NATCA Grievance Tracking System User’s Guide

April 9, 2006

The NATCA Grievance Tracking System is an automated, Internet-based, and complete
solution for storing, printing, and tracking of all NATCA grievances as well as providing
automatic e-mail notifications and comprehensive but secure search capability of the

entire grievance database.

First, contact your RVP to set up a user name and password.
system at http://grievance.natca.net.

You will see the Summary screen below, showing the
status of all active Local and National grievances.
They are three steps in an employee grievance
process and two steps in the Union process:
1. Step E1 — The step is used when filing an
employee grievance against their supervisor.
2. Step E2/U1 — the employee grievance has
been elevated or Union initiated grievance.
3. 3 Level —the employee and Union grievance
has been elevated or originated at the national
level.

From this screen you can use either the tabs or the
navigation links (upper right in red) to get around in
the program.

Then you can login the

Grievance Tracking System

User Mame

Passwaord

=

This site designed for Internet Explorer
For alogin contact your RVP.
Brochure

Buiit by
the National Communications Committee

For assistance, contact Bill Holtzman at
FO3-403-0139(cell) or skyworken@oomeast net
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http://grievance.natca.net/

Grievance listings
Current grievances are categorized by level as follows:

E1 — employee grievance, level 1

E2/U1 — employee level 2 and union level 1
3" Level — employee level 3 and union level 2
Arb — grievances in arbitration

There is a tab for each level. The E2/U1 page looks like this.

Library

H H . Stant Feedhack
Grievance Tracking: FacRep Level

) ) Preferences lssues

Washington Centel Facilty BB

Logaout Email
BILL : April 09, 2006 sat JENR EPVU1 | Sdlev | Nal | Ab ) Seamh |

Employee Step 1 NeWET Crievance
Inciude grevances o =
s M ¥ days  NATCA # Rep |Heam Feciity | ZDC v © D

NATCA/FAA Grievance Regarding Date subm'd Rep FAA Reply By|Attach Close/
(Copy) (View/Print) or days left | (Resolution) Elevate (View) Status
“Winlation of Article 38, section 9,
John
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In the example, there are two grievances at this level within ZDC.

Entering a Grievance at Step E2/U1

To enter a new grievance, go to the Summary page. You’ll see an area called “Start a
New Grievance” as shown here. (Note: Before you can enter a grievance, you must select
Address Options. See page 19 in this guide for more info or click “New users click here”
on the Summary page online.)

Start a New Grievance
e | NEW GRIEVANCE |
—Seloct ¥ [2005 % NEW GRIEVANCE

Templates are optional when starting | Template MName Date of Incident Wilel1 Wile2
new grievances. Click here to add

or edit your local termplates. Select—> b

To start a new grievance, select a filing level and click the “New Grievance” button.
(We’ll talk about templates later.) If you are entering grievances from a previous year,
select that year in the drop down. You’ll see the following screen.



NEW EMPLOYEE GRIEVANCE

Library
Summary Feedback
Preferences  lssues

Grievance Tracking: FacRep Level

Washington Center Facility BBS
Logout Ernail
BILL : February 24, 2006
Grievart ;
* Grievant || in]e E-mall Date Subrr;;tté? gl
* Union Rep —-Selact--> v E-mail O Yes
ievant?
“iolation Date gl anevant? O Mo
Year | 2006
* Send to: | ---Select---= ~
Send Third 1 Bonza * Required Fields

Level letter to. All dates are mmfddfyyyy format.

* Grievance

Regarding

* Mature of Grievance
Paragraph || Font || Size % | Foreground w || Background “

(e )= =E====

=
il

* Corrective Action Desired

Paragraph || Font || Size % | Foreground || Background w
DanEECOEBE
Censoring:
s When the grievance is viewed by another facility, these will be X0'd out. + Review how it displays using the "View 330" button on the appropriate
« Copy and paste is best grievance listing page after you've entered the grievance.

Censor Wards (separate by a comma)

| SUBMIT CANCEL

Two of the fields have convenient shortcuts. For the grievant, if you click the facility
three-letter identifier next to the field, “ABC NATCA” will appear in the grievant field.
Next to the Rep field is a drop-down which, when you select one of the Reps in this list
will cause that Rep’s full name to appear in the Rep field. The “E-mail Grievant” field is
an option that allows the grievant to be notified any time there is an entry or change made
regarding the grievance.

The required fields are marked with a red star. You can specify Censor Words that will
be concealed when anyone outside of your facility views the grievance. Names and other
sensitive information should be entered in this field, separated by a comma. Once the



grievance is entered, you can view the censoring by clicking on the View XXX button in

the E2/U1 grievance listing.

The remaining fields are optional. Date Submitted can be entered later since many
grievances may not be submitted right away. Since FAA Number, Received By, and Date
Received will be filled in later, these don’t appear.

Using Templates

Templates enable you to enter similar grievances fast! Go back to the Summary page and
click the Templates button. You’ll see this.

BILL : February 24, 2004

Grievance Tracking: FacRep Level

Washington Center

Library
Surnrmary Feedback
Preferences  lssues
Facility BES
Logout Email

Create New Template

To create a template, enter your text into the appropriate fields. YWherever you want to leave a space blank for 8 name, put the exact text *MAME®
{including the stars) into your text. For dates, use *DATE®. ¥ou can also include "WILDT* or ®WILD2® for other text you'd like to substitute in later.
When you create the grievance from a ternplate, you can specify a name, date, wildl and wild2 and these will be automatically substituted into the

new grievance text. Templates are facility-specific.

