MEMORANDUM OF UNDERSTANDING
BETWEEN
U. S. DEPARTMENT OF LABOR
AND
NATIONAL COUNCIL OF FIELD LABOR LOCALS
(NCFLL)

INTRODUCTION

This Memorandum of Understanding (MOU) is entered into between the U. S.
Department of Labor (DOL) and the National Council of Field Labor Locals (NCFLL) in
accordance with the applicable provisions of the master DOL-NCFLL Agreement.

SUBJECT

This MOU concerns the impact and implementation of the Department’s converting
Office of Personnel Management (OPM) Official Personnel Folders (OPF), from a paper
file to an electronic file. The accurate and secure retention of employee information is of
paramount importance to both the Department and the NCFLL. The parties agree to the
following:

BACKGROUND

The Department shared its proposal to implement the E-Gov initiative e-OPF with the
NCFLL. While the NCFLL does not concur with the Department’s established roll-out
schedule, it enters into this MOU with the Department to achieve the most effective
appropriate arrangement and procedures possible to serve the interest of its bargaining

unit.

TERMS OF THE AGREEMENT

1.

The Department shall notify employees when electronic Official Personnel Files
(e-OPF) are accessible on-line. The e-OPF Help Desk will take the appropriate
action to resolve technical difficulties with the e-OPF system as they occur.
Employees will be notified by email of personnel actions placed in their e-OPF.
The Department is not responsible for resolving e-mail related problems for
employees who elect to receive notification of personnel actions and access the e-
OPF system by other than the DOL managed e-mail system(s).

The Department shall distribute an instructional CD-ROM on how to access e-
OPF. In addition, the Department will post an e-OPF User Guide on RegionNet.
Sufficient time to review the instructional CD-ROM will be considered hours
worked.

Management will remove or purge documents from the OPF that are not
specifically required by OPM regulation. Management will retain those
documents purged from employees OPF, and make them available upon request
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of the employee for a period of 90 calendar days after employees have full access
to their e-OPF, after which, all document removed in preparation of scanning will
be destroyed.

4. Those bargaining unit employees whose OPF’s were purged in preparation for
scanning and the purged documents destroyed will be notified of the type of
documents removed from official records.

5. The Department shall provide an “All Employee Notice” by email and hard copy
at least 45 days prior to shipping the OPFs offsite. Such notification will include
the e-OPF agency roll-out schedule. Employee requests for access to records in
their OPF will be handled by the DOL official with custody in accordance with
applicable OPM guidelines.

The “All Employee Notice” will include a cut-off date for requesting the OPF, to
protect the employee’s right to review the file and to allow HR adequate time for
preparing for the scanning process.

6. Management will adhere to its roll-out schedule baring extenuating
circumstances. The proposed roll-out schedule allows for an assessment period
prior to completing the back-scanning process.

7. Results of the BLS pilot will be shared with the NCFLL prior to full DOL
implementation. Changes (s) made to the program at the conclusion of the BLS
back-file conversion, will be subject to the provisions of Article 2 of the DOL-
NCFLL Agreement.

8. Employees will receive an automatic e-mail notice when electronic personnel
actions are added to their OPF.

9. Employees will have the capability to print or save documents digitally from their
e-OPF.

10. Upon request and under extenuating circumstances, e.g. long term leave or
temporary loss of access to the e-OPF system, employees may obtain a hard copy
of their personnel actions from their servicing human resource office.

11. E-OPF will be accessible through a secure internet environment 24/7 subject to
normal maintenance outages.

12. Secure passwords will be required. Passwords will be selected by employees in
accordance with DOL Security Regulations. Employees will not be required to
share passwords in accordance with DOL’s Annual Security Awareness Training.

13. Paper records will be archived for a period of one year or the maximum time

allowable by OPM guidelines and/or regulations. Available paper records in
archive can only be retrieved at the request of the servicing Human Resources
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