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MONTHLY ALL-BUE
NEWSLETTER
News and Information from NFFE1998
Not to be read on governmental time

A Message from NFFE 1998 President
By now, all of you have received a SAFE message re-assigning our positions as MissionCritical. This action by the Department of State dictates our nation-wide return to work on June 11,
2020.
Some of you may have also seen the recent tweets and Press Releases by Congressman
Lankford (Et al.) demanding Passport Services explore options such as telework to resume passport
issuance. Multiple Senators stressed:
"…We certainly do not want any federal employees returning to work until it is safe to do so,
which is why it is important that all remote working options be utilized to ensure maximum
productivity until the time is right.”
Unfortunately, in an unprecedented move, the Undersecretary for Management decided to redesignate Passport Services as Mission-Critical, calling on all employees to report back to work
within three days with little to no information on safety and security. The premise of Congressman
Lankford’s argument maintains a person-centric focus to keep employees safe. Designating all staff
as Mission-Critical goes against a safe return to work, the Senator’s call to action, and OPM
guidance on a safe phased return to the workplace.
The Union was given very little lead time for this hasty return to work.
We have been in negotiations with Management regarding the closure of offices and how to
keep employees safe. We iterated our three priorities when negotiating a return: Ensuring a safe
working environment, ensuring job quality, and ensuring job production.The Union stressed that
each priority should not be handled until the previous topic had been completely resolved. However,
the above mentioned congressional interest has upended this, and bargaining has not been
completed.
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We are extremely frustrated by this interruption to a phased approach for returning
to a safe work environment. We feel that this return is political and does not align with
public calls for action. It disregards our binding Master Agreement which holds
Management accountable to ensuring a safe working environment, and to negotiate with
the Union on the needs of the BUE.

OT, ADMIN LEAVE, AND

Your Options:

YOUR RIGHTS TO

A. Continue to stay at home on WSL by self-identifying.
B. Take sick or annual leave.
C. Return to the office as scheduled on June 11, 2020.
What we need from you:
As BUE, we urge you to stay vigilant. If you feel that your rights have been harmed in any
way, are denied leave and/or an alternative work schedule requests, contact your local steward or
reach out to the national officers at: NFFE1998-NationalOfficers@state.gov.
We want to reassure you that we are working on a decisive action to combat these types of illadvised decisions and to pressure Management to comply with our Master Agreement. Please
continue to check our website for updates. We strive to publish relevant information as we receive
it to keep you informed.

