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Calgary Board of Education

Identified for Transfer, Layoff & Recall
Frequently Asked ,ues,tion_s (FAQSs)

[« Y D J - . g 1.y ...L-.._.
Staff Association Members

V My Principal or Supervisor has informed me that my position cannot be sustained and that I
am identified for transfer and layoff. Why was I identified for transfer and layoff?

When positions become redundant, or when a staff reduction within a particular school or department are
necessary, permanent employees are retained on the basis of firstly, their field of employment; secondly,
their weekly hours of work category; thirdly, their seniority; fourthly, their relative merit.

When Education Assistant positions become redundant, or when a staff reduction within a particular
school, or department are necessary, permanent employees shall be retained on the basis of firstly, their
field of employment and identified Special Education program or programming for individual students;
secondly, weekly hours of work category; thirdly, their seniority; fourthly, their relative merit.

In the event that two or more employees possess equal seniority, equal relative merit, and share the same
field of employment and weekly hours of work category, the employees to be retained shall be determined
by the total accumulative hours of service prior to the employee being hired into their present permanent
position with the Calgary Board of Education. Should a tie still exist, the employees to be retained shall be
determined by the drawing of lots.

# What does Relative Merit mean?

Relative merit is the employee's ability to perform assigned duties and shall be considered equal unless
there is documentation in the employee’s file indicating an unresolved performance issue.

What is a field of employment?

Each position covered by the CBE and Staff Association (main body) collective agreement is assigned a
field of employment. Like positions - same job evaluation grade, same qualifications and similar scope of
work - are assigned the same field of employment.
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Identified for Transfer and Layoff FAQ's — Staff Association Members

What is a Weekly Hours of Work Category?

Every position covered by the CBE and Staff Association (main body) collective agreement falls into a
Weekly Hours of Work Category. The categories of weekly hours of work are as follows:
B Lessthan 15 Hours per week - 10 month
Less than 15 Hours per week - 12 month
15 Hours to 24 Hours per week - 10 month
15 Hours to 24 Hours per week - 12 month
25 Hours to 34 Hours per week - 10 month
25 Hours to 34 Hours per week - 12 month

35 Hours per week - 10 month

35 Hours per week - 12 month

88 For Education Assistants, what does “identified Special Education Program” or
“programming for individual students” mean?

Special Education Program is defined as a Special Education class or a congregated school setting.
Program examples include, but are not limited to:

o PLP (Paced Learning Program)

+ TASC - Teaching of Attitude, Social Skills and Communication

e SKILL (Social Knowledge, Independent Living and Language)

« ACCESS (Attitude, Community Competence, Elements of Academic Curriculum, Social Skills) -
¢ ALP (Adapted Learning Program)

» CSSI (Communication, Sensory and Social Interaction Program)

o Dr. Oakley School — Learning Disabled, Division I, Il and I

Programming for individual students is defined as a specific diagnostic syndrome/disorder. Examples of
individual programming include:

e Autism Spectrum Disorder
¢ Severe Conduct Disorder
« Fetal Alcohol Syndrome
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Identified for Transfer and Layoff FAQ's — Staff Association Members

I have been identified for transfer and layoff. What do I need to do?

A Support Staff Identified for Transfer and Layoff form will be completed by you and by your Principal or
Supervisor. You will also complete a Support Staff Profile form. You will receive a copy of both of these
forms after you have signed them.

* L .
@& The Support Staff Profile form asks "If eligible, do you wish to exercise your displacement
rights prior to your layoff date?". What are displacement rights?

Where an employee has been laid off, that employee may displace another'employee who has the least
seniority in their field of employment and shares the same weekly hours category. Employees are only
able to exercise displacement if they have more than one year of continuous service with the CBE.

Y What happens after I sign the Support Staff Identified for Transfer form?

Employees who are identified for transfer are placed into a transfer pool pending layoff. As vacancies
are identified in the employee's same field of employment and weekly hours category, employees, based
on their seniority, are called by Recruiters or Supervisors for placement into the vacancy Employees
with the most seniority in the transfer pool are offered placements first.

May an employee displace another employee while in the transfer pool?

While in the transfer pool, employees are pending layoff. Displacement rights may only be exercised by
an employee prior to their date of layoff if they have more than one year continuous service with the
CBE. Employees who declined a placement or recall are not eligible to exercise their displacement
rights. ' '

o)

¥ What happens when a placement has been identified for me while I am in the transfer pool?

