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DEPARTMENT OF ADMINISTRATIVE SERVICES 

2009-11 BUDGET REDUCTION/LAYOFF PROCESS

Effective July 1, 2009
Responsibilities

Employee: 

- Update resume or PD 100 (application) 

Manager: 

- Update position descriptions in 

 preparation for current specific skill set.   

· Ensure performance appraisals are current. 

            Emp Services: 
- Coordinate the layoff process. 

Timeline

April 2009
Conduct informational meetings – Coordinate with Division Administrators/Division Personnel Contacts

May 2009

May 15 – Post preliminary Layoff Service Dates for SEIU represented employees and service credits for unrepresented employees. Employees review their layoff service dates and service credits for accuracy.

May 20 – Freeze layoff service dates and service credits as of May 31, 2009.  

Post Layoff Service Dates for SEIU represented employees and service credits for unrepresented employees. (Begin the 90-day clock.)
Provide official notice to the SEIU that the agency is going through a layoff process.  

Freeze vacancies of affected classes agency-wide.  
Begin meeting with potentially affected employees individually or in groups.  
Conduct preliminary meetings. Review layoff service dates or service credits for potential bumping/demotion in lieu of layoff.  

Where appropriate, coordinate meetings between employees, managers and ES staff to review the potential to bump. Assess the special qualifications of the work and the affected employee’s potential to bump (30-day orientation period).

Week of June 1, 2009 
Issue formal notices of layoff to the initial group of employees to be effective July 1, 2009.
Begin preparing notices of layoff for SEIU represented employees

· Identify the affected staff and their options  

· Finalize layoff notice letters and options/recall sheets  

· Review the affected employees’ layoff service dates for potential bumping/demotion in lieu of layoff options within the geographic area.
· If bumping in current class, in other classes within the same salary range, or demote in lieu of layoff, prepare a tandem notice of layoff to the least senior. 
Begin preparing notices of layoff for Unrepresented employees

· Identify the affected staff and their options

· Finalize notices of layoff letters and options/recall sheets

· Review the affected employees’ service credits for potential bumping/demotion in lieu of layoff options within the agency.
· If bumping in current class or demotion in lieu of layoff, prepare tandem notice of layoff to the least senior.
Begin preparing notices of layoff for Management Service employees

· Begin preparing notices of layoff for management service employees

· Identify the affected staff 

· Finalize notices of layoff letters 

· Review the affected employees to determine whether they retain any restoration rights to classified service.  

· If restoration rights exist, notify the former agency
· If restoration rights exist within DAS, review for potential impact and prepare tandem notices

Week of June 8, 2009
· ES reconciles the returned Option/Recall forms from the initial group of affected employees. 
· Issue second round of notices where appropriate.  
· Repeat the process of meeting with the second round of employees.  
· Issue notices of layoff and review for potential bumping where appropriate.  

Track vacancies for possible placement

** June 15 – Deadline for layoff notices to be effective June 30 **

Week of June 15, 2009 
· ES reconciles the returned Option/Recall forms from the second group of affected employees. 

· Issue third round of notices where appropriate.  

· Repeat the process of meeting with the third round of employees.  

· Issue notices of layoff and review for potential bumping where appropriate.
Track vacancies for possible placement

Review temporary and limited duration appointments for possible placement of permanent employees

Week of June 22, 2009
Repeat process of prior weeks

Issue confirming notices to affected employees:


Layoff


Bumping in lieu of layoff

Rescind notices to those employees who are no longer affected

Limited Duration staff: Prepare and deliver notices and end appointments of the affected staff within the geographic areas and classes for SEIU represented employees.  (Salem/Portland) 
· If the limited duration employees – workload reason – has been employed for 17 months or more, review for layoff and recall options.

· If the limited duration employees – contracts, special projects reasons – has been employed for two years or more, review for recall options.  
Temporary staff: Prepare and deliver notices and end appointments of affected staff within the geographic area and classes for SEIU represented employees.  (Salem/Portland)

Notify Payroll – Managers and affected employees submit final timesheets at least two days prior to the layoff end date.

Monitor vacancies and rescind notices where appropriate.
If subsequent notices of layoff were issued in the prior week, review their options/reconcile.  
** DEPENDING ON ROUNDS OF LAYOFF, THE POTENTIAL EXISTS THAT THE LAYOFF PROCESS WILL GO PAST JULY 1, 2009 **

(April 15, 2009)
