*CAL ARNGR 600-1
“#CA ANGR.35-1-

STATE OF CALIFORNIA
OFFICE OF THE ADJUTANT GENERAL
2829 Watt Avenue S
SR “P.0. Box 214405
Sacramento, Ca11forn1a 95821 0405

CAL ARNG ReguTamon

No. 600-1 L :
CA ANG: Regu]at1on R o o :
No. 35-1 &/ “ *ﬁ]”?fi“f,f= o SR -~ 27 April 1990 .
Personne] - General
Mititary PersonneT .
MILITARY PERSDNNEL ON STATE ACTIVE DUTY
SECTION _ ' o
. R : .3:':':{:1_! L : EA'BA—&M
1. GENERAL: RS 5 SR
11, POSITIONS T T 3-6
111. - PERSONNEL: ACTIONS b T ‘“" T7-11
IV. RETIREMENT . = S 12-130
V,ﬁHEALTH/DENTAL/VISION BENEFITS s Lo 14-16
Vi. WORK RELATED INJURTES/ILLNESS " = 17-18
VI1. LEAVE AND HOURS OF WORK = =" 19-25-
V111, UNEMPLOYMENT INSURANCE Lo 26-310
IX. DISCIPLINE o L 32-34 :
X. {CODE ‘OF ETHICAL STANDARDS o o 36-360
X1. PAY AND ATTENDANCE REPORTING _ o 37-39
X11. PERFORMANCE EVALUATIONS . S - 40-45
X111. UNIFORM WEAR i 46-49
XIV. REDUCTION IN FORCE (RIF) - © 50-55
XV. INTERPERSONAL. RELATIONS , - 56-58
XV1. GRIEVANCE PROCEDURES o o 59-61 .
<XV11.." PHYSICAL FIT ‘STANDARDS o ee- 63’.
VI USE OF FULL-TIME STATE ACTIVE S '1164
‘. - DUTY MEMBERS ‘DURING:STATE' EMERGENCIES ) e
XIX;xTRAINING POLICY AND PROCEDURES 7 85-70
APPENDICES _ P _ . -
A - OTAG Form 900 13 State Act1ve Buty Pos1t1on Request
B - OTAG Form 900+13a 031t1on Descr1pt1on L

Attachment 1.to Appendix 'B"L Task Listing o B

OTAG Form 900-10  State Active Duty Personnel Action Request

OTAG Form 900-8: State Active Duty Appo1ntment App11cat1on
OTAG Form 900-15‘Statemént of Service' - )
+OTAG Form 900~ 12 ‘Certificate of Dependénts

T T G O
PO T T T PR

= W4 Foem - ool fEmpToyeefwﬂthhonlng ATTowance Cert1f1cate
-+ State Form 689! : 0ath of ‘AlTegiance i
- State Form 243 - - De31gnat1on of Person Author1zed to Rece1ve

; R SR ,.f : : .' R
~*This regulation supersedesrcAgaARNGR GOO—I/CA_ANGR 35-1 dated 7 June 1989,



CAL ARNGR 600-1 " 27 April 1990
CA ANGR 35-1 e e s

- Standard Form 953:""Report of Med1ca1 H1story

- OTAG Form 900-7 SAD Emergency Information Form
- OTAG Form 900-17  Federal Prwacy Act Information
- OTAG Form 900-27  Statement of State Active Duty Status
- PERS-ADM-42A- Two Tier Information Election Package.
and 42C _
- 300-1070 _ State Employee Race/Ethnicity Questionnaire
- USAFAC-5274-R VHA Certificate with Supporting Documents
- 1-9 - Employment Eligibility Verification
HBD Form 12 Health Benefits Plan Enrollment Form

- Standard Form 692 Dental Plan Enroliment Authorization

- Standard Form 700. Vision .Plan Enrollment. Authorization

- OTAG Form 900-11 ‘State Active Duty Separation Request

- OTAG Form 900-28 Employee Clearance Form

- SCIF 67 : Employer’s Report of Occupational Injury or Illness
- Standard Form 600 Unemployment Insurance Claim Form '

- Standard Form 660 Unemployment Compensation Notice. '

-  OTAG Form 900 16 Report of Duty - State Active Duty Personne]
AA - OTAG Form 900-14 Request for Leave

BB - OTAG Form 900-20 State Active Duty Evaluatmn of Performance
CC - OTAG Form 900-29 RIF Register.

DD - OTAG Form 900-30 RIF Score Sheet

EE - OTAG Form 900-31 SAD Information and Eva]uatwn Sheet

FF - OTAG Form 900-26 Grievance Form

GG - OTAG Form 900-32 Physical Fitness Test Verification Statement
HH - OTAG Form 900-33 Yearly Training Plan. ‘ :

IT - OTAG Form 900-34 Individual Training Request

JJ - OTAG Form 900-35 Annual Training Report

KK - OTAG Form 600-1 Sick Leave Report

N<E<C—AWNIDOUO == R
|

' " SECTION T. GENERAL

1. PURPOSE. Th1s regulation prescribes policies rand procedur‘es for the
administration of personne] appointed ‘to, State Active Duty (SAD) under the
provisions of Section 142 and/or 167, Military and Veterans Code; State of
California and who are assigned to positions -identified in the Military
Department budget. ' This regulation is not applicable to personnel called to
State Active Duty for emergency purposes under Section 143 and 146, M/VC or to
members of the California Military Academy Cadre appointed under Section 1V,
CAL ARNGR 350-7. A1l appointments, promotions and other personnel actions are
based on equal opportunity to all regardless.of race, color, creed,. national’
origin, ancestry, sex, marital status, d1sab111ty_,,r‘e]1g1ous or political
affiliation, or sexual 0r1entat10n '

2. AUTHORITY The Deputy AdJutant Gener‘a1 - Resource Management is
assigned authority and responsibility for the adm1n1strat1on of the State
Active Duty program to include manpower allocation and classification
authority. ‘Authority’is further delegated to the Director, State Personnel
Programs for day to day adminjstration, policy recommendations, interagency
coordination, Tabor relations coordination, pay deter‘mmatmns and general
supebrv151on of personnel matter‘s re]ated to State Active Duty pos1t1ons and
members L .
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3. PERMANENT :POSITIONS. :Permanent State ‘Active Duty (SAD) positions are
established in the Military Department, field level activities, and units of
the California Army and Air National Guard based on military functions and
requirements. o e LoD R T e T ' )

a. The military grade structure for SAD positions. will be based as
closely. as. possible ‘and “within budget limitations on military grades
established for comparable ‘organizations and:positions within the active:
military services. A State Active Duty Staffing Guide established by the
Director of State Personnel Programs and approved by The Adjutant General will
be the basis for SAD‘grades. *Exceptions to Grade Levels established by the
Staffing Guide require approval by The Adjutant General or Assistant Adjutant
General. e o : o '

b. SAD positions will not be established for classifications and jobs

normally filled by State Civil Service personnel unless it can be clearly
shown that a military position 'is necessary to’ effectively perform the
~fanctions of the position, = - ¢ o 0 hioi - o

