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Layoff Information for 

Deans and Managers

Frequently Asked Questions

Q.
Is there a university wide hiring freeze for all vacancies?

A.
No. Deans and department heads are permitted to make strategic decisions to continue to fill positions to continue to provide essential services and programs to the university community.
Q.
Will there be an early retirement program offered to university employees?

A.
No.
Q.
Are there guidelines regarding how employees may be selected for layoff?

A.
Yes. Refer to the layoff guidelines published on the University Human Resources web site at http://uhr.rutgers.edu/lr/2008LayoffInformation.htm. 
Q.
The guidelines suggest departments should consider using 10-month appointments to meet the


required budget reductions. Why must July and August be the two months an employee is off 
the payroll?
A.
The Division of Pension and Benefits only recognizes September 1st to June 30th as a 10-month appointment in order for benefits to be maintained.
Q.
How do I inform my employee that he or she will be laid off? 
A.
Meet with your employee and provide him or her with a written notice specifying the terms of the
layoff. Contact Human Resources Newark for guidance and assistance with this process if you are laying off a nonaligned employee. If you are laying off a unionized employee, contact Human Resources Newark at 973-353-5596.  Human Resources will in turn contact the Office of Labor Relations. 

Q.
How will the university assist laid off employees?  

A.
Human Resources Newark, along with the campus human resources offices in New Brunswick and 
Camden, will provide information and services to assist laid off employees. Workshops on 
interviewing, resume writing, career planning, and job search strategies will be offered. The UHR web site provides links to job search resources at http://uhr.rutgers.edu/stf/JobSearchWebResources.htm.  
Staff from the Faculty and Staff Assistance Program will provide confidential counseling services to employees affected by the layoff.

Representatives from the Department of Labor will be on campus to explain services and training opportunities, and will assist with processing unemployment claims.
Q.
I want to hire a laid off employee, but I am unable to pay the salary he/she is currently making due to my own budget constraints. Can I pay this employee a lower salary? 
A.
Departments are expected to compensate employees according to university compensation policy 
or the applicable collective negotiations agreement. Please contact Human Resources Newark Compensation and Staffing at 973-353-5596 to discuss your specific situation.
Q.
Do I have to hire an employee who is seeking to “bump” one of my current union employees from his or her current position?
A.
Yes, provided the individual has the requisite qualifications and abilities to perform the job responsibilities of the position.

Assistance with Reorganization and Workflow

As you face the reality of layoffs, you may need to reassign duties or redistribute workloads to cover 
vital functions in your unit with a fewer number of employees. University Human Resources can guide you through the process of analyzing your organization’s workflow and help you assess the structure 
of your unit. For more information, contact Human Resources Newark at 973-353-5596; or the Center for Organizational Development and Leadership at 732/932-3020, ext. 4020.

Relevant Policy and Compliance Information

The following policy information may be helpful to you as you prepare for staff layoffs. See the UHR Policy and Procedures web page at http://uhr.rutgers.edu/PolicyProcedure.htm.
· Collective Negotiations Agreements

· Acting Appointments – A/P/S Staff  (3.5.7)

· Employment Protection and Job Security for Administrative, Professional, Supervisory (A/P/S)

and Other Nonaligned Employees (3.5.3)

Helpful Web Links

Layoff Information for Deans and Managers

http://uhr.rutgers.edu/lr/2008LayoffInformation.htm
When an Employee Leaves

http://uhr.rutgers.edu/ben/WhenanEmployeeLeavesDeanDirector.htm

Layoff Information for Affected Employees http://uhr.rutgers.edu/lr/LayoffInformationforEmployees.htm


Organizational Structure/Adverse Impact


Employment Equity 		  732-932-4030





Restructuring Assistance


HR Newark Compensation  ext. 5596


Center for Organizational 


Development & Leadership 732-932-4020





Unemployment Issues


HR Newark	 			   ext. 5234 or 5596














University Human Resources Phone Contacts





HR Newark Main Number 973-353-5500.








Advice on Laying Off Union Staff


HR Newark Comp.  	5596


Labor Relations		732-932-4040





Advice on Laying Off A/P/S Staff


HR Newark			ext. 5596





Counseling Services


Faculty and Staff 		


Assistance Program 	732-932-4010





Job Design


HR Newark			ext. 5596 or 5501





Questions c
















