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Agenda for the  

Human Resource Directors Advisory Committee Meeting 
 

Date:  April 5, 2019 
Time:  10:00 a.m. 

 
 
1. Welcome and Introductions 

 
2. Grant Funded Employees 

 
3. Update on Implementation of Exemption Procedures Manual 

 
4. Discussion on Discharge Hearings 

 
5. Update regarding Rule Revisions 

 Section 250.100 of the Code (80 Ill. Adm. Code §250.100) – Public Safety Transfers 

 Section 250.110 of the Code (80 Ill. Adm. Code §250.110) – Per Merit Board Update 
 

6. Report of the Executive Director – Jeff Brownfield 
a. Class Plan Update 
b. Extra Help List 
c. Governance Rick and Compliance Audit Update 
d. Staffing Update 
e. Legal Update 
f. New Merit Board Members 
g. Revised Change in Title Procedures 
h. Update of Quarterly Reports 

 Standard Title Discussion 
 

7. Calendar 2019 Meeting Dates 

 Friday, July 26, 2019 

 Friday, October 25, 2019 
 

8. Other Items as Presented 
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Grant-Funded Positions  March 31January 30, 2019 

Act/Code Revision Proposals - DRAFT 

 
State Universities Civil Service Act: 
 
§36h, Appointments, (70/36h. Appointments) 

(1) Whenever an employer covered by the University System has a position 
which needs to be filled, this employer shall inform the Executive Director of 
the Merit Board. The Executive Director shall then certify to the employer the 
names and addresses of the persons with the 3 highest scores on the register 
for the classification to which the position is assigned. The employer shall 
select one of these persons certified for the position and shall notify the 
Executive Director of the Merit Board of the selection. If less than 3 scores 
appear on the appropriate register, the Executive Director shall certify the 
names and addresses of all persons on the register. 

 
(2) All appointments shall be for a probationary period of no less than 6 
months and no longer than 12 months for each class of positions in the 
classification plan, the length of the probationary period for each class having 
been determined by the Executive Director, except that persons first 
appointed to any police department of any university or college covered by the 
University System after the effective date of this amendatory Act of 1979 shall 
be on probation for one year, except for those positions subject to the 
following paragraph. The service during the probationary period shall be 
deemed to be a part of the examination. During the probationary period, the 
employee may be dismissed if the employer determines that the employee has 
failed to demonstrate the ability and the qualifications necessary to furnish 
satisfactory service. The employer shall notify the Executive Director in 
writing of such dismissal. If an employee is not so dismissed during his or her 
probationary period, his or her appointment shall be deemed complete at the 
end of the period. 
 
(3) No person shall be appointed to any police department of any university 
or college covered by the University System unless he or she possesses a high 
school diploma or an equivalent high school education, and unless he or she is 
a person of good character and is not a person who has been convicted of a 
felony or a crime involving moral turpitude. 
 
(4) Grant-funded appointments .are defined as positions being supported by 
any non-state appropriated funding source.  Non- state appropriated funds 
may include, but are not limited to, federal, trust, foundation, corporate, 
institutional cost recovery funds or state grants.  Employees accepting these 
positions shall be subject to a probationary period of no more than 24 months.  
Employees in these positions shall not accumulate seniority or be subjected to 
bumping rights, or  or be allowed discharge rights or be subject to bumping.,  
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Administrative Code: - Nonstatus Employees/Temporary Employee (250.70,) 
 
g) Grant-Funded Appointments (Previously  Temporary Appointments) 
  
 

1) A grant-funded appointment may be made by an employer to any position 
which the employer certifies to be funded by qualified grant funds, defined 
as federal, trust, foundation, corporate, or state grants, for at least fifty-one 
(51%) percent of the total value of the employee’s wages, pension costs (if 
any), insurance, paid time off and other benefits. The certification shall 
identify the grant or grants supporting the position and the total value of 
the employee’s wages and benefits previously set forth in this part. 
 

2) A grant-funded appointment shall not continue for more than 24 months. 
During this time, the employee shall be in a probationary status, serving 
their probationary period, unless the employer chooses to end the 
probationary period sooner.  At the end of the 24-month period, the grant-
funded position must be discontinued. Another grant-funded position 
using funds from the same or similar grant or grants or source of funmds, 
performing the same or substantially the same duties, may not be created. 
 