C. ‘E;sta.bT;'ished-jl'p'er;man_é;nft.SAD"?"fp'o:s’it'ion_s --wiﬂ be Tisted in the Military.

Department: State Budget: ‘Incumbents of SAD ‘positions will be limited to the.

pay and allowances authorized by the State Budget ‘Act.

d. State Active Duty Positions Review Policy.

(1) ATl State Active Duty positions at the Headquarters: and field
level activities will be reviewed at least annually and whenever a position.
becomes vacant to determine if the position is properly classified as’a SAD
position or if it would be more appropriate to classify and convert the

position to State CiwvilsService:

(2) Annual Review of positions will be conducted in June of each:
year. Deputy Adjutants General and a'representative designated for the Command.
Section and:Specialr Staff will submit a-statement through the Deputy Adjutant.

General, Resource Managément,-to Thé Adjutant General by 30 June of each year.
certifying that the reviews: have been compléted. The annual statement will.
include a recommendation ‘on‘'positions‘to remain SAD and ‘positions to be .
converted to State Civil Service. €onversion will normally be accomplished

through attrition rather than a reduction in force. .

- (3) For the purpose applying position review policy a position will
be considered vacant-uponian s;1'nc-u%mb.éﬁt"s-"‘ret'i’ir‘eme‘-n't,jjjres'ig"n‘-atio:n,"t_egrm-*ination-
or other attrition. : : SR o '

- €. An evaluation based: on: the following criteria ‘will be used.to determine
if a position should be State 'Active Duty. The decision to determine if a .
position should be established or remain SAD must 'be based on ‘organizational

“\needs, an overall evaluation of the total requirements of the position, and it

clearly meets two or more of the- following criteria:

3
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(1) The duties of the :'p.‘o§1t1on re'qu1r'e military experience and
current technical or. operatwna} know]edge of m111tary procedures p]ans
programs or equ1pment - : ‘

@ Full quahﬁcatwn in the pos1t1on reqmres 1n1t1a1 or perlodm
attendance at Army or Air Force schools 11m1ted to m1htary personne] only.

(3) The dut1es of the pos1t1on reqmre substantwe command or
super\nsmn of other mﬂ1tary personne] (SAD m1htary techmmans AGR or
ADSH.) , _ , .

4 The dut1es 1nc1ude command and contro] or. superv1s1on of mﬂ1tary
ﬁe1d orgamzatwns or act1v1t1es : :

(5) The dut1es or nature of the pos1t1on require, respo'nse to
emergenc1es in a m1]1tary capacity.

(6) The pos1t1on requ1res trad1t1ona1 m111tary or ceremomal duties
normal to a military organization, post or base act1v1ty

(7) Assignment of a military member in the position- will enhance the
continuity of operatmns and effectweness of the Nat"lona] Guard durmg
military training perwds _ S ‘

(8) The use of a State Civil Service position, at the appropriate
classification 1eve1 would not prov1de s1gn1f1cant cost savings.

(9) There is an appropmate Army Mmhtary Occupat1ona1 Speciality (MQOS)
or Air Force Spec1a11ty Code (AFSC) ‘which: 1nc1udes the duties of the position.

(10) There are federal m111tary secur1ty requ1rements associated with
the position.

4, TEMPORARY POSITIONS Temporary State Actwe Duty or State Civil
Service positions may. be. estabhshed for short term employment subject to the
avaﬂabﬂzty of ‘temporary-help funds and. personnel. year (PY) support atuthorized
in the State Budget. Temporary emp]oyment will normally not exceed six months
in duration. The grade of a temporary position will be based on the duties and
respons1b1ht1es requ1red of the. positions. : ,

5. ESTABLISHING AND/OR RECLASSIFYING POSITIONS. a. Request for new
permanent pos1t1ons and changes to.existing pesitions will be subject to the
review described in. paragraph 3e above to determine if the pos1t10ns shou]d be
SAD or State Civil: Ser\nce

(1) When required, requests to rec]ass1fy and fill SAD positions must

have Department of Finance apprgva] in accordance mth 1ts d1rect1 ves and with-

prowswns of the Budget Act.

~
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smust be accomp] is hed through.the Budget
“established by the Military Departmen t

. {2) Additiops or change
Change ‘Proposal (BCP) “process  established by the Mil
Comptrolier (CAST). CAST will also establish BCP submission dates.. .

. (3)" OTAG Form 900-13, State Active Duty Position Request, (Appendix A)
will be ‘used for establishing, r fying or retitling a SAD position. Each
request to establish or“reclassify. a position must.be accompanied by a
completed OTAG Form 900-134, State Active Duty Position Description (Appendix .
B), task Tisting (Attachment 1 to"Appendix B), and an organizational chart of
the directorate or office in'which the position will be located.

| {a)  OTAG Forms%O-lB«andQOO-Ba will be submitted _thfo'uigh?-CA‘SS to
CAST for review at Jeast 30 days prior to the established BCP submission date.

