RIF Termination and Recall/Preference Procedures

Prior to Notifying Employees of their Lay-off

HR Center to inform the Lay Off Coordinator of impending division RIF activities including estimates of numbers and classifications of employees.

Notice to Employee

Once decision to RIF is confirmed with L/ER and Head, Human Resources  then:

HR Center drafts confirmation of lay off notice to the employee.  L/ER will review the letter.  This notice includes the name and extension of the Lay Off Coordinator as the person to be contacted for RIF information.  It also identifies the L/ER person to contact regarding union and RPM appeal provisions. Includes the Lay Off Coordinator, Personnel File, and L/ER representative in the cc’s.  Forwards letter to the Head, Human Resources via his/her Administrative Assistant  (AA) for signature.

The AA mails the notice to the affected employee  and includes a “proof of service” form.  In addition, the AA includes a printout of the “Indefinite Layoff—Benefits Checklist” from the UC Bencom website and the applicable appeal language from either the contract or the RPM.  The AA distributes copies of the letters as noted.

Once signed by the Head, HR, the AA gives a copy of the notice to the Lay Off Coordinator and other cc’s.  If the RIF date is extended the AA gives a copy of those notices to Lay Off Coordinator and a copy of the final termination letter will also be sent to all of the original cc’s.

The Lay Off Coordinator enters the employee’s data in the preference/recall spreadsheet and sends it, via email, to the HR Center managers and HR Receptionist.

The Receptionist ensures that the employee’s name is added to the CJO mailing list.

Termination Process

The HR Center requests a severance calculation from the Payroll Assistant. The number of weeks of severance is included in the comments section of the termination PAF.  HR Center sends a copy of the termination PAF to the Lay Off Coordinator.

The HR Center provides the Lay Off Coordinator with a project id to use for outplacement services.

Lay Off Interview

At the employee’s request, the Lay Off Coordinator meets with the employee and conducts and interview as outlined under Lay Off Coordinator Responsibilities.

Recall

The HR Centers will review all vacancies in the same classification and same or lesser percentage of time in the division from which the employee was laid off before the vacancy is posted.  The HR Center will coordinate the review of the RIF’d employee’s qualifications against the essential qualifications required for the position.

If the RIF’d employee is not qualified for the position, the Center will coordinate the development of the special skills exception justification in coordination with Labor Employee Relations.  The justification for non-selection must be approved by the Head, HR, before the position can be posted.

If the RIF’d employee is qualified for the position, the Center will notify the employee, by phone and in writing, that he/she is being recalled, provide a copy of the posting, and give a date to return to work.  The RIF’d employee is also notified that refusal to accept the recall will terminate his/her recall and preferential rehire rights (for non-represented employees and represented employees in accordance with the relevant agreement).

The HR Center notifies the Lay Off Coordinator of the recall.  The RIF’d employee’s name is removed from the recall/preferential rehire list as his/her rights are terminated if the recall is accepted or refused.

Follow up letter sent to employee saying recall/preferential rehire rights terminated due to _____________.

Preferential Rehire

The RIF’d employee will contact the Lay Off Coordinator when he/she is interested in a position for which he/she has preferential rehire rights and provide the Coordinator with the job number.  The RIF’d employee will be instructed to contact the Lay Off Coordinator if he/she has any questions during the review process.

The Coordinator will send a copy of the individual’s resume and a cover memo explaining the preferential rehire process, addressed to the hiring supervisor, to the HR Center Manager (ASD for all ASD positions even if listed under a division).

The HR Center Manager will coordinate the review of the individual’s qualifications against the essential qualifications of the position as listed in the posting with the hiring supervisor.

· If the individual is deemed not qualified for the position, the HR Center will assist the supervisor in developing a memo of justification of non-selection.  The memo is sent to the Head, HR, with a cc to the Lay Off Coordinator. The Head, HR, will inform the Lay Off Coordinator and HR Center Manager of his/her decision.  If the justification for non-hire is accepted by the Head, HR, the lay Off Coordinator will inform the RIF’d employee.

· If the individual is deemed qualified, the Center will inform the Coordinator of the fact and make the job offer to the employee.

· The Center will inform the Lay Off Coordinator of the acceptance/rejection of the offer.  The Lay Off Coordinator is responsible for tracking acceptance/rejection of preferential rehire offers and terminate the RIF’d employees recall or preferential rehire rights as provided in the RPM or relevant union agreement.  Note:  With some contracts the employee may get more than one try for a fit and may have a new six month probationary period.

Follow up letter sent to employee saying recall/preferential rehire rights terminated due to ______________.

Termination of Rights

When the RIF’d employee’s preference and/or recall rights are terminated, through acceptance, rejection, or expiration of time, the Lay Off Coordinator will update the spreadsheet as appropriate and distribute it to the HR Center Managers and HR Receptionist.

Follow up letter sent to employee saying recall/preferential rehire rights terminated due to ______________.

Lay Off Coordinator Responsibilities

When the employee calls for the interview The Lay Off Coordinator will ask him/her:

· To bring a clean copy of his/her updated resume (sometimes they won’t have one available yet—in that case remind them during the interview to get one to you).

· If he/she has made an appointment with Benefits yet.  The Lay Off Coordinator will try to coordinate the lay off interview with the benefits appointment.

During the interview:

· Tell him/her how much severance will be paid based on the PAF;

· Review the appropriate recall/preference rights based on the RPM or relevant union agreement and provide him/her with a copy (refer employee to L/ER for specific questions, etc.);

· Inform the employee that he/she is to contact the Lay Off Coordinator if he/she wishes to exercise preferential rehire rights for a position posted on the web or in the CJO;

· Discuss outplacement (Torchiana) and inform the employee you will be providing Gary Sapiro with his/her name and home phone number unless the employee does not wish to take advantage of the services.    (Torchiana info is on handout which should be copied for employee.);

· Obtain copy of employee’s current resume or remind employee to provide one when available;

· Ensure the employee knows how to access the CJO online and determine if they also wish to receive a copy mailed to their home address;

· Inform the employee that, if interested in a position at another national lab or a UC campus to notify you and provide details of the position (posting #, job title, etc.).  The Head of HR will prepare an introductory letter and send the resume to the other lab or campus HR office;

· Provide a list of the local EDD offices;

· Provide a UC Care brochure;

· Provide a list of career search web sites.

Additional duties for Lay Off Coordinator:

· Send copy of updated resume to HR Center.

· Provide updates to Receptionist on employee’s address and preferences regarding the mailed CJO.

· Via email, provide Gary Sapiro at Torchiana with the employee’s name, home phone number and the project id to be charged.  Request that he contact the employee if he has not heard from the employee within a week.

· Maintain the Preference/Recall list and send it to Center Managers once a month.

C:\WINDOWS\Desktop\RIF Termination Procedures.doc
4

