Completing the Request to Initiate Layoff Form

Instructions for Completing the Form Electronically

This form is designed to be completed in Microsoft Word using the form completion feature.  Use the tab key to move from field to field to enter the requested information.  If you need to revise text that you have entered you can use your mouse to position your cursor in the field that you need to change.

The individual preparing the form follows these steps: 

1. Save the downloaded form to a location where you can find it, if necessary.

2. If the cursor is not already in the first form field, place it there and enter the requested information.

3. Use the tab key to move to the next form field. 

4. Upon completion of each field, use the tab key to move to the next form field until all of the relevant electronic fields have been completed.
5. Save the form to a directory where you can access it.

6. Print and sign the form.
7. Obtain supervisor and administrator signatures as necessary.
8. Route or process the form as required.

If you have questions about completing this form, please contact the College of Engineering’s HR Administrator for assistance.   Please report any technical problems accessing or completing this form to avt@u.washington.edu.

Distribution: Send to the College of Engineering’s Human Resources Administrator, Box 352180.
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REQUEST TO INITIATE LAYOFF – CLASSIFIED & PROFESSIONAL STAFF
This form is used to notify Human Resources that a classified or professional staff employee must be laid off 
	Date Prepared:       
	Department:       

	section I – employee/position information

	Employee Last Name:      
	First Name:      
	Middle:      
	Employee ID Number:      

	Box Number:      
	Email:      
	 Phone:      

	Current: Official Job Title:      
	Job Class Code:      
	  Percent Time:  FORMCHECKBOX 
 100%   FORMCHECKBOX 
 Other        %

	Assigned Work Hours:   FORMCHECKBOX 
 M-F 8:00-5:00   FORMCHECKBOX 
 Other        
	Annual Appointment Type:   FORMCHECKBOX 
 12 month    FORMCHECKBOX 
  Other       

	

	section II – department information

	Supervisor’s Last Name:      
	First Name:           
	Middle:      

	Phone:      
	Email:      
	Box Number:      

	Administrator’s Last Name:      
	First Name:      
	Middle:      

	Job Title:      
	Phone:      
	Email:      
	Box Number:      

	

	section Iii – layoff information

	Check the applicable check box and fill in the requested information
	 FORMCHECKBOX 
  Position is being eliminated

	
	Reduction in percent time or number of months worked per year applies only to contract classified and classified non-union staff.

	
	 FORMCHECKBOX 
  Position is being reduced from       % to       %

 FORMCHECKBOX 
  Position is being reduced from       months to       months

	Requested Effective Date of Action:       
HR requests 12 weeks advance notice of the layoff action, where possible, to ensure that the action takes place on the requested effective date.

	Layoff for classified staff may only be for one or more of the reasons identified below.  If this form does not address your unit’s circumstances, contact the College of Engineering’s HR Administrator before completing and submitting this form.

	Identify the causes for layoff (lack of funds, lack of work, or reorganization) by checking the appropriate box(es) for classified or professional staff layoff
 FORMCHECKBOX 
 Lack of Funds
 FORMCHECKBOX 
 Lack of Work
 FORMCHECKBOX 
 Reorganization
In the space below please explain the reason(s) for this particular position being laid off. 

	     

	Follow any school, college or unit requirements for review and/or approval.   Submit the completed form to the College of Engineering HR Administrator, Box 352180 and retain copies for department and/or administrative unit. 

	Department or Administrative Unit Approval Signature: _______________________________________________
	Date:  ________________

	College of Engineering HR Administrator: __________________________________________________________
	Date:  ________________
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