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SUBIECT: Locally Negotated Operating Procedures (LOUNGPs) for Articies 13, 74
25, 30 and 41 between Defense Distribution Hepot Susquehanns
fennsylvania and Defense Distribution Center §caeia§am§mc’ and the
American Federation of Government Enployees (AFGEL Locajs 1156

and 2004

f—"

""" The subject LOCNOPs (attached), dated September 4, 2008 have been reviewed
pursuant to Artic ie« 3¥, Section 5 of ii Muaster Labor Agreoment (MLAY bebwaen the
Diefense Logistios Agency (DLA} and AFGE Council 169, The LOCNOPs are approved

this date by DEA Headguarters and /‘aE* i Council 169, The Article 25 LOCNGOP is
approved with the understanding that the statement in Section D2b about g callback not
supervisar from calling the employee back to discuss

being required does not preclude a
the sick leave vequest before approving or disapproving 1L

i there are any guestions on this matter, My, Neil Glenicki may be reached at {?{}m

T6HT-3404 o PISN 4273404, f
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LOCNOP ~ ARTICLE 24
ANNUAL LEAVE

GENERAL.

1.

The Emplover will provide appropriale contact information (primary and one 1] glternate)
to requast scheduled and unscheduied leave. Contact information will be provided to
Emplovess and posted appropriately in the work area,

Employees are required to keep fack of thelr annual leave balances to ensure they have
sufficient leave o cover scheduled and unscheduled absancas,

FORECASTED ANNUAL LEAVE

4+
E .

.

The projected leave calendar will be for the LEAVE YEAR {e.g. Jan 2009 - Jan 2010
Forecasting procedures for scheduled leave (beginning with the 20008 lecave vear) are as
follows:

a. Fach 1% line supervisor or histhar designee will distribute DLA Annual Leave
Scheduta by 1 Nov.

b. Employees complete leave forecasis for the leave year by 1 Dec.

o, Leave forecasts reviewed, approved and provided 1o employees by start of leave
vear (aporox. B Jank.

For forecasting purposss, employees are {o identify the days {full days) that they desire o
take annual leave. Fallure of an emplovees to submit a leave forecast [ schedule will resudt
irt his/her requast being placed at the botiom of the senfority list, with the exception of
unavailability of the employee {e.4. leave, TDY, etc.} The Emplover shall resclve alt
confiicting leave schedules on the basis of seniority (lle-breaker — one-time blind draw.
Approved forecasted / scheduled annual lsave does nof need o be subsequently

reguested,

Emplovees have the right fo report to work on days that they have approved scheduled
arnual leave and they do not surrender their right to pre-approved sfatus. If they wish not
o complete the workday they must nolify their supervisor or hisher designee at the
beginning of the shift as to when they plan o leave (s.g. afterncon off; two hours during a
day for Union meetling). Otherwise, they must request leave AW unscheduled leave
procedyras,

SCHEDULED ANNUAL LEAVE --

1.

Scheduled annual leave is that leave requested in advance but not forecasied as part of
the vearly forecasting process.,

Scheduling Annual Leave in Advance - For the purpose of this LOCNOP, scheduled in
advance is defined fo be — a request submitted at least one day in advance of the



reguired leave date. Employees will submit a properly completed OPM FORM 71 to thelr
immediate supervisor or his/her designated representative for approval. Upon approval /
disapproval a signed copy of the OPM FORM 71 noting the decision will be returned to
the employvee. The Employer will promptly approve or disapprove such annual leave
requests, preferably the same day of the request.

UNSCHEDULED ANNUAL LEAVE

1. Unscheduled annual lsave is that leave requesiad less than one day in advance
requested to accommuodats an unforeseen requirement for time off. The decision to
approve or deny unscheduled leave requests will be made on a case by case basls.

During a Tour of Duly — Emplovees will submit a properly completed OPM FORM 7110
their immediate supervisor or designated represeniative for approval. Upon approval /
disapproval a signed copy of the OPM FORM 71 noting the decision will be returned to
the employee. The Employer will make every effort to immediately approve or disapprove
the leave regusst,

Pt

3. Unscheduled Annual Leave - Prior to Reparting for a Tour of Duly

a. Employses may call in 1o request unscheduled annual leave two hours before
but, normally no later than 2 hours after the start of thelr shiff (one howr before
shift or whin one hour after start of shift is encouraged).

b, Unscheduled annual leave requests may be submitted by telephone /
voicemail. The requestor will provide name, date, type and duration of leave
requested, confact / call back number, and may provide reason for leave.
incomplete reqguests of requests provided with inaccurate contact information
may not be approved. Hf the leave request is submitted by voicemall, a call
hack from the supervisor or designated representative is required to deliver
approval / disapprovai,

c. It is the responsibility of the Emplovee to ensure they are avallable at the
contact number fo speak with their supervisor or his / her designated
representative {o receive the decision for the unscheduled leave requests,

d. The Emplover will make svery effort to immedialely approve or disapprove ihe
leave request within the first two hours of the stait of the shift. Inthe svent a
Supervisor is not available, the Supervisor will ensure that a designated
representative is ideniified and / or has access and authority o approve /
disapprove leave requests.

4. Dwring periods of Mandatory Overlime — Scheduled annual leave (at least one day in
advance) and unscheduied annual leave will be handled on a case by case basis.



EMAIL ~ Use of e-mall in lleu of islephone / volcemall to communicate annual lsave requesis
and decisions may be established through procedures developed al the work unit level. This
may be done on a case by case basis for hearing impaired employees, or for a specific work
unit when it has been delermined that e-mall would be a suitable means to use. Such
arrangements wit only apply when put info writing and disiributed to the affected emplovess.
Such 8%’&‘3?’?@@!‘&%2“%{3 will not be put into effact untll the unlon is nollfied in advance of the
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