Department of Health and Human Services

We know that as a supervisor, it is difficult to present notification to your employees of a reduction in force; therefore, the Department’s Division of Human Resources has developed the following talking points to help guide you through this process.  If you need clarification on any items included or have other concerns, please contact your human resources manager.

TALKING POINTS FOR IMMEDIATE SUPERVISORS 

WHEN NOTIFYING PROPOSED RIF EMPLOYEES

Reasons for Reduction in Force:

Due to the economic crisis in North Carolina State Government and declining state revenues, the Secretary of the Department of Health and Human Services is working on ways to cut costs to address the budget shortfall. Having already implemented required budget restrictions, our division/facility/school/program still needs to make position reductions to meet requirements towards balancing the overall state budget.  As a result, additional positions have been identified throughout the Department for reduction-in-force.  Unfortunately, your position will be abolished and you will be reduced-in-force.  Therefore, in accordance with the state’s RIF policy, as an affected employee you are entitled to at least 30 days written notification before separation.

A Reduction-in-Force Resource Handbook has been developed to help you understand the entire reduction-in-force policy and how it affects you.  This guide outlines priority reemployment rights and identifies programs, services, and other resources available to assist you in finding other employment.  The information covers statewide reemployment options, severance pay, career counseling, benefits, interviewing skills, and employee assistance program [EAP].

Your human resources office is available to answer your questions.  Human resources staff will also play a continual role in supporting and assisting you in identifying potential employment opportunities within state government [during your one-year period of priority reemployment consideration].

Placement Services:

Through the Division of Human Resources, Recruitment Services Section, the Department will help find other employment opportunities and potential placements for you within the Department of Health & Human Services.  The Office of State Personnel Career Transition Center will provide assistance in identifying job opportunities with other state agencies as well as outplacement services.  Human Resources staff may share information, as available, about possible employment opportunities in the private sector.  

Employee Responsibilities:

The success of your job search will rely on your active and ongoing efforts.  You are responsible for providing a thorough and complete application (and supplemental resume if desired) that describes clearly your qualifications, skills, and relevant work history.  It is also important for you to regularly review state government job opportunities and make immediate application for the position(s) for which you qualify.  You should also inform your HR office of all state government positions for which you have applied so follow-up contacts can be made as needed.
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NOTIFICATION TIPS

NOTE:  When conveying this information, remember the following Key Principles:


  ESTEEM

  EMPATHY

  INVOLVEMENT

  SHARE

  SUPPORT

1) OPEN by describing the process

· State that the meeting is to confirm the employee’s RIF status

· Cover the “talking points”

2) CLARIFY how the change affects the employee

· Discuss the employee’s involvement

· Discuss issues and concerns the employee may have

3) DEVELOP ideas for career options

· Seek and discuss ideas

· Explore needed resources/support

· Determine specific actions to take

· Establish goals and set timeframes

4) CLOSE by summarizing and confirming Department commitment

· Highlight key points of the RIF guide

· Check employee’s need for EAP or other services

[See RIF Resource Handbook, Appendix D-1 & 2, for locations and telephone numbers for EAP consultants]

5) SUPPORT

· Let the employee know you are available if s/he has questions later
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