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CALIFORNIA UNEMPLOYEMNT INSURANCE APPEALS BOARD POLICY NO. 17 
TELECOMMUTING PROGRAM FOR APPELLATE OPERATIONS 

 
 
 

This program is designed to provide a telecommuting work option for 
the administrative law judges (ALJs) assigned to perform appellate 
operations at the Appeals Board’s office in Sacramento.  This project 
is not applicable to field operations.  There are many recognized 
benefits of the telecommuting program, including saving office space, 
parking space, commuting time, and alleviating peak traffic 
congestion.  
 
The CUIAB has determined that the following policy will be in effect 
for those selected for the telecommuting program. 
 
SELECTION 
 
1. Selection for telecommuting will be made by the Chief 
Administrative Law Judge, Appellate Operations after employees have 
submitted applications.  The decision of the Chief ALJ/AO will be 
final.  Applications will be reviewed by the Chief ALJ/AO who will 
consider the following factors: 
 

(a) Whether the applicant has satisfactorily completed one year of 
work for the Appeals Board, 

 
(b) Whether the applicant is willing to work as part of a 

telecommuting team and share an office,  
 
(c) The staffing needs of the CUIAB, 
 
(d) The applicant’s history of completing work in a timely 

fashion, 
 
(e) The overall productivity of the applicant (this factor 

includes special assignments as well as the number of cases an 
ALJ produces) and, 

 
(f) An assessment of the applicant’s ability to work at home 

effectively. 
 
(g) Whether or not the ALJ is proficient and committed to using 

available technology tools to perform the work. 
 

2. If there are more employees who want to participate in the project 
than can be accommodated, and if all the factors listed in section one 
are relatively equal for the involved employees, then employment 
seniority will be taken into consideration as a selection factor. 
 
3. Participation in the telecommuting program is voluntary.  
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PROCEDURE 
 
1. The maximum number of hours per week an ALJ can telecommute is 
twenty.  (This applies to administrative law judges on either the 
4/10/40 or the 5/8/40 work schedule.) 
 
2. Telecommuting may be scheduled in full or partial days. 
 
3. The Chief ALJ/AO will have the authority to allocate telecommuting 
day(s) to each person on the program, taking into consideration the 
on-site staffing needs, the shared office situation, specific 
meetings, and training. 
 
TELECOMMUTER’S OBLIGATIONS 
 
1. Telecommuters will be available by phone during all scheduled work 
hours, except for scheduled lunch and breaks. Telecommuters shall 
promptly notify the Chief ALJ/AO if they will be unavailable reached 
for any reason.  
 
2. Telecommuters are required to observe all leave requests and time 
reporting responsibilities (including sick leave and vacation) which 
are otherwise applicable. 
 
3. The Chief ALJ/AO will have the discretion to direct telecommuters 
to attend staff meetings, perform the reviewer and late reviewer 
assignment on a 5/8/40 work schedule, or perform other professional 
duties in the office when necessary, irrespective of prior approval to 
telecommute on a given day.  Advance notice will be given whenever 
possible. 
 
4. Telecommuters must be able to return a file to the office on a 
telecommute day if necessary or report to the office if required to 
complete a case assignment timely.  Telecommuters are responsible for 
processing any expedite case promptly. 
 
5. Files are often needed to respond to phone calls or other action.  
To avoid needless searches for files that are out of the office, 
telecommuters will be expected to keep a log of cases taken from the 
office each day.  The log will be prominently left in view on the 
telecommuter’s desk.  
 
6. Telecommuters must be willing to share an office with one another 
if necessary.  Every effort will be made to maintain the existing 
practice of assigning offices.  
 
7. If a work-related accident occurs at home, the telecommuter is 
expected to report it promptly.  
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8. The telecommuter is expected to assume any costs related to 
commuting to and from the Board office.  The telecommuter is also 
expected to assume any additional costs for office supplies 
 
over and above those normally supplied by the California Unemployment 
Insurance Appeals Board.  If it is necessary for the telecommuter to 
call the office on a work-at-home day, the telecommuter may call 
collect.  The telecommuter will be expected to make all toll calls 
relating to work on the days he or she is in the office.  The 
telecommuter may bring home from the CUIAB for home use a dictation 
machine and any legal authorities necessary to complete assignments.  
 
9. Telecommuters are obligated to timely advise their partner and/or 
back-up if they are going to be unable to move their own cases or will 
be unavailable to move the cases of their partner or back-up. 
 
10. Telecommuters are expected to treat the cases of their partners or 
persons on telecommuting whom they back up as they would treat their 
own cases.  Written dissents, corrections and PerCuiabs will be timely 
prepared and carried through to the mailing desk to meet critical “S” 
dates or “M” dates.  If the back-up’s workload prevents the back-up 
from meeting this obligation, the back-up will promptly advise the 
Chief ALJ/AO so the case can be reassigned or the author called into 
the office to complete the case promptly. 
 
11. Telecommuters are expected to complete all assignments in a timely 
fashion.  Failure to do so can result in cancellation of the privilege 
of participating in the program.  
 
12. Telecommuters must regularly use technology tools to perform work 
and move cases, including but not limited to Decision Tools, voice-to-
text software, E-dec, phone dictation, and paperless transmission of 
case files. 
 
REMOVAL FROM PROGRAM 
 
Accountability of the telecommuters is the responsibility of the Chief 
ALJ/AO. 
 
The Chief ALJ/AO is authorized to remove a person from the 
telecommuting program for failure to complete assignments on time, 
failure to comply with the telecommuting policy (especially items No. 
1, 9, 10, 11, and 12 under Telecommuter’s Obligations), or other 
deficiencies reflecting the need for onsite supervision.  
 
MODIFICATION OF PROGRAM AND ADDITIONAL REQUIREMENTS 
 
The CUIAB retains the right to adjust the terms of selection and 
participation in the telecommuting program, and to modify the 
provisions of this policy, in accordance with the needs of the agency. 
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Also, the CUIAB may specify additional requirements for selection or 
participation consistent with the needs of the agency. 
 
The CUIAB will evaluate and review the program annually for the 
continued mutual benefits of the CUIAB and participants in the program, 
which review shall be presented to the Board Members at its August 
meeting.  Exceptions to the program format shall be brought to the 
CUIAB as a consent item for approval. 
 
CONSENT 
 
Before entering into the telecommuting program each person shall 
indicate by his or her signature below that he or she has read this 
policy, affirms that he or she will comply with its requirements, and 
recognizes that the policy remains at all times subject to 
modification by the CUIAB and/or Chief ALJ/AO. 
 
UNION’S RIGHT TO NOTIFICATION  
 
The Association of California State Attorneys and ALJs will be 
notified of any proposed modifications or amendments which are subject 
to the memorandum of understanding for bargaining unit 2 employees. 
 
 
 
      Signature:_____________________________ 
  Administrative Law Judge 
 
  Date:_____________________________ 
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