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LAYOFFS

I. PURPOSE:

To provide very basic information regarding procedures for conducting layoffs.  This policy is intended to be primarily informational, and is not all-inclusive.  Complete rules may be found in RSMo Section 36.360 and 1 CSR 20-3.070, and by contacting the Department’s Office of Human Resources.
II. SCOPE:

Departmentwide.

III.
POLICY:

A. Definition of Layoff.  A layoff is the action taken when it is necessary to reduce the work force because of shortage of work or funds, reorganization or related reasons.  A layoff is not a disciplinary action and is not a reflection on an employee’s service to the Department or the State of Missouri.

B. Process.  

1. Layoff action is by division of service and merit classification (e.g., HPR III).  The Appointing Authority determines the specific position(s) to be laid off.  

2. Once the positions to be eliminated are determined by the Appointing Authority, the order of staff to be laid off is based on merit status and then service credit. 


Merit status means that emergency, provisional and temporary employees will be subject to layoff first in that class, followed by employees in original probation and then promotional probationary employees.  Employees with regular status will then be subject to layoff in service credit order. 


Service credit is total MOSERS creditable state service, not just DHSS service. This service credit does not include purchased service.

3. The Office of Human Resources will provide written notification to affected employees at least 15 days in advance of the effective date.  Every effort is made to notify employees as early as possible.
4. Promotional probationary employees subject to layoff in the affected class will be reinstated to the class in which they previously held status, if a position exists in that division of service. 

5. If an employee has previously held regular status in a lower class in the same job series or in a lower class in another job series, and the employee is subject to layoff, that employee must be offered the opportunity to demote back to the previous class, based on service credit and assuming that a position exists in that division of service.  The position may be in another geographic area.  In some cases, this may result in additional layoffs. 

6. Transfers of regular employees from one geographic location to another caused by a layoff will be offered in inverse order of service credit. 

7. Laid off employees have the opportunity to be reinstated to merit system registers if they complete the required paperwork at the time of the layoff.  Reinstatement registers are in effect for a period of three years after the layoff. 

8. If the division of service in which a layoff occurred wishes to refill a position in that class within three years of the layoff, laid off employees on the reinstatement register must be offered the position.  Offers will be made by service credit order, beginning with the highest. 

9. If a broadbanded position is eliminated and a layoff must occur, status in class and band will determine the order of layoff.  Specialty codes are not used. 

10. Seniority for layoffs of regular employees in broadbanded merit classes is determined by class and band level, relative to all employees in that class, band level, and division.  Laid off employees in broadbanded positions must be offered demotion in lower level bands in the same class, or to other classes in which they previously held regular status if these exist in the division of service.  In some cases, this may result in the demoted employee replacing the employee in the lower class and that employee being laid off.
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