WSL
TRAINING

OTHER RESOURCES
WHAT YOU CAN DO

Pg. 1

JULY 2020

Types of Leave
Available
a. Annual Leave (ART 31 Sec 1)
"(f) In an emergency which could not be anticipated in advance, the bargaining unit employee must
contact his/her supervisor or the supervisor’s designated representative, either in person or by phone,
as early as possible, but normally within two hours after the start of his/her shift on the first day of
absence and request the use of annual leave.”
b. Sick Leave (ART 31 Sec 2)
P H O T O (a)
B YArticle
M A R T I31
N R
. SM
T Hthe Master Agreement:
Sec
2 Iof
“Sick leave shall be granted to bargaining unit employees for any of the following reasons:
(iii) to provide general family care or care for a family member with a serious health
condition, or for bereavement purposes.
(iv) When the health authorities having jurisdiction or a health care provider determines that
the employee would jeopardize the health of others by his or her presence on the job
because of exposure to a communicable disease;
(v) to provide care for a family member who, as determined by the health authorities having
jurisdiction or by a health provider, would jeopardize the health of others by that family
member’s presence in the community because of exposure to a communicable disease;
(vii) any other reason listed in 3 FAM/FAH 3420 and 5 CFR 630.401"
c. Leave for Family Care Purposes (ART 31 Sec 3)
(b) A total of 480 hours of sick leave per leave year are allowed to care for a family member with a
serious health conditions. (See 3FAM 3420)
d. Leave Without Pay (ART 31 Sec 8)
"Bargaining unit employees who do not have leave to their credit and wish to take leave for
emergencies or other necessities may request leave without pay. Eligibility for leave without pay is not
dependent on a specific length of service, and may be authorized whether or not the employee has
annual leave to his/her credit."
e. Shared Leave Programs (ART 31 Sec 14)
The Voluntary Leave Transfer Program (VLTP) allows employees to donate unused accrued annual
leave to a specific individual. r... Application forms to become a leave recipient (DS-1861) or a leave
donor (DS-1862) for the Department's Voluntary Leave Transfer Program are available on the
Department's website.
The Voluntary Leave Bank Program (VLBP) is a pooled fund of annual and restored annual leave...
Enrolling as a VLBP member or donating annual leave without membership can be done online
through the Department of State's Intranet on the HR Online page
f. 10 hours of weekly Administrative Leave (Department Memo dated 04/01/2020)
Employees are entitled to 10 hours of Administrative leave each week if it fits in one of the
following categories:
"To provide care for children as a result of a lapse in childcare due to COVID-19 related schoo and
daycare closures;
To provide care for other dependents (such as an elderly parent or family member) as a result of
COVID-19 related lapse in care arrangements; and
For health and safety reasons in order to help prrevent exposure/transmission of COVID-19
including, but not limited to, taking sanitation measures, preparing for local shelter-in-place
orders, and taking personal health/safety measures to facilitate work or telework."
g. Family and Medical Leave Act (FMLA) (ART 31 Sec 3 (c) and 3 FAM 3530)
"Eligible employees may use up to 12 administrative workweeks of unpaid leave during any 12 month
period for the following:
iii. In order to care for the employee's spouse, son , daughter, or parent with a serious health
condition"
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Proper PPE and Sanitation
How to Wear Gloves
According to the CDC, you should wear gloves when you
are cleaning or caring for someone who is sick. In most
other situations, like running errands, wearing gloves is
not necessary. Instead, practice everyday preventive
actions like keeping social distance from others, washing
your hands for twenty seconds, and wearing a cloth face
covering when you have to go out
in public.
Youtube Video by WHO on wearing
masks

How to Wear a Mask
According to Yale Medicine:
“A mask is meant to protect others, not yourself.
Whether or not you are sick or have COVID-19
symptoms, there is evidence that if you have the virus
you may be able to transmit it to others when you
speak, cough, or sneeze.”
According to the World Health Organization (WHO)
these are the
guidelines for wearing a mask:
Youtube video by WHO on how to don and doff gloves
Youtube video about cross contamination while wearing gloves

When and How to Wash Your Hands (CDC Guidelines):
1.When to wash your hands:
a. “After you have been in a public place and touched an item
or surface that may be frequently touched by other people,
such as door handles, tables, gas pumps, shopping carts, or
electronic cashier registers/ screens, etc.
b. Before touching your eyes, nose, or mouth because that’s
how germs enter our bodies.”
2. How to wash your hands:
a. “Wet your hands with clean, running water (warm or cold),
turn off the tap, and apply soap.
b. Lather your hands by rubbing them together with the soap.
Lather the backs of your hands between your fingers, and
under your nails.
c. Scrub your hands for at least 20 seconds.
d. Rinse your hands well under clean, running water.
e. Dry your hands using a clean towel or air dry them.”
3. When and How to use Hand Sanitizer
a. “Washing hands with soap and water is the best way to get
rid of germs in most situations. If soap and water are not
readily available, you can use an alcohol-based hand
sanitizer that contains at least 60% alcohol.
b. Apply the gel product to the palm of one hand
c. Rub your hands together
d. Rub the gel over all the surfaces of your hands and fingers
until your hands are dry. This should take around 20
seconds.”

1. “Before putting on a mask, clean hands with soap and
water or an alcohol hand rub.
2. Cover your mouth and nose with the mask and make
sure there are no gaps between your face and the
mask.
3. Avoid touching the mask while using it; if you do,
clean your hands with alcohol-based hand rub or soap
and water.
4. Replace the mask with a new one as soon as it is
damp, and do not re-use single-use masks.
5. To remove the mask: remove it from behind (do not
touch the front of mask) discard immediately in a
closed bin; clean hands with an alcohol-based hand
rub or soap and water.”

