






















































































APPENDIX: SIDE LETTER REGARDING WORKING REMOTELY 

Alta California Regional Center (ACRC)and Service Employees International Union (SEIU), Local 1021 hereby agree as follows : 

1. This Agreement shall be in effect from May 1, 2021 until March 31, 2022. This Agreement replaces the prior Agreement of 
the parties regarding remote work, which was in effect from September 1, 2020 until April 30, 2021 ("the prior remote work 
agreement"). 

2 . Employees who have been working remotely pursuant to the prior remote work agreement may continue to do so, in 
accordance with the terms of this Agreement. The provisions of Article 18 which limit telecommuting (remote work) shall be 
suspended for the duration of this Agreement. 

3 . The job classifications which are eligible for remote work are identified in Attachment A to this Agreement. These 
classifications are identified by a review of their specific job responsibilities, the capability to effectively perform the majority 
of job duties and functions remotely , and the need to continue operations of the Agency and service to clients. The list of 
classifications may be re-opened for further consideration by the parties upon request, and the list of eligible classifications 
are subject to change through negotiations between the parties. 

4. The following shall apply to all employees, whether or not the employee is working remotely/telecommuting : 

a. Employees shall notify their manager of where they are working, on every work day, by using the status bar on Avaya 
and following the communication guidelines. Employees shall continue to use Outlook for scheduling of meetings 
and appointments. 

b. Employees shall no longer be required to complete the Remote Activity Worksheet which was required under the 
prior remote work agreement. Managers may keep track of the daily work activities completed by employees by 
reviewing computer system-generated reports and information. 

c. Employees will be required to work directly in the community, including but not limited to attending court hearings, 
IPP meetings, assessment meetings, IEP meetings, meeting face-to-face with clients and service providers, returning 

to the office for previously scheduled meetings, conferences, trainings, or to complete critical operations, etc. as 
directed by their immediate manager. 

d . Access to the ACRCcomputer s_ystem shall be available from 6:00 a.m. until 7:00 p.m., Monday- Friday (excluding 
holidays), for the duration of this temporary agreement. All overtime must be pre-approved by the immediate 
manager. 

e . All requests for a flexible work schedule must be made to the employee's immediate manager for a response within 
two business days. The manager shall deny or approve such requests taking into considerations the needs of the 
organization . Disputes over requests may be taken to an Associate Director for disposition of a resolution within two 
business days from receiving the request. The Associate Director, in their sole discretion shall approve or deny such 
requests based on the business needs of the organization . Employees are still responsible to schedule and ensure that 
they take their required break and lunch periods as established in this Agreement. Any time-off request shall be 
requested in accordance with the current guidelines within this Agreement. 

f. Computer terminals in the offices will be phased out overtime, and eligible employees identified for remote work will 
be assigned Agency-provided laptop computers. ACRC'smobile device and security policy shall remain in effect. 

g. In the event ACRC'snetwork or systems may be out of service, ACRCcommunications to employees may be made in 
multiple ways including ACRC's social media pages and via staff member personal email accounts listed and 

maintained by the employee in their Paylocity Payroll and HR online profile to ensure as much as possible that all 
employees are informed in a timely manner of critical events. 

h. Employees working outside of normal business hours may not have the normal IT, Facility or Administration support. 
Therefore, in situations where the employee is unable to continue working without the needed support, the employee 
shall record such time as either unpaid time or vacation . 

i. Employees who have not completed their introductory period shall continue to report to their assigned office as 
directed by their managers. One month prior to scheduled completion of the introductory period employees may 
submit a written request to work remotely in accordance with this policy. 
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j. The safety protocols identified in Attachment Bwill be followed when employees are working in an ACRCoffice. These 
protocols shall be adjusted as public health guidelines change. 

k. In accordance with public health guidelines, ACRCand the Union encourage all employees to be vaccinated against 
COVID-19. 

5 . For employees who are working remotely/telecommuting, the following additional provisions shall apply: 

a. Employees working remotely/telecommuting must complete an ACRCRemote Work Agreement, Portable Mobile 
Device and Security Agreement and ACRCExchange/Outlook Email System Access Agreement and submit these forms 
electronically as designated by IT or HR. 

b. If an employee experience issues with their employer issued laptop, the employee must immediately notify ACRC 
Information Technology (IT} Department. The IT Department may try to resolve the issues remotely; however, 
employees may be required to bring their devices in the office for IT to properly assess it or if the IT Department 
determines a potential security risk exists within the device, during which time the employee may continue to work 
in the office until their device is resolved or is replaced. Critical updates may also require employees to come into the 
office. The IT Department can determine how to best utilize ACRCequipment and/or personal equipment for remote 
working . The IT Department must ensure security and confidentiality protocols are in place under all conditions for 

immediate implementation when needed. 
c. In situations where an employee is unable to complete a full day's amount of work due to an interruption of 

technology outside of ACRC'scontrol or purview, they may come into their assigned office to continue to work, 
provided that space is available within applicable safety protocols. If they choose to not report to their ACRCoffice to 
work, or if space in the office is not available, they may then use their available accrued vacation benefits. 

