ANR Staff Personnel Services 
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 career position. A Layoff/Reduction in Time occurs within the layoff unit, is based on those in the same title code, and is determined by inverse order of seniority. 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 the ANR Staff Personnel Unit representative.

This layoff/reduction-in-time process applies to the following situations:

Indefinite layoff – No date for return to work is specified.

Indefinite reduction-in-time – A reduced percentage of time is specified, with no anticipated change in that schedule.

Temporary layoff – Layoff for not more than four calendar months/120 days (depending on policy/contract); a return-to-work date is specified.

Temporary reduction in time – A reduction in percentage of time for not more than four calendar months/120 days (depending on policy/contract), with a date specified when the percentage of time is expected to change again.

In the following situations, this process does not apply:

Voluntary reductions in time should be fully documented, as described in this procedure, signed by the supervisor and employee, and sent to the Staff Personnel Unit, but these actions do not require following the Layoff/Reduction in Time process.
Managers and Senior Professionals (MSP) staff are not subject to these provisions.  For proposed actions affecting MSP employees, please refer to the applicable policies and local UCOP procedures as follows:

MSP Grades I through VII, refer to PPSM Policy and UCOP Human Resources Procedure #65

MSP Grades VIII through IX, refer to PPSM Policy and UCOP Human Resources Procedure #67

Preliminary Planning Guidelines to Consider Before Preparing and Submitting the Written Plan

Develop a strategic (business) plan based on departmental goals and objectives, financial parameters, operational needs, and staffing requirements.

Once the layoff unit Head has determined the necessity to a layoff or reduction in time of an employee, the layoff unit Head in consultation and coordination with the “layoff unit administrator” (or designee) is responsible for preparing a proposed layoff plan based on the identified short or long term strategic plan.

The written Layoff/ Reduction in Time Plan 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, according to the following guidelines:  

90 days, in the case of a 30 day notice requirement

120 days, in the case of a 60 day notice requirement

This will ensure adequate time for processing and notification of the affected employee(s). 

The dates of notification of an action are based on policy and collective bargaining agreement.  Refer to Attachment 2 “Temporary and Indefinite Layoffs Notice Requirements” for contract requirements and language to be used in the Layoff Plan document, when describing the proposed date of notice of layoff and the effective date of layoff.  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 or may be offered pay in lieu of notice, depending on policy or collective bargaining agreement.

As explained in detail below, the notification process must go through the Staff Personnel Unit, and if relevant, the applicable union organization. 

Responsibilities:

Unit Anticipating a Layoff:  Prepares the Layoff or Reduction-in-Time Plan (see Attachment 1) with a cover letter explaining the situation.  Also, prepares Seniority Calculation Forms (see Attachment 3) or consults with the Staff Personnel Unit.  These documents should be sent to the Staff Personnel Unit representative. 

Templates for the Layoff Plan/Reduction-in-Time Plan (Attachment 1) and the Seniority Calculation Form (Attachment 3) are attached, with detailed instructions for completion.
ANR Staff Personnel Unit:  Assists originating unit with the layoff/reduction in time process.  Receives the Layoff/Reduction-in-Time Plan and the Seniority Calculation Forms. Verifies and signs-off on the seniority points.  Also, after the employee has formally received notice, explains the termination process to affected employee(s) and discusses any changes in benefits eligibility.
Drafts layoff or reduction in time letters to employees then review and approve the proposed package, for compliance with applicable policy/appropriate collective bargaining unit agreements, then provides letter to the Department Head notifying them of approval to proceed with the layoff/reduction in time process.  Keeps a list of all ANR employees affected by layoff/reduction in time, tracks preferential recall/rehire dates, and is aware of new positions that should be available to these individuals.

Department Head:  Informs supervisor effecting the action to provide written notice to employee(s) affected by the layoff/reduction in time, and forwards copies to all involved entities as described further in this procedure.

Layoff/Reduction in Time Procedure:

1.  Prepare a Layoff/Reduction in Time Plan (see Attachment 1) and a cover letter explaining the situation.  A separate Plan is needed for each represented/non-represented group (i.e., CX, RX, SX, TX, or 99).  Attachment 1 provides a template and detailed instructions to use in preparing the Plan(s).

2.  The Seniority Calculation Form (see Attachment 3) should be filled out for each employee that is impacted by the layoff/reduction in time. This means that a Seniority Calculation Form must be filled out for each person who is proposed for layoff/reduction in time, and all others in the same classification within the Layoff Unit. 

Please refer to Attachment 4 for guidance on how to calculate seniority points. 

