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Manager Took Kit:  Best Practices for Managing Layoffs Guide
At-a-Glance:   Layoff and/or Restructure Process Steps
There are a number of considerations that must be met on any layoff/ restructure process.  The following are the essential steps: 
· Create a layoff justification document that outlines the ‘talking points’ regarding the rationale behind this decision (see Best Practices for Managing Layoffs, page 4).  This document is used in a number of ways – HRS will use it to provide the appropriate union with the essential information, information will also be incorporated in the talking points in letters to the employee(s), it will inform content for other communications with staff within the department and any other stakeholder(s) you will want to inform.  The Best Practices document provides you a list of questions to answer and how to approach this step. Very important.
· Complete the Incumbent Seniority List worksheet. HRS will need to review the worksheet to ensure that all Collective Bargaining Agreement provisions are met.  This list needs to be reviewed prior to communicating to employee(s).    You can send this document along with your talking points to HRS for review.  
· Meet with an HRS consultant – to talk through any questions, concerns, resources, issues etc., prior to implementing the communications.  This may help you to frame your approach and put together needed resources for the impacted staff.  
· Assess communication and change management issues that will impact your team.  The Stakeholder Analysis Worksheet and/or the Communication Plan at a Glance worksheet will help you think through who will be impacted by this layoff and help formulate your transition and communications plans.  These tools can be completed to the degree that you desire as it may help to identify issues that may have been overlooked.  For example, the work that is completed by this position to be laid-off will need to be transitioned. These tools will help plan what staff may want to know about that fact, training concerns, etc.
· Notify the employee(s) who has been targeted for layoff in a 1:1 meeting with a copy of the notification letter. Please note that you must provide a minimum of 30 days for most of our Collective Bargaining Agreements.  The Best Practices document has several suggestions and a script on how to make this critical meeting effective.  Please read this section.  Very Important.  
· Meet with the entire staff to provide the rationale and answer any questions.  This needs to be done as quickly as possible after your meeting with the impacted staff member(s).  
· Finally, it is important that you continually follow up with staff during and after the layoff period to make sure that any residual issues are addressed quickly.  It is not uncommon for layoffs to trigger fears that in turn engender behaviors that may not be helpful to the team.
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