‘ (b) ~Each OTAG Form '900-13 must contain a certification. that the
criteria listed in paragraph-3e has been met as a prerequisite for establishing
a SAD position. - : _ '

' OTAG Form 900-13 will normally be.directorate
‘ , ANG, Base/Station Commanders or cemparable
tevel managers.” The Assistant Adjutant General or appropriate Deputy Adjutant
General must 'apprové’the request in Item 7 of OTAG Form 900-13.. The Deputy
Adjutant General, Resource Managément, is designated as the approving official

/—\ for Item 10 of the form. - - . O PP _

(c) The requestor o,
level supervisors, post comm:

(d) CASS will review OTAG Form 900-13 for classification, grade level
and manpower. requirements. " If approved, the position request will be forwarded
to CAST for fund availability fication. 'For approved requests, CAST. will-
obtain necessary PBAC, Department of Finance and legislative approval-on an as.

required basis; "

. () Upon re¢eipt of documentation with appropriate approvals, CASS
will provide the’ requésting official. confirmation of the ch ange and an
approved po‘siti__\o_n .-_d___es_-:c'r_jpjr;v__li'p.n.'__ . R . ;

(4 Temporary positions’will be requested on OTAG Form 900-13 in the same
manner as permanent positions. The employment time limitations for a temporary
position will be included on the OTAG Form 900-13. Temporary positions are not
normally subject to the BCP process; they do. however, require Departmental

approvals and PBAC approval. =

6. FILLING POSITIONS. a.“Permanent or temporary SAD positions can.only.
be filled by current or retired members of the active militia. The active’
militia is comprised of the California Army and Air National Guard, the State
Military Reserve and the Naval Militia. Individuals placed on the California
National Guard retired 1ist after completing twenty or more years of creditable
military service, active ‘or “inactive, are considered as members of the
California Army or Air ‘National ‘Guard, as appropriate, for employment purposes.
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b. State Active Duty positions will normally be filled by individuals
whose active militia or military grade does not exceed the SAD grade authorized
for the position (i.e., 'a Captain SAD position should only be filled by an
individual with the ‘military grade of Captain or lower). Honorary promotions
under Sections 228 or 256 of. the California Military and Veterans Code do not

apply for SAD employment purposes. If an individual is appointed to a position

which is graded Tower than his’or her military grade, the individual will be
appointed and paid at the lower grade. Exceptions to permit the appointment of
an individual at a“lower or higher SAD grade than his or her military grade may

be granted b‘;‘y-{-‘t‘hef‘Adju--taritf(_iiepe?*‘@l;on‘:a case by case basis.

c. If an individual receives.a military promotion after appointment to a

SAD- position, he or-she may be retained in the positions with no change in SAD

status. ‘In the event the individual was appointed to a position lower than
the authorized SAD grade because of his or her. military grade, the individual

may be noncompetively -p-romoited.tot'_he' next higher grade provided that the SAD

grade is not exceeded. "

d. Al State Active Duty personnel are required to .meet military medical
standards and physical fitness standards appropriate for their branch of
service, be MOS/AFSC ‘quatified, meet military educational standards for their
grade, must not have beén:convicted of a felony, and must not have been
released from federal or state active duty for cause. :

e. Vaéancy announcements for State Active Duty positions.

(1) State Active Duty permanent positions, excluding key- staff
positions listed on the SAD Staffing Guide, will be announced in California
National Guard Circulars-and'distributed to California Army and Air National
Guard organizations and other components of the active militia. The Deputy
Adjutant General, Resource Management, may on a limited case by case basis,
authorize an exception to the vacancy announcement policy when such exception
is fully justified and warranted. Exceptions must be fully documented.

(2) Key staff positions annotated on 'th'é SAD "Staff.ihg Guide and
approved by the Adjutant General are exempt from the vacancy announcement
requirement. e R R o

. (3) In any instance where positions are filled without announcement,
key staff .and vothérwise, the statement "Position. filled as an. approved
exception to announcement procedures under the provisions of paragraph 6e, CAL
ARNGR 600-1/CA ANGR 35-1" will be placed in the remarks sections of OTAG Form
900-10 for approval by the Deputy Adjutant General, Resource Management, acting

for the Adjutant General.

(8) Requests-for position vacancy announcements will be submitted to
CASS for review and processing. The request will include position numbers and
title, special qualifications, if any, a brief description of specific duties,
the proposed closing date, normally 30 days after the position has been
officially announced, and the name of the selecting official.

~
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(5)  Applications received by CASS 1in response to a vacancy
announcement will be reviewed for correctness and a determination .that the
applicant meets the basic qualifications for the position. CASS will forward
the applications of qualified® applicants to the Deputy. Adjutant General
submitting the request-or Chief, Programs and Special Staff, as appropriate,
for appointment of ‘a Mérit Selection Board to evaluate the.applications as
described below. =~ -+ "o T ' S T

(@) * Merit Selection ‘Boards ‘will consist of three members, other SAD,
SCS, Military/Civilian:Technicians-or AGR personnel may be appointed to the
board. The board members must be higher in grade than the position to be
filled. Higher grade determinations for civilians appointed to the board will
be based on a comparisoniof the maximum salary of the civilian position versus
the maximum salary including allowances of the SAD position being considered.
The civilian salary must be greater than the SAD salary to qualify for board
membership. e SRR AREHY T

(b) A Merit Sel.ec.tion_Boar‘d will be es'tab"iished for each announced
vacancy and will nor.‘m_a]ly_inc]yde -one member, other than the selecting
supervisor, from the Section/Branch/Directorate or field level activity where

the position will be assigned.

(c) The board will review the applications, condyct interviews, and -
7~ rank the applicants in recomnended selection order. The board will interview
| the top five applicants personally or by telephone if it is impractical for an

applicant to appear in person. before the board. If there are fewer ‘than five
applicants all will be interviewed. ‘Interviews must be conducted unless a
written waiver of this requirements is granted by the Deputy Adjutant General,
Resource Management. =~ .+ 7" - ) e -

~ () After completion of the board process, the Merit Selection Board
will return the applications; together with their recommended selection order,
to CASS for further action. CASS will review the board results and forward the

documents to the selecting official for action.

(e) The selecting official will review ‘the board’s recommendations and -
select from :the top“three ranked individuals. The selection, determination will
be forwarded through CASS to:the Deputy Adjutant General, Resource Management
for final approval. (SPECIAL NOTE: "It is essential that announcement of the
name of the selectee, either formal or informal, not be made until other
applicants have been‘advised of their non-selection.) CASS will advise both the
selected and non-selected applicants of the decision after the Deputy Adjutant
General, Resource Management has concurred in and approved the selection.
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~ SECTION 111. PERSONNEL ACTIONS
7. APPOINTMENTS. ‘a. Individuals appointed to permanent State Active Duty

positions will be ordered to State Active Duty .for an indefinite period, but
will be required to serve six months probation. At the end of six months,
after an objective performance evaluation, and upon recommendation of their
supervisors dndividuals appointed” to State Active Duty will be granted
permanent tenure unless obligations to absent members with reinstatement
rights preclude granting tenure.  CASS will advise supervisors, in. advance, of
the completion ‘of six months State Active Duty service by their subordinates.

b. If it becomes necessary-to assign a current SAD member to a position
established at a grade lower than that member is currently appointed, the
request for assignment with full justification will be. forwarded to the AG for
approval.  Such assignments will be considered as temporary and mitigated as
soon -as possible but not longer than two years. The appropriate DAG will
insure one of the following actions are taken not later than two years from
date of assignment: : L AR . '

(1) ’Reas‘éj’g::n the 1nd1V1dua1 'but.of_t‘_h_e‘ overgrade assignment.
(2) Reevaluate the overgrade assignment.'fdk continuance.
“(3) 'Achieve re;c_:].asgsi?fi:g:"';_\"fc_i_b’.r_f.._bf'_fh_e position.

