STATE OF MAINE

DEPARTMENT OF PERSONNEL

August 30, 1983

PERSONNEL BULLETIN 8.16

TO: All Department/Agency Heads/Personnel Officers

SUBJECT: PLACEMENT ON THE STATE LAYOFF REGISTER FOR CLASSIFIED
COMPETITIVE CLASSES

When an employee is about to be laid off from his/her classification
of work, it is the responsibility of the agency/department to advise the
employee of any rights and/or displacement options which may be exercised
in accordance with the respective labor agreement in force.

It shall also be the responsibility of the agency/department to
initiate the Official Notice of Layoff (PER 14) Form and to forward that
document to the Department of Personnel.

The information on this form is essential for the timely and accu-
rate placement of an employee on the appropriate layoff register(s).
Additionally, this should prevent employees on layoff from being referred
to geographic locations where they would not accept employment.

This new form is available from the State Warehouse as stock number
F-105. The form is printed on NCR paper in three copies for easy completion
and record keeping.

In order to be eligible for placement on the State layoff register,
the employee must have status in the class laid off from.

An employee who displaces the least senior employee in the same
class and in the same unit division would not be placed on the layoff
register.

Agencies should make every effort possible to expedite placing their
"employees on appropriate layoff registers as soon as it has been determined
that all displacement options have been considered and a layoff from the
classification of work is necessary.

Should an employee on layoff refuse recall, agencies should secure
that refusal in writing and forward a copy to the supervisor of the Certi-
fication Division in order that any adjustments can be made to the layoff
registers.
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STATE OF MAINE
Department of Personnel
Official Notice of Layoff

Name of Employee

Agency

Unit Division

Social Security Number

Class Code Class Title

Option

Seniority Points

Bargaining Unit

Effective Date of Layoff

Home Telephone

Home Address (Address where employee can be reached while on lay-off status)

Street

City

State Zip Code

Were Bumping Rights Exercised
Yes O No D

Class Bumping Into

Unit Div. Bumping Into

Signature of Employee

Date

Signature of Appointing Authority

Date

DEPARTMENT OF PERSONNEL USE ONLY

Previously Held Classes

Lower Related Classes

ANDROSCOGGIN 1}
Lewiston 2
Livermore 3
AROOSTOOK 4|
Caribou 5
Fort Kent 6
Houlton 7
Madawaska 8
Presque Isle 9
Van Buren 10
CUMBERLAND 11 |.
Portland 12
Pineland Center 13
FRANKLIN 14
Farmington 15
Rangeley 16
HANCOCK 17 |2
Bar Harbor 18
Bucksport 19
Ellsworth 20
KENNEBEC 21}
Augusta 22
Waterville 23
KNOX 247}
Rockland 25
Thomaston 26
_LINCOLN 27}
Boothbay 28
OXFORD 29[
Norway 30
Rumford 31
PENOBSCOT 320
Bangor 33
Millinocket 34
PISCATAQUIS 35}
Greenville 36
SAGADAHOC 37
Bath 38
Brunswick 39
SOMERSET 401 ° s
Skowhegan 41
WALDO 42}
Belfast 43
WASHINGTON 44
Calais 45
Eastport 46
Machias 47
YORK 48 |
Biddeford 49
Kittery 50
Saco 51
Sanford 52

Signature of Records
Supervisor

Signature of Job
Analysis Supervisor

Copy #1 — Personnel — White
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