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Layoff and Reemployment 

Staff and Out-of-unit Administration employees

Frequently Asked Questions   

1.   
What is layoff?

Layoff is the termination of employment due to the abolishment of a position or the cessation of a function.   Acceptable reasons for layoff include adverse financial circumstances, reallocation of resources, shortage of work, abolishment of a job function, reorganization of structures/programs.

2.
Who makes the determination which position(s) will be abolished or cut as part of the budget reductions?
Decisions regarding any budget reductions, including the abolishment of positions, are done by the head of each unit in conjunction with their Director/Dean and approved by the appropriate Regional Vice Chancellor and Chancellor.
3.
What is a layoff unit?
A layoff unit may be at an organizational level such as a campus, division, college, school, department, area, program, or other level of organization.   USF St. Petersburg (USF SP) has defined the layoff unit as areas under the (1) Regional Vice Chancellor of Academic Affairs, (2) Regional Vice Chancellor of Student Affairs, and (3) Regional Vice Chancellor of Administration & Financial Services and Regional Chancellor’s Office.
3.  
What happens to the employee in a position that has been designated to be cut as part of the budget reductions?

Administration employees will be notified of layoff.  Staff employees will either be given notice that they will be “placed” in a different position in the same class title, based upon having higher retention points and meeting the specialized minimum qualifications, or given layoff notice.

4.
Explain what is meant by layoff rights.

Both Staff and Administration employees have recall rights for one year following layoff.  Staff employees, who have permanent status, have rights to “bump” another employee in the same class if they have higher retention points.  Additionally, Staff employees, who receive notice of layoff, may request a change in assignment to a vacant position in a class within the same salary band as the employee’s current class or a demotion in lieu of layoff to a vacant position in a class in which the employee has not held permanent status if the employee previously held permanent status in a higher or equal level class in the career family (based on salary band).  Any appointment to a position in lieu of layoff is conditioned on the employee meeting the specific qualifications for the position prior to the anticipated date of layoff.  Human Resources (HR) will assist the employee in locating a suitable position prior to the layoff date.
5.
How are retention points calculated for Staff employees?

One point is granted for each month of continuous service in the USPS/Staff to include service in Career Service if continuously employed in the State University System prior to June 30, 1986.  (Continuous service also includes any period of leave for active military service in accordance with Chapter 115 F.S.)  One point is granted for each month of employment when the employee was meeting performance standards (e.g., Satisfactory, Meets Performance Standards, Effective, Achieves, Above Satisfactory, Commendable) and two points are granted for each month of employment when the employee had overall performance ratings at the exemplary level (e.g., Exemplary, Outstanding, Exceeds).  Any period of employment prior to July 1, 1996 not covered by an evaluation is considered as meeting performance standards.  On or after July 1, 1996, any period of employment not covered by an evaluation is considered as previously evaluated.
6.   
Are there any Staff or Administration employees who do not have the layoff rights as listed above?

Yes, the following types of employees may be separated from employment at any time and are not entitled to rights associated with layoff:

· Staff employees without permanent status in any class;
· Administration employees who are appointed for less than one (1) year;

· Administration employees who are appointed to positions funded solely from contract, grant, auxiliary, or local funds;

· Administration employees whose appointments expire after receiving timely written  notice of non-reappointment; and/or

· Administration employees whose appointments expire without the requirement of a written notice of non-reappointment.

7.
If my position is cut but I have more retention points than another employee, how am I notified of my placement?   Does my salary stay the same?

You will be given notice of the placement to a different job.  This notice will inform you of your new position #, your new supervisor, location, etc. and the start date of your new appointment.  Although the Layoff procedures does not require the employee that is being placed in a different department in the same class to maintain his/her current salary, USF SP will make every effort to maintain the current salary of the displaced employee.  
8.
What if I don’t want to accept the position that I am offered as a placement?

If you choose not to accept a position in a class, for which you have higher retention points, you will receive a notice of layoff.
9.
How much notification is given for employees facing layoff?

Layoff procedures state that when circumstances permit, Staff employees and out-of-unit Administration employees should be given notice of layoff 30 calendar days prior to the proposed effective date.   If there are circumstances which do not permit such notice, exceptions to the length of notice may be made, but Staff employees must be given at least 14 calendar days’ notice (or two weeks’ pay at the employee’s regular hourly rate of pay or a combination of notice and pay), or other notice in accordance with applicable collective bargaining agreement provisions.  
However, USF St. Petersburg will give as much notice as possible and will exceed the procedural requirement if at all possible.
10.
If a Staff employee is notified of layoff, will he/she have rights to any other position?