- (4) Take such i)f:t:h_:e'r_: action necessary to alleviate the overgrade
assignment situation. . ' _ . . :

c. Appointments will be accomplished by the submission: of State Active
Duty Personnel Action Request Form 900-10 (Appendix C) to CASS at least five
working days prior to the proposed effective date. The OTAG Form 900-10 must
be accompanied by the following additional documents as appropriate: -

(1) OTAG Form 900-8, SAD Appointment Application (Appendix D):

(2) OTAG Form 900-15, Statement of Service, (Appendix E). List all
creditable service (para :1010], Department .of Defense Military Pay and
Allowance Entitlements’ Manual) .and attach copies of appointments and
discharges from all services except the California National Guard.

(3) ‘OT_A'G"F'r'omZQOO—lZ, 'Ckéf,fif_fi;ca:te ofiDependéhts. - Military Personnel,
(Appendix F). "Submit 1 copy only, Attach copies of marriage license and
birth certificates as appropriate. . . . e . e

(4 Form W—4, Employee .Withho]ding Allowance Certificate. (Appendix
G). Social Security Number and the exact name as shown on the Social Security
Card must be included. ; _ :

N
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(5) = State. Form 689, " Oath ‘of AHeg1ance (Append1x 11) ~ Must be
executed and dated on'ovr be‘For'e the first day of duty and the. signature must
be witnessed by a person"to whom written authorization to witness oaths has
been executed by the appointing power, = Al]l commissioned and warrant officers

-~ and all Branch level and- h1gher super'v*lsors are authomzed to w1tness the oath.

(6) State Standard For'm 243, Des1gnee of Person Authorized to Receive
Warrants. (Appendlx Ay Must be completed and transmitted to this
headquarters in duplicate. The duplicate copy will subsequently be returned
to the emp]oyee for dehvery to the des1gnee

{7 Standard For‘m 93
items 1 through 24 da'-n‘d the 1

ort of Med1ca1 H1story (Append1x J). Only
jj1,v1dua1 s s1gnature need be accomphshed '

' (8) Proof of fhght status for those 1nd1v1duals be1ng appomted to |
State Active Dutypesitions for wh1ch flight pay is authorized.
(99 OTAG Form 900 7 State Actwe Duty Emergency Infermatwn Form
(Append1x K)o o -

(10) OTAG Form ‘900 17 Federa] Pr'wacy ‘Act Informatmn Statement
(Append1x L).

(11) OTAG Form 900 27 Statement of State Actwe Duty Status (Appenchx
(12) PERS- ADM 42 Acknow1edgment of Rece1pt of Retwement Informatwn-
(Appendix N). - . e '

(13) 300 1070 State Emp}oyee Race/Ethmmty Questionnaire,.
(Appendix 0).-

o (14), USAFAC 5274 R VHA Cert1f1cate w1th supportmg documents
(Append1x P) ST T _ '

(15) 1- 9 Employment E11g1b111ty Vemﬁcahen, cpmplete.d the first day
of duty. (Appendix Q). '

d. The following add1t1ona1 for‘ms must be subm1tted w1th1n the tlITIE'
hm]ts 1nd1cated R

(1) HBD Form 12 Health Beneﬁts Plan Enrollment Form (Appendix R).
HBD Form 12 is required for employment of more than six months only and must be
completed even if the individual'decTines coverage. This form may be submitted
any time up to 60 days:after appointment; however, individuals being appointed.
should be advised-of ‘health benefif" ‘ptans available at the first opportunity.
See Section ¥V for additiona¥ Health Benefits information.  Failure to submit
an HBD Form 12 by the 60th day" Fo]]owmg employment wﬂl result in the
employee being denied coverage until the next OPEN PERIOD of enrgliment, or
through the submission of a Health Statement Request HBD Form 38 whlch is
forwarded directly to the msur‘ance carrier by the employee.

9
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(2) Standard Form 692, Dental Plan Enrollment Authorization (Appendix
5). This form must’be submitted any time up to 60 days after appointment. See

Section V for additional information on Dental Insurance.

(3) PERS-ADM-42c, Two-Tier Information Election Package (Appendix N).
Must be submitted within 120 days of appointment.

"~ (4) Standard Form 700, Vision Plan Enrollment Authorization
(Appendix T). = : S

e. CASS will review the submitted documents, obtain necessary approvals,
and have State Orders issued. One copy of the OTAG Form 900-10 will be
returned to the réquesting official. Orders will be provided separately as
published. Supervisors are reminded that an individual cannot be directed to
report to work until an approved OTAG Form 900-10 has been received, orders
have been received or telephone verification of the appointment has been made

f. It is the'employee’s f'respons'ib'i]ity‘to insure that CASS is informed of
any changes in dependency status which would affect pay or health/dental/vision
entitlements and submit .'t_he_gppr‘op\r‘_iate updated forms when these changes occur,

9. Information pertaining to various optional payroll deductions will be
provided_the‘indi_v_id_ua:T upon _;comp]etion,of appointment documents.

8. APPOINTMENT OF TEMPORARY STATE ACTIVE DUTY PERSONNEL. a. Individuals
selected for appointment to State: Active Duty in a temporary position or State
Active Duty as a temporary replacement in a permanent position for less than
six months duration are entitled to the following:

(1) Pay an’d'aTTowéﬁceS"c;f"'tl'i'é"grade to which éppoi_nted.--

(2} Annual leave at t'hq_rate of 2.5 days per month if the appointment
is for 30° days or more. Annual leave accrued during the temporary appointment
must be used during that period. Lump Sum Leave payments will not be made.

