Johns Hopkins University

Reduction in Force 

 Guidelines for the Manager – Communicating the Message

Introduction

A Reduction in Force occurs when a regular staff member is terminated because of a lack of funds or abolishment of a position for business reasons. Written notice should be given as far in advance as possible, but no less than one month prior to termination date.  All RIFs must be approved in advance by your Divisional Human Resources office who will provide you with the appropriate letter to give to the affected staff member.  

If the individual is rehired by the University within twelve months following termination, all benefits eligibility is restored from last prior service. Employment date remains the same as it was prior to termination. 

The employee is expected to work until the effective date of the RIF unless an exception has been approved by your Divisional Human Resources office or your Human Resources Manager. (see #4)

FASAP and Career Management services are available for three months after the effective date of the RIF.

If the RIF involves several employees, contact the Career Management program –they can assist in group meetings and customized sessions.

Notifying the employee of the RIF is a difficult and unpleasant task for the supervisor.  The following suggestions are offered to assist you in this process:

1. Prepare for the meeting

Have the letter approved by your Divisional Human Resources Office.  

Prepare additional copies for yourself and Human Resources.

Decide who will attend the meeting beside you and the employee—it is usually advisable to have your Department Administrator or a Human Resources representative also attend.

Schedule the meeting in a private office at the end of the work day to minimize interaction with colleagues after the employee receives the notice.

If you have reason to be concerned that the employee may react in a disruptive manner, please contact Security to have a guard in the area.  It is usually advisable to have Security within hearing distance but out of view.  (see #4)

FASAP may also be notified in advance if you think the employee may need to see a clinician quickly.

Arrange for IT to disable the employee’s access to all systems in a timely manner.

2. Conducting the meeting

Begin the meeting by describing the status of the unit and related problems. 

Read the letter to the employee and then give employee the original.

The meeting should not take longer than 10-15 minutes.  The employee may become very upset.  It’s important to listen and treat the employee with respect but do not let the employee control the meeting.

Discuss next steps in finishing current work, projects, etc.  Do not discuss any performance issues.  

Thank the employee for the past work and contributions to JHU. Discuss next steps -- contact Human Resources, Career Management, etc. as described in the letter.

Confirm current home address.

3. Follow-up

The remaining staff need to be supported – explain the business reasons for the RIF but do not discuss any details about the employee’s personal situation.

Be prepared to discuss how the remaining work will be handled.

4. Immediate Release Pre-approved by Human Resources

The RIF letter will be modified to reflect this action.

Have a few boxes available for the employee to pack personal belongings after the meeting.

Walk the employee to the work space to retrieve personal items.

If the employee is too upset and/or has numerous items, offer 

1) to meet the employee on the weekend and/or 

2) to pack the items for the employee and make arrangements for a 

    later pickup. 

It’s advisable to send boxes with an itemized list of contents to the Divisional Human Resources office.

Do not permit the employee to return to the computer and/or files to remove “personal items”.  If the employee has such items, ask for a list so you can have IT remove personal items from the computer and mail to the employee.

Retrieve the employee’s badge, keys, and any other JHU property.  

(If necessary, walk the employee to the garage so you can take the badge at the exit.)
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