Edit a Ternplate
MNAME® *DATE"

Transition Schedules

Mature of Grievance

Faragraph ~ || Font w || Size || Foreground

e uE== ===

"WILD T “WILDZ*

w || Background

{copy and paste)

Corrective Action Desired

[ u === ===E

Paragraph || Font || Size % || Foreground

|| Background

[ SUBMIT | [ CLEAR | [ CANCEL

To create a template, fill out the four fields. If you want to be able to specify information
unique to each grievance - including a person’s name, a date, or another piece of text —
use the substitution text indicated. For a name, use *NAMEX, for a date use *DATE*,
and for other text use the wild tags shown.

Your template might look like this.



Edit a Template

2 Hours on Position v AME? "DATE" “WILD1* "WILDZ" {copy and paste)
MName of Template

2 Hours on Position

Grievance Regarding SUBMIT DELETE CLEAR CANCEL
[ I I I

Z Hours on Position Article 33 3Jection 1

Mature of Grievance

Paragraph | Font || Size % | Foreground + || Background v

OHEAEEEES

On *DATE*, *"MNAME® was required to spend maore than 2 consecutive hours pedorming operational duties without a
break. This is in violation of Article 33, Section 1 of the Agreement between the National Air Traffic Controllers
Association AFL/CIO (MATCA) and the Federal Aviation Administration Department of Transportation dated
September 2003

Caorrective Action Desired
Paragraph | Font + || Size ¥ |Foreground + || Background v

[o[e]u === =]=]=]

1. *MAME® receive 2 hours of compensatary time
2. "MNAMET be made whole in every way.
3. NATCA be made whole in every way.

Now return to the Summary page. Select your template and enter a name and date, then
choose a filing level and click New Grievance. You’ll see the grievance entry screen with
a grievance based on the template already loaded. All you’ll need to do it add the
grievant, Rep, and select a Send To and you can enter the grievance. You may want to fill
in other fields as well.

The Grievance Listings
From the E1 page, re-select the Facility and other filter options and then hit “Go” to
peruse current grievances within your region at this level.
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Click the E2/U1 tab to see grievances at that level.
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Each grievance occupies one row of this table. From left to right, the first column
identifies whether the grievance is employee or union. The next column is the EDIT
button. You can use this button to retrieve a grievance in the format it was entered and
then edit it. You might correct an error, assign it to a new Rep, enter the date you
received an Agency reply or a number of other things. We’ll get back to this
momentarily.

The next column is the NATCA number. This is automatically assigned the instant the
grievance is entered into the system. The first two digits are the year, the next three
characters are the home facility of the person entering the grievance (or selected facility
for RVP-level users), and the last component is a sequence number. The sequence
number starts with 1 each year for each individual facility. It increments each time a
grievance is entered for that facility.

You’ll notice you can click the NATCA number. This will take you to the grievance
entry screen, but with several fields already filled in based on the grievance you selected.
By changing names and or dates and adding a few pieces of information, you can quickly
duplicate a grievance with this tool.

Getting back to the EDIT button, here is what you’ll see if you click it:



EDIT UNION GRIEVANCE

Library
Sumrmary Feedback
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Paragraph || Fant || Size * | |Foreground || Background w

DEOEEEER

COn or about JTanuary 14, 2006, MMATCA the agency terminated the long standing practice/policy of changing an employees regularly scheduled days
off when called in for overtime on a Sunday. The agency’s termmation of this practice/policy without completing negotiations with the Union 1z a
wiclation the Parties” collective bargaining agreement including but net imited to Article 7. Additionally, by refusing to bargain on the aforementioned
matter the agency has comtnitted unfair labor practices in wiolation of 5 T.3.C. Section 7114, 7116, and 7115,

* Corrective Action Desired
Faragraph || Font v || Size v | |Foreground w || Background -
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The Uhion requests that the Agency takes the following actions:

13 The Agency immediately cease and desist fom terminating the practice/policy of changing an employees regularly scheduled days off when
called i for overtime on a Sunday,

2) The Agency is to issue a status quo ante in the application of the practice/policy of changing an employees regularly scheduled days off when
called in for overtitne on a Sunday,

3

et

Provide NATCA with the requested briefing and engage in bargaining as appropriate over the proposed changes as required by the statute;
and

4y Prowide any other remedies available or deemed appropnate, mcluding attorneys fees

Censoring:
» ‘When the grievance is viewed by another facility, these will be 3360 out o Review how it displays using the "View X" button on the appropriate
o Copy and paste is best grievance listing page after you've entered the grievance.

Censor Words (separate by a comma)

Cverwrite O YES
CensarWords? @ MO

This screen shows several new fields from the original entry screen. In the upper center,
you’ll see a table of dates. This gives you the chronological history of the grievance.
NATCA Submit By and FAA Reply By are deadlines that are auto-generated based on
the CBA but can be amended manually using the fields within the green box in the upper
right. The Submitted and Received columns are actual dates that you enter also into the
fields in the upper right once they’ve occurred. When you enter a date received, the



grievance automatically kicks up to the next level and the deadline is set for you to
submit at that level. More on this in a bit.

The next field on the E2/U1 page is Grievance Regarding. This is your topic. Click it and
you’ll get a pop-up window containing the grievance formatted for printing.