3) The grant-funded position may be converted to a status civil service 
position at the end of the 24-month probationary period, or at any time 
during that period. If the position is converted to a traditional status civil 
service position, the employee shall be granted seniority from the date of 
hire.  If the position is converted prior to the completion of the otherwise 
determined probationary period, as defined by the classification 
specification, the employee must complete the remaining probationary 
period time. 

 
a. A grant funded position may only be converted to a traditional 

status appointment if there is no available employee on the 
Reemployment register.  If there are employee(s) listed on the 
reemployment register, and he/she has chosen not to accept an 
offered position, a signed statement must be provided to the 
Employer indicating so. 

 
3)4) An employer shall fill a grant-funded position by calling candidates in 

the same manner as for status appointments, and in accordance with 
Section 250.60(d). Refusal to accept, or acceptance of, a grant funded 
appointment by a candidate shall in no way affect the candidate's position 
on the register, regardless of number of refusals or acceptances.1 

                                                        
1 From 250.70(a)(2). 
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4)5) On a form provided by the Executive Director, aAn employee in a grant-

funded position shall be provided, in writing, a summary of the civil service 
rights he or she will waive by accepting the grant-funded position, on a 
form provided by the Executive Director.  

 
5)6) An employee in a grant-funded position during the probationary period 

does not possesses seniority rights and may not bump another employee, 
or be bumped by another employee may not be bumped by another 
employee with greater seniority in the same classification .   

 
 
Section 250.110 Separations and Demotions 

Layoff 

1. The Executive Director shall be notified promptly of all employees on 

layoff status, together with the dates of the beginning of layoff and of 

return to employment from layoff status, when the layoff exceeds 30 

consecutive work days.  A status employee shall receive a written 

notice, at least 30 calendar days in advance of the effective date of 

layoff, when the layoff exceeds 30 consecutive work days; however, the 

effective date of layoff may be extended up to 15 days without the 

requirement of further notice.  

 

2. Whenever it becomes necessary to lay off one or more employees, 

except as provided in subsection (d)(3), the employee who has the least 

amount of service in the class shall be laid off first, and additional 

layoffs shall be made in the ascending order of the place of the employee 

on the service and seniority lists for that class.  

 

3. An employee in a grant-funded position may not be bumped by 
another employee with greater seniority in the same classification 
during the probationary period.  (Paragraph 6 may not be allowed.) 
 

 

3.4.An employee who is the incumbent of a position for which the 

Executive Director has authorized specialized certification under 

Section 250.60(d)(9), or who is the incumbent of a position that has 

previously been identified as requiring specialized training or 

experience as required by the position in accordance with minimum 

acceptable qualifications for the class, may not be bumped by another 

employee with greater seniority unless the employee with greater 
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seniority possesses the special and identified qualifications authorized 

for the incumbent's position.  

 

4.5.Whenever it becomes necessary to reemploy one or more employees in 

a class, the employee last laid off by seniority shall be reemployed first, 

and further reemployment shall be made in the order of seniority until 

the reemployment register for that class is exhausted.  Work of short 

duration requiring reemployment of one or more employees will not 

require a new written 15 day advance notice of layoff if the work period 

is to be 5 consecutive working days or less and the work is emergent in 

nature.  

 

5.6.A status employee who is subject to layoff from a part-time position 

may bump an employee in a full-time status position, providing the part-

time employee's equivalent full-time accrued seniority based on hours 

in pay status is greater than that of the least senior employee in a full-

time position.  A full-time status employee who is subject to layoff may 

bump the least senior full-time employee, who then may bump the part-

time employee having the highest percent-time appointment, providing 

the full-time employee has more accrued seniority.  

 

6.7.Names of employees laid off during their probationary periods shall be 

returned to the register from which they were certified to their position 

in accordance with service in a status appointment earned as of the date 

of layoff.  
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Colleagues: 

There will be a meeting on April 30, 2019 beginning at 10:00 a.m. regarding the Discharge/Demotion 

process.  The meeting should last about an hour.  You will be able to participate by either phone or video 

conference.  The purpose of this meeting is to allow you to ask questions and make suggestions regarding 

revisions to our Administrative Rules related to the Discharge/Demotion process; and also allow our office 

the opportunity to provide you with some additional ideas based on our experience during the past 18-

24 months.  Please also contact your labor/employee relations staff and legal counsel to invite them 

because not all of them are listed in our internal HRDAC distribution list. 