Support Staff Recruiters will contact a Principal or Supervisor of a vacant position. The Principal or
Supervisor will make contact with you to arrange a day and time for you to meet and to have a
conversation about the position. Make sure that you are prepared for the meeting by keeping your
resume up-to-date and knowing your strengths and career plans. Resume writing tips are published in
the Staffroom Bk HR Central b= Career Opportunities. The Principal or Supervisor will notify the
Recruitment Team that you have accepted the placement and your start date. You will receive a letter
confirming your placement and start date from Human Resources.

i ? Calgary Board of Education

HR Recruitment and Workforce Strategies ~ Support Staff Page 3 of 8



Identified for Transfer and Layoff FAQ's — Staff Association Members

£# What happens if I do not want to accept a placement into a vacant position while in the transfer
pool?

Employees who decline a placement into position while in the transfer pool will be laid off. The employee
will remain on layoff for the remainder of the recall period. The Recruitment Team will stop looking for
vacancies however you may still apply to job competitions posted in the Staffroom as an internal
employee during your recall period. You will receive a letter confirming your decision to decline a
placement from Human Resources.

-4 Mdy I apply to job competitions while Tam in the transfer pool?

Absolutely. All employees are encouraged to apply to positions of interest. Make sure that you are
prepared by keeping your resume up-to-date and knowing your strengths and career plans. Resume
writing and interview tips are published in the Staffroom ke HR Central b Career Opportunities.

¥ What happens if a vacant position is not found while I am in the transfer pool?

Where an employee has been identified for transfer and is not subsequently reassigned to a vacant
position, the employee will be issued a lay off notice.

¥ How much notice will I receive of my pending lay off?

Employees who are members of the Staff Association (main body) will receive a letter at least three
weeks prior to the effective date of their lay off from their Principal or Supervisor.

¥ What does the Weekly Hours Category and Group mean on my lay off notice?

Your Weekly Hours Category is reported on your lay off notice as a number that corresponds to the
weekly hours range.

Category 1 is less than 15 hours per week;
Category 2 is 15 hours to 20 hours per week;
Category 3 is 25 hours o 30 hours per week;
Category 4 is 35 hours per week.

The group reported on your lay off notice is your field of employment illustrated as a letter and number
combination code.

| i1(8 ! Calgary Board of Education

HR Recruitment and Workforce Strategies - Support Staff Page 4 of 8



Identified for Transfer and Layoff FAQ's ~ Staff Association Members

Do I remain in the transfer pool once I have received my notice of lay off?

During the three week notice period pending lay off, employees remain in the transfer pool. Should a
vacancy be identified for you before the effective date of lay off, you will be contacted by the Supervisor
or Principal of the position to arrange a day and time for you to meet {o have a conversation. Make sure
that you are prepared for the meeting by keeping your resume up-to-date and knowing your strengths
and career plans. Resume writing tips are published in the Staffroom B HR Central b Career
Opportunities. The Principal or Supervisor will notify the Recruitment Team that you have accepted the

placement and your start date. You will receive a letter confirming your placement and start date from
Human Resources.

% 1 work in two different support staff posmons My Prmczpal or Supervisor has advised me that
both of my positions have been eliminated. Do you look for two positions at the same school or
department for me?

As vacancies become available, based on your seniority in your respective fields of employment and
weekly hours categories, the Recruitment Team will recall you to two vacant positions. In most
circumstances, you will be offered a placement one position at a time. Based on the layoff and recall
provisions, it would be extremely rare that the Recruitment Team will be able to coordinate two
placements at the same school or department. When offered the first placement, you may choose to
accept the placement or decline the placement. In either case, the Recruitment Team will still continue
to look for a vacancy in your other field of employment and weekly hours category. When you are
offered the second position, you will need to confirm that the two work schedules can be managed. In
the event that they cannot, you will be required to relinquish one of your positions. Additional information
is available regarding the steps to follow, tips and a sample letter for submitting your request to relinquish
one of your positions in the Staffroom B HR Central I Staffing and Recruitment b Support Staff.

# I work in two different support staff positions. I was only identified for transfer and layoff from
one position. What happens?

As vacancies become available, based on your seniority in your field of employment and weekly hours
category, the Recruitment Team will recall you to a vacant position. When you are offered the second
position, you will need to confirm that the two work schedules can be managed. In the event that they
cannot, you will be required to relinquish one of your positions. Additional information is available
regarding the steps to follow, tips and a sample letter for submitting your request to relinquish one of your
positions in the Staffroom B HR Central B Staffing and Recruitment B~ Support Staff.
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Identified for Transfer and Layoff FAQ's — Staff Association Members

What happens to my pay and benefits when I am laid off?

Since you will not be working, you will not receive pay. If you are a 10 month employee, your group
benefit premiums for July and August have been prepaid by the CBE. Therefore, if you are on lay off
effective’ July “1st, you will still have group benefit coverage for the months of July and August.
Otherwise, group benefit coverage will cease while you are on lay off. You may be provided the option to
purchase group benefits for the first three months of your lay off period.

