DEFENSE LOGIETICE AGENCY
HEADGUARTERS
B728 JOMN J KINGMAN ROAD
FORT BELVOIR, VIRGINIA 22080-6221

B RERLY
REFER TG 7 (3

MELJOHN MOLAUGHLIN,
CPAT EDG :i{i’i‘{}éf CHEEF NEGOTIATORS AT
EFERNSE DISTRIBUTION DEPOT SUSQUEHANNA
THNNSYLVANIA

JBIECT: Locally Negotialed Operating Procedures (LOCNOPs) for Articles 13, 24,
25, 30 and 41 between Defense }"")m;;ﬁ;zmm; Pepeot Susguehanna
Pennavivania and Defense Distribution Center Headquarters and the
American Federation of Government Emplovees {AFGE), Locals 1156
and 2004

""" The subiget LOCNGPs {attached), dated September 4, 2008, have been reviewsd
pursuant 1o ;‘wm %, Section 5 of the Master Labor Agm@*nam {(MELAY between the

Defense Logistics Apency (DLAY and ﬂ E*(;r, Council 169, The LOUNOPs are anproved
ihis date by DLA Headguarters and AFGE Council 169, The Article 25 LOCNOP is
approved with the understanding that the statement i Section D2b about g callback not
heing reauired does not prectude a supervisor from calhing the employee back to disouss
the sick leave reqguest before approving or disapproving it

if there are any m.xa:.s;ré@:'m.s; on this matter, My Netl Glemeki maay be reached at {7
TET-3404 o 138N 4273404,

FAREN D HHLLIARD

Stafl Director

Labor and Emploves Relations
Human Resources

Attachments

i, AFGE Council 169




LOCNOP - ARTICLE 26
SICK LEAVE

Referance SECTION 2 -

A, The BEmplover will provide appropriate contact information {primary and one
[1] alernate) to request scheduled and unscheduled leave, Contact
information wil be provided o Emplovess and posted approprigiely In the
work ares.

B. All sick leave requests will contain the following information: name, date of
request, type of leave requested, contact / call back number and may provide
axpected dato of return. 1 an Employee Is unable to retum on or before the
astimated return date, a follow-up sick leave request is required. i an
employee does not provide an estimated # of hours [ days needed, dally call-
in Is required, The Emplover is also responsible for requesting an estirmated
date of return If not already provided by the Employee.

C. Scheduling Sick Leave In Advance - For the nurpose of this LOCNOP,
schaduled in advance s delingd to be — 3 request submitted af leest one day
In advance {the day prior} of the required lsave date. Employess will submit 5
properly completed SF-T1 (o thelr invnadiate supervisor or his/her designee
for approval. Upon approval / disapproval a signed copy of the SF-71 noting
the decision will be refurned fo the employee. The Employer will prompily
approve or disapprove such sick leave requests, preferably the same day-of
the request.

0. Unscheduled Sick Leave Requesis —

1. During a Towr of Duty — Employess will submit a properly completed SF-
71 to thelr immadiate supervisor or dasignated representative for
approval. Upon approval / disapproval 5 signed copy of the SF-71 noling
the decision wil be returned o the employes. The Employer will make
every effort o Immediately approve or disaporove the leave request,

2. Unscheduled Sick Leave - Prior to Reporting for a Tour of Duty

a. Employess may ozl in o request sick leave two howrs before but,
normally no later than 2 hours after the start of thelr shift, Cail in
one hour before shift or wiin one hour after start of shiff is
encouraged.

b [f g sick leave recuest s placed by Voloemall — The reguesting
emplovee will provide name, date, tvpe of lsave reruesied confact
/call back number and may include the expected date of return. A
voicemall sick leave request provided [AW the provisions above, by
an Employee rot on a leave restriction lefter will be considered



approved and a call back is not required. If an smployee does not
provide an estimated # of hours / days needed, daily call-in is
retsired,

Emplovees on a Leave Restriction Letler are to comply with the
terms of their lslier.

i

d. Suspected abuse will be handled under the remaining provisions of
Articte 25 of the MLA. A haalth care practilioner’s certification may
be required if leave abuse is suspected {e.g. An Employee claims
iness on the day that annual leave or LWOP has been previously
deniad).

a. In exireme circumsiances where the employes Is aclually
incapacitated or otherwise unable to personally make the confact,
ancther individusl {e.q. spouse) may coniact the employee’s
SUDEIVISor, '

E. EMAL — Use of e-mall in ey of lelephone [ volgemall o communicale sick
leave reqguesis and degisions may be established through procedures developed
at the work unit level, This may be done on g case by cass basis for hearing
Impaired employees, or for a specific work unit when it has been determined that
e-mall would be a suitable means to use. Such arrangements will only apply
when put into writing and distributed to the affected employees. Such
arrangements will not be put Into effect unti! the undon is notified in advance of
the intent to do s0.
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LAUR SBORNE FAT EDGERTON EDWARD v SKER
President AFGE Local 2004 WP AFGE Local 11568 Depuly Commander,
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