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April 18, 2014

The Honorable Mark Leno

Chair, Joint Legislative Budget Committee
Legislative Office Building

1020 N Street, Room 553

Sacramento, CA 95818

Re: Addendum to Bargaining Unit (BU) 4, Service Employees International Union (SEIU)
Local 1000, Memorandum of Understanding {(MOU), California Public Employees Retirement
System (CalPERS) Customer Contact Center - Vacation Bidding Policy

This is to inform you that an agreement has been reached between the State and BU 4 SEJU Local
1000, Office and Allied workers in the CalPERS Customer Service and Outreach Division (CSOD).

Currently, the C50D Customer Contact Center (CCC} at CalPERS utilizes a bid by rounds process to
determine vacation requests. Employee requests are reviewed and the most senior employee’s first
available request is granted. Thereafter, the next most senior employee requests are submitted and
reviewed, and his/her first request are granted. This process continues until all employee vacation
requests have been granted or denied. The operational needs of CSOD are taken into consideration
when granting vacation requests.

This agreement implements a pilot program that will amend CCC employees’ two vacation cycles,
originally January 1 through June 30, and July 1 to December 31. The two new vacation cycles will
be February 1 through July 31, and August 1 to January 31. In August 2015 CalPERS shall again
notice SEIU to meet and confer regarding this pilot. There are no anticipated costs with this
agreement.

CalHR is providing these addenda for the Committee’s information. if you have any questions or
concerns please contact Florence Bernal, Deputy Director of Legislative Affairs, at (916) 327-2348.

Sincerely,

Richard Gillihan, Acting Director
California Department of Human Resources
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cc:  Members, Joint Legislative Budget Committee
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Calpéf?s CalPERS Customer Contact Center

Vacation Bidding Meet & Confer
CalPERS Counter Proposal - 2/13/14

1. After the vacation hidding period has closed, the state shall provide a calendar electronically
each month Indicating the approximate number of employeas that may be on vacatlon each day
that month. Avaliabliity may be subject to change, based on operational naeds.

2. The vacation cycle shall be for six months,

3, Upon request, the State shall provide an up to date senforlty list before each vacation hidding
cycle,

4, The State shall provide, at minimum, one (1) hour of vacatlon bidding policy training,

5. When employees are placed on a walting list for a particular vacation reguest, they wIJI be
provided with thelr waitlist ranklnﬁ for those dates at the time of walttist notlfit:a
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CSOD Customer Contact Center Vacation Bidding Policy

Overview

Introduction This document explains the Customer Service and Outreach Division (CSOD)
Customer Contact Center (CCC) Vacation Bidding Policy.

Contents This section contains the following topics:

Topie See Page

Policy 2

Bidding by Rounds Matrix




Policy

Introduction This document explains the Customer Serviee and Outreach Division (CSOD)
Customer Contact Center (CCC) Vacation Bidding Policy.

Yacation The CSOD CCC Vacation Bidding Policy utilizes a bid by rounds ptocess,
bidding policy
Employee vacation requests shall be reviewed, based on operational needs,
in order of State seniority, and the most senior employee’s first available
request shall be granted, After the most senior e yee s.first available
request is granted, the next most senior employg
and hie/her ﬁr@t available request employee 3

After all employees are granted thej rst avaﬂable vaoatloﬁﬁ%
process will move into the secon %CCC employeess Ji‘-zgg;@d

available vacation requests shal tiet x granted in ordEST State
seniority, ' 4

This process shall conﬁ&;n,l@ round by round'
requests have been revialy ngrmd are approvc
a,‘}

i] all employee vacation
enied.

’M

Vacation cycles ar, each lasting six months,

“.?@July 310%,
e-January 31%,

Vacation
request period

A memo shall be sent to CCC employees, via the Contact Center Calendar
mailbox, notifying employees of the start of the open vacation request period.
The memo will specify the due date for all vacation requests.

Note: Vacation requests made after the conclusion of the open request period
will be considered based on availability and operational needs.

