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	GEORGETOWN UNIVERSITY

OFFICE OF AFFIRMATIVE ACTION PROGRAMS

LAYOFF PLAN REVIEW 



COVER SHEET

	Note:  When a layoff of 10 employees or more from a single Vice Presidential area is proposed, the layoff plan must be submitted to    to the University Counsel, in addition Affirmative Action Programs and Human Resources.

	Instructions:  Please attach completed and signed Layoff Plan and all supporting documentation.

Human Resources is responsible for the coordination of the review process. Generalists will ensure that Layoff Plans are properly ccecompleted and include all the required information and documentation.  Original Layoff documentation will be submitted to the UnUniversity Human Resources and Affirmative Action Programs office.

1.  LAYOFF PLAN INFORMATION:

	Department Head (as defined in policy):


	

	Layoff Unit (as set out in policy):


	


2.  HUMAN RESOURCES REVIEW – (attach memorandum, if necessary)

	Review for adequate and appropriate documented programmatic justification of the identification of the layoff unit and selection of employees for layoff.

[image: image1.wmf]Comments or attach memorandum, if necessary  


                 For: University Human Resources                                                                                                  Date


3.  AFFIRMATIVE ACTION PROGRAMS REVIEW – (attach memorandum, if necessary)

	Reviewed to ensure Layoff Plan is consistent with Equal Employment Opportunity policies.

Comments or attach memorandum, if necessary _____________________________________________________________


 

          For:   Affirmative Action Programs Office                                                                                      Date




4.  UNIVERSITY COUNSEL REVIEW – Only when required by policy.

	If layoff of 10 or more employees at any one time within a single Vice Presidential area as defined by the Layoffs Policy.  Layoff Plan requires the concurrence of the VP and University Counsel, and must be discussed with the President.

Comments or attach memorandum, if necessary ______________________________________________________________



                                  For:   University Counsel                                                                                                Date




DISTRIBUTION:  Original to Employee and Labor Relations Office; copy to Department.

	Note:  A layoff of 10 or more employees at any one time within a single VP area requires the concurrence of the VP, Human Resources, the Office of Affirmative Action Programs and University Counsel.

	Instructions – Please ensure that a Layoff Plan is completed for all layoffs, including “material” changes in duties within position or within the organizational structure of a Department, program, or other administrative unit.  These plans should be completed with sufficient time to permit review by the various offices as required by policy.  In accordance with Georgetown University Human Resources Manual (GUHRM) Policy #304, Layoffs, effective 6/1/2002, when a Layoff, proposed, the “Department Head” defined by policy for purposes of layoff as the “person designated by the VP of an area to be immediately responsible for the administration of a layoff unit, “shall be responsible for the development of a layoff plan. The Department Head is also responsible for ensuring adherence to the Layoff Policy and for providing complete documentation to Human Resources and Affirmative Action Programs, as required by policy.  If Department Heads have any questions, please contact Human Resources.  The layoff plan shall include:


1.  DESIGNATION OF THE LAYOFF UNIT


	A layoff unit may be a department or a programmatic unit that is larger or smaller than a department. Where the layoff unit is different from a department, the layoff unit must represent a discrete, coherent and programmatically justifiable grouping of people. In designating the layoff unit, Department Heads shall include all employees affected, irrespective of their work status at the time, such as whether the employee is on Short-Term Disability (STD), Long-Term Disability (LTD) Family Medical Leave Act (FMLA) Leave Without Pay (LWP), and the like.

	KEY:  Job Class=Enter four digit code;  Job Title=Enter employee official title;   Hrs=Enter # of hours;   Hire Date:  Official date of hire;   U-enter an X if employee is a union employee;   Rc=enter 1-Black (not of Hispanic origin; 2-Hispanic; 3 Asian/Pacific Islander;  4-American Indian or Alaskan Native; 5-White (not of Hispanic origin);  6-Unknown;   Sx=Enter an x under the M-male/F-female;    Ag = enter age of employee;   Dis = enter x if employee has a known disability/handicapping condition meeting criteria of ADA/Rehabilitation Act, etc.  Type of employee (see GUHRM, Policy #102):  T-Temporary;  B-Newly Hired regular employee that has NOT completed probationary period;   P - Part-time employee (Note that under the Union contract, these are employees working less than 16 hours per week);  R-regular employees;   S=Senior Executive/Manager.

	Department Head (as set out in policy)

	Layoff Unit (as set out in policy):

	ALL EMPLOYEES in Layoff Unit (attach separate sheet)
	Job
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2.  THE REASON FOR LAYOFF – check all that apply.

	  [   ]
   Shortage of funds
  [   ]
   Material (For example: in some cases this may be 

  eliminating/adding positions) changes within the 

  organizational structure of a Department, program,

  or other administrative unit.
	  [    ]    Elimination of one or more positions.

  [    ]   Shortage of Work     [    ]   Other. ( Please explain)

  [    ]    Material (For example:  in some cases, eliminating/adding supervisory duties) changes in duties within a position. 


 3.  PROGRAMMATIC JUSTIFICATION – Include information as to what is going to happen to the functions performed by laid-off employees.  This is required for layoff unit smaller/larger than a single University cost center (if necessary, attach memorandum)

	

	

	

	


4.  SELECTION OF EMPLOYEE(S) FOR LAYOFF – (If more space is necessary, attach separate sheet with the same information).

	If new positions must be defined or old positions reclassified in selecting employees for layoff, the Department Head must obtain the approval of Human Resources BEFORE any employees are selected for layoff.

Non-Union employees:  Will be selected for layoff: 1) Temporary employees;  2) Newly hired employees who have NOT completed the probationary period; and   3) Regular employees based on:  Q – Qualifications; P- Level of performance based on documented performance evaluations and completed personnel files;  D- Presence or absence of documented discipline, and S – If all other factors are equal, on the basis of years of continuous University service.  (The application of these criterion are subject to Dispute Resolution and ALL documentation relied upon MUST be provided to Human Resources with Layoff Plan).

UNION employees:  will be selected for layoff: 1) Temporary employees;  2) probationary employees without regard to their individual periods of employment;  3) part-time employees working less than 16 hours per week; and  4) regular employees based on their S= bargaining unit seniority.  (Refer to Article VIII of the Union Contract.

	KEY:  Q = Qualifications;  P = Performance (last review of record);  D = Documented presence/absence of discipline;  S=Seniority or Bargaining Unit seniority for Union employees;  R = Recall;  E=Reemployment

	Employee(s) Selected for Layoff
	Q
	P
	D
	S
	Layoff Class
	Layoff Dept or Layoff Unit
	Layoff

Grade
	R/E Elig.

Date

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


5.  DEPARMENT HEAD SIGNATURE – Department Head is responsible for reviewing with appropriate SUPERIORS.

	
                             Department Head Signature                                                                                           Date


6.  SECOND-LEVEL REVIEW SIGNATURE – As necessary and required

	
                                 Title                                                                                                                         Date
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