(3) Workers Compensation Benefits for job related injuries.

b. Individuals ordered to temporary SAD for six months or more as a
replacement in a permanent position will be eligible for hospitalization
benefits .and must participate in the State Retirement System which includes
coordination with and participation in Social .Security.

c. The same documents are req {r'é'__d for f.h:'é_'appoin.tinent of temporary State:

Active Duty personnel as those outlined in paragraph 6 above except that HBD
Form 12, STD Form 692, STD Form 700 and PERS-ADM-42 and 42c are not required
for individuals appointed for less than six months. Individuals ordered to
SAD for less than 30 days do not earn leave,. - :

10
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9. PROMOTION. a. Promotion of a SAD employee may occur as a result of
selection for a higher graded position as outlined in paragraph 6 abov:'e'or
through reclassification ‘and upgrading of an indivdual’s current position

because of job enTar"gemeqt,ja}nd',.:_lg"rj;eater responsibility.

b.  Promotion will be accomplished by the submission of OTAG Form 900-10
from the requesting official through the next higher supervisor to CASS not
later than five working days prior to the proposed effective date. When the
promotion is a result of reclassification, that fact should be so indicated in

item 6 of the OTAG Form 900-10.

c. CASS will process the OTAG Form 900-10 in the same manner as for
appointments outlined :irj__lpa:ra;g';ra__nfh 6 above.

10. SEPARATION. a. Vq.1q_ﬁf§a'ry .S_gparation.'l

(1) Individuals requesting to be separated from SAD will complete OTAG.
Form 900-11 (Appendix U), and forward the form through their respective
supervisors.  Supervisors will sign the form and forward it to CASS.
Supervisors desiring to comment on the reason given by the employee for his
separation may do so by submitting their comments on a separate sheet of paper.

(2) Voluntary separation requests must be signed by the employee or
must contain a statement from the supervisor indicating why the request is not
signed and the reason theé employee gave for requesting separation.

(3) It is important thatthe information .re'quired by item 5 of the OTAG
Form 900-11 be completed in order to insure separation documents and unpaid
compensation checks are mailed to the correct address. ' '

(4) A final Report of Duty, OTAG Form 900-16, (Appendix Z), will be
completed, signed by the supervisor and forwarded to CASS. o

b.  Involuntary S.epa"?fioﬁ.'if" .

(1) Involuntary ‘separation may be initiated by the immediate
supervisor or by the Director of State Personnel Programs depending on the
reason for separation. Separation of temporary employees upon completion of a
definite time limit is not considered involuntary and will be initiated by the
Director of State Personnel Programs. - : -

(2) Separation -of:fpem'p‘oﬁa'riy émp]oyéés,for lack of funds or lack of
work prior to the end-of a $cheduled appointment period will be initiated by
the supervisor utilizing' 0TAG Form 900-11 indicating the reason in item 4b.

(3) ‘Separation ;of'_;riér"'man_.ent_ employees due to reduction in staff or

funding will be accomplished in accordance with the Reduction in Force
procedures in Section XIV. |
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. (4) . Requests for disciplinary separation will be initiated by the
supervisor and forwarded to CASS. The requirements outlined in Section IX
must be followed when requesting disciplinary separation. -

‘€. . Mandatory ‘Separation. SAD members on permanent SAD other than the AG,
Assistant AG or General Officers'and other than those physically disqualified
or separated for cause may ‘remain on SAD until age 60. Unless earlier
separation is requested by the member, separation will be effected on-the last
day of the month the member turns age 60. CASS will advise SAD -members at
least 90 days in advance of separation for maximum age. :

d. An Employee Clearance Form, 0TAG Form 900-28 (Appendix V) must be
completed for all separating employees. -

1. OTHER PERSONNEL 'ACTIONS. a. Other personnel actions such as
reassignment (transfer) not invelving pay changes or promotion, will be
initiated by the supervisor and forwarded to CASS utilizing the OTAG Form
900-10. Entitlement to moving expenses may result in transfers, including
promotions, involving relocation of 25 miles or more from the current work
site. Commitments to a reassignment involving relocation allowances will not
be made without approval from CASS. | : : -

b. Ordinary pay rate changes due to change in years service will be
automatically-accomplished by CASS; however, when due to budget Timitations,
salaries are limited to a pay grade and specific years of service on orders,
supervisors must submit an OTAG Form 900-10 initiating the requested change
and explaining funding source or other justification for the change.

'SECTION IV. RETIREMENT

12. PERS RETIREMENT, ~a. Permanént State Active D'_uty.person'nél' become
members of the Public Employees Retirement System (PERS) and retirement
eligibility is governed in accordance with PERS rules and laws.

b. Specific information:pertaining to retirement ages and annuity amounts
can be determined by using the formula provided in the PERS pamphlet titled
"PERS Benefits for Miscellaneous Members" which is provided to each eligible
employee upon appointment, or by contacting CASS.

c. App]icationfﬁfor. rEtifemé'ht under PERS is made by the individual to the
PERS utilizing forms provided by CASS. e ua

13. DEFERRED COMPENSATION. The Internal Revenue Service has approved a
plan for State of California employees permitting them to contribute to
Deferred Compensation retirement plan and have that amount of the monthly
contribution considered non-taxablé income at the time it is earned. -Taxes on
designated Deferred Compensation contributions are paid on the full amount
(contribution plus investment earnings) when the funds are withdrawn. Funds
are available for withdrawal only upon retirement or leaving State service.
Contributions to' the Deferred Compensation program are limited to 25% of an
individual’s salary or $625.00 per month, whichever is smaller. Interested SAD
members can obtain additional information on the program from CASS.

12
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SECTION V.' HEALTH/DENTAL/VISION BENEFITS
14. HEALTH“BENEFITS%-vé.@ET“gipﬂjlf:”AT}fSAD'eﬁp]byéés.are €Hgib1e:for

health benefits if they ‘are appointed for more than six months. Employees
have 60 days from the appointmentdate to elect to enroll or not to enroll in
a health benefits plan. The effective date of coverage is the first day of the
month following receipt of HBD Form 12 in the ‘employees personnel office.
Available plans and costs are provided in the PERS Health Plans Booklet which
is available to employees at all*activities. Supervisors or other designated
individuals at work sites must explain the various plans, coverages and costs
to employees. Additional information and assistance may be obtained from
CASS. B T R T RS SRR i |

b. Premium Costs.” The State contributes a major portion of the premium
costs for State-sponsored health insurance programs.” The actual employee costs
vary by policy coverage and number of covered dependents, Actual rates for
all policies are distributed-by ‘CASS to supervisors on a continuing ‘basis.

