Part-Time and Tripper Group D Operator Move-Up Instructions

Thank you for your willingness to conduct a part-time move-up.

If you’ve never performed a move-up before, it can be a daunting task.  This document is designed to give you step-by-step details on what to do and when to do it.  It is suggested you read all the numbered and lettered items if this is the first time you’ve run a move-up, or if it has been a while since your last one.

If you’ve performed a move-up before, you can refresh yourself by reading just the numbered items.  The numbered items are designed to operate as a checklist to ensure the Move-Up Coordinator doesn’t miss any steps.  The lettered items are details on how to perform each step.

Prior to Move-Up

1) Contact the workforce chief to determine what work is open and available for pick.

a. Work that is vacant due to an Employee currently in the grievance/arbitration process should not be included in the move-up.  If the workforce chief insists on making such work available, contact the Union Office for intervention.

b. Work that is vacant due to an Employee going from part-time to full-time, or from Transit to Link Light Rail/Streetcar, can only be included in the move-up if the Operator in question is scheduled to graduate from his/her class prior to the move-up date.  Until that Operator completes the class, s/he retains the right to return to his/her picked work.

c. Ask the workforce chief to check with training to see if tunnel and/or equipment training will be available.

2) Determine when you will have the move-up.

a. The move-up should take effect on the Monday immediately following the beginning of a pay period.  Prior to scheduling a move-up to take effect on the Monday which is the second week of a pay period, have the workforce chief contact the following payroll department: DES/FBO/PSO - Payroll Operations whose Payroll Supervisor is Pam Bell.
b. Vacation information must be posted at least twelve days prior to the start date of the vacation.  (Contract: 16.7.H) Metro staff will need at least two days to process move-up information.  Therefore, the move-up must take place no less than two weeks prior to the date the move-up will take effect.  It is recommended that the move-up be held on the Saturday or Sunday that is 16 or 15 days prior to the effective date of the move-up.

c. Notification of the move-up must be posted no later than 10:00 a.m. on the Friday that gives no less than seven days notification prior to the move-up.

d. Choose a move-up date that meets all of the above criteria.

3)
Make Part-Time Move-Up and Tripper Group D Absentee Forms available for Operators at the Base Dispatcher/Planner at the window.

a. Blank forms should be available in the Chief Shop Steward locker as part of the Part-Time and Tripper Group D Move-Up Packet.  You can make copies of this form.

b. If you don’t have a copy of this form, you may be able to download them the Local 587 website.
c. If you are still unable to locate a copy of this form, contact the Union office staff. 

d. It will be helpful to the Base Dispatcher/Planner at the window/Dispatcher if you provide a large manila envelope labeled “Part-Time Move-Up and Tripper Group D Absentee Forms”.

4)
Prior to the move-up, contact the Recording Secretary to request a seniority list.

a. Be sure to give the Recording Secretary sufficient time to respond to the request and have the list delivered to the base.  This can take up to ten days.

b. If you are unable to get a list from the Union, contact the Base Dispatcher/Planner at the base and ask for a seniority list.  Before using a list from the planner, compare the information to the list on the Union website.

5) Schedule a location to hold the move-up.  This can usually be done by reserving a room with the Administrative Specialist at the base.

6) Post information about the move-up on the Union bulletin board.

a. Fill out and post the Part-Time and Tripper Group D Move-Up Announcement. Be sure to include all open work.

b. Indicate the number of tunnel and/or equipment training assignments that will be available.

c. Be sure to post the Question and Answers about Part-Time Move-Up.

7) 
Five days prior to the move-up, confirm with the workforce chief that there have been no changes to the available work.  After this time, if Metro chooses to change the available work, this can only be done with agreement by the Union. (Contract: 16.6.F)

8)
Contact one or more other Shop Stewards to assist with the move-up.

a. Even if you don’t feel you need help, you can train other Shop Stewards on how to conduct move-ups.

b. Move-ups provide the opportunity to develop team-building relationships with other Shop Stewards.

c. If you’re aware of any Shop Stewards that may be considering running for an Officer position in the future, move-ups can provide good public exposure for those individuals.

9)
One or two days before the move-up, review absentee forms to ensure they’ve been filled out properly.  Contact any Operators whose forms appear unclear.

On the Day of the Move-Up
1) Be sure to arrive early enough to complete all of the pre-move-up preparation.

a. You’ll need at least a couple of pens.  A highlighter will be useful to record who is in attendance on the seniority list.

b. You’ll need at least two or three copies of the Part-Time and Tripper Group D Move-Up Record Sheet.

c. You’ll need the Seniority List.

d. You’ll need either signs or blank pieces of paper to indicate where the move-up is taking place.

e. You’ll need a cell phone, or some other means to call Operators who have filled out a Part-Time Move-Up and Tripper Group D Absentee Form.  Keep in mind, if you are planning on using a phone at the base, some numbers may be long distance and therefore inaccessible.

f. You may also want to grab several Pick Option Change Forms.

2) Make sure the room where the move-up will take place is unlocked.

a. Check with the Base Dispatcher/Planner at the window to see if s/he has a key for the room.

b. If the Base Dispatcher/Planner at the window does not have a key, you’ll need to find the Facilities Maintenance Worker.

3)
Post signs letting Operators know in which room the move-up is taking place.

4)
Remind the Base Dispatcher/Planner at the window that a move-up is taking place.  Gather all the absentee forms, and run cards for open work.

a. Make sure all forms are filled out correctly and have their run cards attached.

b. Mark the seniority list to indicate Operators for which you have forms.

c. Let the Base Dispatcher/Planner at the window know that incoming phone calls for the move-up will not be accepted.

