Layoff/Indefinite Reduction in Time

Professional & Support Staff

Effective 



, you will be indefinitely laid off/have your time indefinitely reduced to 

% as a 



 in the Department of 


.  This layoff will be due to lack of funds/lack of work/reorganization and is/is not in order of seniority.  (If not in order of seniority, enclose a copy of the letter specifying the special skills, knowledge, or ability of the person who is retained out of seniority.)

I have enclosed a copy of the UCLA “Checklist of Employee Benefits Upon Indefinite Layoff,” which outlines your rights and benefits as a laid-off employee.  Information regarding continuation of your healthcare benefits will be sent to you by CONEXIS, the COBRA plan administrator.  If you have not found another position at the time of your layoff, you should contact the California Employment Development Department (EDD) regarding applicant procedures and eligibility requirements for unemployment compensation benefits at 1-800-300-5616 or on the web at www.edd.ca.gov.

As a laid-off employee, Personnel Policies for Staff Members (PPSM) Policy 60.J entitles you to severance pay.  You are eligible to receive __ weeks
 severance pay in the amount of ($_,_ _ _).

In accordance with PPSM Policy 60.F you have the option to elect recall and preference for re-employment in lieu of severance pay as described below. If you choose this option, please indicate this on the attached form and submit it to ______ within fourteen (14) calendar days of receipt of this notice. 

Preference for re-employment or transfer applies to any active and vacant career position on campus for which you are qualified when the position is at the same salary level or lower (as determined by the salary range maximum) and at the same or lesser percentage of time as your current position. As a career employee with less than five (5) years/more than five (5) years but less than 10 years/over 10 years of seniority, you would be eligible for preference for re-employment or transfer for one/two/three year(s) ending 

.

In addition, you would have the right to recall in order of seniority for the next three years into any active and vacant position in the department for which you are qualified when the position is in the same classification and at the same or a lesser percentage of time as your current assignment.

If you elect the preferential rehire and recall option, you should contact Campus Layoff Coordinator Emoon Mar at (310) 794-0860 as soon as possible to arrange an interview in order to activate your preferential status for vacant campus positions.  At that meeting, you will be asked to specify the types of UCLA positions you wish to pursue and to present a current description of your job skills and qualifications.  You should make sure that Campus Human Resources has your current mailing address.

(Departmental instructions regarding signing forms, turning in keys, etc. should be given.  A personalized closure is appropriate.)

If you have any questions about the layoff process please contact Employee Relations Specialist______________ at (310) 794-0860.  Any questions regarding your health care benefits should be directed to Benefits at (310) 794-0830.
cc:
Barry Cautivar, Employee Relations Specialist


Emoon Mar, Campus Layoff Coordinator


Campus Human Resources Benefits

� For the past 15 years it has been the campus practice to provide 60 days notice.


� Employees who receive severance pay shall be paid a lump sum amount of one week (5 workdays) of salary for each full year of service from the most recent break in service, up to a maximum of 16 weeks of base pay.  Employees whose appointment is indefinitely reduced receive pay for the percent of time reduced using the above payment schedule.





