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JEANNE CHARLES

= Jeanne Charles resides in Florida with a multi-state ADR
practice in the Fort Lauderdale and Chicago areas involving
workplace disputes. She earned her Juris Doctorate (].D.)
degree from DePaul University College of Law in Chicago. She
serves as a labor arbitrator on various panels including the
City of Chicago, Chicago Teachers Union, Chicago Transit
Authority, IAFF, Internal Revenue Service, the National Treasury
Employees Union, AFSCME, Miami-Dade County and Major
League Baseball (MLB). In addition to serving as Chair of the
VTF, Jeanne serves on the Board of Governors for the NAA
and is on its Executive Committee. Jeanne is also adjunct
faculty with the Pennsylvania State University's School of Labor
and Employment Relations. Prior to becoming an arbitrator,
Jeanne practiced as staff counsel for a federal sector labor
union in Chicago and in private practice. More information is
available at www.JCharlesADR.com.
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HOMER LA RUE

» Homer La Rue is an arbitrator, a mediator
and a professor of law at the Howard
University School of Law. He is a Vice-
President and a member of the Board of
Governors of the National Academy of
Arbitrators. Homer also is a Co-Chair of
the Academy’s Videoconference Task Force.
Homer is the recipient of the American
Bar Association Dispute Resolution Section
2020 D’Alemberte-Raven Award. The
Award is given each year by the Section
and is the Section’s highest tribute for
outstanding service in dispute resolution.
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KATHRYN A.VANDAGENS

= Kathryn A. VanDagens, an attorney and a full-time neutral, has practiced
exclusively in labor and employment law for thirty years with offices in Lansing,
Michigan and Chicago, lllinois. She is a member of the National Academy of
Arbitrators and recently served on the NAA’s Board of Governors. Ms.
VanDagens is on the labor arbitrator panels of the Federal Mediation and
Conciliation Service, the American Arbitration Association, the Michigan
Employment Relations Commission, and the National Mediation Board. She is
also on the American Arbitration Association’s National Roster of
(Employment) Neutrals, and on AAA’s Labor and Employment Mediator
Rosters. She holds permanent umpire appointments for several unions and
employers. Previously, Ms. VanDagens taught employment and labor law at
Michigan State University-College of Law and at Oakland University. She is a
frequent lecturer and trainer in labor and employment law. She received her
J.D. from the University of Michigan Law School and a B.A, with honor, in
Journalism from Michigan State University. Before beginning her career as a
labor and employment neutral, Ms. VanDagens was in private practice and was
formerly a senior shareholder at a labor and employment law firm in Michigan.

= Access more information at www.vandagensadr.com.
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AGENDA: CONSIDERATIONS FOR THE ORDER

® Purpose of the Case Scheduling Order
= Provisions to Consider

= Segway to Document Handling—Drop Box

PURPOSE OF THE CASE SCHEDULING ORDER

= Early notice to the parties of what to expect

® |nstill confidence in the parties that the arbitrator has a plan for
that

= Allows the parties to begin thinking early about what they will
need to do to prepare for the upcoming hearing

= |nvites the parties to be a part of the planning for the hearing—
What works for them? What works for the arbitrator?

m Keep the Order clear and be flexible 0

DOCUMENT HAI ING & DROPBOX 101
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PROVISIONS TO CONSIDER

INCLUDING IN THE ORDER

m Date offers for the videoconference hearing

= Arbitrator’s cancellation/postponement policy

DOCUMENT HANDLING & DROPBOX 101 7/127/12020

PROVISIONS TO CONSIDER

INCLUDING IN THE ORDER

= Videoconference hearing options

= Option #|l—permit the parties to agree on a platform of their

unmute, ability to move hearing participants in and out of breakout
rooms, control recording, control screen-sharing, etc.)

web-based software that will be provided by the Arbitrator

712712020
DOCUMENT HANDLING & DROPBOX 101

choice with the caveat: the Arbitrator must be in control of the direction
of all functions of the videoconference platform (e.g., ability to mute and

m Option #2—videoconference hearing will be conducted via Zoom’s
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PROVISIONS TO CONSIDER

INCLUDING IN THE ORDER

= Videoconference hearing options, cont'd

= Option #2—videoconference hearing will be conducted via
Zoom’s web-based software that will be provided by the Arbitrator.

