
START
Department confers with CEO
and HR to make every effort to

avoid possible layoffs

After two weeks notification period,
department notifies Human Resources

which  laid off employees are
exercising bump back rights,

retirement, etc.

Department notifies
employees to be laid off
by delivery or certifiied

mail at least 14 days prior
to effective date

If layoffs become
necessary, department
meets with Employee

Relations for approval of
department’s layoff plan

Human Resources receives list from
department of employees being

notified of layoff (list should include
current address and phone number)

Human Resources schedules and
advises union personnel of

employment counseling sessions with
all affected layoff employees to discuss
benefits, employment opportunities,

and outplacement

Layoff employees
are given layoff

packet

Individual counseling sessions are
conducted.  Employment

Counselor reviews employees
resume and notes jobs of interest

Resume is scanned
into Resumix under
layoff source code

and TAP is accessed

In-placement process continues
for two years, until employee is
placed or no longer interested

in services

END

Department notifies
union 24 hrs in

advance of
employee notices
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