FAYETTEVILLE STATE UNIVERSITY
Fayetteville, NC 28301-4298

MEMORANDUM

TO:

Chancdlor, Vice Chancdlors, Associate Vice Chancdlors, Deans, Directors, and
Department Chairs

FROM: Leonard L. Covington
Director of Human Resources
DATE: January 1, 2000
SUBJECT: EMPLOYMENT —Reduction in Force Guidelines
1. Reference

State Personnel Manud, Section 11, Pages 5 - 8, Subject: Reduction in Force

2. General

a

A reduction in force is an action taken to downsize the Universty’s work force or
a unit within the Universty. Such actions are teken only after examining dl other
available dternatives. When normd atrition does not produce the desired results
and no other messures seem feadble, the Universty may terminate the
employment of permanent staff employees subject to the State Personndl Act.

The policy of the State of North Carolina regarding reduction in force is stated in
the reference above asfollows:

“An agency has the authority to separate an employee whenever it is necessary
due to shortage of funds or work, abolishment of a postion, or other meterid
change in duties or organization. Retention of employees in classes affected shdll
be based on sysematic congderation of dl the following factors type of
gopointment, relative efficiency, and actud or potentid adverse impact on
protected group individuds, and length of service Neither temporary,
probationary, nor tranee employees in their initid sSx months of traning shdl be
retained in classes where employees with a permanent agppointment (those who
have satisfactorily completed a probationary or equivaent trail period) must be
separated in the same or related class.” (December 1, 1995)



C.

Reduction in force will not be used as a means of separating employees who
should be separated for poor performance, unacceptable conduct, or other issues,
which should be addressed through the disciplinary process.

Bases for a Reduction in Force

The following are permissible bases for areduction in force:

a

Reorganization of pogtions within the unit, which materidly changes the nature
of one or more postions.

Abolishment of afilled postion.

Materid change in duties assgned to a podtion to the extent that the incumbent
does not qudify for the revised responshilities or tha the resuting
reclassfication is such that the incumbent is not ressonably condgdered a
candidate for the new position.

Shortage of work.

Cancellation or termination of grant or contract.

Financid exigency.

| dentifying Employees for Reduction in Force Actions

a

For the purpose of determining which employeg(s) will be adversdly affected by a
reduction in force, comparisons between employees with the same or relaed
classfication titles will be made. [A podtion dassficaion title is cosdy reated
to the target postion if it has the same sdary grade and there is a reasonable skills
transfer (i.e, Could the incumbents be interchanged and have the knowledge and
skills to do the job without unreasonable loss of efficiency?]

The resources of the Human Resources Depatment are avalable to assgt in
completing the gppropriate comparative analyses upon which reduction in force
decisons will be made and may be obtained by contacting the Director of Human
Resources.

Actions to be taken because of reorganization, abolishment of a filled position, a
material change in duties, shortage of work, or cancellation/termination of a
grant or contract:

1 Decisons with one or more of these bases are to be made by or with the
full concurrence of the appropriate Vice Chancellor/Director of Athletics.



The appropriate Vice Chancdlor (or delegate)/Director of Athletics (or
deegate) will conduct a comparative andyss before sdecting the
person(s) whose employment will be terminated. The andyss will begin
with a determination of the targeted classfication title(s) of the position(s)
and cdosy related classfication titless Then a review of al employees
holding those positions will be made on the basis of the following factors:

a Type of gppointment

Permanent employees will be retaned over temporay,
probationary, and trainee employees in their sx months of training
in podtions tha have the same or closdy related classfication
titles.

b. Relative performance

Reduction in force often results in fewer employees to perform the
same work tasks. Therefore, in the interest of efficiency, the better
performes must be retained. Performance  management
evauations should be compared. Those whose evduations
consgently show above “Good’ will be given preference over
those whose performance is “Below Good” or “Unsatisfactory.”

C. Length of service

Tota length of service with state government will be consdered in
determining which employees are to be separated.  Years of
savice may become a differentiating factor in the separation
decison, paticularly in ingances where other retention criteria are
equivalent.

The above factors will be consdered in turn, beginning with the type of
gopointment.  After dl non-permanent employees have been diminated
with the same or reaed classfication titles the remaning permanent
employees will be evduaed on the bass of thar peformance
management reviews. Findly, length of service will be compared for any
employees whose performance records are Smilar.

The boundaries for conducting this andyss will be the departments,
offices, or other units as specified in advance of each divison by each
Vice Chancdlor and as gpproved by the Chancdlor as “Reduction in
Force Boundaries” Once approved, the lig of “Reduction in Force
Boundaries” will be appended to this document and reviewed annualy
under the direction of the Direction of Human Resources. In the
condderation of particular reductions in force, a vice chancdlor may, a



his or her discretion, specify a broader boundary of comparison by
providing written notification to the Direction of Human Resources.

The effect of this andyss is that the incumbent in the targeted postion
may not be the person removed by the reduction in force action. Another
employee may be removed ingead, with the opening in the retained
position to be filled by the employee who formerly occupied the targeted
position.