Contined on next page




Policy, Continued

Seniority listing  Upon request, an up to date seniority list shall be provided before each
vacation bidding cyele.

Vacation Vacation requests shall be approved or denied using the following criteria
approval
criteria » Bidding by rounds,

e Operational needs.
* State seniority of Customer Contact Center Staff:
o Staff’s request priority preferences.

Yacation . Three assigned CSOD Vacation Planpi
vequest review  employee vacation requests withi

and request period.

determination

The Vacation Planning Managers shl 4
based on

» Forecasting
» Anticipated call volume J
s Special eventb

)

il
Vacag‘g@;f
requestselh;
one to five*y
consecutive
worl days

at thé"’time(s) the vacation(s) will oceur,

Employees shall email their requests fo the Customer Contact Center
Calendar mailbox and send copies ot their requests to their direct mangager,

Note: It only part of an employee vacation request is uvailable, those
available dates in the request sha!l be approved uniess staff specifies that they

would prefor their next request to be reviewed as an alternative to a partial
approval.

Continued on nexi page




Policy, Continued

Vacation Employees may request vacation in increments lasting longer then five
requests lenger  congecutive work days. Vacation requests more than five consecutive work
than five days in length shall be considered as a whole and shall wtilize multiple rounds
conseeutive

for the approval process. Like vacation requests for five consecutive work
days or less, employees may submit as many vacation requests lasting longer
than 3 consecutive work days as they would like, and shall list each request
by priority preference, Vacation requests shall be 1ev1ewed and approved or
denied based on avallablllty An elnployee s vacatio

work days

vacation(g) will occur,

Employees shall email their requests to the%ustomer intact Center
Calendar mailbox and send copies of i mquesta to thejpdirect manager.

'

Zsubmits i%excess of five vorse
2

If ..
The request is 6to Y
10 work days in

The entire request shall be reviewed for
availability, If approved, the employee’s
Tollowing vacation requests shall be excluded
from the bidding process for the next two rounds,
The employee shall rejoin the bidding process in
the third subsequent round.

work

Example: If this type of vacation request occurs in
Round 1, the employee would not participate in

' Rounds 2 and 3, and his/her additional recuests
would again be considered in Round 4,

Continued on next page




Policy, Continued

Vacation
requests longer | Jf, Then ...
than five The request is The entire request shall be reviewed for
"’0“?9‘;‘*“’0 between 16 to 20 availability, If approved, the employee’s
F(;?)In]t{l m?g(?) work days in length | following vacation requests shall be excluded
from the bidding process for the next three rounds,
The employee shall rejoin the bidding process in
the fourth subsequent round 4
Example: 1f this type g ation request oceurs in
Round 1, the employie not partlclpate in
Rounds 2 throu %}
vacation requ%g *ém) idered in
Round 5. .
s [ i
Note: 1f only part of an emplofee Vggtion requgst is available, i;h%se
available dates in the request shall be ® setd unless an emploﬁee specilies
reviewed as an alternative to a
Vacation
réquest i pproved and denied vacation
approval and niact Cen’ccl@Caiendm mmlbox All denied
notification ‘

Exception The following exceptions to the proposed ptocess may be considered,
considerations
» Vacation requests that exceed an employee’s available leave balances shall
be evaluated based on a case by case basis, and may be approved based on
availability and operational needs,

Continued on next page




Policy, Continued

Additional
vacation
request
opportunitics

At the conclusion of vacation bidding, all employees have the ability to
request additional time off for that vacation cycle, based on the availability of
their request, No later than the second Tuesday of each month, employees
will be provided access to a vacation calendar electronically, Availability
may be subject to change, based on operational needs. Thig calendar will
indicate the available dates for the following month, and the approximate
number of employees that may be on vacation for each day that month,
Changes or additional dates submitied by employees.after the open bidding
period has closed will be considered on a firsl—com i Tirstsserved basis. Al
denied requests will have an explanation mdwq‘c why each denied request
could not be granted, and indicateing that od on a waiting list for
their denied requests, ;




Bidding by Rounds Matrix

Introduction This document displays the following bidding by rounds mafrix used to
determine the approval/denial of vacation requests.

