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WORKLDAD ] R " : _ % oF Avg, Current Min.j Awarags |  Total
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GITL 29798 40p19| a1780 35604) 30781 35509 3IBETE| 54,388 35,700 e5% 285,606 19,842 | 20,385 | 153 081
o] 1753 1802 1,386 1,572 1,%83] 1,44&] 1837 1,851 1,484 111% 11,871 o
Fuling & T-7 | 427 1528 16%- 233 202 <43 45 Bé _ 230 19% 2843 | -
Tay B4 537|146 181 198 23l 124 168: - 160 105%  1,2R0 '
Cther 41 31 40: 17! 27 21 18 33 24 1:6%] 278 i o
i Taal 41563 43.324] 33,493 37,996 31757 a7.3680 40411 38315 0 a Df 37704 B5% | 301,628 ;
! Pt CasmiClirs| 53R 18 i 7T E 5 O 47 :
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: UFTL TEERT| 73,410; 66,243 64,624| G5A11| beOra| 63632] 59,808 o LI B4 P ¥ T
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CASEAGE | : :
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=00 Days Qld L LB T T a% B B4 10% . B B¥h; 100%:;
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L.ower Authority Appeals Ranked by Total Pending Cases

Jan 2011 Sorted by Total Pending Cases ==30-day ALP Indicated
Jan Average Total - % of o of % of %o of "o of % of % of
Mational Timelapse Age of #of % Cases | Cases | Cases | Cascs | Cases Cases Cases
Ranking |30-day| 45-day | Pending | Pending | of Nat. | Tto 25 | 26-40 41-80 | 51-120 | 121-1B0 | 181-360| =360
# | State | 80% | BOD% Cases Caszcs Total Days Days Days Days Days Days Days
1] GA | &8 123 47| 56,357 26.16%| 26.0%| 1B.3%| 43.9%|  7.5% 20%| 0.2% 0.0%
2 T 18.0 G4 50 18,482 8.58%]| 36.5%| 169%| 31.6% 10.3% 4.0% 0LE% 0.2%
3 PA 10.8 325 45 13,425] 6.23%] 21.9%| 218%| 43.6% 3.0% 1.0% B.8%h 0.1%
4] OH A4 2.3 11,437 G31%| 17.8%] 10.4%] 42.9% 21.0% 5.5% 1.2% 0.1%
b MY 11,7 36.3 11,351 G.27%| 32.0%] 11.6%] 21.4% 8.5% T.7% 9.3% 8.6%
G FL TB.S 91.9 Tk 10,084 4.68%| 81.3%] 13.5% A4.6% 0.3% 0.2% 0.1% 0.0%
7 il 17.4 52.0 G4 E531] 2573 342%| 166%]| 28.3% 6.7% B.0%: 5.1% 1.0%
& VA 13 8.0 3T 52231 242%| 358%| 21.2%| 40.6% 2.25% 0.2% 0.1% 0.0%
8| mD | 164 I&Lﬂm 4,761 2.21%)| 66.7%| 27.4%| 13.9%] 0.0% 0.8%|  D4% 0.1%
0] GT 24 5.6 64 4677 2aA7%] 17.9%] 120%] §51.6% 14.0% 2.3% 2.8% 0.1%
11| A 2.8} 353 70 46000 294%) 19.1%| 11.5%] 42.3% 16.8% 2.0% wE% 0,5%
12| GA | 635 ET'Bm 4,306] 2.02%| 69.8%| 20.4%| 90.2%|] 04% 0% 0o% 0.0%
13| AR 03] 0.6 &0 4.333] 2.01%| 2ZZ4%| 13.7%| 61.8% 1.9% 0.2% 0.0%u 0.0%:
14| WM 6.1 7.6 b3 4482) 1.94%| 281%| 13.%] 45.0% 1015 3.2 0.4% 0.1%
15] Wi 4.8 32.8 - 38 3,918 1.97%] 405%| 218%] 34.4% 1.7% (), 5% 0.5% 0.5%
16] TN 0.0] 202 32 3698 1.72%] 3% 280%| 31.0% 0.4% 0,2% 0.3% 0.0%
17| WA | 53| oo sl 3678 1.71%] 70.8%| 19.1%| 86%| 0.3% 0a%]  03% 0.5%
18| KNG 48,0 75.8 49 %615] 1.68%] 51.8%] d1v.8%| 225% 3.1% 1.4% 1.5% 2.0%:
i8] KY 87 220 46 3462] 1.69%| 33T Z2T7%| 366% 3.2% 2.4% 1.0% 0.4%
20 LA 1 3408] A1.44%| 2449 Z7.4%] 40.5% 3.0% 3.1% 1.4% 0.3%
21 IL B2.2 3.021] 1.40%] 83.8% 6.1% G.0% 1.4% 1.3% 1.2% 0.3%
22| AZ 59.8 2,877 1.385%] V34%] 157% 6.8% 2.4% 1,8% 0.3% 0.3%
A3 14 [ 2,266 1.05%| A08%] 27.0%| 24.4% 2.3% 1.6% 2.2% 1.8%
241 KS 4.7 2.082] 0.97%| 34.58%] 25y%| 36.2% 1.7% 0.0% 0.3 % [.3%
25| IN 45.9 2,078] 0.97%| 70.4% &.8% A 1.3% 1.4%: 0.7% 0.0%:
26| RI 0.6 1,881] 086%] 13.2%] 127%| 30.8% 22T 8.0% 1.3% 1.2%
27 Mo T2.8 1,830 0.B5%] 73iT%| 141% 0.7% 1.0% 0.6% 0.7% 0.2%
28] NV 10.E] 1,800] 0.84%] 37.1%]| 116%| 424% 5.4% 1.6% 1,2% 0.7%
29| CO 64.3 1,760] 0.81%] s8.0%] 20.8% 9.1% 0.7% 0.5% 0% L.2%
0| OK G| 1,637] 0.76%| 653.0%| 27.7%] 18.8% 0.4% 0.1% ,0% 0.0%
31| PR 5.5 1,648] 0.72%]| 31.3%| 15.1%] 346% 13.1% G.2% ILB% 0.0%
32| NN 86.7 1,485 0.69%) &7.6% G.9% A.45% 0.1% 0.3% 0.3% 0.2%
33] or | B8O 1431 086%| 858%) 11.0%]  29%]  01% 0.1% 0.0% 0.0%
4] UT 98.9 1,472 0.54%]| 956% 4. 4% 0.0%: 0.0% 0.0% 0.0% 0.0%
35] AL 759 1,051 Daggse]  ¥31% 89.5% 9.3% 3.0% 4.0% 1.0% 0.1%
36| S5C 90.5 1,015] 0.47%] 92.0% 3% 4.5% 0.0% 0.0%: [1.0% 0.0%
37| ME 49.5 BAB| 041%] B4.5%] 21.9% 7.2% 2.5% 3.8% 0.2% 0.0%
38| MS 40.561 780 0.37%] B82.3% G.8%]  10.0% 0.3% 1% 0.0% 0.5%
38| wWv 311 553 0.26%| T11%| 14.86% 12.5% 0.9% 0.4% 0.5% 0.0%
40| DC 1354 561 0.268%| 34.5%| 122%| 207% 5,3% §.5% 12.9% 6.0%
41| DE 56.5 639 0.25%] v2A%] 139%| 121% 0.9% 1.6% .2% 0.0%
42| NE 94.6 BOT] 0.24%] 96.1% 3.6% 0.2% 0.0%: 0.0%: .05 0.2%
43| MWH 22.5] 482| 0.22%] TZ.E6% 9,3% B.7% 1.7% 0.8% Z2.1% 4.8%
44| ID 96.5 407 048%] 51.4% 7.9% 0.7% 0.0% 0.0% 0.0%: 0.0%:
45] AR BE.3 2] 0AT%| 52V 1.6%: 0.3% 1.0% 0.5% 1.6% 3.2%
46| Wy 350 304] 0448%] 3ES5%] 118%| 21.4% 6. 9% 4.6% Ta% 2.6%
47 Hi B5.5 209] O.14%] T6.8%] 107%| 10.4% 1.3% 0.0% (7% 0.0%%
48| 5D 6.5 106) 0.09%] ©6.3%] 28.6% 5.1% 0.0% 0.0% 0.0 0.0%
49| WD G6.5 178] 0.08%] &4.9%] 13.4% 1.7% 0.0% 0.0% 0.0% 0.0%:
501 VT 57.1 128] 006%]| E1.7%] 28.1% 7.0%% 0.0% 0.0% 23% 0.8%
51| w1 | 864 44| 0.02%| 685% [ o0%|  ook| oo%
s - 4 et s el Ol I N = T3
L] Us .7 61.5 36.6] 215412 100%] © B.a1%) 20221% 372% 1.95% 1,60%
Nete: Data calculated from available State data as of report date _ Rptdate: | 223711
[ Fed indicatos failod timelapse; Green indicates passed measure; | indicates fail average case age
|5tates who have not reporied, as of the report date, are not on this report




