Non Senate Instructional Unit, Continuing Lecturer (IX) – Indefinite Layoff 
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: An employee will receive 12 months advance written notice of full separation from employment resulting from layoff.  When the required advance notice is not provided the University will provide pay in lieu of notice. 
You will be eligible for reemployment consideration in accordance with Article 17, Section F for two (2) years from     (Date)    , the effective date of this action.   
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.  Additional information regarding considerations in determining eligibility is available at www.edd.ca.gov. 
Information concerning insurance or retirement matters may 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:
Academic Personnel

Labor Relations


Benefits
            UC-AFT
NOTE TO DEPARTMENT: The IX contract requires concurrent notice of this action to the  UC-AFT; therefore, departments must provide a copy of the above letter to the UC-AFT along with a Proof of Service form, see Attachment A or Attachment B, at the time the employee is notified. UC-AFT contact information can be found at the following link:

 
 http://hr.ucr.edu/supervisor/labor/bargain.html.   
Please also send a copy of the Proof of Service form to Labor Relations.
