards . . . . . . . . . . . . . . . . . . 2 13
Identification cards . . . . . . . . . . . . . . . . . . 7 12b
Immunizations . . . . . . . . . . . . . . . . . . . . . . . . 22 6

Improper classification ............. 24 2
Incentive awards

information on ... . . . . . . . . . . . . . . . . . 7 1
processing by DODDS personnel

center services .. . . . . . . . . . . . . . . . . . 7 12a
Inclement weather . . . . . . . . . . . . . . . . . . . 22 5b(1)
Indefinite appointments (RIF) .... 29
Individual grading system, teachers 20
Informal

mediation process .. . . . . . . . . . . . . . . . 33
resolutions (policy grievances) 32
step, grievances .. . . . . . . . . . . . . . . . . . . 31

Information
request for, to the union,

LUR/union rights ............. 1 3
to the union, LUR rights

& responsibilities .. . . . . . . . . . . . . . 23

if(1)
16

13
2
II-2a

1

5

Page
124
72
72
17
71

15

19

18

16
45

110
11
19
71
75

16

19
70
94
63

125
116
114

33

75
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Information (continued)
to the union, LUR/union rights
training opportunities, agency

responsibilities . . . . . . . . . . . . . . . . . .
Interest-arbitrations . . . . . . . . . . . . . . . . .
Interpretation of contract . . . . . . . . .

. . . . . . . .
Inter Regional Transfer Program
(RIF) . . . . . . . . . . . . . . . . . . . . . . . .
Interruption of classes . . . . . . . . . . . . .
Inter-service support agreements .
Introduction of union representative

Investigations . . . . . . . . . . . . . . . . . . .

Investigative interview . . . . . . . . . . . . . .

Invocation of arbitration ..........

Involuntary reassignments .........

In-service training . . . . . . . . . . . . . . . . . . . .

IRTP (Inter Regional Transfer
Program) . . . . . . . . . . . . . . . . . . . . . . . . . . .

Islamic work week . . . . . . . . . . . . .

Issuances, DODDS, copies to union

14

31

2

I-7

35

113

- LUR/union rights . . . . . . . . . . .

Issues
13 3 34

procedural (grievances) . . . . . . . 31 I-2 108
substantive (grievances) . . . . . . . . . 31 I-2 108

Job descriptions . . . . . . . . . . . . . . . . . . . . . .
(RIF) .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Joint Labor Management
Committee Meetings . . . . . . . . . . . . . . . .

number of meetings .. . . . . . . . . . . . .
number of participants ..........

Art.
13

19
33
32
33

29
20
3
7

2
31
31
35

35

33

15

19
19

24 all 75
29 1e(1) 93

10 2b(l) 26
10 2b(1) 26
10 2b(1) 26

Sect. Page
all 33

5a 54
2 116
l a 115
8b(2)(b) 123

4 95
2 56
4 13
2 16

all 6
I-7 110
15 112
all 131

3 132

3 118

10 39

1 52
6 55
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Sect.
sights .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
travel time ... . . . . . . . . . . . . . . . . . . . . . . .

Late pay . . . . . . . . . . . . . . . . .

Law and regulations, provisions of

Leave
for EAP - sick, annual LWOP
for witnesses of grievances . . .
procedures, information on . .
sabbatical . . . . . . . . . . . .
while on... (RIF) . . . . . . .
without pay . . . . . . . . . . . . .
without pay, requests for . . . . . . .
worker’s compensation . . . . .

LES specifications, pay . . . .

Letter of reprimand . . . . . . . . . . . .
prior to issuing . . . . . . . . . . . . . . . .

Letter proposing discipline . . . . . . .

Life insurance . . . . . . . . . . . .
(RIF) . . . . . . . . . . . . . . . . . .

Light duty . . . . . . . . . .

List of employees to union
agency responsibilities . . . . . . . .
union rights . . . . . . .

Listing(s)
extra duty assignments/extra

curricular activities . . . . . . . . . . .
grievances (step 3 appeal status),

agency responsibilities . . . . .
of official (DODDS), to union

of union officials. . . . . . . . . . . . . . . . .

