REDUCTION IN TIME OR LAYOFF PROPOSAL

(This form is available on our web site at http://humanresources.ucr.edu/forms.)

Instructions:  Please complete this form and forward electronically along with a draft of notice letter to employee and, if the proposed action is out of seniority order, a memo justifying the lack of skills or knowledge of the more senior employee, as follows: 

1. Department to Control Unit

2. Control Unit to Labor Relations

3. Labor Relations to Affirmative Action

4. Affirmative Action to Labor Relations

5. Labor Relations to Department (with copy to Control Unit)


(Check one)

 FORMCHECKBOX 

REDUCTION IN TIME
If Reduction in Time, to What %?








 FORMCHECKBOX 

LAYOFF

	Department:
	
	Payroll Title:
	
	Current 

Appt. %

Time:
	

	Effective Date of Action:
	
	Approval Needed By:
	

	Reason for Action:
	

	

	Fund Sources ( provide FAUs):
	
	

	
	
	General Fund (19900):   FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No

Other (specify):

	Designated Employee:
	

	Gender:
	
	Ethnicity:
	
	Age:

	Date of Hire:
	
	Seniority Points:
	

	Is Employee in Bargaining Unit?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If "Yes," Unit name:
	


A Memo of Justification is required if you answer "yes" to the following.

	1
	Did the employee have prior service at another UC location immediately prior to employment at UCR?
	 FORMCHECKBOX 

 FORMCHECKBOX 

	Yes  Where:_________________

No

	2
	Are limited and/or casual restricted employee(s) retained?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	3
	Are employee(s) with less seniority in the job title in the department retained over the designated employee?

	
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If "Yes," list least senior employee(s).

	
	NAME
	ETHNICITY

	SEX
	SENIORITY POINTS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	











