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SECTION 13 
 

RESIGNATION AND LAYOFF 
 
13.1 RESIGNATION 
 

Any employee may resign from the Agency service by presenting a resignation in writing to 
the Appointing Authority.  To resign in good standing, an employee should provide at least 
two (2) weeks’ notice, unless a shorter period is acceptable to the Appointing Authority.  An 
employee who resigns in lieu of termination will not be considered to have resigned in good 
standing.  Resignations will be promptly forwarded to the Administrative Director, who may 
conduct exit interviews to review and evaluate the reason for the resignation. 

 
13.2 LAYOFF (Confidential Employees) 
 

A. Purpose 
 

This Section sets forth the applicable procedures when Confidential unrepresented 
employees are to be displaced or removed from a position as a result of a layoff.   
 
The procedure below does not apply to Exempt employees. Exempt employees are 
subject to layoff directions from the Executive Director. 
 
Represented employees are subject to layoff provisions in their applicable Collective 
Bargaining Agreements. 

 
B. Definitions 
 

1. Layoff.  A layoff is the separation of at least one (1) employee due to lack of work, 
lack of funds, abolishment of a position, or reasons based on the efficient operation of 
the Agency. 

 
2. Seniority. 
 

a) Agency Service Seniority.  Agency service seniority is be defined as the effective 
date of appointment to the employee's current regular, part-time or limited-term 
position with the Agency, or as the effective date of appointment to any regular, 
part-time or limited-term position(s) with the Agency which preceded, in 
continuous service, the appointment to the employee's current regular, part-time 
or limited-term position, whichever is greater. 

 
b) Classification Seniority.  Classification seniority is defined as the effective date of 

probationary appointment to the employee's present job classification, including 
any time spent in a higher classification less any time spent in a lower job 
classification due to a downgrade.  The term “higher classification” means a job 
classification in which the maximum rate of pay is greater than the maximum rate 
of pay of the employee's present job classification.  For any employee with 
regular status who has not served a probationary period in his/her present job 
classification, classification seniority will be the effective date of reallocation to 
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the employee's present job classification, or in the case of transition from a 
limited-term position, the effective date of appointment to the limited-term 
position.  For downgrading purposes, computation of classification seniority for a 
job classification lower than that in which the employee holds permanent status, 
the following seniority will be counted:  (1) classification seniority in any higher 
classification, (2) previous classification seniority in the job classification in 
which the employee is currently working, and (3) present time spent in the job 
classification in which the employee is currently working. 

 
c) Reasons for Termination of Seniority. 

 
1) Discharge 
2) Resignation 
3) Failure to return to work when recalled from a layoff as set forth in the recall 

procedure in Section 13.2G 
4) Failure to return to work after expiration of an approved leave of absence 
5) Retirement 
6) Layoff for a continuous period of two (2) consecutive years from Agency 

service 
 

3. Downgrade.  A downgrade is defined as an employee's voluntary change in job 
classification as a result of a layoff in the employee's current classification from a job 
classification in a given regression ladder to another job classification in the same 
regression ladder for which the maximum rate of pay is the same or less than the 
maximum rate of pay in the current classification. 

 
A downgrade is permitted only to successive lower classifications within the 
employee's current regression ladder, except as provided in Section 13.2 C.5 of these 
Rules. 

 
4. Regression Ladder.  A regression ladder is defined as a series of classifications 

through which an employee may downgrade.  The regression ladders for 
unrepresented employees of the Agency are set forth in Exhibit "C" attached to these 
Rules. 

 
C. Procedure. 

 
1. Within each job classification in which a layoff occurs, employees will be laid off in 

the following order:  first, employees in temporary positions; second, employees with 
limited-term status in order of Agency service seniority; third, all other employees in 
order of classification seniority.  The first employees affected by a layoff within each 
of these categories will be the employee with the least applicable seniority. 