Literature, distribution of union

Living quarters allowance (LQA)

154

Art
10
10

17 6 47

8 3,4 20

22
33
7
19
29
26
26
23

17

30
30

30

31
29
29

23

13
1 3

25 2 76

31 I-18 113
13 6 35
9 2 21

12 l b 30

17 3 45

2e(1)
2b(1)

8d
10a
1
9
1f
5
5a
3a

10b(9)

5d
5d(2)

5a

I-4b
6b
6e

4b

4
4

Page
27
26

72
124
16
56
93
79
79
74

51

102
103

100

109
95
96

74

34
34



Local
hires, information to union on

level . . . . . . . . . . . . . . . . . . . . . . .
level, number of meetings . . . . .
level, number of participants . .

Lunch periods . . . . . . . . . . . . . . . . . . . . .

Local Union Representative (LUR)
appointment o f . . . . . . . . . . . . . . . . . . . .
providing name to management
release time to attend arbitration

hearings . . . . . . . . . . . . . . . . . . . . .
rights & responsibilities . . . . . .

union’s right to appoint . . . . . . . .
Leave Without Pay (LWOP)

LUR use . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
summer training . . . . . . . . . . . . . . . . . . .
returnee (RIF) . . . . . . . . . . . . . . . . . . .

33 10c 124
20 4,5 57
20 11 60
20 15 62
20 17,20 64
20 24 65
20 27 67
9 2a 21

33 10c 124
19 7 55
29 1 92

Mail
boxes . . . . . . . . . . . . . . . . . . . . . . .
boxes, cc:mail, union use . . . . . . .
services, union use . . . . . . . . . . . . . . . .

Management rights . . . . . . . . . . . . . . . . . .
Manko clause, stay . . . . . . . . . . . . . . . . . .
Manning authorization (RIF) . . .
Manpower voucher, to union

agency responsibilities . . . . . . . .
union rights . . . . . . . . . . . . . . . . . . . .

Marital status discrimination (see EEO)
Matters

20 6a 58
12 4c(5) 32
12 7 33
4 1 13
33 3b 118
29 2c 94

13 5
13 5

appropriate for negotiation . . . . 7 6
covered, grievance procedure . . 31 I-3

Media, communications, union use 12 4

Art. Sect. Page
7 1 16
10 1 25
10 1 25
10 1 25

21 3 68

9 2
9 2

21
21

34
34

17
109
30
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Mediation process, informal ......

Mediator(s)
arbitrator .. . . . . . . . . . . . . . . . . . . . . . . . . . .
union telephone contact .........

Medical
disability retirement ..............
documentation .. . . . . . . . . . . . . . . . . . . .

Merit Systems Protection Board,
see MSPB
standards .. . . . . . . . . . . . . . . . . . . . . . . . . . .

Merits of grievances . . . . . . . . . . . . . . . . .

Military
agency grievance procedure ....
grade equivalency ... . . . . . . . . . . . . . .
leave .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Minimum impact (RIF) ............

Mixed cases . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Morale, improvement ...............

Moves & relocation of classrooms

MSPB
grievance options .. . . . . . . . . . . . . . . .
standards .. . . . . . . . . . . . . . . . . . . . . . . . . . .

Mutual responsibilities ..............
improvement in working

conditions .. . . . . . . . . . . . . . . . . . . . . . .
morale improvement .............
policy .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Art.
33

33
12

23
22

33

31

2
26

29

31

8

20

31
33

8

8
8
8

Sect. Page
1 3 125

13 125
4a(l) 30

4 74
10 73

8b(5) 123

I-2 108

7 18
9 9
7 79

7 96

I-5c,6 110

1 20

4 57

I-5,6 110
8b(5) 123

1 20

1 20
1 20
1 20

union and management . . . . . . Preamble 2 5

National origin discrimination
(see EEO)

National security . . . . . . . . . . 31 I-4c 109
Negotiated grievance procedure . 31 I-all 108
Negotiation(s)

appropriate matters . . . . . . . . 7 6 17
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Negotiations (continued) Art,
change in personnel policies,

practices, working conditions 7
impact of new programs/equip-

ment, LUR/union rights . . . . . 19
on RIF procedures, union rights 29
on RIF procedures, union rights 29

New employees, assistance to . . . . . 8
New equipment, union rights . . . . . 19
New/special educational programs,

union rights . . . . . . . . . . . . . . . . . . . 19
NIS . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. . 31
Noise levels . . . . . . . . . . . . . . . . . . . . 22
Non-meritorious grievances . . . . . . . 31
Non-preference eligible employees

(RIF) . . . . . . . . . . . . . . . . . . . . . . . . . . . 29
Non-work day, for grievance

timeliness . . . . . . . . . . . . . . . . . . . . . . 31

Page

Normal work day . . . . . . . . . . . . . . . .
Notification

of EAP, annual . . . . . . . . . . . . . . . . . .
of extra duty assignments . . . . . .
of pay delay, pay . . . . . . . .
of rights in investigations . . .
to employees (RIF), agency/em-

ployee rights & responsibilities

to the union (RIF), union
rights/agency responsibilities

NTEs (Not To Exceed) employees
drawdown procedures . . . . . . . . . . .
RIF . . . . . . . . . . . . . . . . . . . . .  . .
termination . . . . . . . . . . . . . . . . . .