P I indicated that I wanted to exercise my displacement rights on my Support Staff Profile Form.
When and how will that occur?

Employees who indicate a desire to exercise displacement will be contacted by their Support Staff
Recruiter in the event that a vacancy has not been found to discuss their displacement eligibility.
Employees are only eligible to displace the employee with the least amount of seniority in their same field

of employment and weekly hours category if they have more than one year continuous service with the
CBE.

¥ | have been advised that T am being displaced by an employee with more seniority. What
happens?

Employees that have been displaced by an employee with more seniority will be placed on lay off
pending recall. Displaced employees will receive three weeks pay in lieu of notice or will be provided
three weeks notice in writing of their pending lay off.

& What is a recall period? -

When an employee has been laid off, the employee shall retain recall rights for a period of one year from
the date of lay off. During the recall period, Support Staff Recruiters will look for vacancies in the
employee's field of employment and weekly hours category for an employee on layoff, assuming that
they have not declined a placement. Employees may also, during the recall period, apply to job
competitions as an internal employee.
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Identified for Transfer and Layoff FAQ's — Staff Association Members

How will I be recalled to a vacancy while I am on layofif?

Support Staff Recruiters will contact a Principal or Supervisor of a vacant position. The Principal or
Supervisor will make contact with you to arrange a day and time for you to meet and to have a
conversation about the position. Make sure that you are prepared for the meeting by keeping your
resume up-to-date and knowing your strengths and career plans. Resume writing tips are published in
the Staffroom Bk HR Centralb= Career Opportunities. The Principal or Supervisor will notify the
Recruitment Team that you have accepted the placement and vour start date. You will receive a letter
confirming your placement and start date from Human Resources.

¥ I am going to be away from my home on vacation during the summer months. How willa
Supervisor or Principal reach me?

Support Staffing will provide Supervisors or Principals your contact information that is on your Support
Staff Profile Form and the contact information stored in PeopleSoft. Ensure that your home telephone
number is up-to-date. If you can be reached at alternative telephone numbers, be sure to include them
in PeopleSoft as well. Quick Reference Guides for changing your address or phone number in
PeopleSoft are available the Staffroom B HR Central b= Career Opportunities B+ People and Technology
website.

¥ May I apply to job competitions while I am waiting to be recalled?

Absolutely. All employees are encouraged to apply to positions of interest. Make sure that you are
prepared by keeping your resume up-to-date and knowing your strengths and career plans. Resume
writing and interview tips are published in the Staffroom B HR Central B Career Opportunities.

What happens if I turn down a placement while on layoff and recall?

Employees who decline a placement into position will remain on layoff for the remainder of the recall
period. The Recruitment Team will stop looking for vacancies for you, however, you can still apply to job
competitions posted in the Staffroom as an internal employee during your recall period. You will receive
a letter confirming your decision to decline a placement from your Human Resources.
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Identified for Transfer and Layoff FAQ's — Staff Association Members

Will I be considered for placement into vacant positions that are not in my field of employment?

In the event that a vacant position is not available in the employee's field of employment and weekly
hours category, laid off employees shall be given consideration for positions outside of ‘their field of
employment and weekly hours category provided that the employee is deemed to be qualified for the
position by a Support Staff Recruiter and by the Supervisor or Principal of the vacant position. Feel free
to attach an up-to-date resume to your Support Staff Profile form. Resume writing tips are published in
the Staffroom & HR Central b« Career Opportunities.

& While on layoff, may I work as a casual employee for the &upport staff temporary replacement
roster? ' |

Laid off employees are welcome to submit their application to the Recruitment Team for consideration for
@ork assignments. Working as a Gasualemployee while on lay off will not affect your rights to be
recalled to a vacancy in your field of employment and weekly hours category. Employees may also,

while working as amployee during their recall period, apply to job competitions as an internal
employee.

¥ I am not interested in being recalled during my layoff period. What do I need to do?

We acknowledge that employees may make significant decisions regarding their employment while on
layoff. If you are planning to resign or retire, submit your intention in writing to HR Administrative
Services as soon as possible. Additional information is available regarding the steps to follow, tips and a
sample letter for submitting your resignation in the Staffroom B HR Central B Staffing and Recruitment.

¥ Who may I contact if I have more questions regarding the transfer, layoff and recall process?

Support Staffing Recruiters and Junior Recruiters are available to respond to your questions. Contact

information is available in the Staffroom under HR Central b« HR Contacts by clicking on the link for the
Support Staff Recruitment and Staffing Team.

Also, refer to Article 7 in the CBE and Staff Association Collective Agreement for specific provisions

around Layoff and Recall. The collective agreement is available in the Staffroom under HR Central b=
Labour Relations by clicking on the link for Collective Agreements.
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