Lower Authority Appeals Ranked by Timelapse and Average Age
Jan 2011 ==30-day Avag Age ALP States Ranked by Timolapse
Mational Jan Ayerage |  Total % of e of Yo of e of "o Of Y of ¥ of
Ranking Timelapse Agje of it of Cases | Cases Cases Cases | Casos Cascs | Cases
3n-day | 45-day | Pending | Pendlihg | 11025 | 26-40 41-90 89-120 | 121180 | 181-360| =380
# 60% B0 Cases Cases Days Days Days Days Days Days Day=
1 T 98.9| 100.0 1,472] 956% 4.4% 0.0%| 0.0% 0.0% 0.0%]  0.0%
2| ID 96.5] 986 407 91.4% 7.5% 07%| 0.0% 0.0% D.o%  0.0%
3 | AK 96.3] 981 32} 9% 1.6% 0.3%]  D0% 0.5% 16% 32%
4 | NE 94.G] 994 BO7| 95.i% 3.6% 0D2%| 00% 0.0% 00%)  0.2%
5 | sC 90.5|  99.9 1,015]  52.0% 3.0% 48%)  0.0% 0.0% 0.0%]  00%
& | N BE.7| 953 14958] B7.6% 5.9% 45%) 0% 0.3% 0a%|  02%
7 | mMT 86.4] 100.0 44|  BEE% 9.1% 23%|  0.O0% 0,0% 0.0%  00%
3 | HI B5.5| 939 208 TEA%|  107% To4%] 13% 10,.0% 0.7%| 0.0%
9 | IL 22| 925 3,021 83.8% B.1% 6.0% 1.4% 1.3% 1.2%] 0.3%
1o | FL 7B5| 913 10,084] 81.3%| 135%| . 46%| 0.3% 0.2% 0% D.0%
| AL 75.9] 062 1,061 731% 9.5% 3% S.0% 4.0% 1.0%]  0.14%
iz | Mo 72.8] 894 1.830] 37|  144% 8.7% 1.0% 0.6% 0.7%| D2%
12 | ND 66.6] 981 179]  84.9%]  134% 1.7%| 0.0% 0,0% 0.0%| 0.0%
14 | €O 64.3] 520 1,750 68.0%]| 20.8% o9.1%]  07% 0.5% 0.7%)  0.2%
15 | GA 63.5| 918 4346 S9.8%|  204% 97%] DA% 0.1% 0.0%]  0.0%
16 | AZ e8| 801 2977 va4u| 15.7% 6.8% 2.4% 1.3% 0.3%] 0.a%
17 | oR 58.0] 967 1431] 85.8%) 11.0% 28%)  0.1% 0.1% Do%|  0.0%
8 | VT | 57.4] 89.7 35 1z8] G61.7%| Z28.1% T0%)  D.0% 0.0% 23%] 08%
19 | BE | BG5] B7.0 530 72A%|  139% 12.4%] D.9% [L.B% 0.2%| 0.0%
20 | WA 537 904 3,678 7T0.B%|  19.1% B 0.3% 0.4% 0,3%) 05%
21 | ME 48.5] ©0.3 88B| G45%| 21.7% 7.2%]  25% 3.8% 0.2 0.0%
22 | IN agsgl 904 2078  7R4% o,1% 7.4% 1.8% 1.4% 07%  D.O%
23 | NC xm.ul 58 44 3,615] 51.8% 17.8% 22 5% 3.1% 1.4% 1.5% 2.0%
24 | M5 | 40 gl 732 700| £2.3% B.8% 100%] 0.a% 0,1% D.0%|  D0.5%
26 | wy 35 528 B3 304] 28.48%]  11.8% A% BO% A6%|  14.1%|] ZE%
26 | WY 3.1 542 63| 7i%|  148% 12.6%| 0.9% 0.4% 05%]  0.0%
27 | NH 256] 55.5 45 482] 726% 0.3% B7%]  1.7% 0.6% 2% ABMW%
28 | TX 19.0] 584 50 18,482] 365%| 16.48% 2.6%]  10a% 4.0%: 0.6% 0,2%
20 | MD | 15.4] 7A0|DNEE| __ 4.761| 56.7%| 2rd%| - 13.9%] 0% 08%| 04%] 0.1%
ap | mi 174 520 64 5,531] 34.2%| 168%| 28.3%| 6.7% 80%|  51%| 1.0%
31w | 148 328 39 3,818 40.5%| 21.8% 4% 1.75% 0.6% 0.5%| 0.5%
32 | DG 13.4] B9.0 96 651) 34.5%| 12.2% 20.7%] 5.3% B.5%]  12.9%] B0%
33 | NY 't-i. -36.3 118 11,351 320%]  11.6% 214  BE% 7.7% 0.3%|  9.6%
34 | PA ] 13,425 Z19%] 21.48% 43 5%  3.0% 1.0% B.A%|  0.1%
35 | NV 1.800) 37.1%|  11.6% 42.4%)  5.4% 1.6% 2% 0T
36 | KY 462| 357%|  22T% 3E6E%] 3.2% 2.4% 1.0%]  0.4%
3 | sb 196 GGA%|  ZEEW BA%|  0.0% 1.0% 0.0%] 0.0%
38 | FR _ _33. 1,548 31.3%] 151% %] 13.1% 5.2% 0.8%]  0.0%
3 | 1a | &2 262 47 2,256 40.8%| 2V.0% 2.8  23% 1.6% Zawl  1.8%
4o | nm | BA 718 53 4482 28.4%] 1314% 45.0%]  10.1% 3.2% 0.4%]  0.1%
41 | K8 47| 0.8 40 2082 348%| 257% 36.2% 1.7% 0.0% 0.3%]  03%
42 | OK 48] 417 1,637 H30%| 27.7% 15.8% D.4% 0.1% D.0%|  0.0%
43 | WA 35.8 70 46000 191%]  11.5% 42, 2%  15.8% B.0% 28%|  0.5%
44 | CA | % 423 47 56,357 28.0%| 18.3% 43.0% 7.5% 2.0% 02%| 0.0%
45 | CT | 24| 5.6 G A6TT| 17.9%]  12.0% 51.6%| 14.0% 2.3% 22% 0%
46 | OH 1. 23 56 11,437 17.8%]  104% 4z.0%]  21.0% B.5% 1.2%]  0.1%
47 | VA 1.1 8.0 37 5223 358%] 21.2% 406%] 22% 0.2% D.1%]  0.0%
a8 | LA | A1 122 AT 3908] 244%] Z74% 40.5% 3.0% 31% 1.4% 0.3%
FEN T 0.6 (i 1,861 13.2%] 127% 30.8%| 22.7% 4,0% 1.3%]  1.2%
60 | AR 0.3 0.5 50 4333] 224%| 137% B1.A%W] 1.9% 00,2% 0.0%] 0.0%
51 | TN 0] 202 3z 3,608| 39.°2%| 2B.9% S1.0%] 04% 0.2%% 0.3%]  0.0%
us 39 61 39 215412 565%|  15.3% 202%] A% 2.0% 16%] 0.8%
Hed Indicatos failed timelapse; Green |r1d|::a'te:- passed measure; |0 Indlcates failed AVErags caso age
S et all 3 - EMETTE -.,_:_=_ 4 2;23!11




Lower Authority Appeals Ranked by Average Case Aging

States who

have nt repor

Jan 2011 Sorted by Average Age <=30-day ALP Indicated
A'ue.rage Case Age ALP ==30-tlays
Jan Average Tatal Yo of Yo of o of Y of %o of Y of % of
Matlcnal Timelapse Age of it of Cases | Cases | Cases | Cases | Cases | Cases | Gases

Rankiing 30-day | 45-day | Pending | Pending | 1to 25 | 26-40 | 41-80 | 91120 | 121-180 |181-360| = 360

# | State | 60% Cases Days Days Days Days Days Days Days
1 Ut 989 = | 95.6% 4.4% 0.0% 0.0% 0.0% 0.0% 0.0%%
2 ME 24.6 B6.1% 36% 0.2% 0.0% 0.0% 0.0% 0.2%
3 T 86.4 BE.BYe 9.1% 2.3% 0.0% 0.0% 0.0% 0,0%
4 [1E} 96.5 a1.4% 7.5% 0.7% 0.0% 0.0% 0.0 1.0%
4 sSC 805 .00 3.3% AE% 0.0% 0.0% 005 0.0%
4 MM BE.7 a7 .6% G.0% A.5% 0.1% 0.3% 0.3% 0.2%
4 ME B6.5 84.9%] 13.4% 1.7% [1,0% 0.0% 0.0% 0.0%
5 OR 63.0 B5.9%| 11.0% Z2.9% D.1% 0.1% 0.0% 0.0%
[ FL 78.5 Bi,3%| 13.58% 4 5% 0,3% (L2% (1,1% 0.0%
-] ms 405 852.3% 5.8%) 10.0% 0.3% 0.1% 0.0% 0.5%
T 50 B B6.3%| Z8.6% 5.1% 0.0% 004 0.0% 0.0%
B IL 022 53.8% 6.1% G3.0% 1.4%n 1.3% 1.2% 0.3%
B GA 63.5 GE.A%| Z0.4% 7% 0.4% 1% 0.0% 0.0%
8 DE 56.5 T2A4%) 13.89% 12.1% 0.9% 0.6% 0.2% 0.0%
9 1M 489 TH.4% 9.8% 7.4% 1.3% 1,4% 0.7% L%
9 Wy 311 71.1%] 14.6% 12.5% D.9% 0.4% 0.5% 0.0%
10 Hi B5.5 75.9%] 10.7%] 104% 1:3% 0.0%: 0.7% 0.05%%
11 wa 53.7 T0.8%] 19.1% B.0% 0.3% 0.45%: 0.3% 0.5%
12 Mo 72.8 T37%] 4% 9.7% 1.0% 0.6% 0.7% 0,2%
12 OK 4.6 H3.0%) 277%| 18.8% 0.4% 0.1% [.0% 0.0%
13 AZ Ba g T3A%] 157% B6.8% 2.4% 1.3% [1.3% .3%
13 ] ME 49 5 64.5%] 210%] 7| 25% 38%)  02%]  00%
14 Al 75.9 T3.1% 9.5% 9.3% 3.0% 4.0% 1.0% 0.1%
14 co B4.3 63.0%| 20.8% 9.1% 0,7% 0.5% 0.7% 0.2%
14 MD 18.1 BE.7%] 2744%) 13.9% 0.7 % 0.8% 0.4% 0 A%
15 Al 26.3 ] 9z 7% 1.6% 0.3% 0.0% 0.5% 1.6% 3.2%
16| TN 0.0 Ii 3z 20.2%] 28.0%] 21.0%| 04% 2% 03%] 0.0%
17 VT BT 89.7 35 128 G1.7%] 284% 7.0 0.0% (0.0 Z.5% 0.B%
18 VA 1.2 a0 37 5,223 35.8%) 21.2%] A4A0.6% 22% T.2% 0.1% 0.0%
19 wi “14.8) az.a| 39 3,818 40.5%) 21.8%] d4.4% 1.7% 0.5% 0.5% 0.5%
20 K5 AT 3.8 40 2,082 34.8%] 25.7%| 36.2% 1.7 % 0.9% 0.3% 0.3%
21 MNH 228 Eﬂgs 45 482 72.6% 8.3% B.7% 1.7% 0.8% 21% 4.8%
21 PA 10,5 325 45 13,425 21.59%| 21.8%] 43.5% 3.0% 1.0% B.8% 0.1%
22 Y a7 22.0( A6 3,462 $37%| 227%| 3656% 3.2% 2.4% 1.0% 0.4%
23 A . 262 47 2,256 40.8%] #7.0%] 24.4% 2.3% 1.6% 2.2% 1.8%
23 CA 28 12.3 47 56,357 28.0%] 18.3%] 43.8%% 7.5% 2.0% 0.2% 0.0%
23 LA 1.1 122 A7 3,108 24.4%| 27.4%] 40.5% 3.0% 21% 1.4% 0.3%
24| MV 10,6 33.2] 48 1,800 374%] 116%] 474%] 54% 16%| 12%| 07%
25| NG _48.0 75.8 49 3618] 518%| 17.8%] Z2m] E1% 1A% 15% 20w
2B TX 19,0 58.4 50 18,482] 36.5%| 16.8%| 31.6%] 10.3% an0%l  0sWl  02%
26 AR 0.3 0.6 &0 4,333 22.4%) 13.7%| 61.8% 1.9%: 0.2% 0.0% 0.0%
27 PR 6.5 3ay 53 1,548 31.3%] 151%] 3ME%| 13.1% 5.2% 0.8% 0.0%
27 MW 6.1 7.5 53 4,182 28.1%] 13.1%] 45.0%) 10.1% 32% 0.4% 0.1%
2B il 174 52.0 B4 5,531 34.2%| 166%] 28.3% B. 7% 5.0% 51% 1.0%
28 CT 2.4 b.6] G 4,677 17.9%| 12.0%| 51.6%] 14.0% 23% 2.2% 0.1%
28 A 28 35,5 T0 4,600 19.9%] 115%| 42.2%] 15.8% H.0% 28% 0.6%
30 ] .6 .6] B2 1,861 13.2%] 12.7%| 39.8%| 227% 2.0% 1.3% 1.2%
31| wy 35.0 829 83 304] 385%| 11.8%] 214%] B9% agu] 144%] 26%
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AD REPORT TO BOARD—March 8, 2011
FEBRUARY 2011 CASES

# Cases # Appellants Fiscal ¥r Ave
REGISTRATIONS AL25 1639 MA
DISPOSITIONS 2626 1082 17:3
OPEM BALANCE 3,882 MA
CASE AGHIG 35 Days MET DOL STANDARD (40 days or less)
TIMIE LAPSE
Dol standard Actual % Goal %

Weeks ending 2/25/11
45 Drays 10.9% ' 50%
7o Days 83.3% B0%%
158 Days 59.5% 895%

ADDITIONAL INFORMATION

The paperiess case filc project in Appellate Operations is being implemented, Testing of the process is
continuing by board appeal intake, registration, case management assignment of cases, and with
Appellate Al testers. In March, AQ will be initiate testing of the paperless case file project in written
argument. Then additional testing will be started in decision typing and then loliowed by the log in staff
for proposed board appeal decisions.

Given the result of the increased case assignments in AQ, we are using overthme in the registration of
board appeals, decision typing, scanning, and written argument to increase production.

The retirernent luncheon for AL 1 Kevin Toole is scheduled for March 17, 2011 in Sacramepin, He
completed 37 years of State service which includes 22 years with the CUIAD, His service as a retired
annuitant for Appetlate Operations is not scheduled o resume antil after the start of the next fiscal
year.



