Appendix B

3. OTHER PROVISIONS
A. Article 6 - No Layoffs or Reduction in Force
Prior to laying off career city letter carriers in an installation,
management will, to the extent possible, offer the impacted
employee the opportunity to work any letter carrier assignments being performed by CCA employees, or if necessary,
separate CCA employees. There will be no out-of-schedule
pay provided to the impacted employees.
B. Article 10 - Leave
GENERAL
1. Purpose. Annual leave is provided to CCA employees for
rest, recreation, emergency purposes, and illness or injury.
a. Accrual of Annual Leave. CCA employees earn
annual leave based on the number of hours in which
they are in a pay status in each pay period.
Rate of Accrual
1 hour for each unit of
20 hours in pay status in
each pay period

Hours of
Hours in Pay
Annual Leave Earned
Status
Per Pay Period
20

1

40

2

60

3

80

4 (max.)

b. Biweekly Crediting. Annual leave accrues and is
credited in whole hours at the end of each biweekly
pay period.
c. Payment For Accumulated Annual Leave. A separating CCA employee may receive a lump-sum payment
for accumulated annual leave subject to the following
condition:
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A CCA employee whose separation is effective
before the last Friday of a pay period does not
receive credit or terminal leave payment for the leave
that would have accrued during that pay period.
AUTHORIZING ANNUAL LEAVE
1. General. Except for emergencies, annual leave for CCA
employees must be requested on Form 3971 and approved
in advance by the appropriate supervisor.
2. Emergencies and Illness or Injury. An exception to the
advance approval requirement is made for emergencies and
illness or injury; however, in these situations, the CCA
employee must notify appropriate postal authorities as soon as
possible as to the emergency or illness/injury and the expected
duration of the absence. As soon as possible after return to
duty, CCA employees must submit Form 3971 and explain
the reason for the emergency or illness/injury to their supervisor. Supervisors approve or disapprove the leave request.
When the request is disapproved, the absence may be recorded as AWOL at the discretion of the supervisor as outlined in
Item 2, Approval/ Disapproval, under Form 3971 below.
UNSCHEDULED ABSENCE
1. Definition. Unscheduled absences are any absences from
work that are not requested and approved in advance.
2. CCA Employee Responsibilities. CCA employees are expected
to maintain their assigned schedule and must make every effort
to avoid unscheduled absences. In addition, CCA employees
must provide acceptable evidence for absences when required.
FORM 3971, REQUEST FOR, OR NOTIFICATION OF,
ABSENCE
1. Purpose. Application for annual leave is made in writing,
in duplicate, on Form 3971, Request for, or Notification of,
Absence.
2. Approval/Disapproval. The supervisor is responsible for
approving or disapproving application for annual leave by
signing Form 3971, a copy of which is given to the CCA
employee. If a supervisor does not approve an application for
leave, the disapproved block on Form 3971 is checked and the

142

Appendix B

reasons given in writing in the space provided. When a
request is disapproved, the reasons for disapproval must be
noted. AWOL determinations must be similarly noted.
C. Article 12 - Reassignment
In order to minimize the impact on employees in the regular
work force, the Employer agrees to offer the impacted employee the opportunity to work any letter carrier duty assignments
performed by CCA employees, or to separate, to the extent
possible, CCA employees working in the city carrier craft and
installation prior to excessing any regular city letter carrier out
of the installation.
D. Article 15 - Grievance Procedure
CCA employees will have access to the grievance procedure
for those provisions that apply to CCA employees.
E. Article 16 - Discipline Procedure
CCAs may be separated for lack of work at any time before
the end of their term. Separations for lack of work shall be by
inverse relative standing in the installation. Such separation of
the CCA(s) with the lowest relative standing is not grievable
except where it is alleged that the separation is pretextual.
CCAs separated for lack of work before the end of their term
will be given preference for reappointment ahead of other
CCAs with less relative standing in the installation, provided
the need for hiring arises within 18 months of their separation.
CCAs may be disciplined or removed within the term of their
appointment for just cause and any such discipline or removal
will be subject to the grievance arbitration procedure, provided
that within the immediately preceding six months, the employee has completed ninety (90) work days, or has been employed
for 120 calendar days (whichever comes first) of their initial
appointment. A CCA who has previously satisfied the 90/120
day requirement either as a CCA or transitional employee
(with an appointment made after September 29, 2007), will
have access to the grievance procedure without regard to
his/her length of service as a CCA. Further, while in any such
grievance the concept of progressive discipline will not apply,
discipline should be corrective in nature.
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