We will be discussing a number of topics in detail at this meeting; however, there have been a few issues 

that our office has experienced that needs to be addressed.  We have provided a series of reference points 

in the sections below.  These are not all inclusive and should not be substituted for the Act/Administrative 

Rules.  They are only used as a general guide to key sections of the discharge/demotion process. 

 

Discharge/Demotion Hearing Dates/Deadlines: 

The law requires that Discharge/Demotion Hearings commence within 45 days from date of service of 

either the Written Charges for Discharge or the Notice of Demotion.  The employee is allowed 15 days 

from the proof of service date to contact our office to request a hearing.  So in many instances there may 

only be 30 days to actually conduct the hearing.  Unfortunately, we have allowed a significant number of 

hearing extensions that could have been interpreted as violating our Act and Administrative Rules.  In 

addition to my concern regarding the potential violation our own Act and Rules, and as I’ve reviewed the 

results for the cases where extensions were provided, there have been inefficiencies when scheduling and 

conducting the hearing.   

Moving forward, including the current cases, we will require an appropriately compelling rationale for an 

extension.  Please remember there are only a few narrowly defined reasons to extend the timeframe as 

listed in the Section 250.110 (f)(19)(b) of the Illinois Administrative Code (Code).  As we have said in the 

past, if there are not legitimate reasons to conduct the hearing beyond the 45 days, and that deadline is 

missed, the Merit Board loses its authority to make a determination—which means that the university 

stands the most to lose with respect to the outcome of that discharge/demotion, and assumes a high 

level of risk that an employee is either reinstated to employment OR a demotion action becomes invalid.     

 

Subpoenas 

Our office does have subpoena power for witnesses.  In cases where witnesses are university employees, 

they can be directed to attend a Discharge/Demotion Hearing on any given date or time.  Again, if needed 

we will subpoena university employees and witnesses; and we have, and will continue to subpoena 

witnesses that may not be directly connected to the university, but may have testimony relevant to the 

case. 

 

Page 6Page 6



Charging Document: 

Employees can only be Discharged/Demoted for cause.  The Discharge/Demotion charges must be 

provided on the Written Charges for Discharge form and the Notice of Demotion form.  We will not accept 

the phrase “See attachment” on the charging document.  The employee, our office, the Hearing Officer 

and Merit Board members, should be able to review this document and generally understand the charges 

and cause for the discharge/demotion.  There are two components:  1) what did the employee do and 2) 

what policy did it violate. There is always an opportunity to also provide attachments, but there needs to 

be sufficient detail on the Written Charges for Discharge form or the Notice of Demotion form to 

understand a particular charge.  If the charges on the Written Charges for Discharge form or the Notice of 

Demotion form are unclear, we will require an “Amended” version to be provided to the parties of Record.  

Please note that when amending either the Written Charges for Discharge or the Notice of Demotion 

forms, the university should use the same date on the “Proof of Service” as what was on the original form.  

Employees need to have a reasonable understanding of what he/she needs to do to prepare their case as 

required under the Code, as well as be consistent with court cases that establish standards for discharge 

notices.  Paying attention to these details may save the universities from having an employee legitimately 

ask a court to intervene. This amended document should not interfere with the timeline for the 

Discharge/Demotion Hearing.  Please refer to Section 250.110(f)(2) of the Code. 

 

Exhibits: 

Please provide a sufficient number of exhibits at the hearing.  The Employer-Respondent and the 

Employee-Petitioner should have the original document for the Hearing Officer/Court Reporter, and three 

additional copies for the university record, the employee, and the University System Office.  It is also very 

helpful if the exhibits are marked as Employer Exhibit 1, Employer Exhibit 2, etc.  Often at the hearing 

there is an attempt to share exhibits, passing them across the table to the other party, including the 

Hearing Officer who will rule on the admissibility, etc.  By having sufficient copies, the parties can move 

more quickly through the hearing process in accordance with Section 250.110(f)(5)(A)(vi) of the Code. 

