Michigan Unemployment Insurance Agency to find out
the date you should report to file a claim. You become
eligible to collect unemployment compensation fol-
lowing your last day of work, even though the Univer-
sity will continue to pay off your accrued vacation time.
Health insurance premiums will be paid until the end
of the month of your last date on the payroll. After that
time, you may continue coverage but will be responsible
for paying the premiums.

Reduction in hours

What happens if the department notifies me
that my hours are being reduced from full-
time to part-time? If you do not want to accept
part-time work, you have the right to bypass to the next
available vacant position. Individual situations may
vary, so if you have an involuntary reduction in hours,
you should contact the Union office immediately to
determine the best protection for you.

Flexible

Appointments

What is a flexible position? A flexible appoint-
ment involves full-time active employment for 9, 10, or
11 months per year with a prescheduled unpaid leave of
absence with some benefits equivalent to full-time
appointments. It is #he position, not the person, that is
deemed to be a flexible appointment. It may only be
approved in order to achieve budgetary savings in the
affected department. Once a position is designated as a
flexible appointment, it shall maintain that designation
until the department administrator submits a request to
HR that the position be designated otherwise. Positions
may be designated as flexible appointments only in one
of the following circumstances:

a) with the voluntary assent of the incumbent in the

position,
b) in filling a vacancy in an existing position,
¢) in filling a vacancy in a new position.

If you are approached by your department about desig-
nating your position as a flexible appointment, contact
your UR or the Union office immediately.

The CTU bhas prepared this brochure to
answer the most commonly asked questions
about reductions in the workforce that may

affect CTs.

As members of the Clerical-Technical Union,
we have strong Contract language (Article 18)
designed to protect our job security. As a
result, few CTs have ever been laid off from
the University, even during times of major
budget problems. In the past, normal attri-
tion due to wvoluntary terminations and
retirements has wusually been adequate to
handle any needed reduction in our work-
force—even when entire programs were
eliminated.

If you receive a layoff notice, or if you need
clarification about your layoff rights, please
contact your Union Representative or the

CTU office at 355-1903.
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of Michigan State University
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CTU’s strong Contract language protects your job security!

Layoffs

What is a layoff? A layoff is a reduction in the work-
force. Reasons for a layoff can include the elimination
of a position, budget cuts, non-renewal of a grant,
and/or insufficient work. A CT cannot be laid off as an
alternative to disciplinary action or discharge.

Who is laid off first? The first CT to receive a layoff
notice is the one in the structural unit with the least
University seniority in the grade level where the layoff
occurs. (For purposes of layoff, the University has
administratively designated structural units, which can
be an entire college, a department, or a unit.)

If your position is eliminated and you are not the least
senior CT in your grade level in your structural unit, you
will be reassigned to the position of the least (or less)
senior person in your grade level; provided that you are
qualified for the position and can do the work after a
256-working-hour training period. This step is manda-
tory, and it is not “bumping.” The official layoff notice
goes to the least senior person in your grade level.

When and how will | be notified if ’'m going to
be laid off? CTU’s Contract mandates that you be
notified of an impending layoff at least 15 working days
prior to your last day of work, but it is the administra-
tive policy of the MSU Office of Human Resource
Services (HRS) to inform employees of layoff at least
60 calendar days prior to the last day of work. The
CTU will also receive a copy of the layoff notice. Where
insufficient or improper notice is given, a revised notice

must be issued and you may be eligible for back pay.

What happens when I receive a layoff notice?
You should call CTU immediately to discuss your
options with a contract administrator. After contacting
your Union, you must also call an HRS representative to
arrange a meeting to discuss your job qualifications and
your options. HRS representatives are responsible for
placing you in another position.

CTU’s contract administrators track job openings and
work with HRS staff to ensure you are placed in an
appropriate position as rapidly as possible.

What are my options if | receive a layoff notice?
You must accept the next vacant position for which you
are qualified in your grade level. At your meeting with
HRS, you will be asked to indicate whether you will:
a) accept a vacant position by descending order to a
mutually agreeable level;
b) exercise your seniority rights to replace (bump) a
less senior employee in your current grade level;
¢) exercise your seniority rights to replace a less senior
employee by descending order to a mutually agree-
able level.

If you do not choose one or all of these options and there
are no vacancies in your current grade level, you will be

laid off.

You should discuss your options with a CTU contract
administrator (355-1903) before making these decisions.

(NOTE: Limited-term CTs who were given a written
termination date at the time of hire or change of position
are not entitled to the above options a-c. Instead, they
receive severance pay and follow a separate set of proce-
dures as outlined in our Contract [Article 18, Layoffs, IV.
Limited-term Employees]. For assistance, contact a CTU
contract administrator at 355-1903.)

Can | wait to decide whether to bump until
after I've been laid off? No. Once you are laid off,
you still must accept a vacant position for which you are
qualified at your current grade level or a lower level.
However, once you accept a layoff, you no longer have
the right to bump a less senior CT.

If I accept a position at a lower level, will my
salary be cut? Yes. CTs on layoff status who take posi-
tions at a lower level will have their salaries decreased by
no more than 3% for one grade level or 5% for two grade

levels, and 2% for each additional grade level. Howev-
er, your base rate of pay is required to be within the
range of the new grade level.

What are the pros and cons of bumping? The
CTU guarantees seniority protection for CT's
through the bumping procedure. This protection has
meant that very few CTs actually ever experience a
layoff. The decision as to whether or not to exercise
your right to bump is yours. However, . . .

If you choose notto bump:
a) you are more likely to be laid off (if there is no
vacancy in your grade level),
b) you may return only to a vacant position for
which you are qualified, and
) it is possible you could exhaust your unemployment
benefits before you are placed in another position.

If you decide to bump:

a) your chances of continuous employment are far
greater;

b) you are likely to remain in your same grade level,
retain your current salary and move into a posi-
tion similar to your own;

¢) the University will conduct an extended search
which may result in finding a vacant position for
you to fill which has not yet been posted.

Concerns about bumping usually focus on acceptance
by faculty and staff in other departments. To date, this
has not presented a significant problem, but, if it
should, your Union Representative and the Union
office will be available to provide assistance.

Where do | go when | bump? You bump the least
senior person in your grade level or a mutually agreed
lower level in the University where you can assume the
duties after a 256-working-hour training period.

If I am laid off, am | eligible for unemploy-
ment compensation? Yes. You should call the