21

22 8a 71
25 2 76
17 10b(4) 50
35 la,b 131

29 2 94
29 4 95

29 2 94
16 all 44
15 12c(2) 41
29 7 96
31 I-4g 109

Nurses’ occupational exposure to AIDS,
impact & implementation . . . . . . 22

Occupational exposure to aids,
impact & implementation . . . . . . . 22

Sect.

6b 17

5c 54
3 94
7 96
2 20
5c 54

5c 54
I-15a 112
2a 68
I-14 112

1f(2)

I-17 113
2 67

9c 72

9c

94

72
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Official Art. Sect. Page
facilities, use of, union rights 12 1-4 30

12 6 32
12 7,8 33

grievance file . . . . . . . . . . 31 I-16 113
personnel files . . . . . . . . . . 2 4 8

. . . . . . . . . . 27 1 83
personnel folders, maintained by DODDS

personnel center services . .
position descriptions (RIF) . . . .
records . . . . . . . . . . . . . . . . . . . . .

Official time . . . . . . . . . . . . .

Official time . . . . . . . . . . . . . . . . . . . . . . . . . .
additional time . . . . . . . .
for department of labor reports
for grievances & appeals . . .
fo IRS reports . . . . . . . .
for officially required reports .
regional level . . . . . . . .
school level . . . . . . . . . . . .

OFT, regional representatives

OPF, maintained by DODDS
personnel center services . . . .

Options, reassignments . . . . . . . .

Oral
advisory decision-mediation . .
hearing, debt collection act . .

Orientation of employees . . . .
OSI . . . . . . . . . . . . . . . .

Outside employment . . . . . . . . . . . .

Overpayments, debt collection act

29
2

9

18
9
9
31
9
9
9
9

9

7

1 5

33
17
17

7

31

6

1 7

12a 19
1e(2) 93
4 8

3 22

6 52
3c 24
3d 24
1-13 112
3d 24
3d 24
3b 24
3a 22

2c 24

12a 19

4 37

13b(5) 126
6,7a 47
8 49

4 16

I-15a 112

2 16

7a 47

Overseas environment, unique
circumstances . . . . . . . . . . . . . . . . . . . . . . Preamble 2 5

Overseas Opportunities (book),
to union . . . . . . . . . . . . . . . . . . . . . . . . . ... 13 5(3) 34
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Art. Sect.
Paid leave other than any purpose

leave . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 26
Parent

input/employee rights ........... 28
28

irate, complaining .. . . . . . . . . . . . . . . 28

Parking, faculty . . . . . . . . . . . . . . . . . . . . . . 20
Past offenses . . . . . . . . . . . . . . . . . . . . . . . . . . 30

Pay
holidays .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7
premium ... . . . . . . . . . . . . . . . . . . . . . . . . . . 17
proper & timely .. . . . . . . . . . . . . . . . . . 17
when schools are closed ......... 22

Pending cases (grievances) ......... 33

Performance
difficulties/deficiency ............ 22
employees rights .. . . . . . . . . . . . . . . . . . 28
establishment of .. . . . . . . . . . . . . . . . . . 28
number of critical elements .... 28
plan .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 28
ratings, processing by DODDS

personnel center services ..... 7
review representation ............ 28
standards, adjustment of ....... 28
standards, lack of training, employee

rights/responsibilities.. ......... 19
unacceptable .. . . . . . . . . . . . . . . . . . . . . . . 31

Permissive travel (TDY) orders . . 10
. . 9
. . 11

Personal
appearance .. . . . . . . . . . . . . . . . . . . . . . . . . 6
behavior .. . . . . . . . . . . . . . . . . . . . . . . . . . . . 6
information .. . . . . . . . . . . . . . . . . . . . . . . . 2