 

Closing Arguments: 

The Employer-Respondent or the Employee-Petitioner can at the conclusion of the hearing, make 

oral closing arguments. The Employer-Respondent may be permitted a brief rebuttal at the end of the 

Employee-Petitioner’s closing argument.  In addition, each party may submit written arguments, summary 

statements, and/or briefs within 10 calendar days after conclusion of the hearing.  A copy of the 

written closing arguments must be provided to all parties of record and filed with the Executive Director, 

with proof of service included.  Only written materials submitted within the 10 calendar day timeframe 

will be forwarded with the transcript of evidence and considered by the Hearing Board or Hearing Officer, 

unless otherwise extended by the Executive Director in accordance with Section 250.110 (f)(6)(G)(I) of the 

Code. 
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Transcript and Exhibits: 

The employer is responsible for acquiring the services of a court reporter and for the payment of the court 

reporting service; along with the cost of the exhibits and transcripts.  Upon conclusion of the Hearing, the 

court reporter should provide two copies of the transcript (original and copy), along with the original 

exhibits and one copy to the University System office.  Upon receipt of the Transcript and Exhibits, the 

Secretary for the Merit Board will certify the record and send it to both parties of record, simultaneously.   

 

Objections: 

Upon certification of the record, either party may file objections to the form or contents of the Hearing 

Record, or briefs, abstracts, or excerpts from the Hearing Record, or arguments, motions, or 

recommendation, relating to the hearing proceedings or the Hearing Record, or requests for further 

hearing, or for permission to supplement further the Hearing Record by other evidence within 14 calendar 

days from the date of certification of the hearing record in accordance with Section 250.110(f)(4)(D) of 

the Code. 

 

Appearance before the Merit Board: 

Each party is allowed to request an appearance before the Merit Board (MB).  In recent years the MB has 

allowed for a brief presentation; in years past presentations were rarely allowed.  As a side note and 

though the number continues to fluctuate, we will have at least 5-6 new MB members and 1-2 members 

that have only attended one meeting and have not been a part of the Discharge/Demotion process.  The 

‘new’ board may restrict presentations.  (Based on BOT appointments by Governor Pritzker, many 

universities are waiting on him to fill positions.  I believe we will only have 5-6 MB members present at 

the April 17th meeting.) 

We look forward to discussing these topics with you on April 30th.  There will also be some general 

discussion of the topics at the April 5th HRDAC meeting. 

 

Best, 

Jeff 

 

 

Notes: 

We have hired a new attorney, Gail Schiesser, who began April 1st.  Dave is staying on part-time to help 

her transition to her new position.   

We will have a new Chair elected at the April 17th meeting.  I will discuss with him/her the request from 

HRDAC to meet and discuss the overall process as requested by the group last fall.   
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CLASSIFICATION PROCEDURES MANUAL 
State Universities Civil Service System 

 

 

Section 3 – Change-In-Title 
 

(Reference 110 ILCS 70/36d and 80 Ill. Adm. Code §250.30) 
 

 

 
Changes highlighted in red 

Revised – 04/01/2019 
Page 1 of 2 

 

3.1 CHANGE-IN-TITLE PROCEDURES  
 

General Overview 
The State Universities Civil Service Act (Act) (110 ILCS 70/36b et seq.) has generally been interpreted 
to require that whenever an employee is appointed to a different class, the employee must take and 
pass the civil service examination for that class, regardless of whether the transaction involves the 
reclassification or reallocation of the employee’s present position, or whether the employee fills a 
vacant position.  However, there are certain occasions when it is administratively desirable, and 
operationally necessary, for an employee to change classes without examination providing the spirit 
and intent of the Act is not violated, such as in a Change-In-Title (CIT) transaction.  Section 36d of 
the Act (110 ILCS 36/d) authorizes the Executive Director to implement and maintain a classification 
plan, which includes properly assigning positions to the appropriate classification based on an 
analysis of the position description, defining the respective duties and responsibilities associated to 
each classification based on current occupational trends, and the development of appropriate 
employment protocols for each classification.  This statutory authority therefore requires a routine 
system wide review and update of various components related to this complex classification plan. 
 
Accordingly, there may be occasions when positions are subject to CIT procedures, and subsequent 
personnel transactions will be implemented for incumbents in those positions.  Such personnel 
transactions, as required and authorized by the University System Office, shall take precedence 
should there be some perceived conflict with other designated procedural elements.  For example, 
through routine classification plan revisions and CIT procedures, positions may be moved to 
classifications with lower pay potential than the current classification.  The application of the 
demotion procedures to this statutorily authorized classification revision, and subsequent use of the 
CIT procedure, would therefore be inappropriate and not applicable.  The demotion procedures 
would not supersede the statutorily authorized classification plan revision and could not be applied 
in this instance. 
 