ZDC NATCA

WASHINGTON CENTER, 825 EAST MARKET
STREET

LEESBURG VA 20175

September 21, 2005

825 East Market Street
Leesburg VA 20175

Re: Grievance Regarding Use of Electvonic Devices in the control room

Dear Mr. Trving Washington,

Pursuant to the agreement between the MNational Air Traffic Controllers Assoniation ("NATCA" or "the Umon") and the Federal Awation Admmstraton
("FAA" or "the Agency") dated February 25, 2001, the Tnion, by its undersigned representative and in accordance with Article 9, "Grievance Procedure”,
hereby submits the following grevance on behalf of the bargaining unit.

Name of Grievant: NATCA

Name of Representative: Tin Casten
Date of Violation: September 13, 2005
Request Oral Presentation: Mo

Nature of the Grievance:
fSSUE

NATCA contends that the Agency has violated arlicles of the CBA, including but not limited to Aricle 7 (Midterm Bargaining), Adicle 3 (Grievance Procedure),
Aricle 102 (Effect of Agreement) and all other applicable laws, rules and regulations by failing to conduct appropriate bargaining with respect to the use of
personal electronic devices for bargaining unit employees at Washington Center.

FACTS

On September 13, 2005 the Agency through written Reminder nofified employees that the use of all personal electronic devises was prohibited in the operational
control room. The practices and policies for use of personal electronic devises in the operational control room have been in existence throughout the term of the
1998 collective bargaining agreement constituting a long standing past practice.  Itis well established by legal precedent that long-standing past practices ripen
into extensions of collective bargaining agreement.  Additionally, this past practice has survived not only the "past practice review” conducted after the signing of
the 1998 CBA but also was not raised as an issue in conflict with the collective bargaining agreement during negotiations over the contract extension in 2003.

Should the Agency elect to change the abovementioned existing past practice it must afford the Union the opportunity to bargain in aceordance with articls 7 of
the parties” collective bargaining agreement. The Agency’s failure to brief and bargain where appropriate with MATCA on the change fo existing practice
constitutes a breach of its duty to negotiate.

The: unilateral change to the existing practice clearly constitutes a change in working conditions contemplated by Adicle 7 of the collective bargaining agreement.
As such, NATCA is entitled to 2 briefing on the change a5 well as the apporunity to bargain where apprapriate.

Remedy Sought:

The Union respectiully requests that:
1) The Agency refrain from any change to existing practices with respect to the use of personal electronic devices in the control roam;

21 Return working conditions to status quo ante;

3 Provide NATCA with a briefing at a mutually agreed-upon time;

41 Provide NATCA with the opportunity to bargain all negotiable matters;

51 Make whaole any bargaining unit member impacted by the Agency’s unilateral action;

8] Provide any other remedies available or deemed appropriste, including sttomeys fess
Respectfully Subrmitted,
Titn Casten
ZDC HNATCA

T acknowledge receipt of this grievance

Signature Title Date



Before you actually print the grievance, make sure you click the link “Before you print
grievances” on the Summary page.

The next field contains either the date submitted at this level or the number of days you
have to submit it. You’ll notice that in the last grievance on this list, there are only 8 days
left to submit at this level. The green box with an “N” indicates it is a NATCA deadline
and you’re still in the green. As you get closer to the deadline the box will turn yellow
and then red. If you’ve missed the deadline a red box with the word “PAST” will appear.

The next column contains the Rep. If you click on the Rep, you’ll visit a page in which
you can enter and track resolutions for the grievance. This will help you to identify when
the Agency has failed to meet an agreement. The number of resolutions on a particular
grievance will appear in the Rep box as shown.

NATCA Grievance Regarding Date subm'd Rep FAA Reply By|Attach L3 | Close/
tCupﬂ (View/Print) or days left | (Resolution) (Elevate) |{View) Letter | Status

Jeff Wellborn
v Il c&-z0c-101| OPF Grievance 02/0B/06 i SToctucl BRIV << [[[view Jciose |

The FAA Reply By column shows FAA deadlines. If the Agency has not yet responded
you will see a date here accompanied by an “F” in a colored box, exactly like the Date
Submitted column. In the example of page 4, the FAA has missed four dates and is “in
the green” still on three others. You can click on this field to elevate the grievance
without an Agency reply. If you do this, the grievance will move to the next level.

The next column is for Attachments. The number shows you how many attachments
currently are stored for this grievance. You can click on this number to see and download
the attachments as well as to upload your own. That screen looks like this.

Attachments

MNATCA #05-ZDC-1, Grigvant NATCA
Grievance Regarding: Use of Electronic Devices in the control room

File Name
Category
—3Select—> v

Description of File (Max characters: 200)

File Hame Catego Description (or hover
{To di, right ¢lick, save target) gory on green block)

0 of 2000
Mote: The maximum file size is 4 MB.

[ Lriomo reru

On the left is the list of current attachments. Click on the file name to download. On the
right you can select a file on your local drive to upload to the server.



Once you upload a document, it will immediately be accessible to credentialed users.
You'll see your document and entry posted for downloading right away.

The next column in the grievance listing is Notes. This is a running log of events and
comments associated with the grievance. The notes page looks like this:

BILL : February 25, 2006

Comment Log for Grievance:

NATCA # 05-CKB-6, FAA # MC-AEA-05-6762-CKB-3, Grievant: Micheal Sealy
Understaffing facility day shift 12/4/05

Add comment
| RETURN
| SUBMIT
(Comments can be edited only by the originator,)

Made by

Infarral meeting held 1/206 J Boat Il Jan 16, 2008
Wleeting held with KG on 1/2/06 (infarmal) J Boot Il Jan 12, 20068
1-2

To add a note, simply type it into the box and hit Submit.