Califernia Unemployment Insurance Appeals Board
Board Appeal Summary Report

February, 2011

January, 2011

December, 20170

Movember, 2010

Average Case; Average Case| Average Case| Average Case
Days in Count Days in Count Days in - Count Days In Count

Transfer Transfer Transfer Transfer
Erespo 3.64 158 4.592 186 8.04 178 6.98 188
inglewaod 4 65 185 7.30 198 3.62 224 10,78 2532
_zl_m_._n 4.81 284 504 265 B.A7 364 9.89 28
Los Angales 4.90 201 5,61 215 B.96 274 74a 330
Dm_m‘m:...n_ 8.57 131 B.38 159 12.64 198 12.18 211
Orange County 3.58 270 5.46 197 14.32 381 8.52 303
D.x:m;ﬂ 4.33 144 529 177 810 151 T7.44 228
Pasadena 12.44 102 17.17 127 15.48 145 15.82 138
Sacramento 3.80 337 6.87 408 10,71 308 B.20 449
San Diego &.58 103 g8.10 282 1446 245 168.59 227
San Frangisco 353 167 8.05 133 2,10 187 8.23 1897
San Jose 6.50 a4 §6.70 120 1027 113 10.88 160
Tax Office 4.00 28 580 45 757 42 68.75 az
Total 4.94 2287 6.73 2430 10.88 2794 .91 Aoy

Feport Run Tawe - 3112011 1:00:05 Al

Page 1 of1



Case Assignient to thé B6ard for the manth of: February 2011

. SR hmm.q...ﬁm. ltern 9

Board Member 1st 2nd 3rd 4th 5th 1 Party 2 Parly Total
Alberto Torrico
Sum 308 280 3 H 0 0 0 533 a4 { 2 227 262 B8y
Percent 18% 1% 0% % 0% % 0% 17% 21% 0% 8% 17% 17%
Bonnie Gargia
S 313 288 ¥ 0 0 a 0 548 &0 o 2 248 et B16
Parcent 18% 18% 23% % 0% (e 0% 18% 23% 0% 23% 158, 7%
Denise Ducheny
Sum 260 2584 14 0 0 { 0 314 44 0 2 222 338 60
Ferecent 15% 17% 19% 0% 0% 0% 0% 18% 17% 0% 8% 17%% 16%
Bennis Hollingswarth
Sum 232 258 7 0 a 0 0 427 13 0 o] 187 220 807
Percent 1 4% 6% 23% {2 0% 0% 4% 168 48 0% i 148, 15040
George Plescia
Jum 283 268 4 | { 0 0 493 a4 0 2 213 342 bha
Percent 17% 16% 138 0% 0% 0% L 6% 21% 0% 33% 16% 16%
Robert Dresser
Sum 2 0 i J i 0 0 Z 0 0 0 1 1 2
Percent 0% 0% 0% 1% 0% 0% 0% 0% 0% 056 0% 0% 0%
Roy Ashburn
Sum 207 283 4 n 0 a 0 538 41 | 4 208 375 584
Fercent 8% 7% 15% 0% 0% 0% 0% 17% 1655 0% 17%% 16% 185,
Total Cases Reviewed: 1693 1689 3 0 i 0 ¥ I2e 263 0 24 1307 2108

*Off Calendar

Maonday, Mareh 07, 2011

Page 1 of 1



Litigation Report - February 2011

AGENDA ITEM 3
LITIGATION CASES PENDING TOTAL = 275
SUPERIOR COURT: Claimant Patthons.... . i 229
Employer Pebtions. ... 30
EDD Pafifions. . .o imr et 3
CHher PatitionS. .o oot e 5
APPELLATE COURT: Claimant ADRSaIS. ... erenireeee s e oo 8
EMplaver ADPEaIS. ..o e et 3
E D AP REEIS . e e e s ]
her ARPESIS. e ]
Non-BenafitCases..... e 10
5 TP 237
3 OO 16
= T 16
2011 CALENDAR YEAR ACTIVITY - Benefif & Tax Casos
LITIGATICN CASES FILED Y1Th Fehruary
SUPERIGR. COURT: Claimant Petiions. ... 36 20
Employar Petitions......coooo i 2 2
EDD Pethons.. oo esrmrimninern e & o
APPELLATE COURT: Claimant APPEalS.....ovv e 1 o]
' Employer APPeas..........oo s 0 y;
ERB APPEalS....... i sverianrineise s G 4]
LITIGATION CASES CLOSED Yip Fehruary
SUPERIOR COURT: Claimant Petiion s..l ................................... 8 5
Employer Patitions.......... ..o 3 2
EDD Patitions., .. a 0
APPELLATE CGURT: Claimant Appeais... .o a 0
' Empfuyer.ﬂ.ppeals.............: ....................... g 0
EDDADDEAIS. ..o 0 Q
2011 Decision Summary
Claimant Appeals Employer Appaals CUIAB Decisions

Yolin: 2 boss S Wk 0 boss 2 Affirmed: 8 Heversed: 2 Remanded: O



CUIAB 10/11 Fiscal Year Overtime - 5CO Report
July 2010 through lanuary 2011
Branch FY ¥-T-D Decision Typing FY ¥-T-D CTU Typing FY %¥-T-D Registration FY Y-T-D Other
Hours Fay Hours Fay Hours Pay Haours Pay
Appellate 7.75 5228.24 0.00 $0.00 L7.75 $1,585.91 217.00 $9,874.48,
Admin 0.00 $0.00 0.00 50.00 219.50 $7,709.62 284.25 $12,197.51!
IT 0.00 50.00 0.00 50.00 0.00 $0.00/ 630.75 $26,915.67
Exec 0.00 $0.00 0.00 50.00 23.50 $1,199.21! 124.00 53,654.28
Field 1,642.50 £54,397.13 0.00 50.00 1,819.25 $49,937.10 2,678.75 £86,089.08/
Total 1,650.25 $54,625.37 0.00 50,00 2,120.00! $60,431.84 4,034.75 $138,761.12 |
10/11 Fiscal Year-to-Date Total Overtime Expenditures FY 10/11 FY Projections

Year-to-Date _
b 10/11 FY Wi s Pusitian Estimated Expenditures
| i : Cver-fUnder

Allocation Hours | Equivalent Year-to Date Pay  [Allocation Balance
Appellate 5158,242.99 382.50 0.32 $11,688.63 $146,554.36| $138,205.34
Admin 5121,418.90 503.75 0.42 $19,907.13 $101,511.77 $87,292.39
IT $113,289.60 630.75 0.52 $26,915.67 $86,373.93 567,148.45
Exec $17,565.82 147.50 0.12 $4,883.59| $12,682.23 $9,193.95
Field Operations | $1,221.881.22 6,140.50 5.06 $190,423.31| $1,031,457.91 $895,441.25
Total 1,632,398.53/ 7,805.00 6.43 4£253,818.33| 51,378,580.20 51,197,281.39
Actual Monthly Average Personnel Year (July/August) 22.56




EMPLOYEE FURLOUGH,/PLP BALANCES -

L ' DATA AS OF February. 18,2011
FURLOUGH HOURS

PLP EDGWW )

Cost Center Support # AL]/PALJ il Other # Support # | PAL] | # { Other| # Total
Appellate Operations 943 18 435 12 854| 40 2231
Administrative Services 76% 10 388| 4% 1658
[nformation Technology 1202 16 B9Z| 34 2094
Regional Support Unit 107 8 306] 28 503
Chief's (ffice 219 4 28 2 350 15| 152 5 749
Executive 61| 2 928 4 43 4 156 6 1188
Oxnard 204 B 318 8 349] 15 32 1 1403
Pasadena 629 8 h45 9 425 19 32 1 1731
Orange County 587F 12 1462 10 342| 24 28 1 2418
Inland 494t 10 6584 6 345 19 32 1 1555
San Diego 417 10 492 13 428 24 32 1 1369
Inglewoed 78l 3 816 G 182 17 18 1 1094
Oakland 2871 7 263 3 345 18 896
San Jose 166 5 26 3 312 23 32 536
Fresno 74 6 335 5 162 12 32 1 603
San Francisco 260 b 292 3 275 17 48 2 875
Sacramento 483 9 340 3) 371] 28 8 1 1203
Los Angeles B85 12 870 9 520 20 16 1 2291
TOTAL HOURS 5984| 126 7505 98| 2899 30 5609| 3237 462] 16| 1936 89| 24395
FURLOUGH HOURS PLP HOURS

Support | AL Other SUPPORT PAL} OTHER
TOTAL HOURS 5084| 7505 2899 5609 462 1936
TOTAL EMPLOYEES 126 93 30 323 16 89
AVERAGE 47 77 97 17 29 22




CALIFORNIA UNEMPLOYMENT INSURANCE APPEALS BOARD
SPECIAL PROJECTS MATRIX

March 2011

Califarnia’s economy s globally ranked with approximately 1.0 million business owners and 15.8 million workars. Currently, California, along with the nation, is experiencing an immanse
aconomic downtum with 2.3 million Califomia workers out of work. These are unprecedented numbers for California and the nation. Given this current economic situation, we strive to better
serve California’s workers and business owners during a time when more than ever, they are in need of our services, Since January 2009, the Board has been focused on the appeal backlog
and identifying work sclutions that will help address the warkload.

WORK PROCESS IMPROVEMENTS

Project & Description
EDDICUIAE Appeal Co-Location Pilot
Exploring the co-location of four CUIAE staff
at EDD'=s LA PAC to streamling appeals
registration processing,

Friority
2n Hold

Milestones
Developed scops with
ELD 072010
Canneactivity established
08/2010
Equip installed 0872010
Train stafl 08/20/2010
Launzh Pllat 02/27/2010
Analyze impact to appeals
warklead 1272010

- Reduce claimants” & employers' wait
time for hearing decisions.

- Resolve appeal registration issues In
a fimely mannear,

Prajact launch an 09/27. EDD & CUIAB staff
will evaluate the initial project data after the first
30 days and follow with evaluations &t 80 and 90
days, Suspended on 10/04 to addrass CLUIADR
registration backlog due to hiringfovertime
freaze,

US Department of Labor Taskforce
Ferning years, CUIAR has failed to meet
S DOL timeliness standards for Ul
appeals, Califomia is ranked 51" among 53
states and US territories on tirme lapse and
case aging standards. In late 2008, US
DOL plaged CUIAB under a corrective
acticn plan with oversight by a faskforces of
Us DOL. EDD & CLUIAB representstives,

High

- Meet DOL time lapse measures.
— Mest DOL case age measunas,

US DOL representatives conducted an appellate
review and evaluation during the week of O7/27-
A1/2008, Formal DOL raport sent on
02052010, A response by LWDA was sent on
0302010, The two-year "At-Risk” correctiva
action plan was submitted to DOL on
OFMEE010,




TECHNOLOGY

Project & Description

Milestones

Accelerate Decision Notification to EDD Lori Kurasaka On Hold  EDDMCUIAB workgroup — Reduce claimants' & employars’ wait | FO design & development began 05/02/2010
Currantly, CUIAE Field staff prepare appeal launched D&/18/2000 times for benefits and adjustments. Phiase || implementation rollout began 0522 with
desigians for mailing to the appellants and Unisys contract sward ~ Reduce postage and paper costs. threa FOs. Rollout of five FOS follow on 10/04 &
EQD U Branch., CUIAR and EDD are 12010 . — Increasa information security for 1007, Phase |l project development for Tax &
jointly developing electronic sclutions for Phasa | ‘mglamentatian claimants & employers. DI declsions on hold through 05/2011 due to
the transfer of appeal decisions to all EDD 04/14/2010 [secend level) EDD's AGES implementation and DI staffing
programs. Phase [l design 05032010 constraints,

{First level)

Fhases [l implementation

08-10/2010
ALJ Mobility Pilot Rafasl Placencia | Medium  Inland complets Inglewood and San Diega will be complated
Provides mobile aquipment to cenduct Training 0372010 by late 322011,
hearings in remate locations. LA complete 12/2010
CUIAB Metwork Upgrade Rafael Flacencia Hizh - Reducs processing tims for appeals Meating with EQD T fo explore options &
This upgrade with double the bandwidth far data flow and decument saving, alignment with Agency natwork consolidation
faster processing of appeal data and efforts.
information for ALls and staff,
Digltal Imaging Lari Kurosaka High Fick off 11/2010 — Reduce paper files prepared & sent by | DOL approvad funding at $35£,000 for this
Currently, EDD mails hard copy docurrents FSR compleion 0272011 EQD U Branch, planning phase only. Projact and precurement
o CUIAR when an appeal is filed, CUIAB Potential BGP 02/2011 ~ Inereass Information security. strategy approved by LADA & ERD. Six wesk
will collaborate with EDD to image Procurament 0442011 — Reduce paper file storage space siart delay due to OCI0 aporoval. EDD &
docurnents and records relating to all neads & costs at CUIAB. CUIAB staff are compiling estimated project
exchange. — Increass federal performancea.
Digital Personnel System Rafzel Placencia | Medium  Phase | design 052003 - Replace existing manual process to full | Phase | s in use,
Thiz project creates a paperless procass for Prnase | implementzation paparless process Phase |l Is in developmant. On hold.
recruitment and hiring process betwaan HR 0E/2008 —Eliminate the mailing of applicant
and hiring managers {Phase I}. Phase |l Phasza || design 0E/2008 documentation
will use CUIAR s external web site to mﬂﬂﬂﬂ.ﬁ FPrhaszea |l _ju_ﬂ__.mq._u_m_u_."m.z."u: — Reduce staff time for ﬂ_._-mﬂ_mq..:.._@ to hire
elecironic application filing for CULAB jab 08/2009 by fully automating the application
vacanclas. process
Electronic Case Management Lori Kurosska | On Held — Receive appeals case docurments DCL approved furding at $404,000 for the
CUIAB's case tracking database is 8 years until electronically from EQD, planning phasa only. Project & procurement
old and becoming cumbersome to manage 04:2071 — Eliminate internal mailing of case strateqy approved for FSR development by

the current warkload voluma. CULAB is
collaberating with LWDA & EDD te develop
an integrated casa management system.

documents

LW, EDD & CLIAB, Vandor contract
approved by LWDA, Kick off will coour after
Digital Imaging contract.




