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		072 
	ENVIRONMENTAL

Description of Work:

Typical tasks performed include:

	General environmental program planning.

· Development, implementation and updating of environmental goals, objectives, guidelines, manuals and policies.

	Review of Departmental manuals, policies, and directives as pertaining to the environmental function.

	Special projects related to environmental impacts, environmental resource issues, environmental laws or processes.
   
· Participation in Caltrans environmental functional meetings.

Organization/Employee Designation That is Allowed to Use This Code:

	Not restricted so long as the above-described work is being performed.

Program/Project Usage:

	Primarily used with non-capital Projects or planning Projects.

Federal Eligibility:

This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the Project being charged.

Special Instructions:

Where the work actually relates to a specific Highways Program Multiphase Project, do not use Sub-Object code 072.  Instead, use the appropriate Sub-Object code in the 100-300 range, and charge the specific project.

Replaces Old Sub-Object code:

072  Environmental-Studies, Reports and Coordination, and Processing

Responsible Organization:

Environmental Program
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	073
	MOU/IMPACT NEGOTIATIONS

Description of Work:

Use this Sub-Object code when participating in labor contract negotiations conducted by the California Department of Human Resources (CalHR) for bargaining unit MOUs or when conducting impact negotiations CalHR.  This code should also be used when actually preparing for these negotiations.

Organization/Employee Designation That is Allowed to Use This Code:

Confidential, Supervisory, Managerial or Excluded employees from any Caltrans organization may use this Sub-Object code provided they have been authorized by the Chief, Division of Labor Relations to participate in labor negotiations.

Program/Project Usage:

Sub-Object code 073 is to be used with Indirect Cost Projects subject to special instructions.  Administrative personnel sourced in General Administration units will charge the appropriate  Indirect Cost Project (Districts 1-12)  established for their regular work.  Staff sourced in other units will use their functional Indirect Cost Project; e.g., 0000000835 would be charged by such personnel sourced in a Project Development unit.

Federal Eligibility:

This activity is not federally eligible.

Special Instructions:

No one may use this Sub-Object code unless specifically instructed to do so by the Chief, Division of Labor Relations.  Persons not regularly assigned to a labor relations organization or activity must receive written authorization to use this Sub-Object code.

Replaces Old Sub-Object code:

073  Employee Relations-Meet and Confer Sessions/Formal Discussion

Responsible Organization:

Division of Labor Relations
  Administration
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	074
	LABOR RELATIONS CONTRACT ADMINISTRATION

Description of Work:

Use this Sub-Object code when investigating or responding to formal grievances or complaints, including preparation for and participation in arbitrations.

Organizational/Employee Designation That is Allowed to Use This Code:

Only designated labor relations staff in the Division of Labor Relations
may use this Sub-Object code.

Program/Project Usage:

Sub-Object code 074 is to be used with District 22, Project 0000001356 subject to special instructions.

Federal Eligibility:

None of the cost charged to this code is eligible for federal reimbursement.

Special Instructions:

Division of Labor Relations staff may use this Sub-Object code when responding to grievances or when preparing/participating in grievance arbitrations.

Replaces Prior Sub-Object code:

074, Employee Relations-Departmental Grievance Sessions/Issues

Responsible Organization:

Division of Labor Relations
  Administration 























	







































	


	
No.
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		075
	CIVIL RIGHTS (INTERNAL) - EQUAL OPPORTUNITY

Description of Work:

This code is used to record equal opportunity activities subject to Federal and State laws, orders, rules and regulations such as:

· 1964, 1972, and 1991 U.S. Civil Rights Acts
· Executive Orders 11246
· 1990 Americans with Disabilities Act (ADA)
· Caltrans Equal Employment Opportunity Policy 01R 
· Caltrans Deputy Directive 42 (ADA)
· Caltrans Deputy Directive 48 (Reasonable Accommodation)
· Caltrans Deputy Directive 49R (Sexual Harassment)
· 23 CFR Part 230
· 49 CFR Part 21.11

Work performed involves the following:

		Investigations for Title VI and VII
· Equal Employment Opportunity (EO) Programs
		Disability Program
		Americans with Disabilities Act
		EO Plan: Goal setting process; Relative Labor Force (RLF) parity; policy and oversight; exam plan/classification reviews; and research and development for long range labor force analysis.
		Training:  prepare and coordinate Supervisor (EO), Sexual Harassment Prevention, and Equal Opportunity Counselor.


Organization/Employee Designation That is Allowed to Use This Code:

· District EEO Offices
· HQ EEO Offices
	
Program/Project Usage:

This code will be used by:

	District EEO Staff Project 0000001357
	Headquarters EEO Staff Project 0000001359
	Employee's functional  Indirect Cost Project

Federal Eligibility:

These activities, although federally mandated, are not federally eligible.

Special Instructions:

For Title VI use Sub-Object code 079.