3.  ANR Staff Personnel Unit reviews the Layoff/Reduction in Time Plan and the Seniority Calculation Forms. The seniority points will be verified and signed off on by the Staff Personnel Unit representative.  The accuracy of these points and forms is critical, and special attention should be given to this step.

4.  Once the Staff Personnel Unit completes their review of the Plan and finds it to be in conformance with policy and any relevant collective bargaining agreements, they will send a letter to the 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. 

This notification/approval letter will be faxed to:

· Department Head 

· With copies sent to:

· ANR Staff Personnel Services

· Director AA

· Personnel File

7. The Layoff/Reduction in Time Notice Letter is to be finalized by the supervisor or designee 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):

· County Director 

· ANR Staff Personnel Units

· Director AA
· Coordinator--CET

· Union Representative (if relevant)

·  Personnel File

8. The Department should explain to the affected employee the termination process and any changes in benefits eligibility.

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

10. Please refer to Attachments 2 and 5 in this procedure, and to Personnel Policies for Staff Members and the related collective bargaining contract for policies regarding layoff/reduction in time.

INSTRUCTIONS FOR USE WITH ATTACHMENT 1:  Layoff/Reduction-In-Time Plan

The details below describe how to complete each section of the template for the Plan.
1. Identification of the Layoff Unit proposed to be affected.  Contact the Staff Personnel Unit for guidance on identifying the layoff unit, if necessary.

2. Written explanation for proposed layoff and/or reduction-in-time. It should be noted whether the layoff/reduction in time is temporary or indefinite.  The reason should be clear and succinct, such as “this was a grant-funded program and the funding for the program ends on December 31, 2011”.  Only a sentence or two should be needed to describe the reason.

3.
Proposed effective date(s) for proposed action(s):  In addition to providing the proposed effective date, please include the specific wording from the labor contract/policy, as applicable, to describe the proposed notice date and the effective date. Refer to Attachment 2 for wording from the contracts.  When the affected job is not represented, use the wording from Attachment 2 that applies to an “uncovered/non-represented position”.

For example, if the employee affected by an indefinite layoff is a ___Assistant II, refer to page 2 of Attachment 2 and use the wording appropriate to the CUE (CX) contract, “If feasible, the University shall give sixty (60) calendar days notice and may pay up to thirty (30) calendar days of the sixty (60) calendar days period in lieu of notice.  In no event shall an employee receive less than thirty (30) calendar days notice of indefinite layoff”.

4. Names/listing of proposed affected career employees in the same classification/title code/salary grade (when applicable) and layoff unit.  Identify whether such proposed actions are indefinite or temporary.  If temporary, indicate the beginning and ending dates of the proposed actions.

5. Basis of rationale for proposed exemptions/exceptions to the standard seniority order for any    regular (career) status employee.  Please include copies of affected employees’ existing position descriptions, UC applications, resumes, and all other relevant information.

Rationale should include employees’ special skills, knowledge and abilities and all other information deemed to be relevant.  This is a very important part of the documentation.  The originating department must provide clear and detailed statements of any factors affecting their decisions about the employee(s) to be given notice of layoff or reduction in time.  Carefully describe the skills, knowledge, and abilities that apply to those individuals.  Consider whether or not they could take on a different job in that unit.  If not, describe why not.  Position descriptions must support the claims of skills, knowledge, and abilities required.  Be very clear in describing the reasoning for retaining other individuals in the unit.  If not requesting any exceptions, write “None”.

6. Copies of any and all pre-existing written agreements or special employment offers affecting employees proposed for layoff and/or Reduction in Time.  For example, a visa would be an agreement of this type.  If there are none, write “None”.
7. Names/listing of all employees in the same classification/title code/salary grade (if applicable), in the proposed layoff unit.  List employees here who are not being proposed for layoff/RIT.  If there are none, write “None”.
8. Reasons for proposed retention of floater appointees, limited appointments, casual-restricted, or contract positions, along with a listing of current employees in these positions and their scheduled ending dates.   Consider if any of these positions can be filled by the employee(s) to be affected by the layoff/reduction in time.  If not, why not?  Describe, and also include percentage of time for these positions.  If there are no positions of this type in the unit, write “None”.

9. List of vacant, active career positions within the layoff unit, which are at the same salary grade as the current position of the employee proposed for layoff, and the reasons why proposed employees cannot fill those positions.  Describe why those positions cannot be filled by the employees proposed for layoff/reduction in time.  Please include copies of affected employees’ existing position descriptions; any vacant, active position descriptions; and employees’ UC applications or resumes.  If there are no positions to list, write “None”.