 
2. Any employee with probationary status who is affected by a layoff or displaced by a 

downgrading employee will return to the former job classification where the 
employee held regular status, if any.  That employee will also return to the same 
department and type position which the employee left immediately prior to the 
probationary appointment.  If a probationary employee does not hold regular status in 
another job classification, the employee will be laid off without any right to recall. 
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3. Within a job classification, any employee with regular status who is to be laid off or 

displaced will have the right to downgrade, in descending order, to job classifications 
within his/her regression ladder, if any, provided that the employee meets the 
qualifications of the lower classification and can displace an employee in the lower 
classification as follows: 

 
a) If there are employees with limited-term status, the downgrading employee will 

first displace such limited-term employee with the least Agency service seniority. 
 
b) If there are no employees with limited-term status, the downgrading employee 

will then displace the employee with probationary status with the least 
classification seniority. 

 
c) If there are no employees with limited-term or probationary status, the 

downgrading employee will then displace the employee with regular status with 
the least seniority, provided the downgrading employee has greater seniority.  
Classification seniority will be utilized as the applicable seniority for 
downgrading purposes except that Agency service seniority will be utilized to 
downgrade into the lowest/entry classification on the regression ladder. 

 
4. If an employee with regular status is unable to downgrade into any job classification 

within the appropriate regression ladder, he/she will be laid off. 
 
5. For any classification not listed in a regression ladder, the employee with regular 

status will have the right to downgrade, in the same manner as provided in Section 
13.2 C.3, to the last unrepresented classification in which regular status was held.  If 
such a downgrade is to a classification within a regression ladder, the employee will 
have the right to downgrade through that new regression ladder only.  If such a 
downgrade is not possible, the employee will be laid off. 

 
6. An employee may accept layoff in lieu of the opportunity to downgrade by notifying 

the Human Resources Department within three (3) working days of receiving notice 
of layoff.  Where the employee accepts a layoff in lieu of a downgrade, said 
employee forfeits all recall rights except to a vacancy within the same classification 
from which the employee was laid off. 

 
7. If two (2) or more employees have equal classification seniority, the senior employee 

will be determined on the basis of greater Agency service seniority.  If two (2) or 
more employees have equal Agency service seniority, the senior employee will be 
determined on the basis of earliest hire date with the Agency or by chance draw in the 
event of a tie. 

 
8. The application of this procedure is not intended to extend job assignment, work 

organization or departmental preference to any employee affected by a layoff. 
 

D. Notice of Layoff 
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In the event of layoff, the Agency will send by certified mail, return receipt requested, 
notice of layoff to each affected employee.  Such notice will be postmarked at least 
fourteen (14) calendar days in advance of the effective date of layoff.  Such layoff notice 
will be mailed to the employee's address currently on file in the Human Resources 
Department and will be deemed appropriate notice.  An employee who is on a paid or 
unpaid leave will be affected by the layoff in accordance with the provisions of this 
Section in the same manner as all other employees.  In lieu of the certified mail notice, 
the Agency may, in its sole discretion, serve notice upon the employee personally. 

 
E. Salary in Event of Downgrade or Recall 

 
1. An employee who downgrades pursuant to this Section will be paid in the salary 

range step in the new classification closest to the monthly pay rate received 
immediately prior to downgrade, providing there is no increase in pay. 

 
2. If appointed in the lower classification at other than the maximum rate of pay, time 

served in the class from which the downgrade occurred will count toward salary step 
advancement. 

 
3. Upon subsequent recall through a regression ladder, the employee will not receive in 

the next higher class less than that received in the lower class, provided however, that 
upon subsequent placement in the class from which the employee was downgraded, 
salary step placement will be at the salary step previously held.  If, however, said 
salary step is less than that received in the class to which the employee was 
downgraded, salary step placement will be at the salary step immediately higher.  The 
anniversary date for future in-grade salary adjustments will be the date of recall to the 
permanent classification. 

 
4. “Salary” as referred to in this Section is the monthly salary range and respective 

salary step for the affected classification as set forth in the current salary schedule. 
 

F. Fringe Benefits 
 

Employees laid off will be paid vacation and similar benefits per applicable ordinances 
and rules.  Employees being recalled will have their sick leave hours at time of layoff 
restored. 

 
G. Recall 

 
1. When a vacancy occurs in a job classification, the laid off or downgraded 

employee(s) eligible to return to that job classification will be recalled in the inverse 
order of layoff.  Employees with regular status who were laid off or downgraded are 
eligible to return to the job classification in which regular status is held within their 
regression ladder, or to lower classifications within the same regression ladder, but 
will have no recall rights to any job classification in which probationary status was 
held at the time of layoff or downgrade. 

