Manager’s Reduction in Force Checklist

Before Meeting with Employee:

	 FORMCHECKBOX 

	Complete OSU Notice of Abolishment form for each staff member with sufficient timeline to process 

	
	

	 FORMCHECKBOX 

	OHR must validate/approve each form (CCS: OHR provides letter; A&P: Dept. provides letter)

	
	

	 FORMCHECKBOX 

	Develop Transition Plan (review manager’s guide; determine current commitment deadlines)

	
	

	 FORMCHECKBOX 

	Prepare documentation of severance period (calculate severance benefit; refer to Policy 2.40 for severance schedule; establish dates of the working notice period and severance pay period)

	
	

	 FORMCHECKBOX 

	Determine work to be completed during this period (allow time for employee job search, work on resume, networking; provide letter of recommendation, if appropriate; be flexible)

	
	

	 FORMCHECKBOX 

	Be prepared to discuss options with employee (negotiate working notice; resignation)

	
	

	 FORMCHECKBOX 

	Prepare agenda for meeting with employee (tell employee when you will be informing other employees)

	
	

	 FORMCHECKBOX 

	Schedule meeting (conduct early in day, middle of the workweek; determine who should attend; set aside time for follow-up meetings)

	
	


Notification Meeting: (have water/coffee/tissues available)
	 FORMCHECKBOX 

	Deliver the message – quick and to the point.

	
	

	 FORMCHECKBOX 

	Assess reaction

	
	

	 FORMCHECKBOX 

	Explain reason

	
	

	 FORMCHECKBOX 

	Explain procedure:

· Severance  (agreement for signature)

· Notification Timeline  (working period)

· Work Expectation

· Job Search guidelines

· Vacation Payout  (when; how much)

	 FORMCHECKBOX 

	Provide employee with letter, packet of resources


After Meeting – Next Step:

	 FORMCHECKBOX 

	Schedule future meeting for Q/A (offer letter of recommendation, if appropriate; have employee complete and sign severance agreement)

	
	

	 FORMCHECKBOX 

	Communicate to department/team as appropriate

	
	

	 FORMCHECKBOX 

	Follow up memo (agreed work duties to complete during transition)

	
	

	 FORMCHECKBOX 

	Document meeting, any agreements

	 FORMCHECKBOX 

	Collect University property (keys, equipment, ID, procards; remind employee of parking refund)

	 FORMCHECKBOX 

	Copies of letter, displacement/severance forms, to College


