Prepared by the Personnel Managenent O fice.
This is a new Adm ni strative Procedure.

Sept enber 1983

SEPARATI ON FROM SERVI CE

This Administrative Procedure was abolished on April 14, 1997
per Administrative Procedures Memorandum No. 97-4 signed by
Senior Vice President for Administration Eugene S. Imal.

A9. 790 PROCEDURES FOR WORK FORCE REDUCTI ONS

1. Pur pose. To incorporate the Governor’s “Procedures for Wrk
Force Reductions” into the University's Adm nistrative
Procedures, Admnistrative Directive No. 83-2, dated August
5, 1983.

2. (bj ective. To update work force reductions procedures in

light of recent devel opnents of |egislative actions,
reduction in federal funds, and budget allocation ceilings.

3. Applicability/ Responsibility. These instructions apply to

all personnel enployees of the University. It is the
responsibility of the University Personnel Ofice to
i ncorporate the new instructions into the University
pr ocedur es.

4. Pr ocedur es.

a. In addition to applicable collective bargaining
contract provisions, the Governor’s Adm nistrative
Directive No. 83-2, (Attachnment A) is to be followed in
cases of work force reductions.

b. Questions on these procedures are to be referred to the
Uni versity Personnel Ofi ce.
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Attachment A
August 5, 1983
ADM NI STRATI VE DI RECTI VE NO. 83-2
TO. Al |l Departnment Heads
SUBJECT: Procedures For Wrk Force Reduction

This adm nistrative directive supersedes Mnorandum
1981-2, Procedures For Wirk Force Reductions, dated March 9,
1981, and Menorandum 1981-2(a), Procedures For Wrk Force
Reducti ons, dated Septenber 8, 1981.

Legi sl ative actions, reductions in federal funds, and
budget allocation ceilings inposed on funds and positions nay at
times necessitate work force reductions in sone of your prograns.

It is ny intention that, whenever possible, the inpact
of a work force reduction be mnimzed to the full est extent
possible. In these instances, this Admnistration wll take
what ever steps are available to assist in the possible continued
enpl oynent of pernmanent enpl oyees who may be affected by a work
force reduction.

The follow ng guidelines will be observed by al
departnents in the event that a reduction in work force nust be
ef f ect uat ed:

1. A work force reduction is construed as a “layoff” if
and only if a permanent, tenured enployee of the civil
service or Departnment of Education or University of

Hawai ‘i personnel systens is termnated for |ack of
funds, work, or abolishment of position. The
term nation of tenporary, probationary, limted term

and ot her provisional, non-permanent hires is not to be
construed as a “layoff” since these enpl oyees have no
tenure rights. This definition would not apply to
certain types of non-permanent enpl oyees whose

col | ective bargaining contract provide for enpl oynent
pr ef er ence.

The provisions of collective bargaining contracts and
personnel rules regarding |layoffs would be applicable
insofar as they conflict with this definition and
fol |l om ng procedure.
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If a “layoff” becones a possibility, the Departnent of
Personnel Services, in the case of civil service

enpl oyees, should be contacted prior to the issuance of
any termnation notice.

For enpl oyees under the jurisdiction of their own
personnel systens, the Departnment of Education and the
University of Hawai ‘i should contact their respective
systeni s personnel office.

| f a position occupied by a permanent, tenured enpl oyee
is to be abolished, it will be the responsibility of
the departnent head to informthe affected enpl oyee
after the appropriate personnel system departnent or

office, i.e., Department of Personnel Services,
Depart ment of Education (O fice of Personnel Services),
or University of Hawai ‘i (Personnel O fice), has been

notified and concurs with such an acti on.

Departnent heads will use the encl osed notice of
termnation to inform affected enpl oyees.

The departnent head should al so notify the affected
enpl oyee’ s col | ective bargaining agent prior to issuing
this notice.

Upon concurrence, pursuant to Section 3 above,
notification of enployees shall be initiated pursuant
to applicable collective bargaining contract |ayoff
procedures. |Inplenentation of applicable |ayoff
procedures shall prevail until all |east senior,

regul ar, tenured enpl oyees scheduled for term nation
are identified. The departnent head shall then notify
t he appropriate personnel system departnent or office
and the appropriate enpl oyee coll ective bargaining
agent of further actions.

The Departnent of Personnel Services, Departnent of
and University of Hawai ‘i are hereby charged with the
ity of coordinating departnental efforts to

accommodat e permanent, tenured state enpl oyees who are under the

jurisdicti

on of their respective personnel systens and who may be

af fected by work force reductions.

Encl osur e

/sl George R Ariyoshi
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SAMPLE MEMORANDUM
(to be typed on Departnental Letterhead)
TO. (Name of Permanent Enpl oyee who may be affected by work

force reduction)

The Departnent of must
effectuate work force reductions to conply with the position and
fund aut hori zations which will be inposed in fiscal year
__________ as a result of funding reductions. This letter is to
informyou that the position which you now occupy will be
abol i shed as of , consequent to the reduced
| evel of funding for the program under which you are enpl oyed.

An advance notice to any enployee who nmay be term nated due
to lack of funds or work, or abolishnment of positionis a
techni cal procedure that is required under the provisions of the
col l ective bargaining contract. Please be advised that the
admnistration wll take whatever steps that are available to
assi st you in retaining your enploynment wwth the state.

Your patience and cooperation during this period of
adjustnment wll be deeply appreciated.

(Signature of Departnent Head)