10. Completed Layoff Information/Seniority Points Calculation Form for each employee proposed for layoff and for each employee in the same classification as those proposed for layoff.  Please refer to Attachment 3 for guidance on preparing these forms, and to Attachment 4 on how to calculate seniority points.

11. Copies of existing (“current”) Division, Layoff Unit, and/or departmental organization chart(s) and any newly-developed (“proposed”) organization charts that may be applicable. It is crucial that all ANR employees in the unit are on the Organization chart, with their official payroll names (no nicknames or abbreviations), job titles (no “working titles”) and title codes, and percentage of time on each chart. Include as many separate charts as needed to show all the employees to be affected by the layoff.  Both career and limited term positions should be listed on the chart. It is not necessary to include County Employees, Student Assistants, or contract 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.

12. Identification of employees proposed to receive pay in lieu of notice.   See Attachment 6 for guidance on pay in lieu of notice policies.

13. Offers of severance pay in lieu of preferential rehire and recall rights, as set forth in the applicable policy, HR procedure, and/or collective bargaining agreements.  If it is decided to offer severance pay, such offers shall be made available to all employees proposed to be affected by indefinite layoff or reduction in time plan in the layoff unit with the same proposed effective date.  Exclusively represented (covered) employees affected by the proposed layoff or reduction in time are to be treated in accordance with the applicable terms and conditions of employment, as set forth in their enforced collective bargaining agreements regarding severance pay.

Please note that employees who elect to accept offers of severance pay in lieu of preferential rehire and recall rights are to respond in writing within a two (2) week period accordingly.  The University must also provide copies to the affected unions, including both the letter of notice and the exclusively represented employee’s statement of acceptance, if offer of severance is accepted.

14. For a reduction in time, a revised Position Description must be submitted identifying which duties are to be deleted or modified to accommodate the reduced hours of work.  If there is to be no change in the mix of work, then a change in the expectations must be shown.

Attachment 1 - Template for the Layoff/Reduction-in-Time Plan

Layoff Plan for (Job Title, % Time, County)

Identification of the Layoff Unit proposed to be affected.  
Written explanation for proposed layoff and/or reduction-in-time. 

Proposed effective date(s) for proposed action(s).
Names/listing of proposed affected career employees in the same classification/title code/salary grade (when applicable) and layoff unit.
Basis of rationale for proposed exemptions/exceptions to the standard seniority order for any    regular (career) status employee.  
Copies of any and all pre-existing written agreements or special employment offers affecting employees proposed for layoff and/or Reduction in Time.

Names/listing of all employees in the same classification/title code/salary grade (if applicable), in the proposed layoff unit.

Reasons for proposed retention of floater appointees, limited appointments, casual-restricted, or contract positions, along with a listing of current employees in these positions and their scheduled ending dates.
List of vacant, active career positions within the layoff unit, which are at the same salary grade as the current position of the employee proposed for layoff, and the reasons why proposed employees cannot fill those positions.  

Completed Layoff Information/Seniority Points Calculation Form for each employee proposed for layoff and for each employee in the same classification as those proposed for layoff.  

Copies of existing (“current”) Division, Layoff Unit, and/or departmental organization chart(s) and any newly-developed (“proposed”) organization charts that may be applicable. 

Identification of employees proposed to receive pay in lieu of notice.   

Offers of severance pay in lieu of preferential rehire and recall rights, as set forth in the applicable policy, HR procedure, and/or collective bargaining agreements.  
For a reduction in time, a revised Position Description must be submitted identifying which duties are to be deleted or modified to accommodate the reduced hours of work.

If you have any questions, do not hesitate to contact the Staff Personnel Unit at anrstaffpersonnel@ucdavis.edu or contact (530) 752-45540
ATTACHMENT 2 – TEMPORARY AND INDEFINITE LAYOFFS NOTICE REQUIREMENTS

(Insert here – copy of file from Labor Relations, 1/03)

Attachment 3 – Seniority Calculation Form (revised 12/02) and Instructions for Completion

INSTRUCTIONS FOR COMPLETION OF THE  “SENIORITY CALCULATION FORM”

I. Employee Information

Provide identifying information about employee(s) to be affected by the layoff or reduction in time.  These forms are to be completed for the individuals to be laid-off or to have a reduction in time, as well as for all other employees in same labor unit with the same job classification or title code as those proposed for layoff/reduction in time.  Information must appear as it does in the payroll system.
II. Employee Appointment Information

Provide department name, department home code, payroll title, payroll title code, funding source, and percent time of the appointment.  

