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Process for Employees at Risk of Layoff 

 

Employee at Risk of Layoff 

Is there a vacancy 
in employee’s 
classification 

somewhere in the 
Department? 

YES 

No 

Assigned to the 
longest 
running 

vacancy in 
classification 

• No new 
probationary period 

• Usual practice 
applies to rating 
performance 

Employee then has 
up to three 

 

Option 1  
(if applicable) 

Option 2 
(limited availability) 

Option 3 

 

Bump to a previously 
held lower 
classification in the 
same department 

Employee asks to be 
considered to fill a 
vacancy in a lower 
classification in which 
employee has never 
served. 

Employee is laid off 

• Is there a vacancy 
match? 

• Can the employee 
pass a physical, 
background check, 
or other 
requirement, where 
applicable? 

Transition Services 
offered, including: 

training, counseling, 
and employment 

search tools. 

Employee files for 
unemployment 

• No new Probationary period 
• Usual practice applies to 

rating performance 

Employee also joins 
re-employment list for 

up to 2 years. As 
vacancies arise, 

employees return to 
their classification. 

• New probationary 
period at option of 
Department 

• Usual practice 
applies to rating 
performance. 