Further, through classification plan revisions and CIT procedures, positions will routinely be assigned 
to new/revised classifications/classification series.  This may also include new or revised 
promotional lines.  Seniority from the previous classification/classification series must be captured 
in the new or revised promotional line.  See the Final Status Notice for the classification/classification 
series. 
 
Based on CIT actions, employees on the Reemployment Register must have the accumulated 
seniority transferred and placed on the Reemployment Register for the new/revised 
classification/classification series.  Following the CIT action, a current employee or a former 
employee, based on accumulated seniority, has the right to any vacancy in the new/revised 
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Section 3 – Change-In-Title 
 

(Reference 110 ILCS 70/36d and 80 Ill. Adm. Code §250.30) 
 

 

 
Changes highlighted in red 

Revised – 04/01/2019 
Page 2 of 2 

 

classification/classification series using standard Reemployment processes.  The CIT action does not 
afford a current or a former employee the opportunity to displace a current employee. 
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Section 3 – Change-In-Title 
 

(Reference 110 ILCS 70/36d and 80 Ill. Adm. Code §250.30) 
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3.3 IMPLEMENTATION OF CHANGE-IN-TITLE PROCEDURES AND ACTIONS 
 

Employers are required to submit formal written requests before utilizing any CIT procedure, 
providing detailed justification for each action.  The University System’s Executive Director or 
designee must approve and authorize all Change-In-Title requests prior to implementation. 
 
In all instances, personnel transactions in accordance with CIT procedures are required and 
considered statutory.  The following guidelines shall apply to all incumbents affected by the 
implementation of CIT procedures, and corresponding personnel actions: 
 
a. Movement or transition to a ‘new’ classification is considered to be at a comparable level, 

irrespective of the salary range or other compensation components. 
 
b. Seniority accrued in the ‘old’ class is transferred to the ‘new’ class on the effective date of the 

transaction. 
 
c. The incumbent’s employment status (provisional or certified) in the ‘old’ class is carried over 

to the ‘new’ class. 
 
d. The incumbent’s probationary period status is carried over to the ‘new’ class. 
 
e. The incumbent’s salary must be maintained at the current level. 
 
f. Pay rate/range approval for the ‘new’ classification(s) must be obtained prior to 

implementation of CIT procedures and actions. 
 
g. A Notice of Employment or similar documentation shall be issued to all incumbents whose 

positions are changed by CIT procedures with the notation:  “Change-In-Title – Policy # _____”. 
 

Please note: The CIT action does not afford a current or a former employee the opportunity to 
displace an employee who is working within the designated classification which was effected by the 
CIT process. 
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EMPLOYMENT AND SEPARATION PROCEDURES MANUAL 
State Universities Civil Service System 

 

 

Section 4 – Other Employment Transactions 
 

(Reference 80 Ill. Adm. Code §250.110(d) and §250.110(e and h)) 
 

 

Changes highlighted in red 

Revised – 4/1/2019 
Page 1 of 6 

4.7 LAYOFF 
 

A layoff is a stoppage of work, required by management, because of reduction in the amount of 
work, discontinuance of a particular kind of work, lack of available funds, lack of available space for 
the execution of work planned, interruptions caused by unfavorable weather, an emergency or 
catastrophic situation. 
 
Layoff order is determined first by status and then by service and seniority.  In cases of identical 
service or seniority, an employee with a lower examination score shall be laid off first.  If tie scores 
exist, the person with the least amount of years of service at the place of employment shall be laid 
off first.  If identical years of service appear, the person with the latest date of application for the 
examination for the class subject to layoff shall be laid off first.  Employees shall be laid off by class 
in the following order: 

 
a. Employees on Temporary Appointments. (terminate) 
 
b. Employees on temporary upgrading assignments. (terminate) 
 
c. Provisional employees. (terminate) 
 
d. Employees serving probationary period. 
 
e. Status employees. 

