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Submission Title: Website Enhancements to Assist Agencies and Employees
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Submission Category: Website
State: South Carolina
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Title: South Carolina State Human Resources Director
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1. Please provide a brief description of the submission.

To address the significant budget cuts this fiscal year, the Office of Human Resources
(OHR) has been working with agencies on cost savings options. To provide more
assistance to agencies and employees, OHR has updated its website to include a variety
of tools to assist both agencies and employees in dealing with affects of the severe budget
cuts. The Cost Savings Programs area includes a summary of the options available to
agencies. Each program links to a page with detailed FAQs and sample documents. For
example, on the OHR website there is a template for a RIF plan and sample employee
letter that may be helpful in preparing a RIF plan. The OHR website also has a RIF
tutorial that provides an overview of the RIF process including how to develop a RIF
plan.

To assist employees, OHR has added an area known as “Assistance for Employees
Affected by a Reduction in Force,” on the left-hand side of web portal. Through this
page, employees can participate in two online training modules that will assist them with
résumé writing and job interview skills. They will also find a link listing available public
and private sector resources offered by organizations, including legal assistance, credit
counseling, food assistance, healthcare needs, retirement, and employment assistance.
Under the Reduction in Force Frequently Asked Questions section, employees can access
information about the rights and benefits available to them. The same link will allow
them to search for any job vacancies that are available in state government. To further
assist employees, the website hosts a RIF Applicant Pool database for agencies to search
when filling a vacancy to give priority consideration to employees separated though a
RIF. The employee information is downloaded from the HRIS into the RIF Applicant
Pool on the effective date of the RIF. Following the effective date of the RIF, employees
separated by a RIF can access this information at any time to update contact information
and provide more details about their skills.



How long has the submission been in existence? In fall of 2008, OHR enhanced its
website to incorporate a variety of tools for agencies and employees impacted by the
severe budget cuts of this fiscal year.

Why was the submission created? OHR made these enhancements to address budget
cuts of over 20% this fiscal year.

How does this submission support the goals and objectives of your
agenda/department? Our mission is to partner with our customers to create excellence
in human resources. The top priority for our customers this year is reducing
personnel costs and through the website OHR has provided resources to assist
agencies in their efforts.

Have you been able to measure the effectiveness of this submission? If so, how? The
effectiveness of these additions to the website is being measured by the number of
hits. We have also received informal feedback from both agencies and employees
using the website. Listed below are statistics for the following links from July 1, 2008
through March 25, 2009:

3,140 hits - http://www.ohr.sc.gov/OHR/employer/OHR-furloughmandatory-fags.phtm

3,941 hits - http://www.ohr.sc.gov/OHR/employer/OHR-furlough-fags.phtm

4,170 hits - http://www.ohr.sc.gov/OHR/employer/OHR-rif-fags2.phtm

1,901 hits - http://www.ohr.sc.gov/OHR/employer/OHR-rip.phtm

1,942 hits - http://www.ohr.sc.qov/OHR/employer/OHR-vsp-fags.phtm

2,697 hits - http://www.ohr.sc.gov/OHR/OHR-rif-assistance.phtm




COST SAVINGS PROGRAMS
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Friday, 07 November 2008
November 3, 2008 To address anficipated budget cuts, the Office of Human Resources
® State Documents (OHR) provides an overview of cost savings options available to agencies and an
overview of the concepts and mechanics associated with RIF.
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COST SAVINGS OPTIONS
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Cost Savings Options

Recruitment

Hire Temporary employees

Hiring Freeze

Retrain/Reassign Employees to Other Areas

Furlough

Voluntary (Section 89.113 2008-09 Appropriation Act)
May furlough for up to 90 days in a fiscal year

Mandatory (Section 89.120 2008-09 Appropriation Act)
May institute employee furlough programs of up to 10 working days. The
furlough must be inclusive of all employees in an agency or within a
designated department or program regardless of source of funds. place of
work, or tenure.

*Higher Education Furlough (SC Code of Laws §8-11-193 and Section 6.31)
May institute employee furlough programs of up to 20 working days. The
furlough must be inclusive of all employees regardless of source of funds.
place of work, or tenure.