Ii‘ e

Then ...

Staff meets seniority criteria..,

I 1" choice is available

Determine if 1¥ cholee requested date(s)
are available @oo

Approve request and proceed to next
person based on seniority

If 1¥ choice is not available

If 2™ choice is available (and
enly f 17 cholee was denled)

1f 2% choice is not available

If none of the employee’s
cholces are available

(aned only if there are no additional
choleey to review)

If at any time, an employe il
approved for any of thej
requests (7%, i not then 8%, if
then 3% not then 4", etc.)

Contmmng tho 1;=. ess, when

Between 6-10

ei‘ Wlll rejoin thc bidding process in the second subsyqucnt lound for
add tlonal requests, For instance, if this request oceurs in Round 1, the staff
somber’s next vacation request would be congidered in Round 3,

Between 11-15 days { The request is reviewed as a whole for availability and if approved, the staff
member will rejoin the bidding process in the third subsequent round for additional
requests. For instance, if this request oceurs in Round 1, the siaff member’s next
vacation reguest would be considered in Rownd 4,

An employee may submit as many requests as he/she would like, and those requests will be reviewed for
availability as long as an employee’s vacation requests do not exceed his/her acerued vacation balance af the
time(s) the vacation(s) is taken, Staff will list each request by priovity preference.

This procedure will be used for each request, once all requests have been addressed, the VPMs will notify all
staff (and co their managers) of the outcome via email through the Contact Center Calendar mallbox,




D

‘ California Public Employeaes’ Retirement System
C&lPERS Customer Services and Support

March 14, 2014
Memora nd um Enter Memo Tracking Number

here.

Subject: Vacation Requests and BiddingzRetiod: hrough January 31, 2015

It is time for vacation planning agg isslanni »will be for the seven
(7) months beginninggluly 1, 2014, ;.jng January 31, i*aiéll’lﬁ Business
heeds will be considy determ ugg avarlabillty of vacatlon days

mitted aﬂ

) ngpggcéSs will continue until all emp!oyees are
éﬁ?;’fa able reqliést, After all employees are granted theilr first
cation req gst the process will move into the second round. All
: '—"f;fx.secoﬁﬁi “yailable vacation requests shall be reviewed and
it State gentomy This process will repeat until all requests
approved or denied. Please review the Process Matrix

process’
To submit your vacation fequests:

1. List your vacation requests in priority order, via the leave request form,
ranking the most important request as number 1, the next most
important as number 2, and so on. You may list as many requests as
you want.

2. Submit your prioritized list via E-mail to the "Contact Center Calendar”
inbox with a “cc” to your reporting manager. The bidding period ends on
Friday, April 11, 2014,

3, If you request a consecutive humber of days, also indicate if you must




have all of the days requested or will accept any part of the request that
can be approved. For instance, if you request a full week of time, but
only Wednesday to Friday ¢an be approved, do you want the partial
week, or none of the period?

4, If your request is for 1 - 5 days in length, it will be considered a single
round request. If it is for 8-10 days, it will be considered a two round
request and, If approved, will remove you from consideration for the
next round of review. (See the Process Matrix)

All requests must be submitted via E-mail to the “Contact Center
Calendar” inbox with a “¢¢” copy to your reporting manager. If you have
any questions concerning the request process, please consult your manager.

At the conclusion of the request period, all requests will be reviewed and staff
will-be notified of the results, Changes or additional dates submitted after the

open request period has closed will be considered on a firgt-come, first-served
basis,




Customer Contact Center Vacation Bidding Policy and
Procedure Communication Plan

Communieation  The following table outlines the communication plan to Customer Contact
plan Center (CCC) employees regarding the new vacation bidding policy and
procedure,

Step Action
1 Vacation managers will meet to discuss and train CCC
management team regarding the new policy, procedures, and
form, so they can provide this information to their employees,
2 Email formal notice to all CCC employees, with policy, i
procedures, and new request form.
3 Managers will hold meetings with their employee teams to
provide information and answer questions about the new policy, J
procedures, and form,
4 “Vacation Station” brown bag forums will be held, in !
coordination with SEIU representatives, to provide additional
informetion and answer employee questions regarding the new
policy, procedure, and form.