 
If an employee is subject to layoff and has not completed a probationary period in any class at the 
place of employment, complete the following steps: 

 
a. Notify the employee in writing of the pending action.  Place a copy in the employee's file for 

historical tracking.  (Not necessarily the formal Layoff Notice form.) 
 
b. Offer the employee the position of the employee who has the least amount of service in the 

class. 
 
c. If the employee has the least amount of service of any other employee in the class, place the 

employee on official layoff by issuing the Layoff Notice form (when such layoff will exceed 30 
consecutive work days) and distribute copies as required.  Notify the University System Office.  
See Example 4.7a.   
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d. Place an employee on the Restoral register for the class in which the employee has accrued 
service (Original Entry or Promotional register as appropriate), indicating total service within 
the class as earned up to date of layoff.  In cases where layoffs are made by lesser units in 
accordance with Merit Board approval, indicate proper designation of lesser unit.  (The 
Employer may accomplish this through use of seniority list.) 

 
e. Enter appropriate information in employment records. 
 
f. Issue a new notice of employment upon return to work in the class from which laid off, 

indicating "Return from Layoff".  Notify the University System Office. 
 
If an employee in a probationary period is subject to layoff and has completed a probationary period 
in a prior class, complete the following steps: 
 
a. Notify the employee in writing of the pending action at least 30 calendar days in advance of 

the effective date of layoff.   Note:  the effective date of layoff may be extended (or delayed) 
up to 15 calendar days at a time without the need to give the employee another layoff notice.  
However, the employee should receive written notification of each such extension which shall 
include the new effective date of layoff.  Place a copy in the employee's file for historical 
tracking.  (Not necessarily the formal Layoff Notice form.) 

 
b. If a vacant position in the employee's job classification exists, offer the position to the 

employee. 
 
c. If a vacant position does not exist, offer the employee the position of the employee who has 

the least amount of service in the class. 
 
d. If the employee has the least amount of service of any employee in the class, place the 

employee on the Restoral register for that class with accumulated service and offer the 
employee the position of the employee who has the least amount of service or seniority in the 
next lower level in the promotional line, if the employee has more seniority in that class. 

 
e. If the employee has the least amount of service and/or seniority in the next lower class in the 

promotional line, continue the process for the remaining classes (by ranked levels in 
descending order) in the promotional line. 

 
f. If the employee has the least amount of service and/or seniority of any other employee in the 

promotional line, place the employee on official layoff by issuing the Layoff Notice form (when 
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such layoff will exceed 30 consecutive work days) and distribute copies as required.  Notify the 
University System Office.  See Example 4.7a. 

 
g. Place the employee on the Restoral or Reemployment register for all classes in which the 

employee has accrued service and/or seniority (Original Entry or Promotional registers as 
appropriate) indicating total seniority or service within the class as earned up to date of layoff.  
In cases where layoffs are made by lesser units in accordance with Merit Board approval, 
indicate proper designation of lesser unit.  (The Employer may accomplish this through use of 
a seniority list.) 

 
h. Enter appropriate information in employment records. 
 
i. Issue a new notice of employment to employee upon return to work in the class from which 

laid off, indicating "Return from Layoff".  Notify the System Office. 
 

If an employee is subject to layoff and has completed a probationary period in the class prior to 
layoff, complete the following steps: 

 
a. Notify the employee in writing of the pending action at least 30 calendar days in advance of 

the effective date of layoff.   Note:  the effective date of layoff may be extended (or delayed) 
up to 15 calendar days at a time without the need to give the employee another layoff notice.  
However, the employee should receive written notification of each such extension which shall 
include the new effective date of layoff.  Place a copy in the employee's file for historical 
tracking.  (Not necessarily the formal Layoff Notice form.) 

 
b. If a vacant position in the employee's job classification exists, offer the position to the 

employee. 
 

c. If a vacant position does not exist, offer the laid off employee the position of the least senior 
employee in the class. 

 
d. If the employee is the least senior, place the employee on the Reemployment register with 

accumulated seniority and offer the employee the position of the least senior employee in the 
next lower class in the promotional line, if the employee has more seniority (i.e., is not the 
least senior) in that class. 

 
e. If the employee is the least senior in the next lower class in the promotional line, continue the 

process for the remaining classes (by ranked level in descending order) in the promotional line 
and place on Reemployment register. 
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f. If the employee is least senior for all classes in the promotional line, and if the employee has 

served in one or more promotional lines or classes, the retreat path shall be in descending 
order and reversing the chronological employment history, starting with the current (or most 
recent) promotional line first.  After moving through the current promotional line, then the 
employee would move to next promotional line, working their way down. 
 