Constitutional Officer & Agency Head (Section 89.64. 2008-09 Appropriation Act)
May voluntarily furlough for up to thirty-six days in a fiscal vear v
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MANDATORY FURLOUGH
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Hot Topics b |

Mandatory Furlough Points qﬁ

Career Opportunities
Higher Education Mandatory Furlough Points qﬁ

Employee Services

SC Retirement Systems Furlough Memo (November 18, 2008)

Emplover Services

Mandatory Furlough Form
Training & Development

Implementation
Statistical Info

: Under what conditions may an agency implement a mandatory furlough

How to Contact Us program?

OHR Webmail A: If the general funds appropriated for a State agency, institution or department
are less than the general funds appropriated for that State agency, institution or

Other Agencies department in the preceding fiscal year, or whenever the General Assembly or the

Budget and Control Board implements a midyear across-the-board budget

State Employees reduction, an agency may implement a mandatory furlough program
State Employees

Weather Alert
E—— : Who determines whether an agency will implement a mandatory furlough
program?
Workforce Planning
A: The agency head will determine whether to implement a mandatory furlough
Sam Wilkins, Director program.
1201 Main Street
Suite 800 q i
Columbia, SC 28201 Q: Who decides when the employee will take the mandatory furlough? ~

(8 € mternet F 0% -

VOLUNTARY FURLOUGH

Office of Human Resources - Furlough (Voluntary) FAQ: ndows Internet Explorer

@C) = [ % http: uman.ohr.sc.gov OHR femployer/OHR. furlough:fags. phim BRI I[2]-

Fle Edt Vew Favortes Toos Help

& - Google Search ¢ &0+ M~ o @ - % Bookmarkss | [ Find + 3 check + T autoRil - Y - €+ (Sgntn -
OFfice of Hurman Resourzes - Furlough (Yoluntary) FAQs - =h - ;b Page - ) Tooks ~
W | W office of Jough (voluntary) G- B =& -[@e £ Tool
Furlough (Voluntary) FAQs !
OHR Home Page & 2008-2009 Appropriation Act, Section 89.113 (Voluntary Furlough)
* 2008-2009 Appropriation Act, Section 89.64 {Constitutional Officer and Agency

Head Voluntary Furlough
Hat Topics « 5C Code of Laws § 8-11-185

Career Opportunities
« Voluntary Furlough Points qﬁ

Employee Services « SC Retirement Systems Furlough Memo (November 18, 2008)
Employer Services « Voluntary Furlough Form

Training & Development

Implementation
Statistical Info

Q: Under what conditions may an agency implement 3 voluntary furlough
How to Contact Us program?

A: If the general funds appropriated for a State agency are less than

the general funds appropriated for that agency in the preceding fiscal year, or
whenever the General Assembly or the Budget and Control Board implements a
Other Agencies midyear across-the-board budget reduction, an agency may implement a
voluntary furlough program.

OHR Webmail

State Employees

Weather Alert Q: Who determines whether an agency will implement a voluntary furlough
program?

Workforce Planning
A: The agency head will determine whether to implement a voluntary

Sam Wilkins, Director furlough program
1201 Main Street
Suite 800 Q: Who decides when the employee will take the voluntary furlough?
Columbia, SC 29201
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RIF FAQsS
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Reduction in Force FAQs
OHR Home Page ¢ SC Code of Laws [ 8-11-185, J 8-11-230 (6) and J 8-17-370 |
s State HR Regulations Section 19-719.04
Hot Topics & RIF Model Polic @
Career Opportunities * RIF Applicant Pool

2 RIF Semples

Employee Services + BIF Samples

* RIF Training Modules
Employer Services

* Cost Savings Approaches and Basic Concepts of Reduction in Force - Recorded
Training & Development : Webinar from November 7, 2008
Statistical Info e Cost Savings Approaches and Basic Concepts of Reduction in ForceM
How to Contact Us
OHR Webmail General Information

: What are the reasons an agency can implement a RIF?