Next you’ll see the View XXX button. This will show you a pop-up window containing
the grievance in printable format but with the censoring enforced. You’ll be able to
preview how the grievance will look to others outside your facility so that you will not
accidentally reveal sensitive information.

The next-to-last column is for auto-generating the third level letter. The program can
provide you with this letter automatically.

Finally, you can close out the grievance using the CLOSE button. It will give you the
option of deletion, withdrawal, sustain, deny or settlement. You can add some
commentary as well explaining what the result and circumstances. If the grievance has
been closed you’ll see the disposition in the listing and be able to click on it to see a pop-
up window containing comments and other details about how the grievance was closed.

Note that recently closed grievances will appear on the grievance listings (E1, E2/U1,
etc.) so that users can more easily keep track of what occurred. Using the drop-down after
the “Grievances closed within” text, you can select how long you want to look back in
time.

Updating your Grievances
Returning to the EDIT screen, you’ll again notice the new fields in the upper right inside
the green box. The following example is for an E1 grievance.

The Reply By date (10/03/2005) is auto-generated by the program by adding 20 days to
the Date Submitted, but it can be edited as well should you agree to an extension and add

10



comments to the Notes. You will notice the appearance of the fields FAA Number,
Extension/Reply By Date, and FAA Response Received Date

Dateatggmﬂzfg 081 3/2005 g This is the date employee handed in the grievance to their Supervisor.
FAA Number FAA number provide by the Agency

Automatic 20 days, or it can be edited with agreement with the agency

F!:JJIM&EIH [i'l:: 10,03/2005 =) to extend their response. Add agreement to ATTACH
o This is the actual date Agency Response is received. Entering this date

FAA Response ﬁl will automatically move it to Step E2/U1

it E""Efj = Automatic 20 days from first field of first learned of grievance so you
MATLA Edit E1 10/073/2 005 ?ﬂ know when to submit to Supervisor, or can be edited to reflect
Submit by Date meeting or other deadlines. Add agreement to ATTACH

To elevate the grievance, simply put a date in the FAA Response Received Date field on
the edit page. The grievance will move from the Step E1 screen to the StepE2/U1 screen.
You can also elevate if no response from the Agency by simply clicking (elevate) on Step
E1 summary page. You can click the EDIT button at any time to make or add additional
information. It is a good practice to scan and ATTACH any documents sent to or from
the Agency.

For a U1 grievance, the EDIT page green box will look like this.

Oate Submitted m This is _the date employee/union handed in the grievance to their
at E2/U1 Level 2%13/2008 ! Supervisor.
F&L Mumber FAA number provide by the Agency
FAL E2/LM Edit Automatic 20 days, or it can be edited with agreement with the agency
Reply By Date 10/03/2005 EI to extend their response. Add agreement to ATTACH
FAMA Response EI This is the actual date Agency Response is received. Entering this date
Feceived E2/1 & will automatically move it to Step E3/U2
METCA Edit B2 10/03/2005 ?;I Automatic 20 days from first field of first learned of grievance so you

know when to submit to Supervisor, or if given extension to elevate

Subimil by Date
grievance. Add agreement to ATTACH

At the E3/U2 level, the same screen might look like this:

Date Submitted This is the date employee/union handed in the grievance to their
at E3/U2 Leyel (27722008 Bl supervisor

FAA Mumber  EMN-0062-ANIF900-05-0006-17 FAA number provide by the Agency

FaL B3/ Edit 0341142005 EI Automatic 20 days, or it can be edited with agreement with the agency
Reply By Date A1 2l to extend their response. Add agreement to ATTACH
FAA Response EI This is the actual date Agency Response is received. Entering this date
Feceived EJNLZ & will automatically move it to Step E3/U2
MATCA Edit EQNLUZ ﬁﬂﬂl Automatic 20 days from first field of first learned of grievance so you
Submit by Date know when to submit to Supervisor, or if given extension to elevate
grievance. Add agreement to ATTACH
FAA Hesponse 03/01/2005 EI

Feceived E2111

This last field is used if and when you get a reply from the agency
after you elevated it to the next level due to the agency failing to reply
within 20 days. Add Response to ATTACH

11



Create a Request for Arbitration Form under StepE3/U2:

To request a grievance to arbitration, click the VIEW button under Arb. Form. You’ll see
this. The data will be filled in from the grievance and you can provide any additional
information in the Comments area.

15 ;-
AN,

Arbitration Request Form
for Region X

VUHNY

Grievant Mame: Al AWP bargaining unit members
Geographical Region:  EWF
Date of Origmal Grievance:  1.nfa, 2. 07/22/2005, 3. 07/22/2005, 4. nfa

FAA Grievance Mo EN-0062-ANI-200-05-0006-01

Brief Descristion: 05-018 Offensive TV programming in RO cafetena

Comiments:

Locd President/N ational Repre sentative Cnly Diate

Automatic Request for Arbitration Form: You have to sign and fax to the RVP office for
processing to NATCA HQ. Please state if all information is already uploaded to the
website under ATTACH; if not, send grievance fold and documents ASAP to the Region
X RVP. After you complete the above form, you can enter the FAA Reply By date or
click on (Arb Req) date under the Step E3/U2 Summary page.

Arbitration Level
To view grievances at arbitration, click the Arb tab. You’ll see this.