TECHNOLOGY cont
Project & Description

Milestones

Status

Electronic Transmission of Board Rafael Flacencia High - g of hard copy Draft raports pending review with AC.
Appeals to FO decisicns to CUIAE Field Offices. Reports completed and in production. [T
Currently, Prasiding Judges recaive hard - Increase Information security. received new modifications to tha orginal
copies of all board decisions for review o - Save paper and postage costs, raqLest,
help identify ALJ training needs. This
solution will transmit the decisions
electronically to the Pus.
Enhance Wirelezss Connections Rafael Placencia High | Procure "hot spot” - Seamlessly connect to CUIAB Egquipment received. Dasign complated
CLUIAB will upgrade 12 Field Offices and 3 connactivity boostars. network via mobile davices. and working cn configuration and testing.
large out-station offices for wireless Install boosters, SF Install on 11/09 & Fresno on 11/18; Last
connaction, This will provide faster laptop SF & Fresno complete 3 large Tacilities will b2 complated by 22011
and PC responss times for ALJs in hearing and that will conclude the project.
rooms and offices. o
Expand Auto Dialer Hearing Reminder Raiael Placencia High Updated scftware. - Increase hearing sttendance rate & Emall notifications implemeanted in 0272010,
Adding email and cell phone texi featuras Final testing 082010 productivity, Fourth requast for DE 1000 updata to U
for supplamental hearing notifications. Irmplementad 09/2010, Eranch for cell phonae text messaging made
on 100082010, Analyzing data to
determine need for phone hasring
- reminders. Specs pending revisw.
Field Office Technology Enhancements  Rafael Placencia | On Held | Complete procurameant - Improve readability of documanis on Freparing procurement decuments for
CUIAB s Investing in technclogy Madium | D2/2011. SCresmn, additicnal monitors,
improvements for Field Cffices. CUIAB will
test the use of larger sized menitors for
hearing rooms. Alsa, CUIAB will pravide
sacond monitors for support staff to toggle
inte SCOB without interrupting their CATS
dizplays.
Field Office Telephone Tres Rafael Placencia | Medium | Develop standard autornated | — Reduce claimants & employerstime  Standard phore tree design completed,
Field Cperations will test the uss of phone phone tree to be used for all on phonas, Pilot began in the Inland FC, 1T & Admin
menu opticns to answer reutine constituent FO's ~ Standardize hearing information are devaloping evalustion tool to measure
calls. This will allow suppornt siaff to spend Filot new phone free in the provided by phone. pilot effectiveness.
mare time on tha non-routine calls. Inlend FO
Hearing Scheduling Systam Rafasl Placencia | High Charter & scope completed. — Reducs claimants & emplovers wait _ A FO & IT cbsereed an EDD demes an
Currently, FO & AQ support staff schedule Kick off 1014/2010 fime for hearing dacisions, their Ul Scheduling System. AQ systerm in
or asslon appesl hearings or cases Using a Requirements 2/2011. _ - Provide easier electronic process for | development & providing demos to AQ

hybrid manual process considering many
diffarent criferia,

| staff to calendar haarings or scheduls
_ Ca5ES.

staff,




TECHNOLOGY cont.
Project & Description

Lead

Pricrity Milestones

Goals

LWDA Network Consolidation Rafasl PFlzcencia  Madium  UWDA Workgroup develops Improve [T efficiency & effectivensss. | The migration plan is completed and a cost
T comply with OCIO Palicy Lettar 10-14, migration plan. Improve security. maodel has been devaloped.

the LADA Departnents & Boards are Consensus on migration plan, Raduce |T costs by using shared

developing a network consclidation plan Irmplementaton servics madals.

that must be completad by June 2013, Reduce greenhouses gas emisslens,

Fersonal Preductivity & Mobility Filot for | Rafael Flacencia  Madium Reduce the use of paper far board Researching Teasibility of fachnology
Board Members, Appellate & Senior Staff appeal processing and board allematives.

CUIAB will test the use of naw mobils, meetings.

paperiess technelogy with Board Members,

alx Appellata AlLJs, and Senicr Staff. '

Printer Standardization Rafas! Placencia | On Hold Reduce maintenarce & support costs. | Researching feasible eguipment
Standardizes the use of printers threughout Madium Reduce tonar costs. Standards are in place for light, heawy,
the organization as they are replaced, This color, and multi-function printers,

will raduce maintenance ard toner costs

through the printers lives.

VOIP Telephony Rafael Placencia High Murrieta, Van Muys & Santa Elimination of long distanes toll calls OTECH delagation submitted 04/C5/10
CUIAB is exploring use of Voice Over Ana complete. Censolidation of telecommunications | Working with vendor to establish systerm
Internet technolegy o provide lowar cost support areas, reguirermants, Revising rollout scheduls
telecommunications. This will also include with Verizan, Wil parform a high level cost
expansion of auto dialer hearing reminder analysis of the project by mid March 2011
systen,

Workstation Refresh Rafazl Placencia High Praparing procuremsant documents,
Replace the 150 remaining PCs that have Standard images are being tested on the
expired warranties throughout the state. hardware received,




STAFFING, FACILITIES, EQUIPMENT & OTHER

Project & Description

Priority

Milestones

organizational change management. A
consultant will assist with defining
organizational structure, proactive
communications with stakeholders, identify
staff skill sets needad for new technology,
gic,

scale technology projects,
Flan and coordinate communications
with zll stakehalder groups,

Administration Branch Move Janeat Maglinte High Tenant imprevemts done, This meve will accommodate space
To leverage headquarters space, 5 part of Pzm Boston _ neads for Personnel. Awaiting modular
Adminisiration Branch staff wil be housad furniture installs. Move anticipatad for
on the first flioor @ Venture Oaks. late March 2011
Archive File Document Canversion Lori Kurosaks High M5A vendor contract Recapture real estate space for ALJ FO staif sre inventarying, prepping and
Ezch FO is retaining three vears of Pat Houstan exgcuted 0172010, officzs and hearing rooms, boxing 2008 & 200 archive appeal files
complated paper appeal case files that are QC, Inland, LA, Qxnard, San Priority convarsion for OC, Infand, LA, | in Fresno, Pasadena and Tax. FOs with
sitting in considerable real estate space. Jose, San Diego, LA, Sacto, San Jose & Oxnard, adequate staffing are beginning to send
Tha file room space may be easily SF. Appellate complste 2010 files to vendor.
converted to ALJ offices or hearing rooms, Wendor quaiity check 04/06.

0506 & 0318,
Performance Management Tools for Janet Maglinte High Business case meTics for Completad report 'emplates with IT and
Board & Leadership imaging tested with live data. Developing
In addition o program performance Business case mefrics for performance matris tool for Bosrd &
repering fo US DOL. CUIAB is developing case management leadership to summarize data and
reperting tocls that the Beard & Leadership analysis of the metrics,
will use to monitor overall appellate
performance and process oyele times.
Thase tools will also halp to measune
success with tha large scale technology
projacts,
Transforming CUIAB Rafagl Placencia High CMAS scope of wark Plan, design and implement A scope of work wil be released as a
To procure a consultant to haip plan and Fam Boston campleted. arganizational design for the large Request for Offer to CMAS venders in
guide the leadership team through Lori Kuroeaka Relzase RFC a32011,




California Unemployment Insurance
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TELEWORK PROGRAM

Policy and Procedures

A policy and procedural guide to telework for
supervisors and employees in the
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TELEWORK PROGRAM

Foreword

Benefits

Authority

Appropriately planned and managed, teleworking is a work option that can
benefit managers, empioyees, and customers. Teleworking is also an
important means by which we can halp reduce air pollution, traffic and parking
congestion, and demand for office space.

A good teiework program facilitates temporary iimited duty, increases the
State's ability to respond to emargencias, amptifies effective use of new
technologies within State service, and improves employee morale resulting in
improved performance.

The Telewnrk FPolicy and Procedures and state Telework and Remote Access
Security Standard documerts will help reduce some of the confusion and
misunderstanding about telework. It also provides a detailed guide for
executive staff, managers and supervisars implamenting telework within their
workgroups.

CUIAR expects the following benefits through the use of telework:

*  mproved empioyee performance and morale.

v Opfimum use of office facilities.

»  Reduced absenteaism.

»  Improved employee health and wellness.

= Increased work options for employess on temporary limited duty.
= [mproved air quality and reduced traffic and parking congestion.

=  Enhanced working experience and opportunities for those with mobdity
restrictions.

»  Effective continuation of business as part of a disaster recovery or
emergency plan.

The fefework program exists under the folfowing stalues, statewide guidefines
and DGS responsibilities:

hitpfwwar tepinfo.ca poviors-

bivwaispate? WA SdocI D-8526443256+ 701 0& WATISaction=retricve Govermment Code
Sections 14200-14203 authonize every stale agency, including every board
and commission, {0 incorporate fefecommuting {telework} as a work apfion.

The term felecommute is replaced by tefework in this docurnent, except when
directly citing current faw. See Atfachment F for a glossary of terms.

CUIAB Tetework Policy aind Procedires Fage 4



TELEWORK PROGRAM - POLICY

Policy

The CUIAB encaurages the use of telework as a managemeant work option
when achisved through a hilateral voluntary arrangement between CUAB
management and employee, In accordance with the CUIAB policy:

« Both paries must agree that the arrangement is muiually beneficiat.

= The telework arrangement can be terminated by either or both parties
when no longer mutually beneficial.

Tetework maans working one or more days away from the main office, either at
hievme or at an alternative worksite,

» Home-based — waorking in a space specifically set aside as an office in an
amployee's residence. This arrangement is hased on a voluntary
amangement.

+« Telecenter-hased — working in an office near the employea’s homa to
which the employee reguilarty reports 1o work. This arrangement may not
be on a volurtary basis.

a  RMixed-use — inciudes the use of 3 combination of the main or central
offices, telecenters and home offices.

This poficy recognizes the business, societal, and personaf benefifs avalable
through a carefully planned and managed telework program.

Telework
Arrangement

Completing the Telework Arrangement form (Attachment A) vernifies that all
essential components of a telework arrangement have been addressed prior to
the actual start of teleworking. The required sighatures indicate that the
teleworker and supervisor have read and understand the Telework Program
Policies and Froceduwres and state Telework and Remate Access Secunty
Standard.
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TELEWORK PROGRAM — TELEWORK AKD REMOTE ACCESS SECURITY STANDARD AND AUTHCRITY

Telework and
Remote
Access
Security
Standard

Authority

The CUAB is required to ensure that its Telework Program is implemented in
accordance with all applicable laws, policies, and standards including those
governing the protection of state information assets.

Statewide information sestrity policies, standards, procedures, and guideiines
are issued by the Office of Information Security {O13). Policies issued by OIS
are found in the State Adminisirative Manual (SAM) sections 5300 through
5399, Corresponding standards, proceduwres and guidelines are found on the
OCI0 wehsite at httpfwww, Cio.ca. goviO SiGovernment/poicy. asp.

The state Telework and Remote Access Security Standard is available at
hite flwewrw. cio.ca gowfGovernmentIT  Policy/pdi/SIMM 664 pdf.

