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5.4 Employee Notification 

5.4.1 Administrative transfer (Vacancy placement). 

5.4.2 Reduction acceptance. 

5.4.3 Displacement – based upon seniority. 

5.4.4 39-month re-employment listing. 

5.4.5 All notification letters include an invitation to meet/discuss employee status with 
Personnel Services and SEIU. 

5.5 District/Union Notification: 

5.5.1 Displacement Principal. 

5.5.2 Receiving Principal. 

5.5.3 SEIU – Service Employees International Union Local 790. 

5.5.4 Employee Relations Department. 

6.0 ASSOCIATED DOCUMENTS: 

6.1 Position Requisition (see Budget Services for form) 

6.2 Position Reports (ESCAPE Payroll/Personnel) 

6.3 Seniority Reports (generated from Escape) 

6.4 Employee File 

6.5 Vacancy Requisitions (generated from Escape) 

6.6 SEIU Union Contract 

6.7 TEAMSTERS Union Contract 

6.8 CSA Union Contract 

6.9 Employee Calendars 

6.10 Appointment Schedule 

7.0 RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection

All supporting 
documents 
regarding layoff 
placements 

HRS and 
District 
Warehouse 

5 years Shred None Required 

Employee 
transactions (letters 
and vacancy 
requisitions). 

Employee file 
on BMI 

Unlimited  Access limited to 
HRS Staff 
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8.0 REVISION HISTORY: 

Date: Rev. Description of Revision:

12/03/07 A Initial Release 

01/20/05 B Revision 

10/08/07 C Approval Authority department name change 
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