HR ACTION PLAN FOR ASSISTING DISPLACED EMPLOYEES

HR/PRINCIPALS/SUPERVISORS WILL MEET WITH DISPLACED EMPLOYEES

(deliver/explain letter)

(explain process for applying for positions)

(provide copy of vacancies and directions on how to access HR Web)

(provide name and number of HR contact representative)

(provide copy of form requesting an interview for a vacancy)

ALL DISPLACED EMPLOYEES SEEKING A POSITION FOR WHICH THEY ARE QUALIFIED WILL BE GRANTED AN INTERVIEW THROUGH THE END OF THEIR WORKYEAR

ALL TEACHERS WILL BE ENCOURAGED TO TAKE ExCET EXAMS SCHEDULED FOR APRIL AND MAY TO BECOME CERTIFIED IN ADDITIONAL AREAS

ALL TEACHERS WILL BE ENCOURAGED TO VOLUNTARILY TRANSFER TO CRITICAL SHORTAGE ASSIGNMENTS 

AN INTERNAL JOB FAIR FOR DISPLACED TEACHERS WILL BE HELD IN LIEU OF THE VOLUNTARY TEACHER TRANSFER FAIR IN APRIL

AUSTIN INDEPENDENT SCHOOL DISTRICT

Department of Human Resources

Action Plan

Assistance to Employees Impacted by Budget Reductions

Spring-2003

	ACTION STEPS
	TARGET DATE
	EVIDENCE OF COMPLETION

	1.  Notify Carruth Administration Center-CAC employees of the elimination of their positions.
	2/11/03
	Representatives from Human Resources will meet with each employee and deliver a letter of notification.

	2.  Provide CAC employees with information regarding vacant positions.
	2/11/03
	A list of vacant positions will be generated and distributed to employees impacted by the reduction in force.

	3.  Provide CAC employees with information regarding the application and interview procedures.
	2/11/03
	A representative from Human Resources will meet with each employee and explain the application and interview procedures.

	4.  Provide the opportunity for CAC employees impacted by the reduction in force to interview for vacant positions.
	2/17/03 - 5/31//03
	Employees who qualify for the positions will be granted interviews upon request.

	5.  Notify additional CAC and central location employees of the elimination of their positions.
	2/25/03
	Representatives from Human Resources will meet with each employee and deliver a letter of notification.

	6.  Provide additional CAC and central location employees with information regarding vacant positions.
	2/25/03
	A list of vacant positions will be generated and distributed to employees impacted by the reduction in force.

	7.  Provide additional CAC and central location employees with information regarding the application and interview procedures.
	2/25/03
	A representative from Human Resources will meet with each employee and explain the application and interview procedures.

	8.  Provide the opportunity for CAC and central location employees impacted by the reduction in force to interview for vacant positions.
	2/26/03 - 5/31/03
	Employees who qualify for the positions will be granted interviews upon request.

	9.  The Board of Trustees will vote to propose nonrenewal or termination of the contracts of professional employees affected by the reduction in force.
	4/7/03
	A record of the vote will be maintained.

	10. Notify campus employees of the elimination of their positions.
	4/8/03
	Principals/Supervisors will meet with each employee and deliver a letter of notification.

	11.  Provide campus employees with information regarding vacant positions.
	4/8/03
	A list of vacant positions will be generated and distributed to employees impacted by the reduction in force.

	12.  Provide campus employees with information regarding the application and interview procedures.
	4/8/03
	Principals/Supervisors will meet with each employee and explain the application/interview procedures.

	13. Notify displaced teachers and other professionals of the opportunity to participate in the internal job fairs and interview with principals and supervisors.
	4/8/03
	The internal job fairs will be held April 15-16, 2003.

	14.  Encourage teachers to obtain additional teaching certificates.
	4/8/03
	Information outlining how to obtain additional teaching certificates will be mailed to teachers.

	15. Encourage teachers to voluntarily transfer to critical shortage area assignments.
	4/8/03 - 5/31/03
	A letter will be sent to teachers.

	16.  Provide campus employees impacted by the reduction in force the opportunity to interview for vacant positions.
	4/8/03 - 5/31/03
	Employees who qualify for the positions will be granted interviews upon request.

	17. Notify professional employees of the Board's decision to propose nonrenewal or termination of their contracts.
	4/8/03
	A letter will be sent to each employee.

	18. Notify all classified employees affected by the reduction in force of the termination of their employment.
	4/8/03
	A letter will be sent to each employee.

	19. Classified employees may request a hearing to appeal the termination of their employment.
	4/8/03 - 4/15/03
	A list of employees requesting a hearing will be generated.

	20. Professional employees may request hearings before the Board of Trustees or an independent hearing examiner.
	4/8/03 - 4/18/03
	A list of employees requesting a hearing will be generated.

	21. The Executive Director of Human Resources or his designee will conduct hearings for classified employees.
	4/15/03 - 4/30/03
	A record of the hearings held will be maintained.

	22. Hearings will be held for professional employees with the Board of Trustees or an independent hearing examiner.
	5/1/03 - 5/31/03
	A record of the hearing will be maintained.

	23. At the conclusion of the hearing process, classified employees will be notified of the final decision to terminate their employment.
	5/1/03 - 5/5/03
	A letter will be delivered to each employee.

	24. At the conclusion of the hearing process for professional employees, the Board of Trustees will vote to nonrenew or terminate the contracts of employees impacted by the reduction in force.
	6/9/03
	A record of the vote will be maintained.

	25. Professional employees will be notified of the decision to nonrenew or terminate their contracts.
	6/10/03
	A letter will be delivered to each employee.
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