Layoff/Reduction in Time Procedures and Guidelines for ANR

The Layoff/Reduction in Time process must be completed for any percentage reduction in time, or a layoff of a fixed percentage career position. A Layoff/Reduction in Time occurs within the layoff unit, and is based on those in the same title code, and is determined by inverse order of seniority. This process is also required for Temporary and Indefinite Layoff/Reduction in Time actions (A temporary layoff/reduction in time is a layoff in which the University specifies a date for return to work of not more than four months. An indefinite layoff for which no date for return to work is specified, or no date of restoration to the former appointment rate is specified).

Exceptions to the layoff order may be considered when a less senior employee possesses special skills, knowledge, or abilities which are critical to the operations of the department. To identify the layoff unit affected, contact your Regional Office or other designated personnel representative.

The Layoff/ Reduction in Time Plan, whenever feasible, should be submitted to the Regional Office or designated personnel representative at least 90 to 120 calendar days in advance of the proposed effective date of the action. This will ensure adequate time for processing and notification of the employee. The dates of notification of an action are based on policy and collective bargaining agreement. As explained in detail below, the notification process must go through the Regional Office, the Staff Personnel Office, and the OP Employee-Labor Relations and Vocational Rehabilitation Services Office, and if relevant, the applicable Union. The employee must be given written notice from 30 to 60 days (for an indefinite layoff/reduction in time) before the action is to occur, depending on policy and collective bargaining agreement, therefore, the earlier the plan is submitted, the more everyone involved can complete their step of the process.

Volunteer reductions in time should be fully documented, signed by the supervisor and employee, and sent to your Regional Office or Staff Personnel Services, but these actions do not require the notification process. 

Layoff/Reduction in Time Procedure Check List:

Once the need for layoff/reduction in time is identified, pull out your Supervisor’s Handbook and look under “Layoff/Reduction in Time” or check out the ANR web site for complete instructions and forms (http://danr.ucop.edu/aa/staff_personnel_services_table_o.htm).

Contact your Regional Office/designated personnel representative, who will assist you with the layoff/reduction in time process.

A layoff/reduction in time plan with a cover letter explaining the situation should be sent to the Regional Office/designated personnel representative requesting action. 

1. The layoff/reduction in time plan should contain the following information:

a. Reason for and proposed effective date of layoff/reduction in time. It should be noted whether the layoff/reduction in time is temporary or indefinite, and if it is temporary, the beginning and ending date should be specified.

b. Name, title and title code, as well as percentage appointment, of person proposed for layoff/reduction in time. 

c. Names of all career employees in the same classification, and same layoff unit, as those proposed for layoff/reduction in time.

d. Written justification of special skills, knowledge and abilities for any regular status employee proposed for layoff/reduction in time, and for each employee in the same classification as those proposed for exemption from the standard seniority order of layoff.

e. List of vacant active career positions in other classes, which are at the same salary grade as the current position of the employee scheduled for layoff/reduction in time, and reason why those positions cannot be filled by the employee proposed for layoff/reduction in time.

f. List of and reasons for retaining limited term and casual-restricted positions. Include percentage of appointments for these positions.

g. Current and proposed Organization Charts for the Layoff Unit. It is crucial that all ANR employees in the unit are on the Organization chart, with their names, titles, and title codes on the Chart. Both career and limited term positions should be listed on the chart. It is not necessary to include County Employees in the Organization Chart. This is a very important section for the Layoff/Reduction in Time Plan, and should be reviewed by the Regional Office for accuracy.

h. For a reduction in time, a revised JD must be submitted identifying which duties are to be deleted or modified to accommodate the reduced hours of work.

2. The Layoff/Reduction in Time Seniority Calculation Form should be filled out for each employee that is impacted by the layoff/reduction in time. This means the person that is proposed for layoff/reduction in time, and all others in the same classification within the Layoff Unit need to have these forms filled out. If the only person affected by the layoff/reduction is the person proposed for the action, fill out the top of the form, leaving the Seniority Points blank.

a. Calculations of Seniority Points are based on the following: One point shall be assigned for each month on pay status at 100% through the proposed date of layoff. A proportionate percent of a point will be assigned for each month on pay status less than 100% time. Hours on pay status include temporary, limited term and any other campus or lab work. Employment prior to a break in service shall not be counted when calculated seniority points. See the Layoff/Reduction in Time Seniority Calculations Process in the Handbook.