= Notice that all will need computer, laptop, and camera
m All counsel and witnesses may be in same or separate locations
® Link to the Zoom hearing room provided to counsel only, and

counsel responsible for providing the link to clients and witnesses

DOCUMENT HANDLING & DROPBOX 101 7/127/12020 I
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PROVISIONS TO CONSIDER

INCLUDING IN THE ORDER

Access to the Virtual Hearing Space

® Access upon approval by the arbitrator

® Appearance list with email address for each on the list provided by
counsel to the arbitrator 48 hours prior to the hearing
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PROVISIONS TO CONSIDER INCLUDING INTHE ORDER

DOCUMENTS
= |ndicate how documents are to be marked
= Documents to be digitally copied (pdf format) and Bates numbered

= Documents must be deposited prior to the hearing in the Drop Boxes provided by
the arbitrator—Folders in Drop Box marked as Jt. Exs., Er. Exs.,and Un. Exs.

® |mpact of depositing documents in the Drop Box
= Not necessarily in the record as evidence because they are in the Drop Box
® Encourage pre-hearing stipulation of the authenticity of documents

= Additional documents may be entered at the hearing
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PROVISIONS TO CONSIDER INCLUDING INTHE ORDER

WITNESSES

® These provisions can be read in the sample case scheduling
order that will be sent to participants during the next part of
the program.
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DROPBOX 101

JEANNE CHARLES
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8§ ]
0 DO NOT NEED AN ACCOUNT IF ONLY USING THE LINK TO A FOLDER
O MUST CREATE AN ACCOUNT TO SET UP FOLDERS
O FREE DROPBOXACCOUNT INCLUDES 2 GB OF STORAGE

22 Dropbox e e
Dropbox Plus Dropbox Professional
$9.99 1 month $16.58 / month
when billed yearly when billed yearly
Don’'t worry about storage space Make life easier for you and your clients

om for files With powerful productivity features for business
securely professionals and 3 TB (3,000 GB) of space, you can
ded access share work, leave feedback, and secure all your files

With 2 T8 (2,000 GB), Dropbox Plus t
from all your linked devices. Everything
stored in one organized place with exp
to storage, sync, and sharing features without ever leaving Dropbox

Learn more Learn more Try for free

Dropbox Basic sign up

Free

Get 2 GB of space for free if you're looking to store or share a few files for a quick project.
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1 e
7T Ty Dropbox Business
Home Q Search Jay
hd HOW TO GET THE EXHIBITS TO THE ARBITRATOR o
Home Suggested from your activity © AND OTHERS - o
:m > Recent ST o Ugload files
A 73 Upload folder
Photos starred Hide 3 New folder
shared [ UNION #1 AND EMPLOYER 41 Llos e
File requests. [
Deleted files
[0 COMPLETED AWARDS 449 %
ook
paper <1 O-Rank Order of Qs Final Version-031819af &
Transfer
s Exhibi 7 - Performance Work Statementpdf
‘Showcase
e  Show33more
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Persoaal DOCUMENT HANDLING & DROPBOX 101
onyyou Privacy @Q
17
- o ) ) - o %
@ signin % | @ 00103-City of Miamiand AFSCN X 38 Dropbox X+ ~
€ = C O @ dropboxcom/h a v Q600G ONf§ :

Share a folder from your personal Dropbox

What would you like to do?

o I'd like to create and share a new folder

‘ ( » | Id like to share an existing folder
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& - C O & dropboxcom/h Q% Q6200 N§ :

- JONES DISCHARGE Name the file.

@ HomerlaRue x  Kathryn VanDagens x
To:
Email or name

PLEASE DEPOSIT SXHIBITS FOR THE ABOVE-REFERENCED MATTER HERE.

