Layoff Matrix Questionnaire I
1. What makes a layoff necessary?


___work load



(   ) yes

(  ) no


___funding




(   ) yes

(  ) no


___ program cuts/changes


(   ) yes

(  ) no


___duplication/overrepresentation
(   ) yes

(  ) no


      of functions

___automation



(   ) yes

(  ) no

2. What functions/units can be eliminated or are related/affected?

(a) Where within the Department do these functions/units exist?

(b) Can these functions/units be shifted?

(c) What positions are impacted by these functions/units?

3. Can the same business purpose be achieved through freezing hiring/elimination of vacancies/ attrition/

 re-organization/re-assignment of duties/consolidation of positions? 


___ freeze hiring 
    
(   ) yes

(  ) no


___ eliminate vacancies       (   ) yes

(  ) no


___ attrition        

(   ) yes

(  ) no


___ re-organization

(   ) yes

(  ) no


___ re-assignment
    
(   ) yes

(  ) no


___ consolidation

(   ) yes

(  ) no
Layoff Matrix, Part I
	Work Units/Functions  Affected
	Position Number
	Pay Band
	Business Need
	“Vacant” or 

Incumbent Name
	Seniority


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Layoff Unit- “A group of employees designated for application of layoff that may be defined by

various combinations of organizational structure, job classification, program area,

and status of position funding”. See Local HR Manual, Chapter 7, definition of layoff unit.
Layoff Matrix, Part II
	Last Annual Performance Rating*
	Active Disciplinary Actions**
	Placement options considered

	Notification of Layoff/

Offers for Placement
	Notification to Employees on Leave/

Notification of COBRA options

(USERRA/FMLA)***
	Review/Revision of Employee Work profiles or job descriptions
	Eligibility for recall
	Recall Positions Considered post layoff
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


* The consideration of performance as a factor is only appropriate if every employee being considered for layoff has a current performance evaluation for the most recent evaluation cycle and the performance evaluation rubric is objective.
** It must be clear in the layoff plan the weight accorded to active disciplinary actions.
*** Both USERRA and FMLA require job restoration to a position of comparable pay, responsibilities and benefits. USERRA requires continuity of health coverage for up to 24 months while on leave or immediate reinstatement of health coverage upon return from leave based on the employee’s election. FMLA permits an exception to job restoration rights for employees designated as “key employees”.

Layoff Determination Questionnaire II
1. Do any of the employees selected for layoff have recall rights?

(a) Define what recall means.

(b) Is there a priority given to them for future vacancies in their same classification?


(c) Are they considered for any new vacancies or do they have to apply and reference their layoff?
2. If there are no current vacancies, is there the option to demote or offer part-time positions to employees selected for layoff?
3. Have laid off employees been notified?


(a) Have employees selected for layoff been notified of  COBRA rights?

(b) Are there any employees currently on leave (out of the office) who need to be notified about the layoffs and whether it affects them or their benefits? 


___ military leave


___FMLA leave


___ other leave

(c) Are any employees entitled to severance benefits or other considerations?

4. Communications concerns that should be addressed:

(a) How will communications be handled for affected employees, non-affected employees, payroll processing, and LETS processing? 

(b) Must the layoff plan be presented to the local board?

(c) How will changes in remaining employees’ jobs or organizational changes be communicated?

(d There may need to be communication templates created to ensure consistency, record the initial notice of layoff, and placement offers made.

5. New job descriptions and performance plans will have to be created for remaining employees.

6. An adverse impact analysis should be conducted that assesses the demographics in the Department before the layoff plan was instituted and after the layoff plan is created to show the business reasons for the layoff.
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