Personnel
administration by DODDS

4 78

1d 86
1e,f 87
1e 87

6d 58

5c 102

5 17
9 49
10 50
5d 70

3d(1) 119

8c 72
4c 88
4d 89
4i 89
4i 89

12a 19
4b 88
4a 88

5e 55
I-5b 110

3 27
5 25
3 29

1 1 5
1 15
5 8

Page
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1 1 18
3b 74
7 38
12c(7)(e) 42
l l a 18
1 16

4 46

8 56
7 55
4a 46
11d 11
10d 124
4b 46

5 90

2
I-9
2c
1
l-4
2

4

21
111
21
15
21
87

24
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Union (continued)
representation, recognition

o f representatives .. . . . . . . . . . . . .
representation, rights and duties
representation, rights in grievances
representation rights, in formal

employee-employer discussions
representational business ........
representative, introduction

to employees .. . . . . . . . . . . . . . . . . . .
responsibilities .. . . . . . . . . . . . . . . . . . . .
responsibility, voluntary

allotment of union dues ......
review ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
sponsored training .. . . . . . . . . . . . . . .

Union right(s) . . . . . . . . . . . . . . . . . . . . . . . . .
drawdown procedures ...........
to access to regulations .. . . . . . . . .
to name representatives

to school committees .........
to seek redress from Congress

and U.S. Executive branch . .
vacancies & promotions .........
vacancies & promotions .........

Unit designation . . . . . . . . . . . . . . . . . . . . . .

Unit members, list to union
agency responsibilities ...........
LUR rights .. . . . . . . . . . . . . . . . . . . . . . . .

University, course of study ........

Unlisted activities . . . . . . . . . . . . . . . . . . . .

Unofficial files . . . . . . . . . . . . . . . . . . . . . . . .

Use
of derogatory information .....
of leave .. . . . . . . . . . . . . . . . . . . . . . . . . . . . .
of official facilities, union rights
of rooms by others .. . . . . . . . . . . . . .

Art. Sect. Page

9
3
3

3
9

7
5

34
26
11

3
15
3

3

3 lc 12
14 l a 35
14 4 36

1 1 6

1 3 4a,b 34
13 4c 34

19 9 56

25 3 76

27 5 85

28 5c 90
26 2 78
12 all 30
20 3b 57

2
1
1

21
12
12

1
1

12
21

2 16
1,2 15

3 128
14 82
all 28

all 12
12c(7)(h) 44
8 13

2 12
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Art. Sect. Page
Vacancies

and announcements . . . . . . . . . . .
RIF . . . . . . . . . . . . . . . . . . . . . . . . .

Vehicle registrations . . . . . . . . . . .

Verification of certification,
drawdown procedures . . . . . . .

Video terminals . . . . . . . . . . . . .

Voluntary allotment of union dues
Voucher, manpower, to union

agency responsibilities . . . . . . . . . .
union rights . . . . . . . . . . . . . . . . . . .

Wage fixing authority (DOD) .....

Waiver, debt collection act ........

Warrants . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Weingarten rights . . . . . . . . . . . . . . . . . . . .

Witnesses . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
entitlement to duty status .......
grievants, and representatives. . . . . . . .
interviews ... . . . . . . . . . . . . . . . . . . . . . . . .
lists . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
travel, leave, per diem ...........

Word processors, union use ......

Work
day ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
slowdowns ... . . . . . . . . . . . . . . . . . . . . . . .
stoppages .. . . . . . . . . . . . . . . . . . . . . . . . . . .
week ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
week, grievances .. . . . . . . . . . . . . . . . .

Working conditions . . . . . . . . . . . . . . . . .
improvement .. . . . . . . . . . . . . . . . . . . . . .
regulations, union access .......
safe .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
unsafe/unhealthful . . . . . . . . . . . . . . .

14 2 35
29 6c 95
29 7,9 96

2 13 11
7 12b 19

15

22

34

13
13

25 4a 77

17 7a(l) 47

2 7 9

2 3a(2) 7

2 11 10
2 11 10
33 10 124
31 I-15b 113
33 10e 124
33 10d 124

12 6 32

21 2 67
5 2 15
5 2 15
21 1 67
31 I-17 113

7 6b 17
8 1 20
13 2 33
22 1,2 68
22 2a 68

12c(4),(5) 42

11 73

all 127

5(l)
5(l)

34
34
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Worksheet
Art. Sect. Page

for LQA, pay . . . . . . . . . . . . . . 17 10b5 50
for  re t roac t ive  pay............... 17 10b6 50

Written decision, removal . . . . . . . . 30 5f(4) 105
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