19

I .
B
33 Dropbox > JONES DISCHARGE Q m search 2 @
Home Overview Hide
bl N Nl ‘Select afile to see more details
All files
Photos
shared Share folder
o . .
A Who is sharing the folder?
2 Unaa s
oo _— 3 Upload folder
paper oo a0 et o o wlnd £ Newfoider
Transfer
Showcase
App Center 81 Folder history
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<« C (¥ & dropbox.com/home/DEMONSTRATION r 9 Q 6 @0 B0@Nn§
Il Try Dropbox Business
=3 Dropbox > DEMONSTRATION Q [ Search 2 O
Overview Hide
Home Shows all Dropbox folders
e Cligk e st ing Showeamples Selecta file to see more details
All files
Bhots Create new file -
Name ¢ Medified - Members ~ -
Shafed Share folder .
File requests ARBITRATION CASES o Only you Oy o0 s e
Deleted files
EMPLOYMENT CASES = Only you £ Upload files
oM £ Upload folder
JONES DISCHARGE o 3 members L1 New foider
Paper
0 Requestfiles
Transfer MEDIATIONS - iy you & Show deleted files
Showcase 51 Rewind this folder
TRAINING o Only you
App Center @1 Folder history

Personal
7/27/2020 ) |
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1 e
Try Dropbox Business
:’3 Dropbox > DEMONSTRATION > ARBITRATION CASES > JONES DISCHARGE Q = Search L e
Home overview Hide
Looking Inside the Folder
Flles Click here es: e this fol Vi + S, -
' = todlesa Showeramples Select a file to see more details
All files
sh. d Name ¢ Modified v =
2 Share folder .
File requests @ EREX-1docx 7/7/2020, 8:40 PM 3 members @ O @
Deleted files
wr  EREX-1pdf 7/7/2020, 8:40 PM 3 members
1 Upload files
2 Upload e, R
@ EREX-2.docx 7/7/2020, 8:40 PM 3 members
Paper 03 New folder
Transfer @ JTEX-1docx 7/7/2020,8:40 PM 3 members & Requestfiles
© Show deleted files
Showcase
e JTEX-1pdf 7/7/2020, 8:40 PM 3 members 51 Rewind this folder
App Center 81 Folder history
@ JTEX-2docx 7/7/2020,8:40 PM 3 members File= One document
@ JTEX-3docx 7/7/2020, 8:40 PM 3 members Folder=Multiple documents
@ office hours PPpptx Yesterday, 3:20 PM 3 members
by Kathryn VanDagens
Personal
Only you @ UNEX-1.docx 7/7/2020,8:40 PM 3 members 712712020 privacy @ 22
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€ Select Folder to Upload

B Desktop *
& Downloads #
*

Documents

[&] Pictures ~
DOCUMENT HAI
HIGGINS
OFFICE HOURS &
POLICE CASES

@ OneDrive
DM'S STUFF
Dacuments
Email attachmer
Music

Public
& This PC

s v
= lihraries v

« > 1 > OneDrive > Public > PRESENTATIONS > OFFICE HOURS >
Organize = New folder
“  Name Status
# Quick access
DOCUMENT HANDLING 2R

Date modified

7/18/2020 12:58 PM

Search OFFICE

Type

File folder

Folder: | OFFICE HOURS

N

Upload

X
P
Size
>
Cancel
7/27/12020
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Home overview

Flles Show examples

All files
Name ¢
Shared

File requests

DOCUMENT HANDLING

@ EREX-1docx

Deleted files

Tools
mr  EREX-1pdf
Paper
Transfer @ EREX-2.docx
Showcase
@ JTEX-1docx
App Center
wr JTEX - 1.pdf
JTEX - 2.docx
@ JTEX-3docx
Personal
Only you @ office hours PP.pptx
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33 Dropbox > DEMONSTRATION > ARBITRATION CASES > JONES DISCHARGE

