City of Albany

Voluntary Separation Incentive Program Guidelines
2011
· Program Purpose

· Helps reduce payroll costs

· Supports a sustainable budget

· Provides for employees to separate voluntarily 
· Avoids (or reduces need for) involuntary layoffs

· Eligibility
·  Eligible

· Employees with at least five years of continuous, regular-status City service as of the date they separate from City employment (which cannot be later than December 31, 2011).
· Non-Bargaining and Union Represented (unless exempted by department director)
· Full or Part Time

· Not Eligible

· Seasonal/Temporary
· Employees with less than five years of continuous City service

· Positions exempted by department director because position is critical to delivery of services or a lack of substantial savings
     Incentive Amounts
	Incentive will be based on complete years of regular-status service as of date employee separates
	

	Note:  Severance pay outs can be cash or health insurance contribution up to the maximum shown below.  Health insurance contributions can only be made for employees remaining on a City health insurance plan or a PERS plan.
 

Cash pay out will be a lump sum included with the employee’s final pay check or as negotiated with Department Director. 

	If incentive is taken as a cash lump sum:

$5000 plus $500 for each year of completed regular-status service with the City up to a maximum of 30 years.


	

	If incentive is taken as a health insurance subsidy:
$5000 plus $650 for each year of completed regular-status service with the City up to a maximum of 30 years.
	

	Part-time employees will receive a proration of above amounts based on FTE.
	

	Last day of work must be no later than December 31, 2011.
	

	Employee waives right to be rehired by City within three (3) years of separation. (NOTE:  At department director’s discretion, an employee may be offered a temporary position not to exceed 1039 hours.  Such temporary appointments must be completed within 12 months or by June 30, 2012, whichever occurs first.  Three-year period of no rehire begins at end of temporary appointment.)
	


· Examples:
1. Antoinette has 17 years of regular-status service with the City when she voluntarily separates on June 30, 2011.  She chooses to receive the incentive as a cash lump-sum.  She will receive:


17 years x $500 = $8500 + $5000 = $13,500
2. Guido has 34 years of regular-status service with the City when he voluntarily separates on June 30, 2011.  He chooses to receive the incentive as a health insurance subsidy.  He will receive:
30 years (maximum) x $650 = $19,500 + $5000 = $24,500 as a health insurance subsidy
3. Wilhelm has 9 years of regular-status service with the City when he voluntarily separates on April 30, 2011.  He is a part-time employee at 0.625 FTE.  He chooses to receive the incentive as a cash lump-sum.  He will receive:

9 years x $500 = $4500 + $5000 = $9500 x 0.625 FTE = $5937.50
· Separation Program Timelines and Process Steps 
· Employee Applications Due to HR by 5:00 p.m. on  November 3, 2010 (no extensions)
· (Application may be denied based on business needs)
· Department and employee finalize details by November 10, 2010
· City sends separation agreement to employees by approximately November 17, 2010
· Employee returns signed Agreement to City by 5:00 p.m. on January 7, 2011
· Employee’s last date of regular-status work is date mutually agreed upon, but no later than December 31, 2011
· Separation Agreements
· Standard City-wide format 

· Separation incentive, if paid as cash, will be subject to payroll taxes and ordinary deductions (Employees may want to adjust their withholdings by completing a new W-4)
· Employees have at least 45 calendar days to review and sign Separation Agreement
· Employees are encouraged to consult with an attorney prior to signing

· By signing Agreement, employee is waiving considerable rights under a variety of State and Federal laws

· Employee has 7 calendar days from date the agreement is signed to revoke agreement

· Agreement becomes irrevocable on the 8th calendar day after the date the employee signs agreement
· General Incentive Information

· Employee receives monetary incentive based on years of service, as noted above

· Employee may elect to receive monetary incentive in lump sum or applied towards health insurance premiums.  Monetary incentive paid on last pay check as regular employee or as negotiated with Department Director
· Health insurance premium option is available only to those employees remaining on the City’s health insurance (COBRA or Sick Leave Retirement Benefit) or a PERS health insurance program
· If you choose to apply the VSIP funds towards health insurance, those funds will be comingled with your sick leave retirement benefit, if any, and will become subject to the terms and conditions of the sick leave retirement benefit program.  Please note that upon a retiree’s death, a surviving spouse or dependent whose health insurance is being funded by those funds, may continue drawing on those funds for the City’s or PERS’ insurance plans as long as the spouse or dependent remains eligible.  However, there is no entitlement to cash by the surviving spouse or estate.
· If health insurance contribution is not chosen as part of the separation agreement

· Insurance ends the last day of month in which employee worked

· However, employee may be eligible for COBRA or retiree health benefits 
· Separation Incentive may be applied toward Deferred Compensation (up to annual limits). Contact Payroll to make adjustments.
· Leave Accruals
· Paid out according to City policy or collective bargaining agreement on last pay check as a regular employee
· Rehire Eligibility
· Except for 1039-hour appointment which may be granted at the discretion of the department director, as a provision of the separation agreement, employee waives right to be rehired by City, in any capacity, within three years of their last day worked
· After three-year period, employee may apply for employment pursuant to the City’s regular application process for external recruitments

· If rehired after three-year period, seniority and leave accruals will not be reinstated
· Employee will serve a new training/probationary period 

· Retirement

· Employees who wish to retire under Oregon PERS should inform Payroll and contact PERS immediately
· Employees can go to Oregon PERS webpage at http://oregon.gov/PERS/ for additional retirement information
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