15. DENTAL BENEFITS, a. A1l SAD employees are eligible if they are
appointed full time and the:appointment ‘is for at Teast one day more than six
months. SAD employees have 60'days from the appointment date to elect to
enroll or not to enroll in a dental benefits plan. The effective date of
coverage is the first day of theimonth following receipt of the dental plan STD

7T Form 692 in the personnel -office in Sacramento.  Supervisors or other

o designated individuals at work sites must explain the available plans and
coverages to employees. Additional information and assistance may be obtained
from CASS. ' e ' ' o _

b.  Premium Costs. As with health benefits, the State contributes a major
portion of the premium costs forithe State-sponsored dental insurance programs.
Actual costs may vary by plan and by the number of covered dependents. Actual
!r;ates. for all policies are:distributed to supervisors by CASS on a continuing

asis. N E R R A R : : '

16. VISION BENEFITS. A1l employees who are eligible for PERS membership
are also eligible for vision insurance benefits, The State will make full
premium contributions to the-appropriate carrier. SAD emplioyees have 60 days
from the appointment date to elect to enroll or not to enroll in a vision
benefit plan. The effective date of coverage is the first day of the month
following receipt. of the: vision plan'STD Form 700 in the personnel office in
Sacramento. Supervisors or other designated individuals at work sites must
explain the available: plan and coverage to employees.. “Additional information-
and assistance may be obtained from CASS.: = - - :
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SECTiON VI, wORK RELATED, INJURIES/ILLNESS
17. BENEFITS. State Active Duty members receive benefits under the State
Worker’s Compensation Insurance Fund.programs for State workers Benef1ts are
prov1ded for on- the JOb 1nJurles and 1nc1ude : - :
a. Payment of aT] doctor hosp1ta1 and re]ated medlcaI care costs

b. Payment of 1ost wage benef1ts once an 1nd1v1dua1 is off s1ck 1eave
status. (See paragraph 22 be]ow) :

‘¢. Permarent d1sabﬂ1ty payments when permanent d1sabﬂ1ty has been
established by appropr1ate medical personnel

_ d. Vocat1ona1 rehabﬂ1tat1on,1f requ1red

18, PROCEDURES . a. .In_the,eyent-of an on—thewjob illness or injory the
employee will: =~~~ = e '

(1) Report any ‘work’ re]ated 1nJury to his/her superv1sor 1mmed1ate1yl

but not Tater than 24 hours after the: 1nc1dent |
() 0bta1n f1rst a1d for m1nor 1nJury and return to work

(3) Accept exam1nat1on and treatment arranged by superv1sor if
requ1red . . :

(4) Teli doctor about the cause or 1n3ury

' (5) Return to work unless doctor adv1ses otherw1se

(6) * If off work keep superv1sor 1nformed of any change in status of

condition including a return to work date, if known.

b. In the event of an on- the JOb illness or 1nJury the superV1sor w111.

m Accept the report of work 1nJury and take act1on cons1der1ng the
fo]]ow1ng _ L ; S

" {a) Emp1oyeE’S dendsa pa1n, suffer1ng and. urgency for treatment

(b) Emp]oyee S phys1ca1 11m1tat10n and transportat1on need to home'
doctor or emergéncy Facﬂ1ty ' : . o

{c) Employee’s need for medica) service.

(2) Assure that first aid is administered for minor injury and
determine if employee is able to return to work.

(3) Provide_professiona] medical treatment when necessary.

14
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(4 SCIF Form 67, (Appendix W) will be prepared and submitted by
appropriate supervisors to CASS. (In extreme emergency, get the injured to
any available doctor, hospital, etc., and follow -up later with SCIF Form 67).
Submit completed STD Form 620 to CASS no later than one day after injury or
illness occurs. "CASS does ' not make any determination for eligibility. State .
Compensation Insurance Fund will _make the eligibility determination and notify
CASS who will in turn advise'the supervisor. =~ o '

_SECTION VIL. LEAVE AND HOURS OF WORK

19. 'SAD membeis are normally required’te work a minimum of 40 hours per week,

usually 8 hours per day but ‘are’ considered to be on duty 24 hours per day.

20. ORDIN__ARY LEAVE. a Ordinary Leave is authorized .all fulltime
personnel on SAD whose appointment eéxceeds 30 days. Ordinary Leave is earned
at the rate of 2.5 days per month. “No leave is earned during periods of leave

without pay. When individuals 'on SAD are not performing duty and are away from "~

their workplace for periods of ‘time between duty hours or on weekends or
holidays, they are considered ‘as being "on pass”. "Full days of absence from
work other than weekends ‘or holidays and except as outlined in Paragraph 38
will be charged as ordinary leave, sick feave, leave without pay, personal

holiday or military Teave, as appropriate.

. b. Tge use of Ordinary Leave and leave without pay must be approved in-
advance by appropriate supervisors. - ST ' o )
—~~ y pp. p. '.p_ - |
c.  Leave taken and leave accrued will be accounted for on a calendar year
(1 Jan - 31 Dec) basis. All 'ordinary leave accrued in excess of 60 days will
be forfeited on 31 December of each year. Ordinary leave which commences
during one calendar year and is completed in the following calendar year will
be charged in the calendar year in which each portion falls. .Managers and
supervisors are responsible for insuring the use of Teave during periods most
suitable to their activities, mission and consistent wi th member’s desires.
when possible; they ‘rrust also fnsure scheduling of Teave in such.a manner so
as to preclude loss of leave by 'their subordinates. o

d. - Weekends and _hO].i&ays_ falling 'wit,hin_a, _perio‘d of ordinary leave must be
charged as leave unless-an individual is at his or her normal worksite commute
area and is ready and able to perform duties, if called. :

e. The day of departure, regardless of the hour, is the first day of
leave unless the individual performs, duty for all .or nearly all of their normal
working - hours ‘(at Teast ‘three-fourths). If duty is performed for all or
nearly ‘all of the normal working hours on the day of departure, the following

day will be counted as é'fﬁ_'r‘st'déy of leave. .

f. _The day of return, regardless of the hour, is the last day of leave
unless ‘the individual performed "duty’ for all or nearly all of the normal
working hours (at Teast three-fourths), or it is a’ non-duty day. If duty is

3 performed for all or nearly aH of the normal working hours on the day of return
f’\\ or the day of return is a non-duty day, the preceding day will be counted as
the last day of leave. S ' C
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ary Leave in. the event of death will be made

g, Payment for unused Ordinary Leave ir
| ed baneficiary. . .

to the individual’s designat

) Lump SurilLeave paym 'be ‘made to _‘ﬁéri}ﬁ‘éﬁe'ﬁt"emp]dyeés_: separating

from, SAD who have remaining accrued Ordinary Leave . . eparatic
Lump Sum Leave payments are limited to a Tifetime maximum of 60 days and
consist of base pay only for each day of accried leave.