Example:  Employee Jones has the following chronological employment history. 
 

1/1/80 - 12/31/83 ............... Typing Clerk I* 
1/1/84 - 12/31/84 ............... Secretary II 
1/1/85 - 12/31/91 ............... Secretary III 
1/1/92 - 12/31/93 ............... Chief Clerk 
1/1/94 - 12/31/95 ............... Administrative Clerk 
1/1/95 - date of layoff ........ Administrative Assistant I 

 
If Employee Jones has more seniority than the least senior Administrative Clerk, Jones would 
"bump" that employee.  If not and if Jones has more seniority than the least senior Staff Clerk, 
Jones "bumps" that employee.  If not and if Jones has more seniority than the least senior Chief 
Clerk, Jones “bumps” that employee, etc., down the Clerk promotional line.  If not, and if Jones 
has more seniority than the least senior Secretary III, Jones “bumps” that employee, etc. down 
the Secretary promotional line (Jones would "bump" downward in the Clerk and Secretary 
promotional lines even though Jones has not actually served in all the classifications, i.e., Staff 
Clerk, Clerk*, Clerical Assistant* or Secretary I, in accordance with Section 250.120(e)) of the 
Illinois Administrative Code. 
 
*Typing Clerk Series merged into Clerk Series, effective 9/5/00. 

 
If an employee cannot exercise any of the possible bumping rights or be placed in another position 
as outlined above: 

 
a. Issue a Layoff Notice and distribute copies as required.  Notify the University System Office.  

See Example 4.7a. 
 
b. Enter appropriate information in employment records. 
 
c. Issue a new notice of employment to employee upon return to work in the class from which 

laid off, indicating "Return from Layoff".  Notify the University System Office. 
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If an employee chooses not to exercise bumping rights obtain a signed statement from the employee 
indicating such and place the employee on the appropriate register.  The employee may refuse two 
additional offers of employment in the class and then shall be removed from the Reemployment or 
Restoral register. 
 
If an employee resigns while on layoff, indicate on resignation that employee did not return from 
layoff and give the effective date of resignation.  Notify the University System Office. 

 
Retention of pay of an employee who has exercised bumping rights. 

 
a. When laid off employee accepts a position in the same class (through bumping rights), the 

salary of the laid off employee shall be unaffected. 
 
b. If a laid off employee's salary exceeds the maximum of the range of the class in which the 

employee accepts a position as a result of exercising bumping rights, the laid off employee's 
new salary shall not exceed the rate of the maximum range for the new class. 

 
Layoff of employees in less than 100%-time appointments:  In regard to the "bumping" of and/or by 
employees in positions of less than 100%-time, the following example is given: 

 
EXAMPLE: 

Seniority List for Class Z 
 
Employee A 
Employee B 
Employee C 
Employee D 
Employee E 
Employee F 

 
If C's position is 100%-time and is subject to deletion due to lack of funds or other reasons and F's 
position is 75%-time, then C may bump E (least senior in 100% position).  E may then bump F. 
 
F may then exercise bumping rights in other classes. 

 
NOTE:  Should employees choose not to exercise their bumping rights they shall be placed on the 
Reemployment register. 
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No available employee shall be on the Reemployment register who has greater seniority than an 
employee working in the same class or in lower classes in which the employee has accrued seniority, 
unless the employee has chosen not to exercise bumping rights and has provided a signed statement 
to the Employer indicating so.  This policy does not apply when a position(s) is subject to standard 
Change-In-Title procedures, see Classification Plan Management Procedures Manual, Sections 3.1 – 
3.4. 
 
At the point an employee who is on disability leave becomes subject to layoff, the employee shall 
be placed on layoff.  When recalled from layoff, the employee may return to duty or disability leave 
status.  Since employees on disability leave accrue seniority, the disability leave is interrupted to 
prevent unfair accumulation or seniority to pass other employees on the seniority list. 

 
Note on Specialization and Bumping:  Individuals employed with a defined area of specialization cannot 
be displaced in the layoff process by someone who does not possess the defined area of specialization. 
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