Library
Grievance Tracking: FacRep Level ﬁ‘a” Feedback
_ references  |ssues
Washington Center Facility .
Logout Ermnail
BILL : April 09, 2006 Ssat | Bt | E2ul | slev | vat YT - Search
Arbitration Requested [ Arbitration Scheduling |

For the FAA number, hover an the EDIT button

Include arbitrations ) ;
closed within |0 | daya  NATGA# Facitity | ZDC ~ @ W

NATCA/FAA Grievance Regarding |Date Subm Arbitration # Advocate |Date Sched
(Copy) (View/Print) (Submit) Approval Co-Advocate| mm/dd/yy

05-Z0C-1 Use of Electronic Devices in

MC-AEA-05-2069-ZDC-3 | the control ronm 1202106
U Nc.AEE?ugggs;.mcs OFF reguests 3i27/08 - - ° ° 2 0 IW
U NC—AE2§65—2%3—1D0—3 Al &3 327106 - - - - 2 0 W
U o aidDCll | SF71 Leave Skubon 3727106 . ; ; } 0 Ed
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For RVP level users, this screen will look a bit different as a number of the fields will be
editable. RVP level users will be able to do multiple updates in one click. The four fields
that are directly editable, Arbitration #, HQ Approval, Advocate, and Date Scheduled can
all be changed and the changes entered by clicking the Update button (RVP level users)
in the lower right. The other features of this screen such as the ability to print, close or
edit the grievance, the use of attachments, and the use of notes are the same as in the
other grievance pages.

The Arb page, like the others, will also show closed grievances that were closed within
the time frame the user selects in the drop-down.

National Grievances
For most users, the National Grievances page will look like this.

Library
; m Start Feedback
Grievance Tracking: FacRep Level i Ferhar

) Preferences  lssues

Washington Center Faclity EBS

Logout Email

BILL : April 09, 2006 Stat ) Bl Eaul | sler TN A Y Seach |
National Grievances
Include Mational Grisvances
closed within 0 1| days NATCA # w w

NATCAS Grievance Regarding Date submitted LR Rep AA Reply By |Attach Status
(Copﬂ (View/Print) or days left (Resolution) IReq Arb) |(View) (Details)

o Southern Region Cornp Time Agreement
0B-*HQ-23 dated March 15, 1936 Ao Bl Peter Gimbrere Open
OB-"HE@-29 | RWP Designees at 3rd Level g Sutich = 1 0 Open
. Implementation of GENOT 7110.64R N .
06-*HG-31 (MEAW Aleris) 16 Girnbrere ° 1 0 Open

1-3

This screen is very similar in function to all of the others. The difference is primarily that
only National level users can edit or close these grievances. The purpose of this screen is
to provide all users with up-to-the-minute status information on all National grievances.
This page also will show those National grievances that have been closed within the
selected time frame.

The user can also access current information regarding Agency notifications from the
National page. Click on See Agency Notifications to see this.
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BILL : April 09, 2006

Grievance Tracking: FacRep Level

Washington Center

Library
Start Feedback
Freferences  lssues
BES
Email

Facility
Logout

st | E1 | Ean o sdlev TN Ab ) Search

Agency Notifications

Include Agency Motifications

closad within ¥ days

[ Co Jf Recet ]

Nate: You can download the Motice, NATUA response and Agency response from the listing below. For other files, click the number in the Attachments colurmn.

Notice Title FAA Notice NATCA Response Sent FAA FAA Response Attach-
and Date and Date To Reply Due and Date ments

PP AR e, | i i R,

Retention, and

Relocation Incentives Site. pdf

10417105

9.26.05 Article 7 Early
Dispute Resolution. pdf
09/26/105

Article 7 Early Dispute
Resolution

9.20.05. Article 7
Grievance Mumber
Format. pdf
09/20/05

Article 7 Grievance
MNumber Farmat

Relo Incentives on FAA

PE #42 Retention, Reln

Incentives. pdf Mel Harris
10/31/05
9.28.05 MATCA Reply
to Article 7 Early Mel Harris

Dispute Resolution. pdf
09/29/05

9.26.05 MATCA Reply
to Article 7 Grievance
Murnber Farmat. pdf EdjRssell

09/26/08

Cedified  [ESH o 2 Open
Mail/Fax IS o 2 Open
MailF ax - - 2 Open

Only National level users can enter data for Agency notifications. The three primary files
— the original notice, NATCA response, and Agency response — are available for
download directly from this page. Just click on the file name. Any other file associated
with a notification can be accessed via the Attachments column link. Once the
notification file is closed the information will still be available for the selected time

frame.

General Information on the grievance program
All screens also provide a means for printing out the pre-formatted grievance for paper
submission to the Agency. Click the hypertext under Topic for this. You can then print
out the grievance using the print function in Internet Explorer. There is one caveat,
however. The default print settings show the web address in the page footer, as well as
some other information in the header. You can eliminate or alter these settings very easily
as described on the READ ME link on the SUMMARY page of this program.

To avoid issues with printing from your browser, you also have the option to create a
Word document of the grievance by copying the printed grievance from your browser
into a blank Word document. If you do this, you may want to then upload the document
to the site. With additional investment, the system could be improved to automatically
generate Word and PDF documents automatically.

