—X Medical Layoff Process
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Sends the employee the ADA closure letter
and the proposed medical layoff letter

The employee has 15 days to submit any
additional information to Leave Administration

Provides the department with the proposed
medical layoff letter and final medical layoff letter

Reviews any additional information
provided by the employee and makes the layoff
decision in consultation with Leave Supervisor

Notifies the employee and

department of the layoff decision

if layoff, sends department an email to proceed
with the layoff letter and payroll actions also
notifies the Employee Benefits team of layoff date

Please note: This is a general
overview of the process and does
not reflect all steps in the process.
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Director or designee signs and sends the
Medical Layoff letter to employee

Prepares PA and notifies PA processing
and payroll of layoff date

Recruitment team places the employee on
the medical layoff register for two years*

* To be eligible for rehire the employee must provide Leave Administration with medical @ Department
proof of their ability to return to work and perform the duties of the rehire position. @ Leave Analyst

@ Human Resources



