Service Unit (SX) - Layoff and Reduction in Time
SAMPLE LETTER

PROOF OF SERVICE

DATE

TO:  (Employee's Name/Title)

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 in accordance with Article 13.D.2.b. of the Service Agreement. In the event of an anticipated indefinite layoff of 5 or more FTE on the same effective date in the same unit, the University, will to the extent possible, give 45 calendar days advance notice to AFSCME.

You will have right to recall in this department for a three (3) year period beginning (effective date of action). Right to recall applies to career positions for which you are qualified in the service bargaining unit in the same classification and at the same or lesser percentage of time as the position from which you are laid off. (If APPLICABLE ADD: Recall rights also apply to positions in a lower class at the same or lesser percentage of time than the position you are being laid off from, provided you previously held a career position in that lower class in this department in the service bargaining unit).

You will have preferential rehire status in this and other departments beginning (date of notice) and extending for a ______ year period from the effective date of layoff.  Preferential rehire consideration applies to career positions in the Service bargaining unit at the Riverside campus, in classifications with the same or lower salary range maximum and at the same or lesser percentage of time for which you are fully qualified.

ADD FOR EMPLOYEES WITH LESS THAN FIVE YEARS OF SERVICE:
Alternatively, as an employee with less than five years of service, you may elect severance in the amount of ten days pay in lieu of preferential rehire and recall rights.

ADD FOR EMPLOYEES WITH MORE THAN FIVE YEARS OF SERVICE:
Alternatively, as an employee with X years of service, you may elect severance in the amount of $         in lieu of preferential rehire and recall rights.  This amount was calculated based on one week for each full year of service up to a maximum of 16 weeks.

Such election must be in writing and must be submitted within 14 days calendar days of receipt of this notice of layoff.  Election is irrevocable (see SX Employee Election for Severance in Indefinite Layoff).

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


Benefits

AFSCME

NOTE TO DEPARTMENT: The AFSCME contract requires reasonable advance notice of this action to AFSCME; therefore, departments must provide a copy of the above letter to AFSCME along with a Proof of Service form, see Attachment A or Attachment B, at the time the employee is notified. Please also send a copy of the Proof of Service form to Labor Relations. AFSCME's copy should be addressed to: 
AFSCME
1020 Iowa Avenue, Suite D 
Riverside, CA 92507