Use training Sub-Object code when receiving (code 059) or conducting (code 058) training

The following reporting codes are required when using this Sub-Object code:

6ADAPGMS   Americans with Disabilities Act/Disability Programs
6DAC       Disability Advisory Committee
6EEOPANEL  Serving as an EEO Representative on interview panel
6FDC           Formal Discrimination Complaints
6EEOCT         EEO Counselor Time
6SHPDT         Sexual Harassment Prevention and Diversity Training 
6UPWARD        Upward Mobility Programs

6FOCRECRUT     Focused Recruitment for Women and Minorities
6MENTOR        Mentorship Program for Community Enhancement
6CONF          Conferences and Meetings addressing the                     needs/activities of EEO
  6SPECPROJ      Special Projects that cannot be defined under any other
                 designation 

Replaces Old Sub-Object code:

075  Equal Employment Opportunity
076  Equal Employment Opportunity Panel Representative
077 Equal Employment Opportunity Advisory Committees

Responsible Organization

Civil Rights
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		076
	EQUAL OPPORTUNITY PANEL REPRESENTATIVE


Description of Work:


This code is used to record time spent as an Equal Opportunity panel representative.

Organization/Employee Designation That is Allowed to Use This Code:

	None

Program/Project Usage:

None


Federal Eligibility:

None

Special Instructions:

None

Replaces Old Sub-Object code:

None

Responsible Organization:

Civil Rights
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		077
	AFFIRMATIVE ACTION/EQUAL OPPORTUNITY (AA/EO) ADVISORY COMMITTEE


Description of Work:


This code is used to record time spent as an Affirmative Action/Equal Opportunity Advisory Committee member.

Organization/Employee Designation That is Allowed to Use This Code:

	None

Program/Project Usage:

None

Federal Eligibility:

None

Special Instructions:

None

Replaces Old Sub-Object code:

None

Responsible Organization:

Civil Rights
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		078
	TOLL COLLECTIONS

Description of Work:

Collecting tolls, counting and balancing receipts on State-owned toll bridges.

Organization/Employee Designation That is Allowed to Use This Code:

	Used by permanent full-time and intermittent toll collectors and toll supervisors.

Program/Project Usage:

Used with Project 0000001457 

Federal Eligibility:

This activity is not federally eligible.

Special Instructions:

Toll collection supervisors should use appropriate Indirect Cost Sub-Object codes, i.e. 002, when performing normal supervisory activities.

Replaces Old Sub-Object code:

078  Toll Collection

068  Permanent/Intermittent Clerical Pool - General Office Work

Responsible Organization:

Traffic Operations Programs
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		079
	CIVIL RIGHTS (EXTERNAL) EEO

Description of Work:

Contract Compliance (External EEO)


External Equal Employment Opportunity activities pertaining to specific projects, such as reviews to ensure that contractual equal opportunity requirements are met; reviews of contractor's records for compliance; and ensure that employment and business opportunities are available to all Disadvantaged, Minority and Woman Business Owned enterprises.  It also includes Affirmative Action (AA)/EEO and sexual harassment training for contractors, management and/or staff and Investigation of discrimination complaints and sexual harassment against Caltrans contractors.

Title VI:

HQ and District employees who work to implement the Department’s Title VI Program Plans and guidelines through programs, procedures and ongoing monitoring.


Organization/Employee Designation That is Allowed to Use This Code:


· HQ employees designated to perform Equal Employment Opportunity functions with external organizations.
· Title VI Program Area Administrators
· Title VI Planning Liaisons
· Members of Title VI Disciplinary Teams

Program/Project Usage:

This code should be used with Construction Engineering Highway Multiphase projects.

This code can also be used with Project 0000000853 w/Reporting Code when time cannot be easily identified to a specific project (one hour or less).

Non-Project Environmental Review Projects will no longer be used with this Sub-Object code.

Federal Eligibility:

This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the Project being charged.

Special Instructions:

This code is used for external EEO activities and should be charged to Highway multiphase projects whenever possible.  For internal EEO activities, see Sub-Object code 075.

Replaces Old Sub-Object code:

075  Equal Employment Opportunity

Responsible Organization:

Civil Rights
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	080
	UNION OFFICER/STEWARD REPRESENTATION TIME OFF

Represented employees who are assigned to their union's bargaining team use this code whenever they are on State paid release time.  Release time may be for either bargaining for the union's Memorandum of Understanding (MOU) or impact negotiations.  Represented employees who are designated union stewards use this code when actually representing unit members in grievances, including investigating grievances, consulting with grievants, representing grievants to management, participating in grievance arbitrations, etc.

Organizational/Employee Designation That is Allowed to Use This Code:

Only represented employees who are certified with the Chief, Division of Labor Relations by their union as bargaining team members or who are certified with the Department of Personnel Administration as designated union stewards may use this code.

Program/Project Usage:

Sub-Object code 080 is to be used with Indirect Cost Projects subject to special instructions.  Administrative personnel sourced in General Administration units will charge the appropriate Indirect Cost Project (Districts 1-12)  established for their regular work.  Staff sourced in other units will use their functional Indirect Cost Project; e.g., 0000000812 would be charged by such personnel sourced in a Project Development unit.

Federal Eligibility:

This activity is not federally eligible.

