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Menor andum of Under st andi ng
Field Ofice Relocation, Renovation and Redesign
At | ant a Regi on

Thi s docunent represents the joint efforts of the Atlanta Regi on and
Atl anta Regi on AFGE Council 220 to establish a set of general
standardi zed rul es/procedures to utilize when an Atl anta Region
field office or Teleservice Center is considering relocation or

i npl enenting maj or renovation or redesign, including the
installation of systenms furniture. The process was established
using the principles of interest-based bargaining and is based on
the principle of making decisions with the fullest input of al
parties invol ved —managenent, the union and bargai ning unit

enpl oyees working in the affected offi ces.

It is expressly understood that no rights of any bargaining unit
enpl oyee or the union or nanagenent have been waived, either
explicitly or inplicitly, by this agreenent. This agreenent shal

be subject to all provisions of 5 USC 71 and the National Agreenent.
All prior policies, practices, procedures, agreenents, and MOUs in
exi stence prior to the effective date of this agreenment will not be
changed except in accordance with 5 USC 71. |Issues related to the
of fice relocation, renovation, or redesign not specifically
addressed in this agreenent will be subject to negotiation in
accordance with Article 4 of the National Agreenent.

1. When an of fice undergoes rel ocation, renovation, or redesign,
the parties agree that it is very inportant to provide
sufficient and tinmely information about the process to al
parties involved: rmanagenent, the union and enpl oyees. To
hel p achieve this interest the parties agree that:

A Approximately 12 to 18 nonths before a field office | ease
is scheduled to expire or when the need for relocation,
renovation or redesign of an office is determ ned, the
Field Services Section (FSS) in the Regional Ofice wll
issue a nmeno to notify the appropriate Area Director or
t he Assistant Regi onal Comm ssioner for Program Center
Qperations or his/her designee. Sinultaneously, the FSS
will send a copy of the sane notice to the AFGE
Local - Presi dent or his/her designee. |In addition, when
the | ocal manager receives the information package, he/she
will provide a copy of the package to the designated |oca
uni on representative.

B. Di scussi ons between the | ocal manager and desi gnated | ocal
uni on representative should take place as soon as
possi ble. The input of the enployees in the affected
office is inportant. To facilitate this input, the |ocal

manager and the union representative will conduct a joint
staff nmeeting where the | easing process is fully expl ai ned
and staff input obtained. If the union representative

cannot attend this neeting because of travel cost,
alternative arrangenents for the neeting will be devel oped
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by the | ocal nmanager and union representative. At this
nmeeting, a union survey, devel oped for the purpose of
soliciting enployee input, will be distributed to al

enpl oyees. The enployees will be instructed to return the
conpl eted survey to the union representative. The union
wi |l share the survey results with the | ocal manager.

C. It is inmportant that nmanagenent and the union cone to an
agreenent on the general design issues that are critica
to the Solicitation for Ofers (SFO at this stage of the
process. The results of the union/ managenent di scussions
or agreenent will be used to respond to FSS' s nenorandum
This response will be made within 45 days of issuance of
the original Field Services’ nmenorandum

D. At each stage of the process, all information will be
shared with all parties involved, subject to procurenent
integrity regul ations.

E. When the SF-81 package is received, the | ocal manager wl|
provi de a copy to the designated | ocal union
representative.

2. The parties agree that it is very inportant to provide for a

heal thy and safe work environnent during and as a result of
rel ocation, renovation or redesign of an office. To help
achieve this interest the parties agree that:

A

In the event of mmjor renovations of the reception counter

area, and in all instances of office relocations and
systens furniture installations, the design of the
reception area will provide for near eye-level contact

between the interviewer and the public. Valid
consideration will be given to all possible options,

i ncluding platform arrangenents, to neet the

oper ati onal -needs of the specific office and the needs of
enpl oyees. The specific design of the reception counter
area will be locally negotiated.

When reception counters are being renovated, or when
construction plans are being devel oped for field office
nmoves or redesigns, solid core pocket doors will be used
for the reception wi ndows where architecturally feasible,
unl ess the local parties agree on an alternate design.

The agency will follow OSHA regul ati ons regardi ng Materi al

Safety Data Sheets (MSDS). |If any enpl oyee becones ill as
a result of exposure to substances used during
construction and/or renovation, the enployer will make

every reasonable effort to quickly obtain and provide to
t he enpl oyee and the union any and all MSDSs needed for
di agnosis or treatnment. |If an enployee notifies the
enpl oyer that exposure to specific substances used in
construction poses a personal health risk, the enployer

wi |l make every reasonable effort to determne if those
substances wil|l be used, and if so, when and where they
will be used and advi se the enpl oyee and the union so that

exposure can be avoi ded.
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To reduce glare in areas where VDI's are in use, the
agency will request parabolic lighting in all new SFGCs.

The designated | ocal union representative wll be notified
i n advance of any and all official inspections to which
the agency is invited concerning new space, including but
not limted to the final inspection prior to taking
possession. The union representative will be accorded an
opportunity to acconpany the enployer on all such

i nspections. Wthin 10-30 days after the renovation,
redesign, or relocation, a joint Health

and Safety Inspection will be conducted, using the form
SSA- 5510.