Within seven (7) calendar days after receiving the notice of layoff, Staff employees may request a change in assignment to a vacant position in a class within the same salary band as the employee’s current class or a demotion in lieu of layoff to a vacant position in a class in which the employee has not held permanent status if the employee previously held permanent status in a higher or equal level class in the career family (based on salary band).  Any appointment to a position in lieu of layoff is conditioned on the employee meeting the specific qualifications for the position prior to the anticipated date of layoff.  Human Resources (HR) will assist the employee in locating a suitable position prior to the layoff date.
11.
If a Staff employee requests assistance in finding a change in assignment or demotion in lieu of layoff and is then offered placement but does not want the position offered, can he/she ask for another position instead?

If an employee who has been notified of layoff refuses placement in a position, he/she forfeits further placement rights. 
12.
What happens to my leave and insurances if I am laid off?  

Leave - You will be paid out for your annual and/or sick leave (for a sick leave payout an employee must have been employed 10 years or more in the system) in accordance with leave regulations at your current hourly rate of pay.  If you are recalled within a year, all your leave paid at the time of separation may be restored upon repayment.  Employees must be paid a lump sum payment for any special compensation or overtime compensation on the books.

Health Insurance -   Premiums for health insurances are paid a month in advance so coverage will continue through the end of the month following the month in which the employee was laid off.  Depending upon the layoff date, extra premiums may need to be paid.  Employees who are laid off may elect to continue health insurance coverage offered through their employer for a period not to exceed two (2) years from the date of layoff. Employee will pay both the entire premium to include the employer portion.  
Supplemental Insurances – (Dental and vision) There is a provision to allow employees to convert their policies to private direct-pay plans for a period not to exceed two (2) years.  Arrangements to continue the supplemental insurance would be handled directly with each individual company.  
13.  
What happens to my retirement account if I am laid off?
FRS Pension Plan members:

· If you are not vested: Years of service are retained on account; if you return to covered employment, additional service is added to the existing account provided you do not receive a refund of contributions you previously paid into the system.

· If you are vested:  You may retire (if eligible), or defer your retirement until a future date.  If you return to covered employment, additional service is added to your account.

· If you are in the DROP program, contact the Human Resources Office at 873-4838.

FRS Investment Plan members:

· If you are vested in the FRS Investment plan, contact the MyFRS financial guidance line at 1-866-446-9377 concerning present or future retirement options and address changes that may occur after you terminate employment.

Optional Retirement Plan members:

· If you are in the Optional Retirement Program (ORP), contact your provider company concerning the disposition of your account and any address changes that may occur after you terminate employment.
Tax Sheltered Annuities
Questions should be directed to your agent.

14.   
What about the money that has been deducted for my Flexible Spending Account (FSA)?
FSA Medical Reimbursement and Dependent Care Reimbursement claims can be submitted for services received prior to your termination date.   If you wish to continue participation in the Medical Reimbursement Plan for the full Plan Year after you terminate, you must pay your contributions upfront in order to submit claims for the calendar year for which you were laid off.  Your Dependent Care Reimbursement account ends with termination of employment.  
15.   Would I be eligible for unemployment insurance?

Employees who are laid off are typically eligible to receive unemployment insurance.   The employee contacts the Agency for Workforce Innovation to file a claim.  You may file a claim by Internet, telephone, mail or fax.  To file by internet, go to http://www.FLUIDNow.com and select Internet Unemployment Compensation Claim Application.  To file by telephone call:  1-800-204-2418.   After completing the  necessary forms you may mail or fax to:  Agency for Workforce Innovation, P.O. Box 5300, Tallahassee, Florida 32314-5300 or fax (850) 921-3865.
15.   
What if I have started taking classes through the Employee Tuition Program (ETP)?  Will I have to drop out?
No, you do not need to drop any class that was covered by the ETP prior to receiving your layoff notice.   However, an employee in a layoff status is ineligible to use the USF Employee Tuition Program.

16. 
What happens to my benefits if I am re-employed after I have received a notice of layoff?
An employee who is rehired in the same calendar year with less than one full calendar month break in service may not make not make new benefit elections or enroll in benefits (if not already enrolled).  All elections at the time of termination must be continued upon rehire and no new elections are allowed.  An employee who is rehired in the same calendar year with more than one full calendar month break in service is entitled to make new benefit elections.  Restrictions on Flexible Spending Accounts may apply.   
17.
What do I say to the person next to me who is being laid off?
Be empathetic and ready to listen.   Do include them in work related activities and social events.  Do ask if you can be of assistance.  Do not exclude the employee because you feel uncomfortable. 