The following statute authorizes the OIS to issue statewide policies, standards,
procedures and guidelings:

= Government Code Sections 11549(z)

The foliowing statute requires every state agency, department, and office to
comphy with the information security and privacy policies, standards, and
nrocedures issued by the OIS

«  Government Code Sections 11543(h)
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TELEWORK PROGRAM - IMPLEMENTATION

Department

Executive
Staff

Management
Stafi

CUIAB Is responsible for the implementation of the Telework Program and
encourages the use of the telework option where work conditions warrant.
CUAB will ensure that:

Employee compensation benafits, work status, and work responsibilities
will not change due to participation in the Telework Program.

The amaunt of time the teleworker is expected to work per pay period will

not change.

" Managers and employees will familiarize themselves with the
teteworking policy and procedures contained in this document,
information security and Telework and Remote Access Seclrity
Standard prior to the commencement of approved telework
arrangemsant.

State information assets are secure and confidential, personal and

sensitive information is protected.

CLHAB evatuates its telework program in cooperation with the Pepartment

of General Services' criteria for evaluating telewark programs.

Executive staff is responsible for encouraging managers and supanvisors to

use telework where work conditions permit.

CUIAB management staff (e g., Bivision, Branch and Office Chiefs) is
responsitide for administration of the Telework Program within respective arcas
of reaponsibility. These responsibilities include:

Approving telework arrangements.

Budgeting the necessary resources, if applicable.

Ensuring managers, supervisars, and teleworkers have read and
understand the Telework Policy and Frocedures document and state
Telework and Remote Access Security Standard.

Ensuring compliance with all applicable policies, procedures, and
guidelines.
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TELEWORK PROGRAM - [MPLEMENTATION

Managers and AR encourages managérs and supervisors to support the use of the
Supervisors  {elawork option.

Managers and supervisors are responsible for:

Reading and understanding the contents and requiremeants of this Telework
Policy and Procedures document in addition to the state Teleweork and
Remote Access Security Standard.

identifying job tasks suitable for telework.

Determining If teleworking staff will contritite to pregram objectives, while
mainfaining or improving efficiency, productivity, and customer service.

Determining that telework arrangements are mutually beneficial prior to
subrmitfing to the naxt higher level of approval f required.

(wersesing the day-to-day performance of teleworking semployees, as they
would on-site employees, including communicating general office updates
and related information to telewarkers.

Ensuring teleworking employees indicate the hours they have teleworked in
accordance with the CLIIAB's established policy and procedures.

Approval of the teleworkar's use of sick leave, vacation, time off, or other
leave credits, as well as any overtime wark.

Praviding teleworkers with specific, measurable, and attainable
assignments, just as they would non-teleworking employees.

Supervisors must dafine, iy weiting, work lasks, correspanding
deadiines, and the expected work performance.  These expectations
shalf be reviewed with the Teleworker as stated in the procedires
and/or practices that pertain to the specific Cost Center tefowork
Process.

Ensuring employees who remain in the main office are not negatively
impacted by handling the telewarker’s regular assignments (answering
telephone calls, dispensing information, etc.}

Providing employee training in the use of equipment and software as
required for teleworkers to function effectively and incependently.

Ensuring all software installed for the telework option will be in accordance
with the software copyright laws and be compatible with CUAB Information
Security Policies, software standards and state Telework and Remote
Access Security Standard.

Ensuring compiiance with CULAB information Security Policles and state
Telework and Remote Access Security Standard to protect CLIAB assets
when accessing, storing, of transporting CUIAB information.

Reporting security incidants immediately when they oscur,
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Personnel CUIAB PERSONNEL LINGT will :

instruct Attendance Clerks and Time Keepers how o have Teleworkers
racard their time teleworking.

Maintain and update the CINAR Tefework Program FPolicy and Procedures
as needed.

Telework CLHAB management will designate a Telewark Coordinator (TC). The TC will

Coordinator  be responsible for the day to day coordination and management of the CUIAB
telework program, including compliance with policies, procedures, and
guidelines including the state Telework and Remote Access Security Standard
and may provide training on telework as needed. The coordinator will
represent management of the CUIAB with respedct o teleweorkers, other
agencies and the public. Additional responsibilities may include:

Serving as a telework resouree for management and non-management
employses.

Ensuring that employee-owned computing hardware and software are
compatible for telework {Refer {o the state Telework and Remote Access
Security Standard).

Retaining copies of teleworking employees’ signed Telework Request
Package for the duration of the telework assignment.

Communicating to managers and supervisors that state data is only fo be
aaved/stored on ancrypted state eguipment or CUIAB Net,

Facilitating the reuse and transfer of State-owned information technology
{IT} equipment mesting deparimental standards.

Ensuring routine maintenance and repair of CLUAS [T azsets used by
teleworkers.

Representing CUIAB on the statewide Teleworl Advisory Group led by the
Department of General Services.
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Employees Employees interested in becoming teleworkers are responsible for:

Understanding the requirements cordained in the CLUIAB Telework
Program Policy and Procedures and state Telework and Remote Access
Security Standard.

Submitting a request to telework o their supervisor.

Working with their supervisor to develop mutually acceptable telework
artangemeant.

See the Telework Arrangement form, Aftachment A.

When a telework arrangemeant is approved, employess are respansible for.

Abiding by the provisions set forth in the CUWIAB Telework Program Policy
and Procedures, state information Security Policies and state Telework and
Remote Access Security Standard. :

Establishing and maintaining a work area that is clean, safe, and free from
hazards.

Emplayeas working at hiome rmust cormplete the Salety
Checklist/Acknowledgetmnent, Affachment B, and ceriffy is accuracy on
an annual hasis.

Maintaining state andfor personally owned equipment, devices, and
services associated with achieving a safe, secure and healthful telework
environment as identified in the Telework and Remote Access Security
Standard.

Reporting security incidents immediately to their supervisor,

Repairing andfor replacing any damaged, lost, or stolen state-owned
equipment assigned to the teleworker, if the damage, loss or theft is
determined by management to be due to gross negligence on the part of
the employee. :

Procedures for reporting lost, stolen, or destroyed propetty or
aequipment are provided in the State Administrative Manual, in
Sections 5350 through 5350.4 and 5643

Complying with all applicable policies, standards, procedures, and

guidelines.

Complying with tax taws.
CUIAB is nof responsible for subsfanfiafling an employee's olaim of tax
deductions for aperating an office in ihe emplayea’s fiome. An
employee should seek advice from a fax advisor concerning in-home
office deductions.
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TELEWORK PROGRAM — MANAGING TELEWORK

Eligibdity It is the CLIAB's discretion fo determine what employees are eligible to
participate in the Telework program.

Declining Declining an employee’s telework request is subject to the employee’s

Telework Bargaining Unit MOLU provisions.

= Questions regarding Bargaining Unit MOUs and telewerk should be
directed to the CLHAB Labor Relations Officer.

= Ciher personnel guestions should be directed to the CLIAB persmﬁnei
office.

Employee Employee rights provided in the employee's collective bargaining agreement
Telewarker petween the State and the employesa unions are neither enhanced nar
Rights abridged by participating in a telework program.

+ Employse-teleworkers retain the right to grieve in accordance with the
provisions of their collective bargaining agreaments.

n  Emplovee-teleworkers retain the right to maet with their representative
fe.g. job steward) in accordance with the provisions of their collective
bargaining agreament.

Scheduling  [anagers and supervisors will follow these scheduling guidelines:
Telework

»  Mudually establish a telework schedule prior to starting the telework
arrangement with the teleworkear.

»  Schedule telework consistent with requirements of the worker's work
week group andfor provisions of the collective bargaining agreement.

»  Review teleworkers requests for flextime or alternate work week
schedutes as part of CLIAA policy andfor the employee’s bargaining
Lndt MO

= A teleworker must forgo telework when their physical presence is
required in the office on regulariy schedulad telework day.

s Teleworkers must be accessible via telephone, answering maching,
ypicemail, pager, or e-mail, just as they are at the main office.

= Teleworker leave usage, overfime, or altemative work schedule policies
wili be consistent with those used for non-telework employeas.
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Types of CUHAB provides for two telework scheduies:

Telework
Scheditles

Casual — Employees may be allowed to telework on a temporary andfar

episodic basis as duly assignment permits.

Circumstances which may be appropriaie for temporary telework include, but
are not limited to the following:

Special project work reqguiring extended uninterrupted time.
During convalescence from injury or illness. *

During the {ast few weeks of pregnancy andfor following the birth of 2
chilel,

While all reasonable commute routes are biocked {i.e., major
construction, storm, disaster).

If the primary worksite is inaccessible or not habitable.

Regular — Regular telework is an established schedule per week or month.
Supetvisors andfor managers must approve any change in the agreed upon
scheduie, and append it fo the Telework Arrangement forni,

Mote:

The supervisor and teleworker must {ake steps to prevent the

teleworker from becoming isofated from the main office staff, therefore,
in-home office telecoammuters may be required {0 spend a minimum of
ane day per week in the main office, except under unusual conditions.

Full-tima teleworking {100% of teleworker's hours} is permissible when
necessary to accommodate medical restrictions or physicat disahilities,
recruit and retain highly skilled expertise or is contingent on the needs
of the job.*

Teleworking is not to be used for dependent care purposes.

* An employee may request a reasonable accommuodation in
accordance with the CUIAB palicy and procedures.
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Ending
Participation

The CUIAB telework program is a bilateral valuntary arrangement between
CLIAB and the telework employee that can be discontinued by either
managemeant or employeeftelaworkear.

Employee/Teleworker - The employse may terminate participation in the
Telework Program, without cause, at any time, for any reason, by written notice
to his or her suparvisor.

»  When feasible, the employes shall provide such notice gt least 30
catendar days in advance of terminating participation.

= When an employee’s participation in the Telework Program is
terminated, the employes must begin warking af the main office as
soon as possible, but no iater than 30 calendar days afier being
nofified.

Management — Management may terminate an individual employee’s
participation in the Telework Program at any time, including these reasons and
PrOVISEONS. '

» Far changed circumstances, operational needs, or performance-based
reasons, providing 30 calendar days prior written notice with an
explanation given fo the teleworker.

» For cause. A telework arrangement may be immaecliately lerminated and
does not require advance written notice.

r  Management may not terminate an employee's participation in the
Telewark Program based on reprisal or retaliation.
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TELEWORK PROGRAM - TECHNOLOGY, EQUIPMENT ANE WORK PROCESSES

Before allowing a telework arrangement, the manager and/or supendsor and

Technology : . :
and empioyee will determine the equipment needed for telework on a case-by-case
Equipment basis. The types of technology sarvices {internet services), access to state [T

Neads infrastructure and equipment that will be necessary to support the proposed

Overview telework arrangemeant must be identified.

Mot all teleworkers need to perform functions or tasks that require computer
equipment or service nor does telework necessarily ertitle the teleworker to
state-owned assets such as: computer, sofiware, printer, fax machine,
furniture, telephone, or a business telephone lina nor does it entitle the
employee authorization {o use persenally-owned equipment.

Managers and/or supervisars must:

« Carefully weigh the costs and benefiis of a telework amangement,
particularly ones that will require additional deparimental expense for
services or equipment (e.g. the purchase of new computer equipment
or cable trenching to allow for a business telephone hne).

»  Work with the C{NAB Information Security Officer, and Information
Technology and Business Services Offices to assess telewark
technology hardware and software needs and to provide the necessary
services, equipment and supplies to teleworkers.

« Ensure that the telework infrastructure, inciuding compuiing equipment
at the agency that hosis felework connection and the computing
squipment used hy the teleworker to connedt, is installed, maintained
and updated in accordance with state information security policias,
standards, and procedures,

The acguisition and furnishing of services, aquipment and supplies shall be in
accordance with all state laws, policies, standards and procedures inchuding,
but not limited to, the state Telework and Remote Access Sacurity Standard
and Public Contract Code.

Dffice
Supplies CLHAB will supply approved teleworkers with necessary office supplies (pens,
pencils, stationary, envelopes, efc.). These supphes should be obtained

through the teleworker's supervisor.

Restricted

tse The employee acknowledges that the use of any CLHAB provided equiprent,

software, data, and supplies is limited to authorized telewerker use and only
for purposes related to CUMAE business, or as allowed by law or under MOU
RHOVISIORNS,
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Property Managers and/or supervisors must property accouryt for CUIAB telework
Controd propetty by ensuring the following steps are taken:

»  Tag all CLIAB equipment with a propertyfasset identification number for
property inventary and confrof purposes.