Hide

Uploaded folder now appears

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

Yesterday, 3
by Kathryn VanDagens

3 members

3 members

3 members

3 members

3 members

3 members

3 members

3 members

3 members

il

Try Dropbox Business

4 @

Q Search

Select afile to see more details

Share folder v

080

3 Upload files

3 Upload folder

03 New folder

O Request files

© Show deleted files
57 Rewind this folder

81 Folder history

... Privacy
- 7/27/2020 @
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33 Dropbox > DEMONSTRATION > ARBITRATION CASES > JONES DISCHARGE

Home overview

Flles
All files
Photos
Name ¢
Shared
DOCUMENT HANDLING
File requests
Deleted files @ EREX-1docx
Tools wr  EREX - 1pdf
Paper
@ EREX-2.docx
Transfer
showcase @ JTEX-1idocx
App Center
por JTEX - 1pdf
@  JTEX-2docx
@ JTEX-3docx
Personal @  office hours PP.pptx
Only you
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Show examples

Modified +

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

7/7/2020, 8:40 PM

Yesterday, 3:20 PM

by Kathryn VanDagens

Members v

3 members

3 members

3 members

3 members

3 members

3 member§

3 memberg}

3 members

3 members

Share

Star

Rename
Move
Copy

Delete

Download
Send with Transfe)

Add comment

Version history

Pin to JONES
DISCHAR...

Try Dropbox Business

Hide

Select a file to see more details

Share folder ¥

080

+3 Upload files

3 Upload folder

03 New folder

D Request files

© Show deleted files
57 Rewind this folder

81 Folder history
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How to get a document or file out of Dropbox

g Dropbox > DEMONSTRATION > ARBITRATION CASES > JONES DISCHARGE
Home overview
Click here t ribe this folder and turn it into a Space | Show examples
Fies
All files
Photos Name ¢+ Modified v
shared
DOCUMENT HANDLING -

File requests
Deleted files @ EREX-1docx 7/7/2020, 8:40 PM
Tools o EREX-1pdf 7/7/2020,8:40 PM
Paper

@ ER EX -2 .docx 7/7/2020, 8:40 PM
Transfer
Showcase @ JTEX-1docx 7/7/2020, 8:40 PM
App Center

eor  JT EX - 1.pdf 7/7/2020, 8:40 PM

JT EX - 2.docx 7/7/2020, 8:40 PM

Personal @ JTEX-3docx 7/7/2020, 8:40 PM
Only you
) EREX - 1.docx 5 —
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Members v

3 members

3 members

3 members

3 members

3 members

3 members

3 members

3 members

Share

Send with
Transfer

Add comment
Star

Version history
Rename

Move

Copy

Delete

Bin tn INNES

Try Dropbox Business

s @

Q &= Search

Hide

Select afile to see more details

Share folder .

080

- 3 Upload files
3 Upload folder
03 New folder
O Request files
© Show deleted files
57 Rewind this folder
83 Folder history

Showall X
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INVESTIGATION
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P Searh
Recent Pimed  Sharedith e
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© Downioats
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ERE-1doc - ord rmeces @ © @ ¢ o
Good afternoon
v New
*‘ P - ¥
; w. ==
‘y/ Sngepcdblnl)  Sulniotuinphod Stk Suesphesapponinn,
Vare s =

Datemodiied
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From here, you can move the document to a file on your computer’s hard drive or other drive.
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GOOGLE DOCS ISANOTHER OPTION

I Employer and Unien

Feedback?

DOCUMENT HANDLING & DROPBOX 101

e Share with people and groups o
£ X employera@gmail.com X s unionb@gmail.com X Editor -
Notify people Rewrer
Message .
Please upload your Exhibits for Dismissal Arbitration here. o Edltor

drganize, ac

SrncHl m
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USING SHARE SCREEN

KATHRYN VAN DAGENS

DOCUMENT HANDLING & DROPB!

OX 101
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SHARING YOUR SCREEN

office hours PP - PowerPoint m QUESTIONS FROM OFFICE HOUR. ﬂ

/ Share computer sound () Optimize Screen Sharing for Video Clip [ Share ]
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