21. PERSONAL HOLIDAY. StateActweDuty personnel are authorized to take a
personal holiday consisting of one day. off without charge to leave.during the

e

calendar year if.they, are ?J?Pb..i;_n:_féd_ﬁ,iffb'h more than six months. The Personal

Holiday may not be carried forward from one calendar year to the next.
22, LEAVE WITHOUT PAY. Leave without pay will be granted to State Active
Duty personnel under exceptional’ circumstances when no other leave .is
available. When granted, such leave will be ‘without pay and.allowances.
Attendance at a service scho mi '
totally .utilized is ¢

ordinary nor military leave will accrue when in a Teave without pay status.

23. 'SICK ‘LEAVE. a. | A classification of 1éave has been developed by the
department for statistical and accounting purposes and for administering the
pay of State Active Duty personnel during periods of personal illness. It
does not provide additional Teavé but is established to indicate status only.

b. Sick leave due to :i,],.]:_,r;,e}s_',s”ior_'i,nj_ur,_y of the employee 'w.i]l be coded:on

a full day basis. The first ful] day of absence will be considered as the
first day of sick leave. Th

considered a day of duty, .

d

¢ MWhen theperlodof ‘absehce due to illness or jnjﬂf‘y exceeds 30
consecutive days, or exceeds .60 days.in a 12 month period, a written request
for additional or extended sick leavé will be forwarded to CA $S for appropriate

action. One of the following. actions, will be taken after receiving the Deputy.

- Adjutant General - Resource Management cencurrence:

1y Autho¥ize or “deny cont1 nuation of sick lea ve status.

(2) Convere ‘a Board of OFficers, tolinclude at least one medical

officer, to evaluate the circumstances and provide recommendations to the AG.

(3 Process. for separation from SAD when it is clearly indicated by a
Board of Officers ‘that the individual will not be able to.return to work or
‘ injary will ,,b'e;o,;f,s.pg}_g a Tength that it is impractical

the period of illness/: 11 be
to return the member in an SAD status.

d. Absences required because of family illness or ‘injury will be in an
ordinary ‘or leave without, pay status. . = .o o o
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24. MATERNITY LEAVE.  a. Absences from duty in a sick leave status are
authorized for- matermty care for members who become pregnant while on State
Active Duty and who remam on State Active Duty durmg the pemod of thenr'
pregnancy

b.. Members wiltl contmue to per‘form duties during the prenata] per1od
except when their physical condition incident to pregnancy precludes
performing duty. Limited duty tasks may also be designated during this
period. Supervisors will obtain confirmation from the members attending
phys1c1an regardmg 1nab1hty to perfor'm duties.

c. S1ck Leave' durmg the postpartum period will be granted as determined
necessary by the attending physician to meet the members medical needs. Sick
leave for postpartum care will terminate when the attending physician
determines the member can return to duty or 30 days after the birth of the
child whichever is earlier. Any additional absence requirements for either
the care of ‘the member or chﬂd wﬂ] be in e1ther‘ an ordinary 1eave or leave
without pay status. ' _ :

d. The 30 day postpartum sick Jeave authorization may be extended under
unusual circumstances when approved by the Deputy Adjutant General Resources
Management. Requests for such extenswns wﬂ] be subm1tted through CASS and
must mc]ude Just1f1cat10n C

25. MILITARY LEAVE a.'" Ent1t1ement to mmtary Teave begins when an
individual has comp]eted one. year of continuous service in a State position.
Recognized military service ‘may be combined with State service to meet the one
year requirement. For this purpose;, recognized m111tary service is defined as
full time federal service in: the US Armed Forces prior to 14 September 1976 or
during a State mﬂ1tary emergency as proclaimed by the Governor '

b. Individuals who qualify for m111tar'y leave are authomzed a maximum of
30 calendar days military leave each -calendar year (1 Jan - 31 Dec). With the
exception of Inactive Duty Training, each day of active duty, including
weekends -and holidays, for which federal military pay is received will be
charged to military leave and then to other leave when the military leave has
been exhausted. When an individual has exhausted all military leave and
performs additional m1htar‘y duty, ordinary Teave will be charged for days
active federal duty is performed. Military leave must be exhausted before
ordinary or leave w1thout pay can be charged for military duty

¢. State Active Duty personne'l wﬂ] recewe full SAD pay and a]]owances
while on military leave. : -

d. If an individual is not 'entitled to military leave or accrued
ordinary leave, absences on federa] m111tary duty will be charged as leave
wlthout pay. : .

e. Indefinite: m111tary leave is a military leave granted to an

~, individual ordered to extended federal active military duty If the

individual is eligible, the first 30 days of such duty will be in a paid
17
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military Ieave status Iess any m111tar_y leave prekusly used dumng the

calendar year . In . cases. where an active -duty tour will exceed 180 days
individuals will be separated from SAD and placed on military furlough.
Military furlough status indicates the employee is separated for the purpose

of entering.on active military duty, is expected to return to his or: her SAD

pos1t1on and may be entitIed to r‘e1nstatement r1ghts

f. Upon tqrmmatwn of federa] active m111tary serv1ce State Active
Duty personnel on military furlough up to four years.with r‘emstatement rights
may be reinstated to their former position or a comparable position of like
seniority and pay. Apphcatwn for. r‘emstatement must be. made within 90 days
of release from actwe duty : ‘ : _.

SECTION VII-I UNEMPLOYMENT INSURANCE

26. PURPDSE Th1s pohc_y prov1des for adm1n1ster1ng and - managing the
Unemployment Insur‘ance (UI) Program for state employees in the Military
Department.

