STANDARD LAYOFF POLICY

Purpose

This policy applies when layoffs are necessary due to lack of work, lack of funds, economic slowdowns, technological or structural changes in EMPLOYER's operations, or when layoffs otherwise are determined to be necessary to ensure the financial health and viability of the organization.

Responsibilities

Executive Management Team

The executive management team, in consultation with the operations committee of the board of directors:

· gives guidance on the numbers of employees and programs to be affected;

· defines and designates layoff units; and

· establishes committees, as necessary, to ensure the proper administration of policies and procedures.

Human Resource Director

The Human Resource Director is responsible for providing policy guidance and ensuring that proper procedures are followed. The Human Resource Department is responsible for:

· preparing formal notices of layoff for affected employees;

· reviewing with affected employees the terms and conditions of their separation, including effects on group insurance and other benefits, unemployment insurance, and severance pay, if applicable; and

· taking security precautions to ensure that layoffs are accomplished safely and in a manner that protects EMPLOYER's property.

Department Managers

Department managers are responsible for:

· working with supervisors and the Human Resource Department to assemble performance reviews and other information relevant to layoff selection;

· applying the layoff criteria and procedures set out in Section Three when selecting the individual employees who will be laid off;

· reviewing proposed layoffs with the Human Resource Director and the Equal Employment Officer to ensure conformance with this and other EMPLOYER policies; 

· working with the Human Resource Department to notify the employees affected by the layoffs; and

· coordinating with the Human Resource and Payroll Departments to ensure that final paychecks are prepared and tendered to terminated employees in accordance with federal and state laws.

Order of Layoff

The order of layoff is determined by management based on the skills, knowledge, and abilities that are necessary to perform the ongoing or future work of the unit or organization. When management determines that two or more employees possess substantially equal skills, knowledge, and abilities, layoffs occur in inverse order of seniority.

For purposes of this policy, seniority is based on a person's full-time equivalent months of service. Employment prior to a break-in-service of more than five consecutive years is not counted. When employees have the same number of full-time equivalent months, the employee with the most recent date of hire is laid off first.

Notice/Severance Pay

The Human Resource Department prepares written notices to employees affected by the layoff. The layoff notice is given to each employee in person by the department manager.

Layoff notices are given to employees in compliance with any applicable federal and state layoff notice requirements.

Employees affected by the layoffs are given a minimum number of days of advance notice of the layoff or, in lieu of advance notice, severance pay for each day of advanced notice.

The minimum notice/severance pay periods are based on the employee's seniority as follows:

· An employee with less than 10 years of seniority shall receive 30 calendar days notice/pay.

· An employee with at least 10, but less than 15 years of seniority shall receive 60 calendar days notice/pay.

· An employee with at least 15, but less than 20 years of seniority shall receive 90 calendar days notice/pay.

· An employee with 20 years or more of seniority shall receive 120 calendar days notice/pay.

Recall

After a layoff or reduction-in-force, EMPLOYER can determine, at its discretion, the occasion and the advisability of recalling some or all of the laid-off employees.
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