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Currently, BDA has 88 employees teleworking with a skeleton crew of 15 individuals (11 in the Carson City office and 4 in the Las Vegas office) rotating into the office to handle incoming phone calls, mail, printing needs, deliveries, etc.  We have remained fully operational during this time and would like to continue using this process during Phase Two.  Please note:  BDA does not have any face-to-face contact with claimants as all communication occurs by phone and mail (with the exception of Disability Hearings—discussed below).
· COVID-19 office procedures for limited in-office staff remain in place.  
· Staff separation in the office will continue.  DETR PPE policy is in place and enforced. 
· Frequent hand washing, and wiping down of frequently used surfaces and equipment is continuing.  
· Incoming mail continues to be separated and handled with gloves by a limited number of staff.  The mail is placed in a holding bin for 3 days prior to being opened.
· Reception desk is separated from reception area and delivery personnel via a plexiglass barrier.    

· Staff will notify management if they experience any symptoms of illness.  Staff will be sent home if ill.  HR will be contacted upon any notification of a COVID positive test result.  
· Telephones:

· Our Rehabilitation Technicians are on a rotating schedule into the office in order to answer all incoming calls, answer questions, and transfer calls as needed.
· We have requested additional cell phones from the Social Security Administration (SSA) in order to provide each employee a way to communicate with claimants, medical sources, and CE vendors while teleworking.  These cell phones will also offer the opportunity for staff to leave a call-back number for the claimants when additional information is needed. We are revising the call-in letters to reflect these numbers.
· All staff are remotely retrieving in-office Voice Mails daily.
· The new DETR phone system may offer more flexibility and additional options in routing of phone calls to staff.  Current phone system has limitations that are being managed by staff workarounds, per above.  

· Supervisor Responsibilities:

· Staff attendance/schedules are handled through NEATS and via phone w/ staff member. 
·  Each staff member emails his/her supervisor to Log-in/Log-out each day. 
· Skype Instant Messenger (IM) shows staff status throughout the day. 
· Supervisors/Managers keep track of staff IM status throughout the day, noting away or available. 

· Supervisors continue to hold adjudicators accountable through ongoing tracking of production, quality, processing time, and caseload management of each member of their unit.  Monthly reporting requirements have remained the same.

· Coaching/Mentoring provided remotely as needed via Skype screen-sharing. 

· Support Unit Staff are required to track/log their work to submit to their supervisor weekly.
· Communication with team-members occurs by phone, e-mail, Instant Messenger, screen-sharing through Skype, and unit meetings through Zoom.
· Management Communication:

· BDA has two dedicated conference lines used for ongoing meetings.

· Executive Team Meetings and Management Team Meetings have continued as scheduled.

· Keeping-in-Touch activities continue with all staff such as Zoom “Coffee Breaks”, Themed Thursdays, all-agency e-mail updates, and Question/Answer sessions.
· Disability Hearings:   Per EM-20019 SEN the DDS has suspended work in all Disability Hearing Unit caseloads.  
· Should the Social Security Administration lift this suspension during Phase II, the Disability Hearing Unit would resume case processing and conduct hearings over the phone.  

· The DDS will also move forward, with SSA’s assistance to discontinue in-person hearings and move to conducting these hearings entirely via Video Service Delivery. 
· Virtual Training:

· We are in the process of creating a system for remote training as we have a need to hire additional adjudicators.  We have received hiring authority through SSA as well as justification approval from the Governor’s Office. 
· We currently do not have the ability to use any video-conferencing equipment on SSA computers.  While SSA is researching various platforms, we plan on moving forward in the following manner:

· Presenting PowerPoints, reviewing SSA policy, training on caseload management techniques, etc. through screen-sharing on Skype while using a conference line for audio/discussions. 
· Conducting “face-to-face” training via Go-To Meetings. We would like to request two additional licenses.

· Videos-On-Demand provided by SSA would be viewed by trainees individually, followed by discussions with trainer(s) and training group to ensure understanding. 

· SSA Adjudicator Training Manuals will be provided to each trainee.  Readings and activities will be assigned throughout the training period. 

· Long-term Teleworking:  In trying to determine what the “new normal” might look like, we are researching possibilities for a permanent teleworking scenario.
· SSA is in support of ongoing telework options indicating BDA has demonstrated success thus far.  They stated there is a strong likelihood that many states will be teleworking indefinitely.  We would like to offer teleworking as a permanent solution for individuals who are meeting or exceeding standard on their performance indicators. 
· If time is needed in the office, possible ideas for a telework rotation schedule include:
· Obtaining excessed computer towers from the CA DDS in order to allow staff to have a tower at home and in-office for a telework rotation.

· In-office computer sharing on a rotation schedule (to allow some days in office and some days at home).  Currently, staff members have their computer towers at home. Using a rotation schedule would eliminate the need for individuals to have computers at home and in-office.
· Laptops from SSA—could be used at home or in office; however, we do not have an estimated timeframe for this.
· Possibility of a work schedule of ten-hour days with two days at home and two days in the office. 
· Teleworking on a permanent basis would allow us to decrease the office space in both the Carson City and Las Vegas locations resulting in long-term financial savings.
