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· Ideal Aging
· Palliation Choices
· THA Services
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	Included in the following THA Manual
	Administrative Policies & Procedures

Talent Management


POLICY
A workforce reduction or a reduction in force (RIF) occurs when changing priorities, budgetary constraints or other business conditions require THA Group to abolish positions. A RIF can also occur when a position changes so significantly that the employee is no longer able to perform the required duties.
Selection for RIF
A RIF’s decision requires an evaluation of the need for particular positions and the relative value of work performed by specific employees so that THA Group can continue to provide the highest level of service possible with a reduced workforce. Determining the retention or separation of an employee includes an evaluation of the relative skills, knowledge, productivity and seniority of the employee.  THA Group determines priority for RIF within the following guidelines:
· Temporary employees performing the same work must be separated before any employee with a probationary or regular full-time appointment, provided that a probationary or regular employee can perform the temporary employee’s tasks.

· Reduction in force of full-time regular employees is based on the following factors: 

· Which positions are most critical to the department in the delivery of services.
· Relative skills, knowledge and productivity of employees (which will be based on previous performance evaluations and/or if employee has corrective action in personnel file).

· Length of service of employees.
· Consideration of equal employment factors to avoid adverse impact on THA Group’s affirmative action goals.

Severance Pay
Severance pay may be available for employees. 

PROCEDURES
1. When employees are affected by reduction in force within a job classification or department, the reductions are made in the order of ascending seniority by employment date.  To be retained, a more senior employee:

· Must have the qualifications and ability to perform the available job responsibilities.  

· Must be willing to work the available schedule as determined by operational requirements
· Must meet the geographical needs of where the position is placed.
2. An employee selected for reduction in workforce may displace a more junior employee within the same department in an equal or lower job classification provided:

· The more senior employee selected for workforce reduction has previously functioned adequately in the job classification that is not affected.

· The more senior employee selected for workforce reduction has the requisite qualifications and ability to perform the work of a more junior employee.  Determination of qualifications and ability shall be at the discretion of management.

3. A part-time employee with an aggregate seniority greater than a full-time employee within the department may elect to displace the junior full-time employee provided:

· The senior employee has the qualifications and ability to perform the available job responsibilities; and

· The senior employee is willing to accept full-time employment and work the available schedule.

4. In the workforce reduction process, it may be necessary to reduce regular full-time employees to part-time, per visit or casual employment classification. Changes in employment status are made in accordance with budgeted positions and operational requirements. Salary determinations follow established guidelines for the new job classification.  

5. Each employee selected for RIF is considered for vacant positions in the same or another department. The most qualified employees may be contacted and offered vacant positions during the first six months following a workforce reduction. All recalls are conducted in a reverse order of layoff depending on qualifications. 

· If the employee is in a RIF’s status and is recalled within six months, seniority will not be affected.

· Affected employees are advised of the necessity to ensure their address and phone numbers are listed correctly.  If this information is not correctly listed, forfeiture of recall or rehire rights occurs.

· On recall, a telephone contact is made for the first attempt.  The management official placing the call is expected to have a witness to this effect.  If the telephone contact is unsuccessful, the individual is sent a certified letter.  If no response to the certified letter  is received within seven consecutive calendar days, the employee is automatically disqualified.

6. In a reduction in workforce, affected employees that are rehired after 6 months from the date of reduction in force will be with no seniority or other consideration; however, if rehire occurs within six months of the  date of the reduction in force, seniority will be enforced.
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