»  Maintain a record of all property, by teleworker and tag number, purchasad
andfor issued to teleworkers for telework purposes.

= Maintain a record of services used by telewnrker (ie. telephone Iine(s),
service provider, internet connection, setvice identification number, etc.)
that ware acguired andfor installed at the telewarker's home.

Re“f"“ of CLIAB requires a telework empioyee to return al department-owned
Equipment equipment, software, data, and supplies when:

= An employee decides to end telework participation.

»  CUIAR deems the employee’s job no longer qualifies for telework, -
telework equipment, and/or related services.

= The empioyee terminates employment with CLHAS,
= CUIAB terminates the employee.

Upon notification that the telework arrangement will end or notification of
employee separation, the manager and/or supervisor will review and compare
the equipment and services checklist, provided on the Telework Arrangement
form, to ensure the equipment is returned and services are terminated,

Note: For equipment requiting remaval by CUIAB, such as a business
tefaphone fine, the approving manager wilf determine when it wif be removed,
or its use discontinued, with a mininum notice to the empioyee of two workiig

days.
Changing Once a telework arrangement is approved and implemented, the teleworker's
Workﬁatmn supervisor must pre-approve any changes involving refocation of installed
Location squipment or sarvices ownad or acquired by CUIAB, such as a business

telephone line.

» |f a teleworker is moving the workstation to 2 new residence and has an
existing CUTAB awned business telephone line in his or her current
residence, the telewoker must provide reasanable notice to his or her
manager of the intended move.

»  Upon notification from the teleworker, the manager is responsible for
ansyring the telephonea line is disconnected hefore the teleworker
relncates.
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Equipment

MNatfunction

Employee
Provided
Equipmeant

Work
Products

if equipment malfunctions, the teieworker must notify his or har supervisor
immediately,

The supervisor will determine if equipment down fime warrants the
teleworker to report to the main office.

The teleworker is reapuhsible for returning the malfunctioning equipment
to the main office for repair.

The CUAB IT Help Desk will provide telephone service and assistance to
teleworkers for state-owned equipment and services,

IMPORTANT: The CUAB will not provide any at home service. When

necessary, the telework employee is responsible for returning state owned
equipment to CIXAB for maintenance and repairs.

Only state-owned computing equipment may be used to connect to atate |T
frastructure at the network-leve] uniess the following conditions are met;

Written authorization is provided by CUIAB management.

An exception in accordance with an authorized process has been
approved.

The telewarkear's computing equipment and software complies with the
state Telework and Remote Access Security Standard. The state Telework
and Remoie Access Security Standard is published on the Office of
infarmation Security website at

it Mweww. cio.ca.gow/GovernmettIT Policyfpdi/SIMM 664, pdf.
YWhen an exception has been approved, the following apphies:

Employes’s personally-owned equipment maintenance and repairs remain
the responsibility of the employee.

CUIAB does not assuime any lisbility for loss, thefl, damage, or wear of
empioyee's personally-owned eguipment as a result of telework-related
activity.

NOTE: Employess who use their personal computing equipment for work
puposes subject their frard drive, soffware, andfor any ofher type of eleclronic
storage media, fo the possibflity of subpoena o lack of privacy through legaf
action taken against, or by, the Stafe (Electronic Commurication Privacy Actl

CLUYAB owns any software, products, or data created as a result of work-
related activities.
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or Shared
Cosis

Work
Environment

Reimbursable  ¢ryag will reimburse teleworkers for business expenses necessary for

performing work assignments.
«  Supervisors must pre-approve in writing all such reimbursements.

= Reimbursements will be made via normal purchase and/or reimbursement
procedures.

Notfe: CLYAER wilt not be liable for tefework expenses nol identified in the
smployee’s felework arangement, including, but nat imited to, any iwvestment
it furpiture, equipiment or services for the designafed workspace in the
feleworker's home office.

Additional points:

= Supervisors will review usage charges for a home dedicated volce or data
line and if approved, the Business Services will make payment.

v Teleworkers using their own residential telephane for business-related calis
may be reimbursed for those expenses. The teleworker should submit a
Travel Expense Claim along with receipts, bilis or other verification of
expenses pursuant to travel expense claim procedures.

= On a case-by-case basis, the supervisor will decide whether any telework
axpenses not specifically covered in this policy are reimbursabie.

CLUIARB provides the opﬁﬂrtunﬁy to participate in 2 home telework program with
the undearstanding that if is the responsibility of the employee to maintain &
safe and productive wark emvironment.

«  Telswork should not be used for dependent care (i.e., any individuals
requiting constanf supervision including. infanis, toddfers, preschaolers,
school-aged children, adults, and efderly adufts) purposes. Dependent
care arrangements must be made for agreed-upon work hours.

= Personal distuplions, such as non-business phone calls and visitors,

should be kept to a minimum,

= The Telework Arrangement form shall identify work hours and the work
area. See Attachment A

= CUAB employees should ireat the work area as an official State office
work area during work hours.

Please review “Safety Checklist/Acknowledgemeant”, Attachment B.
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Avithorized
Expenses

Main Office
Days

Health and
Safety

Managers and supervisors must follow regular CUMAB procedures to authorize
expenditures for office aquipmant, software office supplies, communication
devices, and office services needed by teleworkers in thelr home offices.

»  Compliter hardware and software purchases must be processed through
the procurement process.

= Existing procedures require that all invoiced goods have an authorized
purchase order in place before purchasing.

s All department provided furniture, calculators, and computer eguipment
misst be tagged as CUIAB property before placement or installation at the
teleworker's home office.

« Managers shouid use existing equipment and supply items available
throtgh their division, branch, or office whenever possible.

CUIAB expects telework employees to work at the main offise on their non-
telawork day(s) unless alternate arrangements have been approved by CUIAB.

Manapers and supervisors are responsible for ensuring that on employes's
regudar non-telework days:

= Telework empioyees have adeguate office space available to them.

Space efficiencies can be accomplisfred by temporarily assigning
teteworkers space of absent employees, providing reserved office
space in a shared environmeant, or providing reduced space. it alf such
cases, managers and supervisors will meet health and safely
requirements for work erivironmeants.

»  Teleworker's in-office files, related equipment, and telephone lings are
availlable to them. ?

the telework site as they would have at the main office.

»  Employees who telework must have a fire extinguisher and smoke detector
in the home.

= Teleworkers shall have pre-established evacuation plans and frst aid
supplies.

s In-home offices shall be clean and free of abstructions and hazards.

=  Resources on how io set up an ergonomic workstation are avaitable at the
link below:

Fatp:-Mweww documents.dgs.ca.govidgsitelework/doahandb, pdf

IMPORTANT: Failure to maintain a safe work environment, in accordance
with this policy, is cause for discontinuing employee participation in the
Telework Program. Review “Safety Checkiist/Acknowtedgement” and
“Setting Up A Home Office.” (Attachments B and C)
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Self-
Certification

Work-Related
Injeery

information
Security

Teleworkers are responsible for seif-certifying that the in-home office complies

with identified safety requirements by completing and signing the "Safety
ChecklisttAcknowledgement” in Attachment B, Management retains the right
to make inquiries as to the status of the in-home office work environment.

If @ teleworking employee incurs a work-related injury, worker's compensation
laws and rules apply just as they would if such an injury occurred at the main
office.

Employeas must nofify thoir supervisors immediately and complete alf
necessaly documents regarding the infury.

Security of information assets is of primary concern and importance fo CLIAB.
Information securify policies, standards and procedures serve to protect the
availability, integrity and confidentiality of information assets. These policies,
standards and proceduras also serve to protect the agency, as well as is
sitizens and employees. For exampie, use of an improperly configured
computer of wireless network computer may lead to unauthorized access,
virusas and other forms of malicious code that may compromise the availability
of computers and lead to data integrity and confidentiality issues. The loss or
theft of a telework computer that is not encryplied and password protected may
lead to data loss and confidentiality issues. The use of a persanally-owned
asset, when permitted, may expose the employee to privacy-related issues,
such as all personat information, as welt as work information, stored on the
parsonally-owned device may become subject to disclosure under subpoena
or legal action taken against the state. Therefore it is essential that those
engaged in telework arrangements are aware and understand the following:

s Teleworkers, like all CUIAB employees, must adhere to all applicable laws,
rles, reguiations, policies, and procedures regarding information security.

»  Teleworkers shall apply the state policies, standards and procedures
including the state Telework and Remote Access Secutity Standard, to all
CUIAB information assets, CLNAB equipment, software, and informatiar)
used within the Telework Prograim.

s The state reserves the right to monitor and log, without notice, all telework
activity, including E-mail and Internet activities. Teleworkers, as with non-
teleworking empioyees, should have no expectation of privacy in the use of
computer ralated resources.

Whenever 3 teleworker is unclear about the requirements of an information
security policy, standard or procedure hefshe sholdd consuit with their
Supervisar and the CUAB Information Security Officer.
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ATTACHMENT A - TELEWORK ARRANGEMENT

Teleworker Name: {Ofice/Branch:
Telework Location: Main Office:
_ Locatiog {1 Sleet Aduress)
{Gtreet Address) {City) {Apti
(Ciby)
{Telcphone) {E-rmaif)

(SopervisorManager Mame}
P This is my residence
F This is a State telework center or sateflite office
T Other location {ideny)

(Supervisooianages Telephans)

Telework Schedule: (Check One) I~ Casual | Regular

Permission is required for cach telewaork day. Check regutar work days & note start and finish of work hours.

™ Weeklybasis: | Monthiy basis: {indicatc work dates and hours here, if not covered in table)
Mays Ll I T W TR L EE |

Hours: . ——

{slart}

To:

(finidn}

State Assets to be Used at Remote Work Site:

Description | 1.D. Number

| have read, undarstand, and acknowledge the CUIAB Tefework Program Folicy and Procedure and staie
Telewnrk and Remoits Actoss Sectirity Standard. | also understand that my tise of any siaie andir personat
computing equipment for GUIAR Telework may resuff in 3 fack of privacy relaling fo those fems. | have
completed and cerfifiar! the Safefy Checklist/Acknowledgement. | have met with my supervisor and
discussed my role i, the conditions under which | remain, and the fermination process of tefeworking ol
CINAL.

Signed: (TeleworkerSignatwe) (Date) .
{ManagerSupervisor Signatues) y _ _ {Date}
{Olfice Chief Signature) o ) {Date}
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ATTACHMENT A — TELEWORK ARRANGEMENT (Continued}

Both the manager/supervisor and tefeworker understand thatl fefework is a bilateral voluntary
arrangement that can be discontinued at efthier pary's request with no adverse repercussions.

s Supernvisors must approve in advance the use of, vacation, time off, or other leave credits, as
wall as any overlime work,

« A feleworker must forgo telework when their physical presence is required in the office on
requilarty scheduled telework day. Managers andfor supervisors should provide reasonabie
notice whenever possible, if reguired, the employee may be required to report fo the office
without advance notice.

The CUIAB may reimburse teloworkers for business expenses nacessary for pedforming work
assignments.

»  Supervisors must pre-approve in writing all such reimbursements.
P The CLIHAB will not be Hable for telework expenses not identified in the telework arrangement.
P Teleworkers must return state owned equipment to CUHAE for maintenance and repa’ir.

P Teleworkers should subimit a Travel Expense Claim along with receipts, hills or other
verification of expenses pursuant to frave] axpense claim procedures.

The CUIAB will not pay for the following expenses.

¥ Maintenance or repairs of privately owned equipment.

P Ltility costs associated with the use of the computer or occupation of the hame,
»  Equipment supplies {these should be reguisitionad throtgh the main office).
L

Travel expenses associated with commuting to the main office, other than authorized transit
subsidies.

Additionaihy.
» Teleworkers must be available by phone or e-mail during their designated work hours.

« Telework ig not g substifide for dependent care, and teleworkers must make regular
dependent care arrangemants,

» The teleworker has read and understands the CUIAB Telewark Program Policy and agrees to
abide by this policy.

= The teleworker will carry out the steps reguired for information security, and has familiarized
hinvherself with COKAB information security requirements and procedures and the state
Telewaork and Remote Access Security Standard. The teleworker agrees o consult with
his/her supetvisar when sactrity matters are an issue.

