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LAYOFFS AND WORK SECURITY

Introduction

Harvard employees play an indispensable role in the work of the University. The University recognizes
each employee as an integral and valued member of the Harvard community and has a commitment to
provide stable and secure jobs within that community. Job elimination should not be viewed as a common
practice in departmental reorganizations or other administrative changes. Every effort should be made to
ensure the security of employment. To that end, the University and the Union encourage the use of attrition
and voluntary layoffs in place of job elimination where possible. In the case of layoff decisions, length of
service should be respected and considered as a factor. The University’s basic right to lay off or eliminate
jobs is recognized.

1.

When considering a layoff or job elimination, a unit will provide a full explanation of the reasons
for the possible layoff or job elimination to HUCTW and, when appropriate, the affected
employees. In any event, communication to affected employees of a possible layoff will be made
in the first instance solely by the local human resources office and/or supervisor. HUCTW and the
affected employees will have an opportunity to review those reasons, as well as to offer alternative
ways of accomplishing the desired objectives.

It will not be appropriate to use a layoff / job elimination as a pretext for either discharge or the
elimination of an HUCTW bargaining unit job.

The provisions of this section do not apply to Term Employees as defined in the section of this
Manual entitled Types of Employment, unless the employee is laid off before the end of the period
specified at the time of hire. If the employee continues in a Term position for more than two years,
the provisions of this section do apply.

A department or organizational unit laying off any employee continues to have an obligation to
that person for the two-year period following the layoff. During this time, the department or unit
must: (a) make an offer of employment to such an individual should the same job again become
available, or (b) give strong preference to such an individual in filling any new job having similar
duties and responsibilities, provided that the laid-off employee is qualified to perform the duties of
the open job.

Notification

1.

The University will promptly inform all affected employees of any impending layoff / job
elimination. In the case of grant-funded jobs, the expected duration of funding will ordinarily be
communicated at the time of hire and updated when necessary.

No layoff / job elimination can take place without a written notice of at least sixty days except in
the case of grant-funded jobs. In the case of an unexpected loss in grant-funded funding, written
notice will be given at least thirty days before the layoff/ job elimination.

Work Security and Harvard Job Searches
For additional information, please see Agreement, Article 11

1.

Based on their history of proven contributions, laid-off staff members will be given hiring
preference over outside candidates, including employees from temporary agencies, for any vacant
job for which they are qualified. In an effort to facilitate placement, the Human Resources office
of any hiring school or department to which a laid-off employee has applied will interview that
laid-off employee in a timely manner and will provide feedback regarding the laid-off employee to



the assigned Case Manager for the purposes of advising the laid-off employee. All HUCTW layoff
candidates will receive timely responses to job applications. Moreover, all staff facing layoff or
on work security shall have access to free training at the University’s Center for Workplace
Development.

If an employee on layoff status is being considered and will be hired to fill a comparable or higher
position in another department, the posting requirements may be waived.

Case Management

1.

A Case Manager will be assigned to work with an employee facing layoff as soon as possible and
preferably at the start of the notification period. The case manager will be paired with a union
representative to assist the employee. The case manager may be the local human resources officer,
a representative of Central OHR, the employee’s manager, or other designated management
representative, or a combination of the above. This team will be assigned during the notification
period and will continue to work with the affected employee through Work Security pay and
benefit continuation. (See Work Security and Benefit Continuation below.) Continuation of pay
and benefits will be reviewed and a determination made on a monthly basis. At the earliest
feasible time during the layoff notice period, a case conference may be held to: review the
personnel file, assess the placement potential of the laid-off employee and possible alternatives to
work security if appropriate; develop the range of appropriate positions and/or job families for
which the employee should apply; and determine an appropriate case management plan. The case
conference will include the assigned case manager, the local human resources officer (if different),
the assigned union representative and the employee facing layoff, and may include the University
and Union Central Case Managers.

The Case Manager will work with the employee to develop a transition plan that may include such
elements as retraining, informational interviews and/or career counseling and development.

At the earliest feasible time, but in no event less than thirty days from the layoff, the Case
Manager should begin to explore transfer opportunities as desired by the employee facing layoff /
job elimination, with a view toward placing the employee in a comparable open position with the
University as soon as possible. The Case Manager will assist the employee in identifying and
applying for appropriate openings at the University. The Case Manager will also contact
departments with openings in support of the employee’s priority candidacy.

It is recommended that at the close of the first month of Work Security, the case manager and the
employee will prepare a report for the Work Security Coordinators which should include a
summary of case management activities, including advocacy calls to hiring schools and
departments (by the case manager and others), target jobs, a sample resume and cover letter, skill-
building plans (if applicable), and a plan to maximize job search activity for the remainder of the
Work Security period.

The employee facing layoff / job elimination is expected to participate actively in all phases of the
job search.

The University and HUCTW will continue their joint Work Security Program oversight with a
Union-Management pair, to provide the following Universitywide services:

e Serve as a “clearinghouse” of available job information & University resources

e Provide additional resources for longer service employees

e Maintain best practice guidelines for case managers

e Coordinate regular employment related trainings, e.g., resume workshops, interviewing skills
e Develop & maintain template for appropriate job families/positions to which to apply

e Develop/maintain roster of possible case managers (Non-HR)



e Participate on Joint Work Security Committee

e Oversee development of a system for communicating with all hiring supervisors, at the time
of job posting, about work security commitments and qualified work security candidates

e Establish a mechanism for collecting information from hiring supervisors about hiring
decisions involving work security candidates

Work Security Pay and Benefit Continuation

1.

Continuation of full pay and benefits (which includes accrual of sick and vacation time) may be
extended for up to three months from the official layoff date. Pay / benefit continuation decisions
will be made jointly by the local human resources officer and the union representative. If
disagreements arise, the parties can appeal to the Joint Committee on Work Security or Labor
Relations and HUCTW. Where appropriate, as outlined in Article II of the Agreement, a case
manager may refer an individual situation to the Joint Work Security Committee to consider
additional extension of wages and benefits.

An employee’s entitlement to these work security benefits is contingent on that employee’s active
participation in all phases of the job search process, both during and after the notice period. An
active job search shall include making all reasonable efforts to apply for all relevant positions
within the University, as well as maintaining an active job search outside of the University.

An employee does not work at her/his former position during the time when she/he is receiving
extended pay and benefit continuation.

Severance Payment

1.

Severance pay is calculated at the rate of one week per year of service, with a minimum of one
week. After fifteen years of service, severance pay is calculated at the rate of two weeks per year
of service.

A dean or department head may wish to authorize additional severance pay because of special
circumstances.

If the laid-off employee again becomes a regular employee of the University within two years of
the layoff date, the following policy applies: If the number of weeks the person is not employed by
the University is less than the number of weeks of severance pay received, the amount of
severance overpayment shall be repaid to the University.

Other Layoff Related Information

1.

Laid off employees are eligible to purchase 52 weeks of health and dental coverage at 1'% times
the regular group rate for Harvard University staff and to purchase additional health and dental
coverage beyond 52 weeks at such cost and for such periods of time as they may be entitled to
under applicable law.

Employees facing layoff / job elimination should contact their local human resources
representative for information on benefits continuation.

To file for unemployment compensation, an employee should complete a Separation Notice form
for the Massachusetts Division of Employment Security. Forms are available at any local
unemployment office.

If the person again becomes a regular employee of the University within two years, prior service
shall be included when computing service for benefit purposes.