CSOD Customer Contact Center Vacation Bidding
Procedures

Overview

Introduction  This document explains the Customer Service and Outreach Division (CS0OD)
Customer Contact Center (CCC) Vacation Bidding Procedures

Contents This section containg the following topics:
Topic See Page
Completing the Vacation Bidding Leave Request 2
Submitting the Vacation Bidding Leave Request 4




Completing the Vacation Bidding Leave Request

Introduction This document expleins how to complete the Vacation Bidding Leave
Request form,

Completing the  The following table explaing how to complete the Vacation Bidding Leave

vacation Request form,
bidding leave
request form Step Action
1 Insert your name in the space provided.
2 Insert your reanager’s name in the space provided
3 Indicate if you are currently employed on a Member or
Employer team,
4 Indicate all vacation requests under “Dates Requested” and list
by priority preference.
5 If you have a vacation request lasting two or more days, indicate

if that recuest should be approved/denied as a whole, or if it is
acceptable to have part of the vacation request approved, by
selecting the appropriate check box,

6 If you run outl of space on the vacation request Vacation Bidding
Leave Request form, add additional pages as necessary
indicating the priority preference of the dates requested.

Continued on next page




Completing the Vacation Bidding L.eave Request, Continued

Example

The following is an example of a completed Vacation Bidding Leave Request
form,

CUSTOMER CONTACT CENTER VACATION BIDDING LEAVE REQUEST

Biripiiyaa Mami

Fleans indiente #il vaqalion taeva raqursls forihls bdding oyole below, isting by pronty p
Teva 8 vaoation pquasi lasiing fwo o e days, pianaa indicats if 4L s ecceptabie to have yrad of that
request Rppraved, of d Hve reguest should by spproved brdentyd g5 o whola,

Afterenmginfing this Farm, please forwerd & tha Cugtomar Ghileot Canter Galandar Mnfrox, and send &
angy of the requast o vour meneger, Aitsoh addibonal request tonns as pagessary,

fesenes, Hyol

Rrlarity

Prtes Requastad

Fuyprovel
Dany &5
Vilaie

Farflal
Datps
OK:

Mtte:s

t

0
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12

14

15
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Submitting the Vacation Bidding Leave Request

Introduction This document explains how to submit the Vacation Bidding Leave Request.

Submitting the  The following table explaing how to submit the Vacation Bidding Leave
vacation leave Request,

request ,
Step Action

1 After completing the Vacation Bidding Leave request form,
email your request form to the Customer Contact Center
Calendar mailbox,

2 Send copies of your requests to your direct manager,

3 Maintain a copy of your requests for your records,

4 After the vacation bidding period has closed, submit additional
vacation requests as needed,

Note: No later than the second Tuesday of each month, employess will be
provided access to a vacation calender, This calendar will indicate the
available dates for the following month, Changes or additional dates
submitted by employees after the open bidding period has closed will be
considered on a first-come, first-served bagis, All denied requests will have
an explanation indicating why each denied request could not be granied, and
indicating that they will placed on a waiting list for their denied requests.




Employee Name:

i1  Member Team

Please indicate all vacation leave requests for this biddingcycle below, listing by priority preference. If you
have a vacation request lasting two or more days, please Indicate if it is acceptable to have part of that
request approved, or if the request shouid be approved or denied as a whole,

After completing this form, please forward to the Customer Contact Center Calendar Mailbox, and send a
copy of the request to your manager, Aftach additional request forms as necessary.

Approve/ | Partial
Priority Dates Requested Deny as | Dates
Whole OK
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