User Management

Security is a vital concern for this system. The RVP level user has the ability to control
access by managing the region user list. The RVP/Adm page looks like this.
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Library
Start Feedback
Preferences  |ssues

Grievance Tracking: RVP Level

Washington Center Facility -
Logout Ernail
BILL : April 09, 2006 Stat |\ E1 | E2MWT  Srdlew | MWatl | Arb | Search RVP/Adm
Currently Authorized Users Add an Authorized User
Before creating new users make sure no account akready exists. Never delste g wser and then recreate First Last

thermn. [natead reactivate them from the Delsted User listing (scroll down and look right).

Message (to be included in login email) Access |——Select—> v | Email

Search Last Name

Facility | ---Select---= v
[ Third level team?

. !‘-Im!]e Access - Email Nate: Avoid uging ADL addresses as they treat
Edit third level team  Username Level Facility Delete Login automated e-mail natifications as spam. Instaad,
Phil Barbarello™ pbarbarello RVP Eastern Region Delete |Send have users set up a NATCA e-mail account and
& Bill Holtzman bill RVP  Washington Center Delete |Send forward it to the AOL acsount.

& Faul Rinaldi® prinaldi  RWP Dulles ATCT e | ) | S
&I Sallie Sullivar® ssullivan RWP  Eastem Region Delete |Send
@D Steve Sutcavage® ssutcavage RWFP  Pittsburgh ATCT Delete |Send
&I Frank Bernardo fhernardo  FacRep Caldwell YWright ATCT Delete |Send Add a Facility
&P Dominick Bocelli dbocelli FacRep Mew York TRACON Delete |Send Facility FacilitylD
(Full narme) (3 letter)
& Jack A Boot I jboot FacRep Clarksburg ATCT Delete |Send Facilt
acili
&I Barrett Bymes bbyrnes FacRep Kennedy ATCT Delete |Send Addresi
@D John Caccavale jeaccavale  FacRep Binghamton ATCT Delete |Send
& Joey Carbone jcarbone FacRep Harisburg ATCT Delete |Send FacRep
&I Tirm Casten tcasten FacRep YWashington Center Delete |Send Add Facility
&P Don Chapman dchapman  FacRep Philadelphia ATCT Delete |Send
&I williar Clark wclark FacRep Newport Mew ATCT Delete |Send
@D Frank Corcoran fcocoran FacRep MNew York TRACORN Delete |Send .
@& EBob Crawford berawford — FacRep Pittshurgh ATCT Delete |Send View DEIEl_Ed USEIS
= You'll be able to reactivate their accounts
@& Robert D'Addario rdaddario  FacRep Syracuse ATCT Delete |Send
@D Susan Deegan sdeegan FacRep Republic ATCT Delete |Send
@& Erian Dowd bdowd FacRep Buffalo ATCT Delete |Send
& John Dunkerly jdunkerly  FacRep Baltimore ATCT Delete |Send

rowe(s) 1 - 20 of 106 v | Mext (&

To add a user, simply fill out the blanks in the Add an Authorized User area and click
Add User. If the new user’s facility is not in the list, you can add it using the Add a
Facility area. When you enter a new user, an automated e-mail is generated providing
them with their username and password. To re-send this information to an existing user,
click on the Send link next to their name.

You can edit user information using the Edit button next to the user’s name. However, if
the FacRep changes and you wish to remove the old FacRep’s access, delete them using
the Delete link next to the their name and then create a new user for the incoming Rep.
Every user is kept in the system for historical purposes.

When you delete a user their login rights are removed and they will disappear from your
list but their information remains. To re-activate the account of a user that has been
deleted, click the View button under View Deleted Users. This would be needed in the
event that a Rep steps down and then later is re-elected to the position.

Third Level team users will automatically receive an e-mail notification every time a new
grievance is posted within their region.
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Searching the Database

Library
Grievance Tracking: FacRep Level srert Feedhack
. Preferences  Issues
Washington Center Facilty BRES
Logout Ernail
BILL : April 09, 2006 Stat | CET | CE3Ul ) Cawler ) Cnal e ) R
Search the National Grievance Database
Level
Search Word FAA Number Facility ID  Year Sé;“gsurrem O ZDC @ ‘._ i
catrun N | E | O Archives O NEA
® National

Search Results

Censored NATCA/FAA Teralle
View {Copy) P

0B-Ma0-5 T
MhSdl  1ic_srao.srag.nen.g Distribution of Overtime Open - 3rd Level
VIEW 0B-MS0-138 Overtime Open - E1
06-PCT-B . .
MEl i npa s ainporg Dvertime Wiolation Open - 3rd Level

1-3

In this screen you can enter phrases, words, or names and the results will show all
grievances in which that exact text appears in the grievant, nature of grievance, or the
corrective action fields. This does not work exactly like Google. Do not use double
quotes or any other punctuation to specify an exact string of text, unless you are looking
for that punctuation.

The system will only look for the exact series of characters you specify, but it is
indifferent to letter case. The options enable you to limit the search to either current or
archived grievances, as well as to limit the search to inside your facility or the entire
national database. A local, current search will look like this.

Library
B ; . Start Feedback
Grievance Tracking: FacRep Level
. Preferences  Issues
Washington Center Facilty BES
Logout Ernail
BILL : April 09, 2006 Stat | E1 | EZU1 | drdlev | Mall | A m

Search the National Grievance Database

m Status
Search Word FAA Number Facility ID  Year @ ZDC ) .
|bidding | ‘ ‘ | ‘ |AII V| © Current O MNEA @
O Archives

O National

Search Results

Edit this | View this NATCA/FAA Topic Attach # Notes | Status
Grievance | Grievance (Copy) p (View)

OB-ZDC-3

EDIT B A B S ATES Prime tirme bidding CLOSE
06-Z0C-13 ‘g

Eil EW Mo ZDE 13 Leave Bidding 2 T [cLose
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To see the details of the grievance, click VIEW. To see the comments on the case, click
NOTES. The attachments page can be accessed by clicking on the number in the “Attach
#” column. A local, archive search will look like this.