 
2. Employees will be entitled to recall rights for a period of two (2) consecutive years 

from the effective date they were downgraded or laid-off.   A downgraded employee 
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may be recalled, at the discretion of the Executive Director, after the expiration of the 
two (2) -year period.  The effective date of layoff will be the employee's last day of 
work except as provided in 13.2D.  The effective date of downgrade will be the 
employee's last day of work in the classification from which he/she is downgraded 
except as provided in 13.2D.  An employee who has downgraded and has not been 
recalled to the classification where regular status is held within the  two (2) year 
period will gain regular status in the job classification in which the employee is 
working at the expiration of the two (2)  year period. 

 
3. When a vacancy exists and employees are to be recalled, notice of the opening(s) will 

be sent to the mailing address as shown on Human Resources Department records, 
unless a more recent address has been furnished in writing by the laid off/downgraded 
employee.  To expedite recall, more than one (1) employee may be notified of an 
opening.  This recall notice will be sent by certified mail, return receipt requested, 
and the employee will have fourteen (14) calendar days to report to work from the 
date of the mailing of the recall notice. 

 
If the employee fails to report to work within fourteen (14) calendar days, the 
employee will lose all recall rights.  An employee who has been laid off will be 
required to meet the minimum qualifications of the classification to which he/she is 
recalled. 

 
H. Downgrade to Represented Job Classification 
 

An unrepresented employee who is subject to layoff may elect to downgrade to a job 
classification that is represented by a recognized employee organization pursuant to a 
Collective Bargaining Agreement to the extent such down-grade is permitted, if at all, by 
the Collective Bargaining Agreement. 
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EXHIBIT A - EXEMPT & CONFIDENTIAL POSITIONS 
 
The Governing Boards of the Agency hereby find that it is necessary to the efficient operation of the 
Agency that the following positions shall be exempt positions and that the occupants shall serve at 
the pleasure of the Executive Director.  Positions or title changes designated as exempt employees 
shall become part of this Exhibit A. 
 
Benefits may differ at the levels of management.   
 
Exempt Classifications: 

1. Agency Clerk 
2. Agency Counsel – Range 1 
3. Agency Counsel – Range 2 
4. Agency Counsel – Range 3 
5.Assistant Director – Range 1 
6.5. Assistant Director – Range 2 
7.6. Assistant Site Manager 
8.7. Deputy Executive Director 
9.8. Director – Range 1 
10.9. Director – Range 2 
11.Director – Range 3 
12.10. Executive Director 
13.11. General Counsel 
12. IT Manager 
14.Management Analyst – Range 1 
15.13. Management Analyst – Range 2 
14. Program Integrity Analyst 
16.Program Manager – Range 1 
17.15. Program Manager – Range 2 
18.16. Project Manager 
19.17. Public Information Officer 
20.18. Senior Human Resources Analyst 
21.19. Site Manager 
22.20. Supervisor 
 
Confidential Classifications 
1. Confidential Administrative Assistant 
2.Confidential Clerk 
3.Human Resources Analyst 
4.2. Human Resources Assistant 
5.3. Human Resources Specialist 
6.Human Resources Technician 
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EXHIBIT B - FLEXIBLE STAFFING 
 
Agency classes for which flexible staffing is provided by the class specifications are as follows:   
 
1. Accountant Specialist 

Accountant  
 
3. Community Development Specialist Analyst – Range 1 

Community Development Analyst – Range 2 
 
4. Redevelopment Analyst 

Range 1 
Range 2 
Range 3 

 
5. Housing Finance Analyst 

Range 1 
Range 2 
Range 3 

 
6. Human Resources Technician 

Human Resources Specialist 
 
68. Redevelopment Planner 

Range 1 
Range 2 
Range 3 
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 EXHIBIT C - REGRESSION LADDERS 
 
Confidential Unit 
 
1. Confidential Administrative Assistant 

Confidential Clerk 
 
2. Human Resources Analyst 

Human Resources Specialist 
Human Resources Technician 
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