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SEPARATION FROM SERVICE

A9.840 WORK FORCE REDUCTION FOR CIVIL SERVICE EMPLOYEES

1. Purpose

To establish procedures for implementing work force
reduction of regular State civil service employees.

2. Definition

Regular Civil Service Employee:  An employee who has been
appointed to a position in the civil service in accordance
with Chapter 76, HRS, and who has successfully completed
his/her initial probational period or as provided by
statute.

3. Objective

To systematically effect the layoff of civil service
employees, and to place and reemploy, to the extent
possible, those regular State civil service employees
affected by work force reduction processes.

4. Applicability

This instruction applies to all regular State civil service
employees of the University who are to be terminated because
of lack of funds, lack of work, abolishment of position or
displacement by another employee.

5. Responsibility

The following offices are responsible for implementing the
work force reduction process:

a. Division/College/School

Notify the University Office of Human Resources (OHR)
via the respective Chief Executive Campus Officer or
Offical Designee when there is an impending work force
reduction of regular State civil service employees. 
Notice to the OHR must be given at least thirty (30)
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days prior to the required time limitation imposed by
the applicable bargaining unit agreement provisions.

NOTE:  Time limitation on notification does not apply
to federally funded positions in Bargaining Units 03,
09, and 10 when the departments had insufficient notice
from the federal government to meet the time
requirements.

b. University Office of Human Resources

Implement the procedures in coordination with the
Department of Human Resources Development (DHRD).

c. Unions are notified and may represent the affected
employee(s).

6. References

a. Section 76-16 HRS, Civil Service Exemptions

b. Section 76-22.5 HRS, Filling Vacancy

c. Section 76-25 HRS, Reemployment and Recall List

d. Section 76-43 HRS, Layoff

e. Section 89.6(a) HRS, Regarding Bargaining Unit
Designations

f. Section 89C-2 HRS, Adjustments Authorized; Limitations,
Restrictions

g. Section 89C-3 HRS, Adjustments for Officers and
Employees covered by Chapter 77, Collective Bargaining
Agreements

h. Executive Order No. 95-01, dated July 31, 1995
(Attachment 1).

7. Procedures

Refer to the DHRD Reduction In Force (RIF) Guidelines, dated
July 31, 1995.  These guidelines assist the State
departments in applying the RIF provisions that are set
forth in the appropriate bargaining unit contracts,
Executive Order No. 95-01, and Title 14, Administrative
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Rules, Chapters 6, 8 and 14 of the State Personnel Rules.

8. Related Documents

The RIF Guidelines are available on the World Wide Web (WWW)
at the Office of Human Resources Home Page under the topic
Electronic Document Distribution.
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