Other Agencies

A: An agency can implement a RIF for one or more of the following
State Employees reasons:
Weather Alert « Reorganization (example: outsourcing);

» Work Shortage (example: automation, declining enrollment); or
Workforce Planning s Loss of Funding (example: budget cuts, grant revenue loss).
=am Wilkine, Director Q: What is the difference between a RIF policy and a RIF plan?
1201 Main Street %
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RIF Communications Guide
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Suggested Guidelines

A comprehensive communications approach should be developed in conjunction with the actual RIF plan

= Communications strategies should carefully consider the best timeline for disseminating information and identfying target
audiences

= Information should focus on what is appropriate and needed by each target group

= Communication should occur early and often and should be delivered through varions methods to minimize confusion and ensure
accuracy, consistency and timeliness

= Feedback loops should be included in the communications plan so that adjustments can be made as needed

» Resources should be 1dentified and included in the communications strategy

= Managers responsible for communicating with RIF employees should receive training and have a general script or template to
ensure consistency and quality of communication

Communications General Sequence

»  Traming for admimistrators and managers on RIF pelicies. dynamics, communications and change management
= RIF names released to administrators/managers

= Managers notify employees affected by a RIF

» Managers meet with work groups after all notifications are complete

= RIF plan is released

Meetings with resources such as ESC, OHR. etc.. are held with employees affected by a RIF

On-going communication among managers to identify and respond to issues

Examples of resources/information for emplovees affected by a RIF :
RIF FAQ's
= RIF policies. eg.. recall or reinstatement information
»  Grievance rights
= Insurance/COBRA

Rets benefits/Deferred Comp v
Done & Unknown Zone




RESCISSION
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OHR Home Page « 2008-2009 Rescission Appropriation Act
* Podcast
* Podcast Text - 1 Appropriation Bill

Hot Topics

Career Opportunities

Employee Services n
Employer Services

Training & Development

Statistical Info

How to Contact Us

OHR Webmail

Other Agencies

State Employees

Weaather Alert A
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OHR Home Page ¢ SC Code of Laws §9-1-1140 (I) and §9-11-50 (I}
.
Hot Topics « Checklist @
Career Opportunities + Sample RIP @
Emplovee Services « Sample RIP Agreement and Release @
Employer Services
* RIP Cost Estimate E
Training & Development E
« RIP Final Participation
Statistical Info
How to Contact Us 1
Imp
OHR Webmail Q: How does an agency develop a Retirement Incentive Plan (RIP) for its
employees?
Other Agencies
A: An agency must develop its RIP based upon the guidelines approved by the
State Employees Budget and Control Board. All components of the approved guidelines serve as the
Weather Alert minimum requirements for the agency's RIP. A sample plan is available through the
OHR website to assist agencies in developing a RIP.
Workforce Planning .
Q: When an agency is consulting with the Office of Human Resources (OHR) to
implement the RIP, what should the agency submit for review?
Sam Wilkins, Director
éii; I\;g‘nn Strest A: Documentation to be submitted to OHR is as follows:
Columbia, 5C 29201 e The RIP the agency intends to distribute to employees; 3
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RETIREMENT INCENTIVE PLAN
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Career Opportunities = Sample RIP '@

Employee Services Sample RIP Agreement and Release dﬁ

Employer Services

RIP Cost Estimate @

Training & Development . L E
RIP Final Participation

Statistical Info

How to Contact Us I
Imp

OHR Webmail Q: How does an agency develop a Retirement Incentive Plan (RIP) for its

employees?

Other Agencies
A: An agency must develop its RIP based upon the guidelines approved by the

State Employees Budget and Control Board. All components of the approved guidelines serve as the
Weather Alert minimum requirements for the agency's RIP. A sample plan is available through the

OHR website to assist agencies in developing a RIP.

Workforce Planning
Q: When an agency is consulting with the Office of Human Resources (OHR) to

implement the RIP, what should the agency submit for review?

Sam Wilkins, Director

1201 Main Street N .
Suite 800 A: Documentation to be submitted to OHR is as follows:

Columbia, 5C 29201 ® The RIP the agency intends to distribute to employees;

v
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ASSISTANCE FOR EMPLOYEES AFFECTED BY A RIF
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different comparses, kot pach job for shout four years, and sctually ehange
his or her career threa times bafore retiring. Companies understand this
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INTERVIEWING SKILLS
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RESOURCE LISTING FOR
EMPLOYEES AFFECTED BY A RIF
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