Has employee completed the probationary period? (check “Yes” or “No)

If the employee is represented by a union, indicate which union.  If not, indicate “non-union”

Provide dollar figure for maximum salary for that class/grade, employee’s current salary in dollars (use same relationship as for maximum salary, i.e., monthly, bi-weekly, weekly, or hourly rate).

Employee Relations Code:  (Note:  most ANR employees who don’t supervise are “E”)


A= Management


B= Confidential Management


C= Supervisor


D= Confidential Supervisor


E= Non-supervisory


F= Confidential non-supervisory


G= Out of state

Employee Relations Unit:  same as PERB


CX


RX


SX


TX


99

Layoff Based On:  Answer “Seniority” or  “Special Skills” for all individuals

Temporary/Indefinite: Answer “Temporary” or “Indefinite” for all individuals

Proposed Layoff Date:  Provide proposed effective date, only for the employees to be affected by the layoff/reduction in time, not for those who will be retained at their current status

Proposed Reduction – New Appointment % (if applicable)

Preferential Rehire Eligibility # Years:  Provide this only for the employees to be affected by the layoff/reduction in time, not for those who will be retained at their current status.  The figure is determined by the PERB status of the employee, and can be found by referring to Attachment 5, Rights to Recall and Preferential Rehire.

Recall Rights Eligibility # Years:  Provide this only for the employees to be affected by the layoff/reduction in time, not for those who will be retained at their current status.  The figure is determined by the PERB status of the employee, and can be found by referring to Attachment 5, Rights to Recall and Preferential Rehire.

III. Computation of Seniority

Complete this information for all individuals.

Grid:  Insert calculated seniority points for each month of employment.  The electronic version of this form has formulas to add up the rows and give a total for seniority points overall.  Or, refer to Attachment 4 for guidance on manually calculating points.

Seniority Computed By:  Signature of departmental or personnel representative calculating the points and preparing the form, with date and total FTE.

For Layoff Unit Administrator (or Designee) Use Only:  This section will be completed by UCOP Oakland Staff Personnel Services and Employee Labor Relations & Vocational Rehabilitation Services personnel

Insert here – Latest version of Seniority Calculation Form

Attachment 4 – Instructions for Calculating Seniority Points for Layoff Plan

OFFICE OF THE PRESIDENT (UCOP) 

SENIORITY CALCULATIONS 

FOR THE PURPOSES OF 

PROPOSED LAYOFF AND REDUCTION IN TIME (RIT) PLANS

· Layoff and reduction in time (RIT) plans are to be generated by the Layoff Unit Administrator and forwarded to the local UCOP Human Resources (HR) Employee-Labor Relations and Vocational Rehabilitation Services Unit for approval.


· Layoff and RIT plans should include all employees in the targeted classifications (same classification/salary grade) within the layoff Unit (as specified in the UCOP Organizational Definitions and Layoff Units).


· Seniority calculations are actual hours on paid status, including temporary and other campus/lab University service and no break in service.


How to Calculate Seniority Points

The following instructions are to assist you in calculating layoff seniority points for the targeted classification(s) in your department.

Seniority points are calculated on the basis of one point for each month at 100% time or a part of a point to four decimals (i.e. .9999) according to the percentage of time on paid status in the month since the last break in service.  Less than 100% a month is calculated according to the paid status time in a given month using the staff personnel manual calendar (attachment 2).

Examples:

a) An employee who was on paid status for 20 full months at 80% - .80 X 20 = 16 (months service)


b) 79 hours in a given month = 79 ( 174 = .4540 


To calculate the hours for the first month of hire, use the Master Calendar (attachment 3) to determine the number of days during the month that were on paid status and divide by the amount of working days in that month.

Examples:


c) Hire date: June 10, 1991.  June, 1991 has 20 working days and the employee was on paid status for 15 days = 15 X 8 = 120 ( 174 = .6896


To calculate seniority points for employees who have prior UC service and no break in service before being hired by our department, you will need to obtain prior records (from the campus/lab); review the payroll records on microfiche; or personnel/payroll records in the payroll office.

To calculate seniority points for employees who have prior TOPS service and no break in service before being hired by the department, you should check with the TOPS office.

Approved leave time for Workers’ Compensation injuries/illnesses; extended sick leave (ESL), RIT, and overtime (not to exceed full-time for the month) count toward service credit for the period of time affected.

Layoff/ Reduction in Time Procedures and Guidelines for ANR
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