Library

Grievance Tracking: FacRep Level Start reedback

- Freferences  Issues
Washington Center Facility BBS

Logout Ermnail
BILL : April 09, 2006 Stai ) (Bl EUT ) smiey et ) an ITTIE
Search the National Grievance Database
Level
Search Word FAA Number Facility ID  Year Sct;t%s " @ ZDC : —
rw— I A Qo S @ G
O National

Search Results

Edit this | View this |NATCA/ Teralls Attach # Notes| Status
Grlevun:e Grievance ICupﬂ P (View)

[ 5040 Violation of ZDC Order 3800 2 Chg 1, Round 3 Leave bidding Withdrawn
RE osoc113 Schedule Assignments 0 0| withdrawn

1-2

Click the DETAILS button to see this.

Grievance Tracking: FacRep Level

Washington Center
BILL : April 9, 2006

GRIEVANCE

FAA Number MNone
NATCA Number 06-ZDC-113
Topic Schedule Assignments
Case outcome YVyithdrawn
Date closed 02/07/2006
Closed by Doug Lance
Closing comment duplicate entry

There are no comments on this grievance.

Archived Grievance Record

This includes both the Comment Log and the closing comments and outcome as entered
at the time the grievance was closed.

Local searches will show all information. For FacRep level users, searches outside of
your facility will not show notes or attachments and the View will be censored.

Watching Grievances
On the Preferences page is a button for your “Watch List”. You can use this screen to get
e-mail alerts on any record changes for a particular grievance at your Local.
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Library

Grievance Tracking: FacRep Level St Feedback
N Freferences  lssues
Washington Center Facility EES
Logout Errail
BILL : April 09, 2006 Start o BT EZW 0 Grdlev o MNatl o Arh | Search

Your Grievance Watch List

Currently in your watch list:

Select new grievances to add to your watch list: FAA NATCA Delete
Number Number (EL
Watch List

NATCA No., Grievant, To
. . lopic MNC-AEA-0B-5359- IDc 0B-ZDC-1 DELETE
Grigvance | -------- Select -------- = Dc-3 HATCA
MC-AEADR-7327- panles 05-70C-
SUBMIT 70C-3 HATCA 107

12

To add a grievance to your watch list, simply select it from the pull down list and hit
SUBMIT. To remove it, click on the DELETE button next to the grievance.

Preferences Link

Library
i H . Start Feedback
Grievance Tracking: FacRep Level : permas
R ) Preferences  lssues
Washington Center Faility BES
Logout Ermail
BILL : April 09, 2006 Start | E1 | EZU1 | drdlev | Matl o Arbh  Search

Your Preferences

* Current Password:

*Fi Bill
First Name [Hi Reguired for all changes

* Last Mame |Holtzman E-mail address |skyworker@comcast.net
Drail
Send e-mail for all G, E-mail notification of © v
grievance actions at . O Weekly
O Yes upcoming deadlines
Washington Center O Mone
Include letterhead O No Include cc © Mo
on print &) Yes on 3rd level letter & Yes

Mew Password

Mew Password (retype)

SUBMIT
ADDRESS LIST | WATCH LIST

When making changes to your preference do not forget to enter you password then
click submit to save the changes.

Most of the preferences need no explanation. However, you must visit the Address List

page and select your list before you can submit any grievances. These addresses will
appear in your printed grievance form.
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Library

Grievance Tracking: FacRep Level gta” Feedback
references  |ssues
Washington Center

Facility BBZ
Logout Email
BILL : April 09, 2006 Stat 4 E1 0 EIUT o drdlev o Matl | Arb | Search
All Agency Addresses Your List
| Add New Management Address |
Contact your RP to edit any of these entries. Brienza MEA,
Search by Last Mame Address Region )
MEA v @ REMOVE YWashington NEA
[Seicct [Name_ [Region] _____ Addres | &
Mewe York TRACOMN
ADD B Allen pEn (SRS AE

1515 Stewart Ave.
Westhury, Mew York 11590

ADD B Bateman MEA  ZDC

Mr. Steve Brienza, Manager
FAA Labor Relations Branch
1 Awiation Plaza

Jamaica, MY 11434-4809

Washington Air Route Traffic Contral Center

- K Brommage MNEA 825 East Market Street

Leesbury, WA 20176

ADD Brienza MNEA

The list of all stored addressees appears on the left, and your list appears on the right. By
clicking on the “ADD” button, you can put an addressee into your list. If your
management contact does not appear in the list on the left, you can add him/her using the
Add New Management Address button.

Library

Grievance Tracking: FacRep Level dummary - Feedback

. ) Freferences lssues
Washington Center Facilty BES

Logout Email

BILL : February 25, 2006

Management Addresses

* First name
* Last name
Region | NEA v

* Salutation (after "Dear")

* Agency Address

| CANCEL SUBMIT

Here you can add a new contact. Fill out the form, keeping in mind two things:
1. The Salutation should be whatever you want to appear after “Dear”, such as “Mr.
Brienza” or “Ms. Blakey”. The program does not insert the last name.
2. The Agency Address should include the full name and address you want to appear
in the letter header.