27. RESPONSIBILITY. The State Depar‘tment of Emp]oyment Deve]opment (EDD)
has overall respons1bﬂ1ty for administering the UI Program for all state and
private sector empIo_yees Within the Military Department the Director of
State Personnel Programs is des1gnated as the administrator of the Departmental
Unemployment Insurance Claims:-Management Program. The dual responsibility of
the Director of, State. Per‘sonpel Programs as administrator of the program is to
insure . emp]oyees and supgrvisors. are informed of their rights under the
Unemployment Insurance Code.. and to develop and maintain an internal
administrative procedure for monitoring and reviewing UI Claims. Supervisors
have re3p0n51b111ty for.following .the Claims Management Program and to assist
in reducing the department’s unemponment

28. UNEMPLOYMENT BENEFITS AND ELIGIBILITY a. UI benefits are available
to former emponees to employees who- are unemployed tempor‘arﬂy {including
1nterm1ttent ‘employees) and to employees whose work during a given week has
been reduced.. Such emp]oyees may be ent1t1ed to. part or full UI beneﬁts
prUV1ded they are:

.(1) Unemp]oyed or workmg part t1me through no fault of thew own.

(2) Able to and avaﬂab]e for work. | -

(3) Actwe]y seekmg work as dlrected by E.DD.

(4) Meeting all.requirements of the law.

(5) Complying with .'r;'éé'ulafi-o'né in ir‘égard to filing claims.

b. A claimant may be dISquahﬁed for unemployment insurance under any

of the foﬂowmg cond1t1ons . _ :

18
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(1) Left most recent work without good cause.

(2) Discharged. fo_r‘ m1sc0nduct t:on.necte_d with his or her most recent
work. _ : o _ _ - "

© @) Left work because of a trade d1spute
(4) Not avaﬂabhe for work not ab1e to work or not seekmg work
(5) Refused to accept su1tab1e employment when offered.

'6) Made a fa1se statement or mthhe]d a material fact, with full
knowledge of such act, in order' to.obtain unemployment insurance benefits.

29. EMPLOYEE CLAIMS PROCEDURES a. Claims must be filed with EDD by
eligible employees in accordance with EDD rules.

(1) C1a1mant fﬂes for. unemp'loyment insurance beneﬁts in person at an
EDD field office. A written statement of the reason for unemployment is taken
by the claims examiner and a copy of the claimant- completed initial claim
notification (Form DEITOIC) is mailed .to the claimant’s last employer to verify
the facts surrounding the claimant’s separation. The claim notice is sent to
the address provided by the c1a1mant which shou]d be OTAG, ATTN: CASS.

(2) After com_pletmg.\_-._a_one-wee.k waiting perlod, the claimant. reports
in person to claim payment for the first compensable week. During this time,
the claimant’s Tast employer may have responded to the initial claim notice
(DEIIOIC) within the prescribed 10 days and challenged the claimant’s
eligibility if the separation was due to anything.other than lack of work. If
the last employer did respond with information,.the claimant is scheduled for
a determination intérview. The. field office adjudicator will prepare a
written record of the interview, where an employer representative may also be
present. .If the employer. chaﬂenged the claimant’s eligibility within the 10
days period, the employer will receive a written notice of determination (Form
DE-1080). If employer does. not challenge the claimant’s eligibility within the
initial 10 day time period, the claimant will be interviewed about job.
prospects and h1s/her attempts to fmd work.

- (3) If the c1a1mant is found ehg1b1e For beneﬁts as - a result of the
interview addressed above, the claimant receives payment and enters into a
regular continued c1a1m status . During this time, the claimant mails a
self-completed form to the. field office every two weeks to cert1fy
entitlement for biweekly benefits; If the answers on the form raise no
eligibility issues, and if the employer has not challenged the claimant’s
eligibility during th1s time, the field office interviewer authorizes payment
biweekly, and a check is mailed to the claimant. If during. this time the
employer has challenged the c1a1mant’s eligibility and the determination has
been issued, either the claimant or the employer may want to appea] the
determmatmn of ehg1bﬂ1ty
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(4) The claimant icontinues to” receive checks biweekly upon
certification until.a periodic ehg1b111ty interview is scheduled. At this
interview, . the:claimant reports in: person and completes a form recordlng
his/her efforts to find work.. The field office interviewer will review this
form and any other claim- documents on file, and question the claimant on
specific work-seeking efforts. = The claimant, *if ‘found still ‘eligible,
continues on a regular cont1nu0us ¢laim status until the next periodic
ghg}fbﬂny Anterview or- until' the- claimant exhausts his/her 26 weeks of
enefits _ _

b. Since the state must pay the cost of qu or partial unemp]oyment
insurance.benefits ppaid to employees ‘and former employees, the department must_
reimburse the: EDD- for funds pa1d tinder the above procedures

30, SUPERVISOR/DIRECTOR OF STATE PERSONNEL PROGRAHS PROCEDURES

a. Supervisor, whenever poss1ble, shou]d conduct an interview with
departing employee :to either inform employee' why they are being terminated or
to determine why:the employee is leaving., At the time of the interview or
sometime. prior to'employee’s. departure ‘the ‘employee should be provided and
" requested tosign a STD ‘Form 600-(Appendix X), Unemp]oyment Insurance Claims
Record. The originalicopy of the form should be forwarded to CASS and one copy
provided the employee. It i§ also suggested that supervisors retain one copy
of the form. Additionally STD Form 660 (Appendix Y), Unemployment
Compensation Notice :should ‘be provided to the employee. The STD Form 660, if.
not preprinted, should *indicate Mﬂ1tary Department, ATTN: CASS, P.0. Box.
214405 Sacramento CA 95821 f0405 1n the address box ‘for state agency address

: b The DE IIOIC (U1 C1a1m) wﬂ] be the initial notification to. the.

~ department that a claim has been. filéd, and the EDD field office sends these
notices :to:the address provided by the claimant. Ideally, if the employee is’
given and refers to: the STD :Form 660 -with the address of the Director of State
Personnel’ Programs’ ‘stamped inithe box, the ¢laim form will go to CASS, and
worksite: supervisor will not. réceive the notice. If the claim notice is sent
to the: worksite, time.may not permit- sendmg the notice to CASS, and the notice
will have to be: comp]eted by! the supervisor or des1gnated representatwe at the
worksite. The DE II0IC must be returned to the EDD ‘office of origin within 10
calendar days of the mailing date on the form if there is any disqualifying
information- to report.  If ‘this information is not provided to EDD within the
10 days time Timit, the: Mihtary Department cannot prevent the c1a1mant from
initially receiving.benefits:!'Disqualifying information: to report back to EDD
on the DE IIOIC wou]d 1nc1ude but not hm1ted to:

‘(1) Emp]oyee termmated for m1scondUCt

-(2) -"f'Employee termmated for' med1ca1 reasons
(3) Employee vcﬂuntarﬂy res1gned

4 Emph)yee is not able to work,
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