Were reception areas are changed by renovati on,

rel ocation, or redesign, an easily and independently
adj ustable nonitor lift stand will be provided for each
wor kst ati on where enpl oyees share term nal s.

In office relocations to sites where there is a risk of
vehicles driving into office space, the agency wl|

request bollards or other simlar barriers to mnimze the
safety risk to personnel.

|f there are changes in the floorplan, a basic evacuation
pl an/ di agram shoul d be devel oped and communi cated to the
staff prior to or on the first day of occupancy. A
general discussion of the plan should be held with the
staff within 15 days, and a final witten plan should be
prepared within 30 days of occupancy.

Upon request fromthe | ocal nmanager or union
representative, duress/panic alarnms will be provided to
al ert managenent of a security problem

To minimze risk to enpl oyees, every reasonable effort
shoul d be nmade to conpl ete constructi on before occupancy.

Floor to ceiling barrier walls will be used to separate
the public reception area fromthe general office area.

The enpl oyee entrance door will be equipped with
push-button conbi nation-type | ocks capabl e of bei ng opened
wi th one hand for ingress.

At a mnimum the nmultipurpose roomw | include a
stainless steel sink with hot and cold runni ng wat er
mounted in a 60” or 72” long cabinet base with matching
over head cabi nets, a garbage di sposal, a paper towel

di spenser, and a soap di spenser.

Enpl oyees w || have access during all working hours to a
separ at e enpl oyee entrance.
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O

Enmpl oyees will not be expected to nove furniture or other
heavy objects. Enployees will be given the opportunity to
nove their personal bel ongi ngs.

| f an enployee is adversely affected by air flow, the
agency wll provide air deflectors, otherw se correct the
probl em or allow enpl oyees to exchange desks by nutua
consent .

3. O fice Design Process

A

Once the space action is approved for rel ocation,
renovation, or redesign, FSS will prepare a prelimnary
pl an of the office design which shows the enclosed offices
and roons in the correct dinensions and shows the
furniture and equi pnent based on the space request.

Copies of the prelimnary plan and a shell drawing wll be
sent to the |ocal manager who will provide a copy to the
desi gnated | ocal union representative.

The | ocal nmanager and designated | ocal union
representative wll review the plan and di scuss
alternatives incorporating enployee input. In
consideration of tinmeframes established by GSA and to

m nim ze cost whenever feasible, it is inportant that use
of all means of communi cation be considered, including

t el ephone, FAX, e-mail, and express mail. The process of
reviewi ng plans and proposing alternatives by the manager,
t he uni on, the enpl oyees and the FSS will continue until a
suitable final plan is arrived at. The parties are
commtted to conplete the process within 30 days.

Upon agreenent, the FSS will prepare a conplete scal ed
drawing and mail it to the |ocal office manager for fina
concurrence and sign-off by the |local manager and the
desi gnated | ocal union representative. It is understood
that, barring any unforeseen circunstances, this will be
the final plan and these issues will not be subject to
further bargaining.

If GSA requires revisions of the final plans to neet |oca
codes or building requirenents, FSS will notify the | oca
manager of the required changes. At this tinme, the
manager will informthe designated | ocal

uni on-representative of the required changes and they
shoul d resolve the issues related to the changes as soon
as possi bl e.

The parties agree that all other issues related to

rel ocation, renovation or redesign should be dealt with in
accordance with Article 4 of the National Agreenent. To
ensure a tinely and efficient transition, the parties are
committed to resolving these issues approximately 60 days
prior to the transition.
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F. For systens furniture installation, when the |ocal manager
is notified regarding the date of the design visit, he/she
will notify the designated |ocal union representative.

The union will be given an opportunity to participate in
the design visit. The parties will resolve any necessary
changes in the design during the design visit.

Regi onal Cui de:

A To facilitate full exchange of information, a Regiona
Quide will be devel oped that explains how the relocation,
renovation and redesign process works. The parties agree
to develop a draft guide by Cctober 30, 1995. Copies wll
be distributed to the chief negotiators for both
managenent and the union for comment and approval. The
chief negotiators will work to make necessary revisions
with the intent of conpleting the guide by Novenber 30,
1995. Once conpleted, a copy of the guide will be
distributed to all AFCGE Local Presidents in the Atlanta
Regi on.

B. The Guide will also be provided to the |ocal manager
and-t he designated | ocal union representative as soon as
it becones evident that an office will be experiencing a
| ease expiration, renovation, or redesign.

Di stri bution:

The | ocal manager will provide a copy of this agreenent to al
of fice enpl oyees as soon as it becones evident that the office
will be experiencing a | ease expiration, renovation, or

r edesi gn.

Ef fecti ve Date:

Subject to union ratification and agency head review, this
agreenent will becone effective with all office relocations and
space redesign activities initiated on or after January 1,

1996.
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For the Agency: For the Union:
EZ§%?;éﬁva:, Distr t Managar Bharon DaLon Laaal 3509
Date: Date: 2 ,/S"
- D T —
aul Buehler, Dig;xlat Manager AL Enndarg AFGE Local 2014
Date: f??j”‘?b Data: fya/f}/?}J

FGE Local 3438

CZJ&QL Q?ZMZ;
Cellle Wat AFGE Local 2206
Date: 7
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