Special Instructions:

Bargaining team members and stewards will be authorized and instructed to use this code by the Chief, Division of Labor Relations.  No other persons may use it.

Replaces Prior Sub-Object code:

080  Steward Time-Negotiations
081  Steward Time-Representation
084  Steward Time-SPB Hearing
085  Employee Time-Negotiations
088  Employee Time-Representation

Responsible Organization:

Division of Labor Relations
  Administration
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		081
	GENERAL LABOR RELATIONS WORK

Description of Work:

Use this Sub-Object code when charging time for consultations with supervisors and managers, responding to miscellaneous information requests, preparing for and conducting labor relations training, and doing all other work assigned to labor relations staff for the labor relations function.

Organization/Employee Designation That is Allowed to Use This Code:

Only staff in Administrative Service Center, Division of Labor Relations, may use this code.

Program/Project Usage:

Restricted to District 22, Project 0000001356 

Federal Eligibility:

This activity is not federally eligible.

Special Instructions:

Division of Labor Relations staff are to use this code whenever their duties do not meet the definitions of any other Labor Relations Sub-Object code.

Replaces Old Sub-Object code:

073  Employee Relations-Meet and Confer Session/Formal Discussion
074  Employee Relations-Departmental Grievance Sessions/Issues

Responsible Organization:

Division of Labor Relations
  Administration
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	082
	UNION LEAVE

Description of Work:

Represented employees are to use this Sub-Object code when on formally approved union leave.

Organizational/Employee Designation That is Allowed to Use This Code:

Any Represented employee in Caltrans may use this code when they are off work according to an approved union leave request.

Program/Project Usage:

The Sub-Object code 082 is to be used with Indirect Cost Projects subject to special instructions. Administrative personnel sourced in General Administration units will charge the appropriate  Indirect Cost Project (Districts 1-12) Projects established for their regular work.  Staff sourced in other units will use their functional Indirect Cost Project; e.g., 0000000812 would be charged by such personnel sourced in a Project Development unit.

Federal Eligibility:

This activity is not federally eligible.

Special Instructions:

Employees will be authorized and instructed to use this Sub-Object code when their union leave request is approved.

Replaces Prior Sub-Object code:

080  Steward Time - Negotiations
081  Steward Time - Representation
085  Employee Time - Negotiations
088  Employee Time - Representation

Responsible Organization:

Division of Labor Relations
  Administration
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		083
	DRUG TESTING

DESCRIPTION OF WORK:

Drug testing with Federal regulations for a drug-free workplace and drug testing for commercial motor carriers as well as CalHR drug testing rules for safety sensitive positions.

Organization/Employee Designations That May Use this Code:

Represented, Confidential, Supervisory, Managerial or Excluded employees from any Caltrans organization may use this Sub-Object code.

Program/Project Usage:  All Projects require a Reporting Code:
 
This Sub-Object code should be used with Project 0000000954, District 22, for designated employees of Headquarters’ Drug Unit or Office of Labor Relations. 

This Sub-Object code can be used with Project 0000001356, District 22, for designated employees of the Office of Labor Relations.  This is to be used with staff time for negotiating drug tests only.

This Sub-Object code can also be used with an employee’s or supervisor’s indirect cost Project when administering or taking drug tests.

Federal Eligibility:

This activity is not federally eligible.

Special Instructions:

1. Project 0000000954

When using Project 0000000954 no one may use this Sub-Object code unless they are specifically instructed to do so by the Chief, Office of Drug and Alcohol Programs or Chief, Division of Labor Relations.  Persons not regularly assigned to these two organizations must receive written authorization to use this Project.  Staff using this Sub-Object code are required to use the following reporting codes:
 
	6PROADM - PROGRAM ADMINISTRATION:

	Staff time used for administrative activities associated with managing the Drug-Free Workplace or Drug-Testing Program.

	6PREEM-PREMPLOYMENT:

Staff time used to conduct pre-employment testing and background checks.
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		083
	
        6DRGSUP-DRUG PROGRAM SUPPORT:

Staff time used for support services associated with the Drug- Free Workplace Program. Support services includes all clerical functions except those described under MIS system. 
          

2. Project 0000001356

When using Project 0000001356 no one may use this Sub-Object code unless they are specifically instructed to do so by the Office of Labor Relations.  Persons not regularly assigned to this unit must receive written authorization to use this Project with this Sub-Object code.


3. Any  Indirect Cost Project (Except 0000000945/0000001356)

When using any indirect cost Project (except 0000000945/0000001356) this Sub-Object code can be used by all supervisors or employees for time spent administering or taking drug tests or for receiving training in drug awareness.  Use the  indirect cost Project that is assigned to your area with the appropriate special designation listed below:

        6DRGTST - Drug Testing

Time used by employees and supervisors who administer or submit to drug testing.   

        6DRGFLD - Drug Awareness Training

Times used by employees and supervisors for receiving training in drug awareness.   

Replaces Prior Sub-Object code:

None

Responsible Organization:

Division of Labor Relations
  Administration

	




























