GuidelineS for hiring exceptions during the Layoff process
Introduction:  The County’s budget reflects a series of difficult choices, some of which will require layoffs and changes throughout the County.  The Chair’s Office has adopted the attached Approved Transition Values and Recommendations to be used as a guide to the Departments while managing the layoff process.  These guidelines include having a consistent and mindful approach to managing vacancies and using tools such as Project Save to place employees being affected by layoff into positions they are qualified to perform.  Prior to opening a recruitment for external applicants, the following factors should be considered to ensure that employees being affected by layoff are given the opportunity to maintain employment with the County.
1. Department:       
2. Classification Name:       
3. Is this classification being affected by layoff within the County?   FORMCHECKBOX 
  No    FORMCHECKBOX 
 Yes

If yes, why isn’t the position being used for bumping?       
4. Are there critical functions of the position that necessitates a recruitment during the layoff implementation period?   FORMCHECKBOX 
  No    FORMCHECKBOX 
 Yes

If yes, what are those critical functions?       
5. Has the position been vacant for more than three months?   FORMCHECKBOX 
  No   FORMCHECKBOX 
 Yes

If yes, why is the recruitment needed during the layoff process?       
6. Has Project Save been considered prior to requesting a recruitment?   FORMCHECKBOX 
  No    FORMCHECKBOX 
 Yes

   If yes, what efforts were made to place impacted employees in the position?       
If no, why not?      
7. Are there KSAs or other classification qualifications that would make placements through Project Save difficult?    FORMCHECKBOX 
  No    FORMCHECKBOX 
 Yes

  If Yes, what are those KSAs and/or qualifications:      
Supervisor Signature_____________________________

Date:  ________________
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Department HR Signature _________________________

Date:  ________________
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Date:  ________________
CC:
Labor Relations, Layoff Coordinator, 503/4
Multnomah County

Approved Transition Values and Recommendations

Revised April 2007
Chair Wheeler recognizes that the upcoming budget reductions will impact employee positions and necessitate changes throughout the County, including the possibility of layoffs.  He has approved the following values and actions to guide departments through the transitions:

Multnomah County Values:

a. We respect and value our employees – those leaving, those staying and those in transition - and will support them with transition resources.

b. Transition processes will be fair, equitable and consistently handled across the county.
c. We will continue to provide quality services to Multnomah County residents. 
d. We will provide support to employees by asking them what they need. We will partner with employees’ wants, where possible, while balancing with organizational needs. We expect employees to take responsibility for their career choices and best performance.
e. We will use human resource tools such as managing vacancies and Project Save to keep as many employees as possible from going without jobs.
f. Employees bumping into new positions or moving into new areas will be welcomed and treated empathetically. We will give them the resources to be successful.
g. We will give frequent, honest, face to face and written communication about fiscal realities and the impact on staff and services. 
h. We value cultural competency. Cultural competency creates an environment that ensures that these transition values are achieved.
Transition Actions:

1. Plan for managing vacancies - a consistent and mindful approach to managing vacancies that are open to countywide bumping prior to layoffs. 
2. Ensure realistic transition schedule and deadlines - in order to provide adequate time for managing transition and processing layoffs.

3. Provide a variety of resources to support all employees, such as:  

· Outplacement services for employees being laid off. 
· Dedicate time for managers and staff to discuss changes with all staff.
· Provide assistance to remaining and new employees such as transition training in order to ensure new employees are successful. 
4. Communications to all employees. The Chair and Department Directors will communicate early and often about transition decisions. 

5. Communications to new hires. Key positions may be filled in the next few months and new employees will be told about the county’s financial situation and possibility of bumping. 
6. If represented employee layoffs are required, the processes in approved labor agreements will be followed. 

7. If non-represented employee layoffs are required, the process in Multnomah County Personnel Rules 2-80 reduction in force rules will be followed. 
8. Initiate Project Save for classified management service employees first within departments and then extended county-wide if placements cannot be found within departments.  

