K5 – Skilled Crafts Employees
SAMPLE LETTER

PROOF OF SERVICE

DATE

TO:

RE: NOTIFICATION OF INDEFINITE LAYOFF

I regret to inform you that due to (budgetary/operational considerations) it is necessary to place you on indefinite layoff, effective     (Date)    . Your last day on pay status will be     (Date)    . 

NOTE TO DEPARTMENT: Whenever possible, an employee will receive at least 30 calendar days advance notice; if less than 30 calendar days notice is given, the employee shall receive pay in lieu of notice.

You will have right to recall in this department for a three (3) year period beginning (effective date of action). This means that you will be recalled in order of seniority into any active and vacant career position for which you are qualified when the position is in the same class, and craft, and at the same time or lesser percentage of time as the position held by you at the time of layoff.  
You will have preference for re-employment in this and other departments beginning (date of notice or two months prior to effective date, whichever is later) and continuing for a ____ year period from the effective date of your layoff.  Preferential consideration applies to career positions in this and other departments on campus in the K5 bargaining unit which are at the same salary level or lower and at the same or lesser percent of time as the position held at time of notification, for which you are qualified.  Please refer to K5 Contract, Article 20 for details on computing the period of right to recall and preference for re-employment.
I want to remind you that University employees are covered by unemployment insurance. You may obtain a determination of your eligibility by calling the California State Employment Development Department at 1-866-333-4606.  However, a Labor Relations representative is available at (951) 827-3641 to provide you with information regarding considerations in determining eligibility.

You may contact the Staff Employment and Education Office in Human Resources at (951) 827-4721 for information regarding employment rights, opportunities and procedures, as well as services available to you. Additionally, information concerning insurance or retirement matters may also be obtained from the Benefits Office in Human Resources at (951) 827-4766.  For more information regarding resources that may be of assistance to you, please visit the website at http://heretohelp.ucr.edu/.
cc:
Staff Employment and Education

Labor Relations

IUOA Local 501


Benefits

NOTE TO DEPARTMENT: Use Proof of Service Form, see Attachments A or Attachment B.

