I.  Layoff / Involuntary Reduction in Time Process 

Reason – Layoff/Reduction in time can only be the result of lack of funding, lack of work, or department reorganization.  The supervisor should: 

· Review all sources of income, current and/or proposed work requirements, and reasons for reorganization; 

· Determine which positions and classifications will be affected by the proposed layoff or reduction in time; 

· Look for alternative ways to trim the budget.  

· As soon as you determine that layoff/reduction in time is necessary, contact Ling Cao at 858/822-0246 to discuss the situation/issue.  Employees should not be notified of any potential layoff without central HR’s final approval of the request.  

Documents Required 

· Email your layoff/reduction in time request to Ling at    MACROBUTTON HtmlResAnchor lcao@ucsd.edu
 specifying the affected employee’s name, a brief reason for the layoff/reduction in time, proposed start date (three months from the date of receiving the official request by Dept. HR’s Office)

· Performance Evaluation completed for the individual during the last twelve months. 

Turnaround Time 

· The turnaround time for the layoff process will usually be three months (one month for preparing the layoff proposal and obtaining approvals from various offices from the Central Human Resources, and 60 days of notice - required by most of the union contracts - from the date of official notice to the affected employee after obtaining HR’s final approval of the layoff/reduction in time request.  

· However, layoff is a complicated and lengthy process. Due to stipulations required by union contracts and pertinent UC staff personnel policies, we may encounter complications with the process. If this occurs, we will contact you to discuss the situation. 

Notify Affected Employee – With Central HR’s final approval of the department’s request for the layoff/reduction in time, the final layoff letter signed by our DBO, Mike Bloom, will be sent to the supervisor.  The supervisor should: 

· Meet privately with each employee and give a letter of formal notice, allowing sufficient time for the employee to ask questions;

· Provide support to the affected employee and refer the employee to Layoff/Reduction in Time: Resources for Employees;

· Retain a copy of the letter of formal notice and complete a Proof of Service form and have it faxed attention to Ling at 858/822-0014.  The notice will be sent by the department to:  

- Labor Relations, Mail Code 0921

- Employee Relations, Mail Code 0922

- The appropriate collective bargaining unit

II.  Resources 

·    MACROBUTTON HtmlResAnchor Layoff:  Supervisor Checklist

·    MACROBUTTON HtmlResAnchor Layoff/Reduction in Time:  Resources for UCSD Employees