Youtube Video on Hand Washing Best
Practices
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What Management Should Be Doing/AKA BUE Checkslist
The following is a list of safeguards and practices management has recognized in this temporary
phase of returning to work. While many of the offices returning to work are not in Phase One yet,
these all still apply.
If the following are not being observed by your local management, please contact your local
representative immediately.
Ensuring Leave was appropriately charged during WSL.
While on Weather and Safety Leave, all prerequested leave during that time should have not
been charged to you. Check your Employee Express account. If there are any disputes, contact
your immediate supervisor first to correct the change. If the supervisor or upper management
refused to make the correction, contact your Union Steward.
Observing Social Distancing Standards

PHOTO

Local Management should have signage throughout the building reminding and
demonstrating 6 feet of separation between individuals.
BCubicle
Y M A R Tdesks
I N R . Smust
M I T Hadhere to this 6 feet rule as well. A partition itself is not a replacement
for distance.
Adequate measures must be taken to ensure social distancing in break rooms, entry/exit
areas, and all high traffic areas throughout the building.
NOTE: Article 6 Sec 22 “LUNCHROOM” of the Master Agreement states: “Management will
attempt to secure space in the workplace that can be used for bargaining unit employee meals
and breaks. Such space will be located in an area that is accessible to all bargaining unit
employees. The area should be of sufficient size and furnished to accommodate the work
force in that location.”

Approving Regular Annual and Sick Leave
If you are being denied regular annual and sick leave, please contact your local representative
for further investigation.
Please refer to Article 31 LEAVE of the Master Agreement for more information on all types
of leave and the approval/denial process.
Approving Administrative Leave.
You are entitled to 10 hours of administrative leave per week (20 hours per pay period) to
assist in reducing the spread of COVID-19
Approving MaxiFlex scheduling
While we are in Phase 0 and Phase 1 of reopening, Management is expected to create the
most flexible scheduling possible.
Please refer to Article 26 FLEXITOUR AND OTHER ALTERNATE WORK SCHEDULES
of the Master Agreement for further information.
Issuing of PPE/ Cleaning and Sanitizing the Office
You will receive 3 masks. The Agency will provide hand sanitizer, gloves, and disinfecting
wipes for use throughout the agency.
Article 32 SAFETY, HEALTH, AND SECURITY
Sec 3 REPORTING UNSAFE CONDITIONS: The Employer shall encourage employees
to work safely and to report any unsafe or unhealthful conditions to their immediate
supervisors. When appropriate the supervisors should report these conditions to the
Safety and Health Officer and/or DESD to be investigated and corrected when deemed
necessary.
Sec 10 DRINKING WATER: Clean drinking water shall be accessible to bargaining unit
employees. The employer shall provide alternative water sources where there is certifiable
need.
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BUE Checklist (cont.)
Acclimation Memo
Per the Acclimation Memo dated June 10, 2020 you will be marked as unmeasurable for the first three
weeks (20 days) after returning to the office.
All errors will be recorded outside of ATS.
You will be audited at the same audit level as before you left for WSL.
Adequate time to check emails, Memos, and other updates
Your local management should be approving daily non-productive time at least for the first week to check
emails, memos, and other Department updates.
Daily Cleaning
A request to your local management can be made at any time on how the office will continue to be cleaned
and sanitized, and what additional resources have been authorized during the pandemic.
Until notified otherwise, all BUE are granted 15 minutes to clean your workstation each day.
P H OMid-Year
T O B Y M AReviews
RTIN R. SMITH

It is our understanding management will conduct Mid-Year Reviews once a BUE has returned to the office
and is no longer on WSL.
ARTICLE 18 PERFORMANCE STANDARDS AND EVALUATION
SECTION 9 INTERIM PERFORMANCE DISCUSSIONS (MINIMUM OF TWO): "The supervisor will
discuss the employee’s job performance with the employee in private surroundings at least twice during the
rating period. One such discussion should normally occur prior to June 1st of the employee’s appraisal
cycle and the second shall normally occur prior to October 1st… An employee may choose to not make any
comments or dispute any assertions about his/her performance during the interim performance
discussions without waiving the right to grieve his/her annual appraisal."
Computers and Technology
There is a chance that our systems will be negatively impacted with the hasty return to work, and with
many governmental agencies teleworking, or furloughed.
MOU: Agreement on 7 FAM 1300 Appendix AA Systems Outages and Disruptions.
“(2) Agency/Center management must notify passport specialists promptly about whether any or all of the
day will be counted as measurable (for tasks containing minimum production requirements) when a shortterm or long-term outage occurs, and not just for systems disruptions as listed in 7 FAM 1300 Appendix
AA section b.
(3) This notification will generally occur within 2 hours of the disruption or outage.
(7) The Agency and the Union recognize that system disruptions or outages affect individual employees
differently, and recorded system downtime or unmeasurable time in MIS may fluctuate from employee to
employee based on how each employee experiences the outage or disruption.”.
Suggestions
If you have any ideas, suggestions, or comments on how to improve the working environment in your local
agency, contact your Union Steward. If they are not available, reach out to the National Officers through
NFFE1998Comm@gmail.com