After conducting the comparaive andyss and sdecting the person(s)
whose employment must be terminaed, the appropriate Vice Chancellor
(or delegate)/Director of Athletics (or delegate) records the steps taken to
reach the decison and forwards a confidentid copy of the documentation
to the Director of Human Resources. The Director of Human Resources
then conducts an “adverse Affirmaive Action Gods If there will be a
negative effect, the Director of Human Resources discusses with the Vice
Chancellor/Director of Athletics approaches toward ensuring future
progress toward goals that will compensate for the action to be taken.

The Director of Human Resources reviews dl the steps toward sdection
of the person to be separated and genera compliance with this policy. The
Director of Human Resources communicates that advice by a confidentid
letter to the Vice Chancdlor/Director of Athletics and provides guidance
regarding notification to the affected employees(s).

d. Actions to be taken because of financial exigency:

1.

When in the Chancdlors view a financid exigency cannot be
accommodated by other dterndtives, the Chancdlor will decide how the
exigency will be accommodated. Once the appropriate Vice Chancellors
andlor Director of Athletics have identified which pogtions will be
eiminated, incumbents will be compared with others holding podtions
with the same related classfication titles. The criteria and steps described
above [4c(1)-(6)] will be followed. The boundaries of the comparison will
be the entire Universty. The Chancdlor will review the results of the
compardive andyss and communicated the decison to the Director of
Human Resources.  The Chancdlor may ddegae respongbility for
conducting the andyss to the Vice Chancdlors or to other persons. The
person(s) conducting the anadyss will recommendation will be copied to
the Vice Chancdlor or Director of Athletics overseeing the affected
person.

The effect of the comparative anayss may be tha an employee whose
postion is being diminated may not be the person removed by the
reduction in force action. Another employee may be removed with the



opening in the retained position to be filled by the employee who formerly
occupied the targeted position.

3. The Chancdlor may communicate the inditution’s decison to the affected
employeg(s) through a delegate.

5. Notice to Affected Employees

a

Affected employees are to be notified as soon as possible after approval for the
decison is receved. The employee must be given a minimum notice of 30
cdendar days with full pay. The Director of Human Resources and the
appropriate department or office head should conduct an individud meeting with
the employee in order to explan the decison process. During that meseting
related issue, including priority reemployment consideration, Severance sdary
continuation, retirement options, and other rights of the employee will be briefly
covered.

At the concluson of the meeting, the Director of Human Resources will provide
the employeg(s) being laid off aletter containing the following information:

1. The reason for reduction in force:

2. The effective date of the reduction in force (at leest 30 cdendar days
following the natification date);

3. Direction to contact the Benefits Manager to obtain necessary information
on reirement sysem membership and benefit options including
continuation of medicd insurance (COBRA), Unemployment Insurance
benefits digibility and Severance Sdary Continuetion;

4, Direction to contact the Director of Human Resources — Management for
information on the following:

I The University’s policy on priority reemployment;
i Completion of necessary gpplications forms, and
iii. The avalahility of ad in seeking other employment; and
5. Direction to contact the Director of Human Resources — for information
on the right of permanent employees to apped the reduction in force
through the Staff Grievance Procedure.

Employees declining reemployment asssance from the Human Resources
Department and/or Office of State Personnd will be asked to sgn a Statement



indicating the employee is not interested in recelving reemployment asssance. A
copy of this statement will be forwarded to the Office of State Personndl.

Rights of Employee

One whose employment is terminated because of a reduction in force is digible to
receive benefits described below:

a

A pemanent full-time or part-time (20 hours per week and over) employee who
does not obtain another permanent job as a state employee by the effective date of
the reduction in force may be digble for severance sday continuation. This
provison does not apply to employees whose reduction in force is not consdered
permanent; that is, employees who are reduced in force on a temporary or
seasonable bass with the expectation that they will return to work within twelve
months. Payment is based on tota date service supplemented by an age factor.

The “Severance Sdary Continuation Policy” is administered by the Department of
Human Resources (Benefits Manager).

Permanent employees separated under reduction in force are digible to receve
priority reemployment consideration for a period of twelve months from the date
of natification. Within the Universty, the employee will be offered any avalable
vacant podtion with a sdary grade level equa or below the postion held a the
time of notification, provided the employee meets the qudifications for the
postion and could perform the job in a reasonable length of time, including
normd orientation and traning given to any new employee. The “Policy on
Priority Congderation” are administered by the Human Resources Department.

A permanent state employee who is separated due to reduction in force based on a
reorganization, abolishment of a filled postion, a materid change in duties, or
shortage of work has the right to gppedl under the Univerdty’s Grievance Policy
and Procedures for Staff Employees” In those cases where the separation is die
to a reduction in force based on shortage of funds, the decison is considered to be
an inditutiond one made by the Chancelor. Therefore, in those cases, an
affected employee can apped to the State Personnd Commisson so long as the
employee has been employed the requidte time period for career Satus as
determined by the Commission.

Questions regarding this document may be referred to the Director of Human Resources
by cdling (910) 672-1696.



