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Reduction in Work Force - Support Staff 

 

When the Administration determines that a reduction in staff is necessary, it will be accomplished as 

follows: 

 

A. When at all possible, support staff reduction will be accomplished through attrition. 

 

B. Teaming shall be considered as an alternative to reduction in force.  Two staff members could 

agree to “share” one position, providing it is mutually agreeable with the Board. 

 

C. Early retirement might also be an alternative.  Guidelines for such are provided in a separate 

policy. 

 

D. If sufficient reduction in force has not been accomplished through alternatives A, B, or C, such 

will be determined on seniority with seniority being determined by hire date and continuous 

service to the District, with the least continuous service being reduced first.  Support staff 

employees that were hired to work 20 hours or fewer per week shall accrue one-half year of 

service for each fiscal year worked in the District.  Support staff employees that were hired to 

work more than 20 hours per week shall accrue one year of service for each fiscal year worked in 

the District. 

 

1. Employees hired PRIOR to policy revision on March 13, 2001 

 

Should a question of least seniority arise (i.e. ties) the determination will be made by:   

(a) the staff employee with the least total years in the district; (b) flip of the coin 

 

2. Employees hired AFTER policy revision on March 13, 2001 

 

Should a question of least seniority arise (i.e. ties) the determination will be made by:   

(a) the support staff employee with the least total years in the district; (b) the support staff 

employee with the fewest amount of educational credits*; and if still tied (c) flip of the 

coin. 

 

*“Educational credits” as the term is used herein shall mean total number of college course credits, 

workshops, conferences and seminars which the support staff employee has documentation of attendance.  

The formula for granting educational credits will be based on the State Department’s formula that grants 

one-half credit for seven hours or more and one full credit for fifteen hours of attendance. 

 

In addition, such reduction will be accomplished from within the following categories: 

 

       Aides (**English as a Second Language Aides {ESL}, Tech Staff Development   

     Aides) 

      Custodians 

      Food Service 

   **Maintenance 

       Office  (**Payroll and Human Resources)  

  **Technology 

 ***Transportation 
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**Recognizing the uniqueness of the various Maintenance, ESL aides, Payroll, Human Resources, 

Lifeguard and/or Technology positions within the District and realizing that each person has been given a 

position, the Administration shall retain the right to accomplish reduction of the Maintenance, ESL aides, 

Staff Development Aides, Payroll, Human Resources, Lifeguard and/or Technology staff in such a way 

that it may least impact the effectiveness of the program.  Total years of experience will always follow a 

support staff member moving into or out of one of these job roles.  If a RIF eliminates an employee from 

one of these categories, they will revert to their previous job category.  If that’s not possible, 

Administration will accomplish the RIF in such a way that least impacts the district’s effectiveness. 

 

***Prior to 1993, Transportation employees will accrue one year of credit for each fiscal year worked in 

the district.  Effective July 1, 1993, Transportation employees working 700 hours or fewer per fiscal year 

shall accrue one-half year of service for each fiscal year worked in the District.  Transportation employees 

that were hired to work more than 700 hours per fiscal year shall accrue one year of service for each fiscal 

year worked in the District. 

 

Support staff whose employment with the District is being terminated due to a Reduction in Force, and 

who have not completed a probationary period are not eligible for placement in the RIF Pool.  (See Policy 

GDN – Evaluation of Support Staff.)  Support Staff must finish their 90-day probationary period by the 

first Monday in February to be included on the RIF list. 

 

If, after considering the Superintendent’s recommendation for reduction in staff, the Administration acts 

to terminate employment, it shall give written notice of that fact by registered mail, return receipt 

requested, to the support staff employee to be terminated.  Such notification shall be given by April 15
th
 

of the School Year prior to the year the reduction is to become effective.  The notice shall include a 

statement of the condition(s) requiring termination of employment, and a general description of the 

procedure followed in making the decision.  The employee’s address, as it appears on the School 

District’s record, shall be deemed to be the correct address.  It shall be the employee’s responsibility to 

see that the school or institution has his/her current address on file.  In addition, a copy of such written 

notice will also be hand delivered by a District Administrator who shall record the date of delivery. 

 

Seniority lists including date of hire and current position will be available the first Monday of December 

of each year for the following categories:  All Support Staff, Aides (excluding groups described above), 

Custodians, Food Service, Office (excluding specialized groups described above), and Transportation.  

All staff are encouraged to review these lists and notify the Human Resources Office of any needed 

corrections or changes.  All corrections and changes must be submitted by the last working day in 

January.   

 

A second and final draft of these lists will be made available on the first Monday of February of each 

year.  The information on these lists will be used if a Reduction in Force is necessary. 

 

Recall Procedures 

 

The Support Staff RIF List will consist of two pools.  Pool A will include employees that have been 

working 20 or more hours a week when placed in the RIF Pool.  Pool B will include employees who have 

been working less than 20 hours a week.    Such persons will remain in that pool until April 15
th

 of the 

second following year.  During this interim, should a position come available, it shall be filled from 

within the pools listed above, in accordance with policy GCPA, by seniority and job category from which 

that employee was RIFFED.   

 

If a position becomes available consisting of twenty (20) or more hours a week, this position will be filled 

from Pool A based upon seniority and job category.  If this position is not filled from Pool A, then the 
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position will be filled according to Policy GDI – Staff Selection, Assignments and Transfers.  Employees 

in Pool B may apply for the position in accordance with Policy GDI. 

 

If a position becomes available consisting of less than twenty (20) hours a week, it will be offered to 

employees in both Pool A and B based upon seniority and job category. 

 

If an employee accepts a position, which is for less hours than the amount of time listed in the RIF Pool, 

they will be completely removed from the RIF list. 

 

RIF Pool employees may decline a position, which has less hours than the amount they were RIFFED and 

keep their current position in the RIF Pool without penalty. 

 

Before an employee in one of the RIF pools will be assigned to an opening in his/her job category, the 

employee must be able to meet and demonstrate the qualifications listed under the Knowledge, Skills, and 

Mental Ability and Job Requirements as stated in the job description.  If an employee is not assigned to 

an open position due to his/her inability to meet the requirements of the job description, that employee 

will maintain his/her placement in the RIF Pool. 

 

Any position not filled from within the RIF Pool will be filled according to Policy GDI. 

 

Offers shall be made by registered mail, return receipt requested, and the support staff shall be notified 

that he/she must submit written acceptance within two (2) calendar days from the date of registration of 

the letter.  Failure to respond within two calendar days or rejection of the position eliminates all 

reemployment rights of the support staff employee, under the provisions of this policy.  The employee 

shall provide a current address and phone number to the Green River Education Association (GREA) and 

the Human Resource Office (HR).  The HR office will verify addresses with the GREA prior to any recall 

procedure. 
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