Other Resources
Fast Facts: COVID-19 survival on Surfaces
According to the CDC:
a.Cardboard: 24 hours
b. Wood: 4 days
c. Glass: 5 days
d. Copper surfaces: 4 hours
e. Plastic and Stainless Steel: 3 days
f. Fabric: 24 hours
g. Paper: Very porous, therefore
doesn’t last long

Useful Websites:
a. NFFE National Website
b. NFFE 1998 Website
c. CDC
d. WHO
e. Travel.State.gov
f. DOS/MED
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Master Agreement Highlight
ARTICLE 6 EMPLOYEE RIGHTS & RESPONSIBILITIES
Sec. 3 MEETINGS: A bargaining unit employee has the right to be represented by the Union at:
a. WEINGARTEN RIGHTS: Any examination of the employee by a representative of the Employer in
connection with an investigation if the employee reasonably believes that the examination may result in
disciplinary action against the employee and the employee requests representation. Employees shall be
provided annual notification of this Weingarten Right via a sole topic email within the two (2) months
prior to Labor Day.
No action shall be taken against an employee because that employee requests representation. Once the
employee requests a representative, the Department will not continue the examination or engage in any
subsequent examination of the employee without providing the opportunity for the representative to be
present. However, nothing shall preclude the Employer from not having the examination at all or
continuing the examination without representation if the employee so elects to continue the
examination.
When it is necessary for the Union to assign a representative that is not a Union representative at the
local Office where the proceeding takes place, either as a replacement for an absent Union
representative or where there was no local Union representation to begin with, the parties agree that
the representation may occur by telephone conference call, or by video conference, if available.
Further, a bargaining unit employee who is not being directly investigated, but simply examined in
connection with another employee’s examination, also has the full rights as described under Weingarten
Rights. A simple gathering of facts may inadvertently lead to self-incriminatory information related to
violations of law, rule, or agency policy as well as negotiated policy.
(...)
c. PERFORMANCE/PROMOTION DISCUSSIONS: The Parties acknowledge that periodic performance
progress reviews in accordance with Article 18, Section 9, are to be candid discussions between the
supervisor and employee covering both successful contributions and areas for improvement. If after
such a performance discussion a bargaining unit employee still has concerns about being promoted or
about his/her performance evaluation, the employee may request a follow up meeting with their
supervisor and the employee may request that a Union representative accompany them during such a
discussion.
Performance discussions that include questions about conduct issues (e.g., frequent absence, excessive
socializing), that lead a bargaining unit employee to reasonably believe their responses may lead to
disciplinary action, constitute an examination of the employee under part a of this Section, and the
employee may invoke his/her Weingarten right. The Employer will not conduct periodic performance
discussions with more than one supervisor/manager present without the employee's concurrence.
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Overtime, WSL,
and Admin Leave
Administrative Leave
You are entitled to up to 10 hours of Administrative time per week, spread out however you like. To use those hours,
you must fill out an DS-7100 leave slip for each day that you plan to use them. The type of leave is Administrative
Leave, and in the comments add one of the following purposes that fits your situation:
1. To provide care for children as a result of a lapse in childcare due to COVID-19 related school and
daycare closures
2. To provide care for other dependents (such as an elderly parent or family member) as a result of COVID19 relate lapse in care arrangements
3. For health and safety reasons in order to help prevent exposure/transmission of COVID-19, including
taking sanitation measures, transportation and commuting issues, and taking personal health/safety
measures to facilitate work
Your supervisor shouldn’t ask for specific details like which child you are taking care of or what sanitation measures
you are taking. Contact your local Union Steward if you have trouble getting this time approved.