3. Once the Regional Office/designated personnel representative receives the Layoff/Reduction in time plan and the Layoff/Reduction in Time Seniority Calculation Forms, the seniority points should be verified and signed off on by the Regional Office or designated personnel representative. The accuracy of these points and forms is critical, and special attention should be placed on them.

4. Once the letter, the Layoff/Reduction in Time Seniority Calculation Forms, and the Organization Charts are complete, the Regional Office/designated personnel representative should send this packet to ANR Staff Personnel Services for processing. 

5. ANR Staff Personnel Services will then draft a letter to OP Employee-Labor Relations and Vocational Rehabilitation Services (OP-ELR&VRS) asking that they review the packet for adherence to policy/appropriate collective bargaining unit agreement. 

6. Once the Plan is reviewed and found to be in conformance with Policy, and any relevant collective bargaining agreements by OP-ELR&VRS, they will send a letter to the Regional Director/Department Head notifying them of the approval to proceed with the layoff/reduction in time process.  Included with the letter will be a draft of a sample letter to the employee and a blank Proof of Service Form.  When the action involves an employee covered by a collective bargaining agreement directions will also be given for the notification of the union. The union notification process is explained later in this procedure, as well as in our Layoff/Reduction in Time Grid. The notification time required takes from between 30 to 60 days.

This notification/approval letter will be sent to:

· The Regional Director or County Director as appropriate/Department Head, 

· With copies sent to:

· ANR Staff Personnel Services

· Director AA/SPS

· Coordinator--CET

· The Regional Office

· Regional MSO

· Personnel Representative

· OP Labor Relations Specialist

·  Personnel File

7. The Layoff/Reduction in Time Notice Letter is to be finalized by the Regional Director/Department Head and sent to:

· The employee (to be delivered by Fed Ex Mail w/ Proof of Service Form returned)

· With copies to (copies to include signed Proof of Service Form):

· Director—Employee-Labor Relations & Vocational Rehabilitation Services

· County Director (if relevant)

· ANR Staff Personnel Services

· Director AA/SPS

· Coordinator--CET

· The Regional Office

· Regional MSO

· Personnel Representative

· OP Labor Relations Specialist

· Union Representative (if relevant)

·  Personnel File

If for some reason the effective date has to be changed it should be changed accordingly to match the number of calendar days notice the employee is required to receive.
8. The Regional Office/designated personnel representative should explain to the effected employee any change in benefits eligibility, or the termination process if necessary.

9. ANR Staff Personnel Services will keep a list of all employees involved in a layoff/reduction in time, and be aware of new positions in the Layoff Unit that should be available to them.

10. Please refer to PPSM or the related collective bargaining contract for policies regarding layoff/reduction in time.

Notification Required for Employees Affected by a Layoff/Reduction in Time

1. Uncovered Positions: Personnel Policies for Staff Members - 60. Layoff and Reduction in Time from Professional and Support Staff Career Positions
a. A temporary layoff or temporary reduction in time shall not exceed four calendar months. An employee shall be given written notice of the effective date and the ending date of a temporary layoff or reduction in time. Employees may be temporarily laid off or reduced in time irrespective of seniority or classification, and are ineligible for recall or preference for reemployment. Accrued sick leave shall not be used during temporary layoff. If an indefinite layoff or indefinite reduction in time should occur during a temporary layoff or reduction in time, the procedures for indefinite layoff or indefinite reduction in time shall be applied.
b. Indefinite layoff and indefinite reduction in time are effected by department and by class, in inverse order of seniority, except that an employee can be retained irrespective of seniority if that employee possesses special skills, knowledge, or abilities that are not possessed by other employees in the same class, and which are necessary to maintain the operations of the department. Seniority shall be calculated by full-time-equivalent months (or hours) of University service in any job classification or title. Employment prior to a break in service shall not be counted. When employees have the same number of full-time-equivalent months (or hours), the employee with the most recent date of appointment shall be laid off first. An employee will receive at least 30 calendar days' advance written notice prior to indefinite layoff or reduction in time, or shall receive pay in lieu of notice.