5) Set up in the room where the move-up is taking place.

a. Set up a table at the front of the room where you’ll have enough space to work comfortably, and chairs for each Shop Steward that will be working.

b. Fill out the Part-Time and Tripper Group D Move-Up Record Sheet with information about the move-up.

c. Enter information about the open work into the Part-Time and Tripper Group D Move-Up Record Sheet.

6) As Operators come into the room, have each highlight his/her name on the Seniority List and sign their name as proof they are who they say they are.

7) At the start of the move-up, Operators should be reminded of the move-up policies.

a. Remind Operators when the move-up will take effect.

b. Ensure all participants have their run card with them.

c. Remind participants that if his/her ATL availability will change as a result of picking new work, s/he will need to submit a new Pick Options Change Form.

d. Discuss the vacation guarantee:

i. If an Operator moves from a.m. to p.m., from p.m. to a.m., or from a single tripper to a dual tripper, his/her picked vacation for the current shakeup will not be guaranteed.  S/he will need to check with the workforce chief to determine if s/he can keep his/her vacation.

ii. If an Operator stays on the same shift, such as an a.m. Operator picking a different a.m. piece, his/her vacation will still be guaranteed.

d. Operators are volunteering to participate in the move-up process.  They do not have to pick new work, and they cannot be bumped off their current work.

e. Remind Operators as to whether or not tunnel and/or equipment training will be available.

f. It is the Operator’s responsibility to become qualified on the routes in his/her new work if not already qualified.

g. All move-up decisions are final, and are not grievable.

h. Remind participants of procedures in Step 8.

8) Start the move-up.

a. Call up the Operator with the highest seniority to pick from the available work.  If the Operator has submitted an absentee form and is either not present or has not authorized someone to pick on his/her behalf, try to call that Operator.  If s/he does not answer on the first try, wait a minute, then try calling again.  If the Operator still does not answer, follow their instructions on the absentee form under Item 7.

b. S/he should be encouraged to decide quickly, ideally taking no more than two or three minutes.  Make sure to keep track of training availability versus training needs.

c. When an Operator picks new work:

i. Write that Operator’s name, ID#, and PeopleSoft # next to the work s/he is picking under the column “New Operator Name, ID#, PS#” on the Part-Time and Tripper Group D Move-Up Record Sheet.

ii. If an Operator will need equipment and/or tunnel training, mark an “E” and/or “T”, as appropriate, in the box in the “Training” column.

iii. If an Operator has a vacation scheduled after the effective date of the move-up, mark the box in the “Vacation” column.

iv. On the first available blank line, write the work that Operator is vacating on the Part-Time and Tripper Group D Move-Up Record Sheet, starting with the column “Old Operator Name, ID#, PS#”.

v. Circle “AM”, “PM”, or “DTA” depending on the assignment being left vacant.

d. If you performed an absentee pick, sign the bottom of the absentee form on the appropriate line.

e. Proceed as above with the next highest seniority Operator participating.  Continue in seniority order until all participants have had the opportunity to pick or pass.

f. If there are any Tripper Group D Operators participating in the move-up, proceed as above (following the least senior Part-Time Operator) for each of these Operators in full-time seniority order.

g. Repeat steps a through f.  This is also known as allowing a “second pass”.  Operators who participated in the first pass may also participate in the second pass.

h. You may continue to run additional passes as long as there are still Operators interested in choosing from the work still available.

After the Move-Up

1) Return all left over run cards to the Base Dispatcher/Planner at the window (unless it is appropriate and acceptable for you to put them away yourself).

2) Close and lock the door to the room the move-up was in.

3) Make copies of the Part-Time and Tripper Group D Move-Up Record Sheet.
a. Place one copy in the mailbox of each of the base chiefs.  There are four at most bases, two at Bellevue Base.

b. Place one copy in the mailbox for the Base Dispatcher/Planner.  The Base Dispatcher/Planner at the window can help you find this.

c. If any participants need training, make a copy of the Part-Time and Tripper Group D Move-Up Record Sheet for the Training Office.  Use a highlighter to mark the name, ID, and training needs of the affected participants, and put the copy in the mailbox for the Training Office.  The Base Dispatcher/Planner at the window can help you find this.

d. Offer a copy to the Base Dispatcher/Planner at the window.  They don’t really need it, but some will appreciate getting a copy.

e. Fax a copy to the Union office. The fax number is 206-448-4482.

f. Post a copy to the Union bulletin board.

g. Make a copy for yourself, if you want one, and any of the Shop Stewards who assisted you, if they want one.

h. Place the original in Metro’s in-house mail.  It should be addressed, “MS-587, Attn: Recording Secretary”.  Also include the signed seniority list and all absentee forms in this mail.

4) Remove all signs directing Operators to the move-up room.  Remove the Part-Time and Group D Move-Up Announcement from the Union bulletin board.

5) Go home and congratulate yourself on your fine volunteer effort.

Appendix A – Relevant Metro Policies & Procedures
#11 – Extra Board Assignment Planning, pg. 9:

Tripper Group D Operators may participate in Part-Time Operator move-ups by their Full-Time Operator seniority after all Part-Time Operators have had the opportunity to move-up.

#46 – Part-time Additional Trippers, pg. 1:

In the event of a part-time move-up, any Operator changing to another tripper will be retained on the ATL unless a written request for removal has been received or if that Operator moves onto a dual tripper assignment. Operators, who move from p.m. to a.m. or vice versa, may switch to the appropriate ATL.

#52 – Group D, pg 3

Tripper Group D Operators may participate in Part-Time Operator move-ups by their Full-Time seniority after all Part-Time Operators have had an opportunity to move up.