d. The parties recognize that it is often difficult to precisely calculate the amount of necessary businesses expenses 
which are incurred by an employee when working from home. Employees working remotely shall receive a payment 
in the amount of Twenty-Five Dollars ($25.00) per month to cover business expenses relating to working remotely. 
All staff will be required to obtain and maintain adequate home internet coverage and telephone service in order to 
carry out their work duties and be available for business purposes during their scheduled work hours. ACRCreserves 
the right to provide any proper equipment to staff when it is deemed it is in the best interest of ongoing operations. 
ACRCwill Meet and Confer with the Union regarding any adjustments to the remote work pay. Payment will be made 
no later than the fifth (5th } business day of the month following the end of the prior month . 

e. If an employee believes they have incurred expenses greater than the amount generated by the receipt of remote 
work pay, they may submit a listing of these expenses through ACRC'sregular expense reimbursement process with 
sufficient supporting documentation. Requests for reimbursement of reasonable and necessary business expenses, 
with supporting documentation, will be reviewed for potential reimbursement. Examples of an unreasonable request 
could include reimbursement for a new laptop/desktop computer; or purchasing/installing equipment or software 
while also having the availability of similar ACRCequipment or software ; new phone; or basic home maintenance or 
upkeep, such as rent payments, utility bills, carpet cleaning, etc. If an employee continues to request reimbursement 
for expenses greater than the amount generated by receipt of remote work pay, the employee may be required to 
cease remote work and report to work at the assigned ACRCoffice. 

6 . From May 1, 2021 until August 31 , 2021, employees who had previously been working remotely may volunteer to return to 
work at the ACRCoffice to which they had been assigned prior to March, 2020, in accordance with the following provisions: 

a. The number of persons who may occupy any ACRCoffices at any one time shall be in accordance with the California 
Department of Public Health's Blueprint for a Safer Economy County Tier Framework, Offices (non-essential 
businesses). As all of the counties within ACRC catchment change tiers, the permitted occupancy levels in ACRC offices 
will change as well. If the state abandons the tier system, then offices may be occupied in accordance with the 
California Emergency Temporary Standard and CDCguidelines, which limit occupancy based on maintaining social 
distance, ventilation, etc. 

b. From May 1, 2021 until August 31, 2021, the parties agree to use an "all-volunteer" system for identifying those 
employees who will be allowed to work in an ACRCoffice. All employees who volunteer to return to work in an ACRC 
office shall be allowed to do so, up to the maximum occupancy levels identified in the County Tier Framework or the 
occupancy levels identified in subdivision 5.a., above. Employees volunteering to return to work in ACRCoffice shall 
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adhere to one of the following work schedules: (A Track) Monday and Tuesday or (B Track) Thursday and Friday, 
Volunteers may also be allowed to return to the office for three , four or five specified days per week, if safe occupancy 
levels can be maintained. Daysi n addition to two days per week shall be pursuant to section 4c of this agreement. If 
there are an excess number of volunteers for any one Track, ACRCwill try its best to develop a solution or suitable 
workstation at the ACRCoffice for the employee, otherwise the excess number of volunteers shall continue working 
remotely, with preference being given to less-senior employees to work in the ACRCoffice . 

7. Effective September 1, 2021, employees may still be working remotely/telecommuting , but then may be required by their 
managers to return to office as follows : 

a. Starting on September 1, 2021 , all employees can be required to report to their assigned ACRCoffice two or more 
days per week. Days in addition to two days per week shall be pursuant to section 4c of this agreement. By July 30, 
2021 , employees will indicate their preference to work in the office on : (A Track) Monday and Tuesday, or (B Track) 
Thursday and Friday. Managers will endeavor to assign employees to their first choice of a schedule, but may also 
assign employees to the track other than their first choice in order to balance, within an individual work unit, such 
factors as office equipment, alternate work schedules, and the skill sets and the experience levels of all employees on 
a particular track. In the event that all other factors are equal, seniority (based on date of hire with the agency) shall 
be used to determine whether an employee is assigned to their first choice of a particular track. Managers shall 
inform employees of their track assignments by August 10, 2021 . Employees may also be allowed to return to the 
office for three, four or five specified days per week, if safe occupancy levels can be maintained. 

b. In the event that the number of persons who may occupy any ACRCoffice at any one time is limited by the California 
Department of Public Health's Blueprint for a Safer Economy County Tier Framework, Offices (non-essential 
businesses), or by the California Emergency Temporary Standard and CDC guidelines, which limit occupancy based on 
maintaining social distance, ventilation, etc., and such limitations mean that not all employees on a particular track 
can report to work in the office at the same time, then employees will be required to work remotely, based on 
seniority, with the most senior employee work remotely, and so on, up to the safe occupancy limits. 

8. The parties agree to meet on or about February 1, 2022 regarding this agreement. If, at that time, circumstances relating to 
the COVID-19 pandemic are not sufficiently resolved, the parties will negotiate a replacement to this agreement. If, at that 
time, circumstances related to the COVID-19 pandemic are sufficiently resolved to allow the parties to reach a permanent 
remote work agreement, while taking into consideration the needs of providing service to cl ients, the parties hereby commit 
to negotiate for such a permanent agreement. 
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