Once you’ve added your new contact you will still need to ADD it to your list.
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When your list is complete,
you can check your work by
opening a new grievance and * Union Rep |

* Grievantl

selecting the Send To drop- .
down asgshown on the rigfmt. Date of Yiolation =
* Send to: |[—Select—> -l
Note that the ability to edit Sand Third e |
agency addresses is limited. Level letter to; [Mr. Brienza
It is not desirable to allow kr. Irving \Washington ]
any user to edit other user’s * Crigyance
addresses, so this capability Regarding
is restricted to a RVP level =l
only.
Facility Link
Library
Grievance Tracking: FacRep Level T
Washington Center Facility BES
Logout Email
BILL : April 09, 2006 Start | E1 | E2U1 | drdlev | Matl | A | Search

Your Facility Correspondence Information

Facility ID ZDC
Facility |VWashington Center

8§25 East Market Street
MATCA Local Address |Leesburg Vi 20175

This appears in the grievance
letterhead and was formerly
labeled "Facility address"

Rich Santa
MNATCAR ZDC, President
FacRep fwath title)

Mote: To enter Agency addresses, go to Preferences--=Address List
(check to make sure the address isn't already in the database)

| SAVE CHANGES

The Facility link allows you to set your own addresses to be included in the printed
grievance form. Both the printed grievance and the Third Level letter will draw your
address from the facility address above. The NATCA Local Address is not currently
used. Only your own facility will be available to you, but any user within that facility will
have full edit capability. RVP level users are able to access all the facility information for
all facilities in their region.

Library Link
The NATCA Document Library is your convenient resource for contract and MOU

information.
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NRTCA

Document Library
| 1l | GREENBOOK || |1 {1
The 1998 NATCA Collective Bargaining Agreement
Select an Article ar Search
Aticle [—Select—> B Go ] Search [per diem (Go

Article 2
Section 4

UNION
RECOGHNITION
AND
REPRESENTATION

Article 4
Section 14

EMPLOYEE
RIGHTS

WWhen the Union designates a nonresident Facility Representative, histher availahility to carry aut histher functions under this Agreement is subjectto
the operational requirements of the facility at which hershe is emplaoyed. A nonresident Facility Representative is entitled to official time to perfarm
Facility Representative duties, but is not entitled to official time for travel ar to travel and per diem allowances. The management representative
assigned to the facility at which the Union has designated a nonresident Facility Representative shall deal with the nonresident Facility
Representative in person, via telephone, by letter or otherwise mutually agreeahle methaod, on all matters covered under this Agreement or otherwise
required by law.

Any hargaining unit employee authorized by the Employer to attend any meetings scheduled hy the Emplayer away fram the facility shall be entitled to
duty time, travel and per diem allowances, if applicahle.

Here you can search the Green Book, Yellow Book, or the listing of National MOUs.

NRTCA

Document Librany

Search by Criteria

Facility
I Al Facilities = I

Search Text

SATDS Signed ¥

Union

] 1

Seach by MOU #

Memoranda of Understanding
Mote: This site is operational and the data is real. Do not enter ardificial data.

Search Results
Union: All Facility: All Search Text: SATDS

bate Union  MOU # Subject Associated
Files

Facility

Mational

454 Stand Alone Tower Display Systems (SATDS) at
PRC and ¥RB

400 Stand Alone Tower Display Systems (SATDS) at
PRC and ¥RB

[ @ e A

This resets the other

search filters.
Reset Search

Add a New MOU

This site has the capability to store files associated with specific MOUSs, such as PDFs of
the actual document, supporting documentation, notes from negotiations, and any other
file in any format. The site also has the capability built-in to enable users to upload their
own local MOUs. At present these capabilities exist only in the Executive area (secure)
and are not in use.
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Feedback Link

BILL : April 09, 2006

Grievance Tracking: FacRep Level
Washington Center

Stat | E1 |

E2UT Yy ardlev |

Start
Preferences
Facility
Logout
Hatl A

Library
Feedback
Issues
BBS
Email

Search |

Cormments

Please provide your comments on this system

SUBMIT

Just enter in any comments or requests and your text will be sent directly to the system
administrator, along with your name.

Issues Link

Library
G P P . Start Feedback
rievance Tracking: FacRep Level

) Preferences  lssues

Washington Center Facilty BBS

Logout Email

BILL : April 09, 2006 Start | E1 0 B2 Grdlev o Matl | A Search
Open Issues
Add an Issue
See closedissues
O No
Response Done
" O Yes
Submitted Dm.e Issue Response Resolved? Delete Update
by Submitted
Huoltzeman 02-APR-06  yellow the search text when viewing the grievance Mo Delete Undate
Huoltzeman 18-MAR-0B  include e-mail to Kendal when Arb Req submitted Mo Delete Undate
Huoltzeman TB-MAR-OE  add button to change pagination to specific grievances Mo Delete Undate
Holtzman I3 FER-06 set grievance level for new grievances to default to 3rd for Mo Delete Update
national level users
Holtzman 23-FEB-08  national grievances entered without grievant Mo Delate Update

You can also enter your issue directly into the built-in issue tracker. Developers use this
page as a punch list of work to be done. If there’s something you need done, get it in the
queue! Click on See Closed Issues to see some history of the project.

BBS/Email Links

These are simply links to the NATCA Web Board and to the login page for NATCA E-
mail. They open up in a new browser so you don’t lose your place.

Q April 9, 2006
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