Overtime while using Admin Leave or WSL
Did you know that you could still be eligible to work overtime even if you use your weekly allotment of Administrative Leave (Admin Leave) and/or
intermittent Weather and Safety Leave (WSL)?
If you are in the office on regularly scheduled time for some point during the week then you are eligible to work the Overtime outside of your
normally scheduled work hours.
For Example:
Passport Pete works 10 hours of his regular schedule, takes 10 hours of Admin leave and uses 20 hours of intermittent WSL throughout the week.
Is Passport Pete eligible for Overtime this week? Yes.
Happy Adjudicator takes 10 hours of Admin Leave and uses 30 hours of intermittent WSL.
Is Happy Adjudicator eligible for Overtime this week? No.
In short, if you use 40 hours of WSL and Admin Leave, you are not authorized to work overtime. If you use less than 40 hours of WSL and
Admin Leave then you are authorized to work overtime.
If you have questions about how Overtime is affected by Administrative or WSL used during this transitioning back to work, please reach out to
your local stewards, or to your national officers.
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Your Rights to Adequate Training and
Acclimation
As we return to work, it is imperative that we are supported in reacclimating to the requirements of our jobs.
Not only does this reduce the stress of our day to day responsibilities, but it ensures that we are making the
correct adjudicative decisions on identity, citizenship, and entitlement to a U.S. Passport. Our work is serving
the public need, but it is also of a national security concern.
The Union and Management agreed to a three-tiered priority list when returning to work: 1. Ensuring safety
of the working environment, 2. Ensuring the quality of our work, 3. Ensuring our production standards.
The first priority has been addressed with Management sanitizing all offices prior to our return and
ordering/stocking our offices of Personal Protective Equipment such as gloves, masks, hand sanitizer, and
sanitation wipes.
Before we can move to the third priority of ensuring production standards, the second priority of job quality
must be addressed. In the opening days back in the office (June 11th and 12th) your local management
should have given you sufficient time to reread emails, memos, and guidance critical to performing your role.
If you personally do not feel as if you have received enough time from your local management to adjust to
the new memos, emails, and guidance, please cite Article 13 TRAINING Section 1 of the Collective Bargaining
Agreement when discussing your need for more non-measurable time.
Article 13 TRAINING
Sec 1. PURPOSE
“While it is expected that personnel be qualified to perform their duties as a prerequisite to
employment, the Parties recognize the need for additional training to maintain, develop, and enhance
the competency of the work force. The Parties further agree that the function of training is to assure
the optimum use of human resources in fulfilling organizational requirements, and that any training
will be in accordance with applicable law and OPM regulations.
In conjunction with these requirements, bargaining unit employees assigned, transferred, selected, or
promoted to a new position will be given appropriate training in order to be able to satisfactorily
perform the new position. Further, bargaining unit employees returning to measurable tasks
from approved absence of a long duration or from a detail shall be given a reasonable
amount of time to familiarize themselves with policies, procedures, and other job-related
communications issued during the absence.
(Emphasis added)
The Employer will, as funds permit, provide training to improve employee efficiency and to assist
bargaining unit employees affected by a reduction-in-force or reorganization.
In this regard, the Employer agrees to consider the views of the Union in
developing such training.”
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What YOU Can Do
Here are just a few ways that you can get involved:
If you aren't already a member, join us and make us stronger in
numbers. Visit here for more information.
Talk with your local Union stewards about your concerns,
opinions, or ideas.
If your local steward is not available, reach out to your National
Officers through NFFE1998NationalOfficers@state.gov
Call Congress.
Here is a sample script:
“Hello, I’m a constituent of (insert legislator’s name) and
would like to make a comment to Senator/Representative
(enter name) regarding the congressional insistence on
Department of State to recall the Passport Specialist to
work before negotiations between management and local
NFFE 1998 had been completed.
I understand that the thrust was for specialists to telework,
however we have been waiting for a program called
Consular One for years, which would enable us to process
more efficiently, and telework if the circumstances arise.
I urge you to focus this burden on the State Department to
finish this Consular One program to enable Passport
Specialists the technology and ability to continue our vital
work for the public."
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