This arrangement expires in ane year and must be renowed to confinue parficipation in the CUIAB
Telework Program.

initials:  Teleworker (Date} Manager/Supervisor {Date}
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ATTACHMENT B SAFETY CHEGKLIST:‘AEKNDWLEDGEMENT

The following che::.khst misst be completed for any in-home telework site anci rewewed annualily.
All tems must be evaluaied by the employee as being satisfactory, and shall be installed and
maintained in accordance with guidelines in "Setting Up An In-home Office,” Attachment C.

i. Electrical ' Yes HNo
A. Al electrical outiets in the work area are permanent in nature and - r
property grounded.
8. There afe an adequate number of electrical outiets to support eguipment - r~
in the work area. .
C. Electricat cords are not frayed or otherwise damaged. P I
D. Extension cords are not being used as a parmanent source of electricity. P I
E. Electricat equipment and tools are properly maintained. i T
F. Computers, peripherat equipment, and fax machines are connected to - r
surge protectors to guard against damage from power surges.
H. Fire Protaction : Yes  No
A Smoke Detector
1. There is a smoke detector placed in a location near the work area - r
and any equipment used to support teleworking.
2. Underwriter's Laboratory {{JL} and/or the State Fire Marshali - ¥

approve the smoke detector, and it has a function test mechanism.

3. Smoke detectar(s) have been tested at the time of instaliation and - P
will continue to be tested on a monthiy basis.

B. Fire Extinguisher _
1. A 2A10BC fire extinguisher is required. P i

2. The fire extinguisher is fully charged. i P

3. The fire axtinguisher is within 10 feet of the electranic teleworking - =

equipment and easily accessible to the teleworker.
Hl. Emergency Procedures Yes No
A. There is an evacuation plan. P I~
B. There is more than one way out of the work area (2.g., doors/ windows). { I
C. A first aid kit is on site. I f_
[V. Environment Yes No
A The work area is free of tripping hazards and is unciuttered. B r
B. Al equipment is adequately supported and free from the danger of falling. r I~
. The work area has adequate lighting. r ~
D. Potentially hazardous chemicals are not stored in, or around, the work - P

arca.
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V. Work Station Arrangement

{Check here T if you witl NOT be using computer eguipment and skip to Section Vi)
A Pnsp‘.lﬂmng When Seated

. Foot Su pport

1. Are your forearms and wrists parallel to the ﬁoor and upper arms
resting at your sides when positioned at the keyboard or work
surfaca?

2. Are your thighs parallel to the floor?

3. Are your feel supported?

4. s there at least 2 inches of clearance between your thighs and the
working surface?

5. Is there space, approximately the size of a fist, between the edge
of the seatpan and the back of your knees?

G. Is the top of the monitor 2t a comforiable height {i.e. no tfftig of the
head back or downward)?

7. |s the monitor screen at a comfortable distance from your eyes
when in use {i.g. you don't rave lo lean forward or backward fo see
the text on the screemn)?

8. Does your head and neck rest in a neutral position {i.e. facing
forward, chin slightly down, showlders relaxed)?

B. Ghair Adjustment

1. Is the height of the chair adjusted to allow you to sitin a neutral
position (see your safety officer for a definition of this position}?

2. is the backrest of your chair supporting the curve of your lower
back so that your spine is skightly arched?

1. Are your feet cﬂmfnﬁab!y on the fioor or a footrest?

2. If a footrest is used, does it allow you fo sit in a correct neutral
position at your work station? {skip fo D if a foolrest is not used)

3. Is the footrest non-restrictive o allow for leg movement and easily
removable?

D. Video Display Terminal {VOT) ScreenfMomtor

1. {8 your monitor placed to avoid glare caused byr light sourc:es’?

2. Is your screen angle and/or brightness and cordrast controbs
adjusted to reduces glare?

3. ls your screen clean and free from dust and amudges?

4. I3 your screen adjusted for gond image conirast and brightness?

Yes No
I I~
P F
P 1
-
P~ r
i i
I~ r~
i ™
_;_'!:__ES No
- E“
I F
Yes No
i ™
™ i~
- F
Yes No
i P
i i
™ ™
I r
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V. Work Station Arrangement {Gontinued)

E. Workspace Amrangement Yes No

1. Are materials and equipment accessed and/or used frequ-éntly

typically positioned/placed within 16" of reach {comfort zone)? r A
2. Are materals and equipment accessed andfor used lass freguently

typically positioned/placed within 16" to 24" of reach (secondary P r
zonel)?

3. Are frequently used mate;ia_ﬁsfequipmeﬂt positioned so harmiul r ~
postures and motions are eliminated?

4. Are documents placed in the same visual plane as the screen face - P

to reduce back and forth neck motions?
5. 1s the telephone placed within proper reach on side opposite from . -
the writing hand {i.e., on the left side if right handed)?

6. Are most of your reaching motions below shoulder height and/or - -
above knee height?

Caution: “"No™” responses to any guestions may indicate a potential probiem with your in-
home workspace arrangement. HManagement may deny or rescind tefework hased on home
safety or suspected hazards.

V. Acknowledgement

Since the State is uitimately responsible for insuring that employees have a safe work
enviranment under Cal-OSHA (C.L.G. Section 6401.7{a)2 ), CUIAB may require a safety
inspection by a gualified health and safety inspector of a teleworker's home office space. if
warranted, CUIAB will provide 48-hour notice to the employee except in the case of an
emergency.

Home office safety re-cettification will be required on an annual basis.

I, . _ {orint name) certify ihal my home office

meets all the above requirements in the Safely Checklist/Acknowiedgerment.

Employes's Sighature Date

Supervisat's Signature Cate
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ATTACHMENT C - SETTING UP AN IN-HOME OFFICE

in setting up 2 home office, select a location that is safe, efficient, and comfortable. Observe
“travet patterns” in and around the work area and avoid high traffic areas.

The main considerations in designing an in-home office are:

Desk Your desk should be sturdy and able to handle the weight of any peripheral eguipment
foompaters, printers, fax machines and/or telephones).
s Conventional desks are typically 287 high.

=  Computing surfaces are usuatly 2687 high,

Chair Your seat should be adjustable, including the headrest.
» Height of lap of seat to floor should be between 15 and 25 inches.
+« Back tilt on chairfumbar support should be 15 degrees.

Lighting Your work fighting should be directed toward the side or behind the line of vision.
= Bright Eght sources can bounce off working swrfaces and diminish the sense of
contrast.

= Northem daytight is optimat for bath the office and operating a computer.

Electricity You should have enough electrical outlets in the room to avoid overloading any
circuits. H necessary, consult your local power ubility.

1. To avoid tripping hazard, cover interconnecting cables or place them ou of the
way.

2. llse a surge protector/master switch fo connect electronic equipment, such as
compliters, monitors, printers and fax machines.

3. Position equipment close to electrical outlets.

4. Make sure electrical outlets are grounded.

Noise You should avoid or keep distracting sounds to & minimem, such as the television or
oltside traffic or lawn mower sounds
» Diffuse unavoidable noise by shotting a door or using a room divider.
» blse soft background music to keep productivity uy and reduce boredom.
» HMote: no noise can be just as stréssful as too much nose.

Proteciing You must prevent costly computer breakdowns and the loss of erucial data by following
Bata and these computer safeguards:
Equipment 1. Position Equipment away from direct sunlight or heat sources.
2. Place squipment on well-ventifated surfaces and provide for sufficient air
space around them,
3 Dust office space regularly.
4. Do not eat or drink near valuable equipment.
5 Mever place food or beverages on your computer eguipment, even tempararily.
6. Do not touch unprotected floppy diskette or compact disk {CD) surfaces, set
heavy objecls on therm, of expose them o heat, ditt, smoke or maisture.
7. Keep si magnets, lelephones, fluorescent lamps and electric moters away
~_from compuler equipment, floppy diskettes, and portable storage devices.
Safety Review the *Safety Checklist/Acknowledgement,” Attachment B,
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ATTACHMENT D - SUPERVISOR'S CHECKLIST

Teleworker Name: Office/Branch:

Date:

Teleworker's Telephone at Telewaork site;

Teleworker's Schadule: ” Casual a2 Regutar

AR of the following items must be checked off as completed before the employee beging
teleworking:

P Employee and Supervisor have read and agree to abide by the provisions of the
Telework Program Policy and Procedures.

P Employee and Supervisor have read and agree fo the state Telework and Remote
Access Security Standard.

" The empltoyee has read and signad the Telework Arrangemeant Form prior to
participation in the program.

™ You have documented CUIAR issuad telework equipment. The emplayee has received,
and clearly understands the requirements for care of CLIAB equipment.

I The employes is familiar with reguirements pertaining to the security and sonfidentiality
of data and information.

I Performance expectations have been discussed and are clearly understood.

7" Phone contact procedures have been clearly defined.

- Any necessary remote access farms have been completed and approved.

Print Supervisor's Name:

Supenisor's Signature: Date
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ATTACHMENT E — CONSIDERATIONS FOR SELEGTING TELEWORKERS

Manhy CLIAB jobs cantain tasks suitabie for teleworking. Tasks that can be successfully
mianaged in telework programs are those where the employes works independentty handling
information, including wiiting, reading, analyzing, telephoning, compeiter work and data entry.

The following considerations should be expiored:

I Does the employee have the necessary knowledge to perform the required job tasks
away from the office, or require input from others in the main office?

' What portion of the employee's job is devoted to face-to-face contact with other
agencies, the public or internal staff? Are there aliernatives o needing this contact?
Can this contact he structured to allow for communication via phone or computer, and
if not, can it be redirected to the employee’s planned non-telework days?

I What portion of the employee’s job requires the use of reference materials or
resources located in the main office? Are these resources portable and able to be
temporarily removed without interfering with the job performance of co-workers? Or
are these resources available off-site through other means such as the internet or a
local library?

I Wil the employes’s computer resources and software meet CUIAB [T standards and
allow for required productivity? Are there remote access hardware limitations? Does
the Office have available resources to supply the employee with computing
equipment?

™ wWhat portion of the employee’s job relies on access to pholocopiers, fax capabilities or
other specialized equipment? Can access needs, be met on non-telework days or
can these needs, be serviced by a facility near the employee’s telework office”

I~ what partion of the employee's job uses confidential information? Can this
information be secured in accordance with information security policies if taken or
accessed off-site?

V" an a variety of tasks, that do not require information or equipment from the main
office, be grouped and scheduled as telework? Can staff meetings and conferences
be grouped and scheduled for non-telework days or accommodated with
teleconferenging?

I” Dges the employees’ job involve fieldwork? Can irips begin or end at the employee's
telework office rather than at the main office? Can associated papenwork be done
away from the main office?

I s the employee refiable, responsibie, self-directed and able to work independentty in
performing his or her work duties? Has the employee demonsirated the ability 1o
establish priorities and manage hie or her time? Does the empioyee require close
suUpervision?
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CALIFORNIA UNEMELOYEMNT INSURANCE APPEALS BOARD POTTOY M. 17
PLRLECOMMUT I MG PROGRAM FOR APPELLATE OFPERATIONS

This program is designed to provide a Lelecommuting work optiomn for
the administrative law Jjudges (ALJs) assigned to perform appellatc
aperations at the Appeals Board s office in Sacramenta.  Thig project
is not applicable o [ield oporatioms. There arc many recognized
bencfits of the telecommating program, includisg saving office space,
parking space, commuting time, and alleviating peak lLraffic
congeslion.

The ¢ULAB has determined that the TFoliowing policy will be in effent
for thoue gfelcected for bhe bLelecommuiing purogram.

SELECTLON

1. geleoction for teleocommuting will be made by the Chief
Mlminishrative Law Judyge, Appellate Operalions after omployces have
submitted applications. The decision of the Chief ALISAO will be
final. Applications wili be roviews@ by Lhe Chief ALI/AC who will
rconsider the followling Faclors:

{al Whether the applicant has satisfaclorily completed one year of
work for the Appeals Board,

(k) wWhebther the applicant iz willing Eo work as part of a
telecommuting team and share an cffice,

- ch The atatfing needs of Lhe CUIAEB,

{fd} The applicant’s hiztory of completing work in a timely
fashion,

{2} The overall productivikty of the agplicant {this factor
includes mpecial assignments a2 well as the number of cases an
ALT produces) and,

[F) An asscssment of the applicant s ability to work ab home
effectively.