2. CX – CUE: Clerical and Allied Services Unit Agreement: Article 12 – Layoff and Reduction in Time

a. For temporary layoff expected to last 120 calendar days or less, the University shall give, if feasible, 15 calendar days notice of the expected beginning and ending dates of the layoff.

b. For indefinite layoff, the University shall give 60 calendar days notice, if feasible. The University may pay up to 30 days of the 60-day notice period in lieu of notice. In no event shall an employee receive less than 30 days notice of indefinite layoff. For conversion from temporary layoff to indefinite layoff, the University shall give 30 days’ notice, if feasible.

c. In the event of an anticipated indefinite layoff of five or more full-time equivalent (FTE) employees on the same effective date in the same layoff unit, the University will, to the extent possible, give 45 calendar days notice to CUE. When such notice is provided regarding the layoff of five or more FTE, the campus/hospital/Laboratory will, upon receipt of a timely written request from CUE, meet with CUE to discuss the layoff.

3. RX: Research Support Professionals Unit Agreement: Article 12 – Layoff and Reduction in Time

a. For temporary layoff expected to last 120 calendar days or less, the University shall give, if feasible, 15 calendar days notice of the expected beginning and ending dates of the layoff.

b. For indefinite layoff, the University shall give 60 calendar days notice, if feasible. The University may pay up to 30 days of the 60-day notice period in lieu of notice. In no event shall an employee receive less than 30 days notice of indefinite layoff. For conversion from temporary layoff to indefinite layoff, the University shall give 30 days’ notice, if feasible.

c. In the event of an anticipated indefinite layoff of five or more full-time equivalent (FTE) employees on the same effective date in the same layoff unit, the University will, to the extent possible, give 45 calendar days notice to UPTE. When such notice is provided regarding the layoff of five or more FTE, the campus/hospital/Laboratory will, upon receipt of a timely written request from UPTE, meet with UPTE to discuss the layoff.

4. SX: University of California and AFSCME Agreement Service Unit: Article 13 – Layoff and Reduction in Time

a. For temporary layoff expected to last 120 calendar days or less, the University shall give, if feasible, 15 calendar days notice of the expected beginning and ending dates of the layoff.

b. For indefinite layoff, the University shall give 30 calendar days notice, if feasible. If less than 30 calendar days notice is given, the employee shall receive straight time pay in lieu of notice for each additional day the employee would have been on pay status to a maximum of 30 calendar days. Upon receipt of written notice of layoff, an employee may schedule and appointment with the designated campus or Laboratory representative who will inform the employee regarding benefit contribution and procedures for recall and preferential rehire.

c. In the event of an anticipated indefinite layoff of five or more full-time equivalent (FTE) employees on the same effective date in the same layoff unit, the University will, to the extent possible, give 45 calendar days notice to AFSCME. When such notice is provided regarding the layoff of five or more FTE, the campus/hospital/Laboratory will, upon receipt of a timely written request from AFSCME, meet with AFSCME to discuss the layoff. Such meeting to discuss the layoff of career employees will include, if asked, an indication of the reason for retaining any casual employees.

5. TX: University of California and UPTE Technical Unit Agreement: Article 14 – Layoff and Reduction in Time

a. For temporary layoff expected to last 120 calendar days or less, the University shall give, if feasible, 15 calendar days notice of the expected beginning and ending dates of the layoff. For conversion from temporary layoff to indefinite layoff, the University shall five thirty (30) calendar days prior notice to employee, if feasible.

b. For indefinite layoff, When the University identifies particular employees to be affected by an indefinite layoff, it shall, if feasible, give thirty (30) calendar days individual written notice of the effective date of the layoff to each affected employee. If less than thirty (30) calendar days notice is given, the employee shall receive straight time pay in lieu of notice for each additional day the employee would have been on pay status to a maximum of thirty (30) calendar days. The University shall, if practicable, also give UPTE thirty (30) days written notice of the effective date of the layoff.

c. In the event of an anticipated indefinite layoff of five (5) or more full-time equivalent (FTE) bargaining unit employees on the same effective date in the same layoff unit, the University will, to the extent possible, give forty-five (45) calendar days notice to UPTE. When such notice is provided regarding the layoff of five (5) or more FTE, the campus/hospital/Laboratory will, upon receipt of a timely written request from UPTE, meet with UPTE to discuss the layoff.
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