mai ntain and make available a listing of
classifications by job series as provided by the
Chancel | or or designee as reference for those dealing
with | ayoff.

F. The President will provide witten notice of
| ayoff to all affected Unclassified enpl oyees and
Cl assified enployees will be provided witten notice of

| ayoff by the Departnment Head as defined in C. 3. above,
as specified in the Frostburg State University Procedure
When | npl ementing The Layoff of Unclassified and

Cl assified Personnel.

G The O fice of Human Resources shall be available to
work with each laid off enployee to provide the broadest
support base practicable during the period of notice of
| ayof f.
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PROCEDURE VWHEN | MPLEMENTI NG THE LAYOFF OF
UNCLASSI FI ED AND CLASSI FI ED PERSONNEL

The follow ng procedure will be used at Frostburg State
Uni versity when effecting the layoff of Unclassified and
Cl assified personnel .

| . Uncl assi fi ed Personnel :

A. Period of Notice -- Only after
consultation with the University's Director of
Human Resources, the President shall provide
witten notice of those enpl oyees who are to be
laid off, as determ ned by the appropriate
department head, at |east 30 cal endar days before
the effective date of the layoff. The President
shall provide the Director with a list of the
enpl oyees notified. 1In cases in which grant funds
are reduced or termnated with | ess than 30 days
notice, the President shall notify the affected
enpl oyee(s) within five working days follow ng the
departnment's recei pt of notice and shall specify
t he period which shall coincide with the date of
fund term nation or reduction.

B. Displacenment and Restoration -- No Unclassified



enpl oyee who has been notified of l[ayoff shall have the
right to displace another enployee in any enpl oynment
category within the University service. Unclassified
enpl oyees shall have no restoration rights.

1. Cl assi fi ed Personnel:

A. This procedure applies to all regular full time and
part tinme Classified enployees and to regular full time and
part tinme classified enpl oyees who are on approved | eaves of
absence wi t hout pay.

B. The Departnment Head, i.e., President, Vice
President for Academ c Affairs, Vice President for
Adm ni stration and Finance, Vice President for Student
and Educational Services and the Vice President for
Uni versity Advancenent, shall notify the Director of
Human Resources in witing of the nunmber of positions
to be abolished, discontinued, or vacated, together
with the reasons for them and the |ist of nanes of
enpl oyees to be laid off. The Director of Human
Resources shall review the witten notice and certify
that the order of layoff is appropriate. The
Departnent Head shall notify enpl oyees who are to be
laid off at | east 90 cal endar days before the effective
date of the layoff. Notices of layoff shall be in
writing and shall be acknow edged in witing by the
enpl oyee. Witten notice of l|ayoff shall also inform
the enmpl oyee of the enployee's ability to exercise
di spl acenent rights as specified in Il. E. of the
Layoff Procedure.

C. Sequence of Layoff

1. The Departnment Head shall lay off enployees who are
serving an original probationary period, and who are in the
classification in which the layoff is to occur, in
accordance with Section D of this procedure.

2. The Departnment Head next shall lay off regular
enpl oyees who have conpl eted an original probationary
period, and who are in the classification in which the
| ayoff is to occur, in order of seniority, with the
enpl oyee having the | owest nunber of seniority points
being laid off first.

D. Seniority Points

1. Formula for Establishing Seniority Points



a. One point shall be given for each conplete nonth
of credited service for the follow ng:

(1) Uni versity System (and/ or predecessor
organi zations) and State
service [including service
as nmedi cal system University
personnel as defined in the
Education Article, Section
13- 1B-01 (r)]

(2) Service with the departnent, as defined in
this policy, where the
| ayoff is to occur; and

(3) Service in the job classification and its job
series where the layoff is
to occur.

b. For creditable service of |less than a conplete
nmont h, the enployee shall be credited with .032 points for
each day of creditable service.

c. For part-time enployees, creditable
service shall be determ ned by the funded percentage
of the position.

2. The conbined totals of all points shall determ ne
the order of layoff. |If two or nore enployees in the sane
classification have the same nunber of seniority points,
they shall take their standing in the order of |ayoff based
upon the following criteria:

a. The Departnment Head first shall conpute each
enpl oyee's total length of enploynment in conbined State
and University System service.

b. The enployee who has the shortest service shal
be laid off first.

c. |If two or nore enployees have the sane standing
after the application of Section D(2) (a), the President
wi Il determ ne the enployee(s) to be retained based upon a

detailed witten evaluation of the specific skills,
know edge, or abilities of each enpl oyee prepared by the
Depart ment Head.

3. The President or designee will notify the
Chancel | or of those enpl oyees who have been laid off.

E. Di spl acenent. An election to exercise displacenent



ri ghts nust be made by giving witten notice to the
University's Director of Human Resources within 15 days of
the notice to the enpl oyee of the |ayoff.

1. An enployee in a position which is to be abolished,
di sconti nued, or vacated shall be allowed to displace another

enpl oyee

with the | east seniority in the same job classification,
or, if not avail able either,

a. Progressively to each |lower level classification
in the same job series; or

b. In any other job classification in which the
enpl oyee held satisfactory regul ar status.

2. The displacenent as applied in (1) above, shall be
limted to the departnment in which the enployee is
currently enpl oyed.

3. An enployee who elects not to displace another
enpl oyee in accordance with Section E of this procedure
shall be laid off.

F. Certification

1. Frostburg State University. Enployees who are
designated to be laid off will receive notification of
rei nstatenent procedures and will be certified to the
University's eligible list for the classification from which
the | ayoff occurred and to any classification in the series
or conparabl e occupational area as that from which the
enpl oyee was laid off. The enployee will be entitled to
priority for appointnent to vacancies in the classification
in which the enployee was laid off, any | ower |evel
classification in that job series, or any classification for
whi ch the enpl oyee has conpl eted an original probationary
peri od.

2. Oher UMS Institutions. Enployees who have been
notified that they are to be laid off nust notify the
Di rector of Human Resources of their interest in being
considered for positions at other UMS institutions. The
Director shall provide the necessary information to the other
UMS institutions in which the enpl oyee has expressed an
interest. The other UMS institutions shall place such
enpl oyees on the eligible list for classifications for which
they are qualified, based on seniority points.

G An enployee who is displaced under the provisions of



Section E of this procedure is subject to the general
provi sions of this procedure.

H.  Nothing in this procedure shall be interpreted to prevent
the |l ayoff of an enpl oyee who files with the Departnent Head a
witten request to be laid off.

. Nothing in this procedure shall allow a classified
enpl oyee the right to displace an uncl assified enpl oyee,
or the right to reinstatenent to an uncl assified
position.
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