{1y} Whether or not the ALT is proficienl and commitbed to using
available teochnology Lools to perform the work.

2. Tf {here are more employees who want to participate in the projecs
than can be accommodated, and if all the factors listed in section one
are relatively equal for the imvolwved employees, then suwployment
semiovity will be taken into consideration as a selection factor.

3. Participation in the felecommuling program is volunlary.
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PROCEDURE

1. The: max i mbaber of hours per week an ATal can belecosmmuabe is
twenty. (This applies bto administrative law judges on cither the
4710740 or the 5/8/40 work schedule.)

2. Telcocommatireg mway be =scheduled in full or partial days.

3. The Chief ALJ/AC will have tlhie auwthority to allocate telecommol ing
davy{s] to each person on the program, taking inte consideraticon the
om-site statfing necds, the shared office situation, zpecific

mootings, amd Craining.

TELECOMMUVER 5§ OBLIGATIONS

1. Telegommifera will be available by phone during all scheduled work
hovrs, except for soheduled lunch and brealks. Telecommuters shall
promptly notify the Chief A0/ 40 if they will be unavailable reached
for any reason.

. Telecommibers arc reguired to obferve all leave reguests and time
reporting respongibilities {including sick leave and vacation} whioh
are otherwisc applicabile.

3. The Chief ALJISAC will have the discrotion teo direct belecommubers
Loy albend statf mectings, perforvm bhe reviewer and late reviewer
assignment onm 2 5/8/40 work achedule, or perform other professional
dutics in the office when necessary, irrespoctive of prior approval Lo
telecomn:te on a given day. Advance potide wiil be given whenever
possible. .

4, Telecommuter: muigt be able to roturn a file Lo bhe office on a
telecommute day if necessary or report to the office if reguired to
complels a case assignment timely. Telecomnul ers are responsible for
processing any expadile case promptly.

5. Filex are ofien needed to respond to phone calls or other action.
To avold ncedless searches For Files that are cut of the offiice,
Lelaecommuters will be expected to keep a log of cases taken from the
office sach day. “he log will be promincontly left in view on the
telecommmuter’' s dosk.

b Telcoommubers musk be willing fo share an office with one anolher
if neceasary. Every cffort will be made Lo maintain the existing

practice of asnsigning offices.

7. If a work-relatced accident. oocours b home, the telecommmiter is
expecied 1o reporl 1t promptly.
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H. The telccommiber ip expecled fo assume any coilg reialed Lo
commuling o and from the Roamd office. The telecommuter is also
cxpected bo assume any additional oosts Lor office supplics

over and above Lhose aormally supplied by the California Unemployment

Tnsurance Appcals Board. T & ia necessary for the telecommuter to
call the office on a work-at home day, Lhe Eelecowmnmuter may call
eallect. The telecommobaer wiil be cxpected fo make all toll callis

relating to work on the days he or szhe is in the office. The
toclocommiler may bring home from tthe (CUFLABR tor home use a dictation
machine and any ieqal asthorities ncocessary bo complele agstonmsnts.,

9. Telecommilers are obiigated to timely advize their partner and/or
back-up if they are going to be unable to move their own cases or will
be unawvailable Lo move the cases of their partner or back-up.

10. Telecommutcrs are expected Lo treat the cases of their partmers or
perscns on belecommuting whom they back up as they would treat their
owrl cases. Written dissenls, corvections and Perduiabs will be Limely
propared and carried through o Lhe mailing desk to mocot critical ™3¢
fdates or *M* dates. IF f{he back-up’'s workioad prevents bthe back-up
from meeting thia obligaticon, the back-up will promptly advise the
Chicf ATJI/A0 a0 Lhe case can be reassigned or the avthor callied into
the otfice to complete khe case promptly.

11, Tolecommubters dare expected to complete all assignments in a timely
fFanhtion., Failure to do so can bPesalt in cancellaticon of the privilege
of participating in the program.

i7. TPelecommibters must regularly use bechnology tools to perform work
and move cases, including but not limited to Decision Tools, voice-fo-
iext software, E-doc, phone diclhalion, and paporless transminsion of
case files,

Accountability of the telscommuiers is the responsibiliby of the Chief
BI.TS B0

'Fhe Chief ALJ/AO is authorized o remove a perscn from Ghe
telecommuting program for failure to complete apgsignments on time,
failure to comply with the telecommuting policy lespecially items No.
I, 9, 10, 31, and 12 under Telecomwmuler's Obligationst, or other
deficiencies reflecting bhe need for onsite supervision.

MODTFTURTEON OF PROGHAM AND ADDITIONAL REOUTRHEMENTS

The CUIAB retains the right Lo adjust the terms of selection and
participation in the telecommuting program, and to medify the
 provisions of this poliay, in accordance with the needs of the agenecy.
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Also, the CUIAR may specify additional reguivensnts for sclection or
participaticn commistent with the nceds of the agenoy.

The CUTALR will evaluate and review the program annually for the
continued muitual benefits of the CIIEAE and participants in the program,
which revicw shall be presented to the Board Members al ils Aungqust
mesting. Exceptions to the program format shaii be brouwght be the
CUTIAE as a consent item for approval.

COMNSTI'E

Hefore entcring into the felecommibing program each person shall
indicate by his or her signature below bhat he or she has reod this
poticy, affirms that he or she will comply with ils requirements, and
recognizes that the policy remains arf all times subject to
modification by the CUIAR and/or Chiel AL/AG.

UNTON' 5 RIGHT TO NOTIFICATION

The Agsociation of CalifTorsla State Attorncys and Alals will be
notified of any proposcd medificacions or amendments which are subject
e lthe memorandum of understanding for bargaining anib 2 employees.

Signature:

Adminisirative Laﬁnjﬁdgé

Date:

Adopted November 10, 2008.



Rgpandix B
WORK-AT-HOME

. CRITERIA

The Work-At-Home program will consist of transcribers working a 40-hour workweek
who volunteer to work at home. The criteria which must be met are: {1} have
completed probation for a Senior Typist, Legal; (2) be meeting the current established
page count of 32.5 pages per 8 hour day; {3) establish and maintain a page count
average of 56 pages per 8 hour day, {4) have adequate home facilities.

il. CONDBITIONS

A) Home Office

1. The propesed home work area will be subject to CUIAB inspection prior to approval
of the employee to work at home.

2. Adequate work space, lighting, electrical outiets, efc., are necessary criteria in order
to provide a proper and safe work environment for those working at home.

3. The home work area shall be free from disturbance by family members, pets,
neighbors, etc.

4. Reasonable care shall be taken to ensure that the home office equipment is placed
in a permanant and stationary area, eliminating the necessity to move the equipment
in order for the employee to work.

5. The employee shall have and maintain an in-home telephone by which the
employee may be contacted, at no cost to the State.

6. The State will not be responsible for moving personal furniture or making any
persanal hame improvements in order to create the proper work-at-home area.

7. The employee shall have and maintain an in-home telephone line for Remote
Access Service. This can be the employee's regular telephone fine.

B) Equipment and Supplies

1. The State will provide and install necessary eguipment for home office use. Such
equipment may include a computer, dictating machine, desk, chair, and/or
equipment deemed necessary by the Chief Administrative Law Judge, Fieid
Operations. The attached inventory list of the State equipment within the
employee’s home shall be signed by the employee and maintained by the Appeals
Supesvisor of Regional Support Unit.

2. The employee shali ensure proper and reasonable care and maintenance of State

equipment, supplies, and property, and shall not modify or aiter the state of the
equipment and property without prior approval of the Chief Administrative Law
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Judge, Field Operations. Pericdic inspections may be made to check on the
condition of the eguipment.

. Natice of noperable esgquipment shall be immediately brought 1o the Appeais
Supervisor's attention by telephone and arrangements wil be made for replacement.
A notebook computer could be used unfit equipment is repaired. Or the employee
may be required to come in to the office to work until replacement or repair is

completed.

. Al necessary work supplies will be provided by the State. Supplies for the homse
worker may include pens, pencils, rubber bands, and regular office necessities as
detemmined by the Appeals Supervisor. Supplies will be checked out to the
employee by the supply clerk and approved by the Appeals Supervisor,

. The employee shal ensure that State equipment and supplies are used only for

performing State work, and that a conflict of interest situation will not ocour by
working at home.

Work Perdormance

. The employee is responsibie for assuring that appropriate performance levels are
met while working at home. Inadequate production may be cause for returning the
employee to the regular office setting and either medifying or terminating thelr
participation in the Work-At-Home Program. Those employees who fall below
mnimum standard (58 pages per 8 hour day) will be given written notice that they
have two weeks {0 regain the minimum page count standard, If unable to regain
minimum page count standard the employee will be returned to the office at the end
of the two week period.

. The Appeals Superviscr will maintain & log of decisions assigned to each employee
for record keeping purposes.

. The employee is responsible for keeping weekly production logs of work completed
for that week indicating actual transcription time, fransmitting decisions via RAS and
non-production time, i.e., report times, and other non-production times previously
approved by the Appeals Supervisor, i.e., transmitting decisions by RAS. These
logs are to be turned in each week on his/her regular report day.

. The employee will e responsible for returning to the reguiar office at designated

intervals in order to check tapes in against directory, print headings, pick up fapes
for the foliowing week and replenish supplies. (Once a report time is designated,
changes will be made only in extreme emergencies.)

. R s the responsibility of the employee to call the Appeals Supervisor at least 48
hours before his/her report day and advise the Appeals Supervisor of how many
tapes/cases hefshe has.

. The Appeals Supervisor may call a staff meeting once or twice a month and the
empioyee will be given 48 hours advance netice.
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10.

11.

b}

T

E)

F)

The Appeals Supervisor will be avaitable by telephone during the normatl workday
(8:00 a.m. - 4:45 p.m.)} to answer guestions and concerns of the employees working
at home. The employee may reguest an in-person meeting with the Appeals
Supervisor at any time. :

The employee is to be available by telephone to the Appeals Supervisor during the
normal workday (8:00 a.m. — 4:45 p.m.) unless previously cleared by the Appeais
Supervisor.

The employee must request and receive approval from the Appeals Supervisor
before the use of vacation credits will be allowed. The employee shall contact the
Appeals Supervisor as soan as possible when the employee feels it is necessary to
use sick leave and arrangements may be made to return work o the office if
necessary. Vacation leave requests should be made no later than the reporting date
nrior to the day{s} requested.

In the event of power failure in the home, the employee will be required to make up
the time lost, take vacation time or return to the office to work.

Jury Duty — The provisions of the Unit 4 Agreement shall be followed.
Accidents

The employee shall make every effort to assure that their home office is free from
accidents or injuries while they are working at home.

All accident and injury claims will be investigated by the Appeals Supervisor to
assure that the home office is maintaining a safe working environment.

Expenses

It is understood that the State will not be responsitle for mileage reimbursement for
employee travel expenses to or from the regular office. The regular office remains
the employee's headquarters office for purposes of this Work-At-Home Program.

The employee is not entitled to any expenses, monies, allowances or entitlementis
aither associated with or as a resuit of working at home, apart from assigned salary
and benefits, including those provided for in the collective bargaining agreement.
The only exception wil be the reimbursement of expenses incurred for transmitting
decisions via RAS. A monthly travel claim must be submitted for this
reimbursemeant.

Schedule

The at home rotation will be for a six-month period.
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The participating employes will return fo the “regular office” to tum in completed work
and pick up new work assignments, and to replenish supplies as follows.

G} Amendment

1. This Work-At-Home Program may be modified, amended, or terminated at any time
by the Chief Administrative Law Judge, Field Operations, as necessary to ensure the
operating needs of the agency and/for the program. Such amendment or
modification will be in writing and discussed with the participating employes.

2. The employee’s suggested amendments will be considered by the Appeals
Supervisor, the Chief Administrative Law Judge, Field Operations, as appropriate.

H) Unicn's Right fo Notification

The union will be notified of any proposed moedifications or amendments which are
subject to the Bargaining Unit contract.

| have read and agreed to all the conditions siated above.

Employee Signature Date

Telephone number where Employee can be reached during normal work hours:

Appeals Supervisor Signature _ Date

Chief Administrative Law Judge, Fisld Dperatiuﬁs, Signature Date
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LIST OF SUPPLIES TAKEN/DATE

Work-At-Hame 5



