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Procedures for notification to employees affected by position abolition

The process of eliminating positions from the budget or closing units or downsizing has been and will continue to be a painful reality for program managers, but much more so for affected employees.  The DHMH Office of Human Resources, (OHR) often with guidance from the Department of Budget and Management, (DBM) has been responsible for setting procedures to follow when managers are faced with the elimination of filled positions.  Managers must contact OHR for instructions on employee notification in each situation in which there is to be one or more filled position abolition(s) or when there is the potential for closure and or downsizing in an entire unit.  The following are some of the key procedures for managers to keep in mind when faced with eliminating filled PIN’s:
· First, there needs to be a determination on whether the action constitutes lay-off or employee separation, depending upon whether funding is eliminated or specific PINs are identified for elimination in the budget.  Discussion with OHR is needed to make this determination, as well as discussion with affected bargaining representatives;

· The contents of the written notification to employees must come from OHR, often with guidance from DBM.  OHR must review any written notification before it is given to employees;

· Notification to employees must be done with the utmost sensitivity and compassion: ideally, managers should meet one on one privately with affected employees.  In cases where whole units or groups of individuals are involved, managers should meet with the group so that everyone will hear the same message, but should also make every attempt to give the affected individuals time for a one on one meeting.  OHR will make staff available to assist in this effort, and, as in the past, employees may be encouraged to seek out designated OHR staff for counseling and guidance.
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