SAMPLE TEMPORARY LAYOFF

Go to: http://apps.adcom.uci.edu/expresso/econtent/Content.do?resource=13
to find the name of your Department contact in Human Resources.

Got to: http://snap.uci.edu/viewXmlFile.jsp?resourceID=440 

To find the name of the Union representative.


DATE: (Should be 15 calendar days prior to effective date of temporary layoff)

Name:

Title:

RE: NOTIFICATION OF TEMPORARY LAYOFF

I regret to inform you that your ____% position as a __________ in the Department of _________ is subject to temporary layoff effective   ______    (minimum of 15 calendar days from the date of the notice) through _______.  This action is being taken in accordance with Article _____ (insert applicable contract article) of the Agreement between the University of California and ______ (insert applicable union)

During the period of temporary layoff, you will remain eligible for health benefits.  The University will continue to provide University contributions to health plans during this time.  You may wish to contact your department benefits representative if you have further questions.

Your return to work date is ________.  

Signature

Title

cc: Department Representative (Name)


Labor & Employee Relations Consultant (Name)


Employment Representative (Name)


Benefits Representative (Name)


AFSCME, CUE or UPTE representative (Name)

Enclosures:
Article 13 for EX-AFSCME contract or
Article 13 for SX-AFSCME contract or

Article 13, CUE Contract or 
Article 13 for HX-UPTE contract or



Article 16 for RX -UPTE contract or



Article 16 for TX-UPTE contract

Proof of Service
PROOF OF SERVICE

I declare that my work address is University of California, Irvine, _________________ Department, located at ________________ Irvine, California, 92697.

On December 18, 2012 I personally served the attached letter to:

Employee Name

Title

Department

and I served the attached letter by placing a true copy enclosed in a sealed envelope with postage fully prepaid in the United States mail, addressed as follows:

Union Representative
Union

Address

I declare under penalty of perjury that the foregoing is true and correct and this declaration was executed on:  December 18, 2012 at Irvine, California.


[Signature above/Type/Print name here]
(Notice of Temporary Layoff)

[Note: All enclosures, including this Proof of Service must be given to Employee, sent to Union and to the Human Resources Department]
Reviewed 07/13/12

