

UNIVERSITY OF CALIFORNIA
[image: image1.wmf]BERKELEY •  DAVIS  •  IRVINE  •  LOS ANGELES  •  MERCED - RIVERSIDE  •  SAN DIEGO  •  SAN FRANCISCO


[image: image2.wmf]    SANTA  BARBARA   •   SANTA CRUZ



SANTA CRUZ, CALIFORNIA  95064
 

    [Indefinite Layoff Notice-Limited Position: This letter template is to be used in consultation with Staff Human Resources.]

[Date]

[Employee Name]

[Employee Address]

[Job Title, Department]
Dear [Employee Name],

Re: Notice of Release from a Limited Appointment
In accordance with [Insert appropriate contract article/provision or Personnel Policies for Staff Members-Policy 61- Release During the Probationary Period or From Limited, Casual/Restricted, and Floater Appointments], this is to inform you that you will be released from your limited appointment of [classification] effective [time], [date].  

If you are interested in seeking employment elsewhere on campus, contact Staff Human Resources at (831) 459-2009.  A detailed listing of current UCSC job opportunities can be accessed via the Internet at http://jobs.ucsc.edu.  Computers are available at UCSC Staff Human Resources office located at 1201 Shaffer Road, First Floor, Santa Cruz. Application materials must be submitted by the initial review date to receive preferential rehire consideration. 

As a result of this release, you may be eligible for unemployment insurance benefits.  I would advise you to register for benefits at your local State Employment Development Department (EDD) Office.  Campus services you may wish to consult prior to layoff are the following:  EEO/Affirmative Action Office; Staff Human Resources - Consulting Services; Labor Relations; Employee Assistance Program; and the Ombudsman’s Office.

You may be eligible to continue university sponsored health, dental, and vision coverage.  For information regarding the continuation of these benefits, please contact the campus Benefits Office at (831) 459-2013.  You should also discuss with the campus Benefits Office the effect, if any, of the temporary release on your benefits, insurance and retirement programs.

I am enclosing a package of information materials for your reference regarding university benefits and other information you may find useful.

[Paragraph of appreciation, regrets, etc.]
Sincerely,

[Department Head/ Supervisor Name]

[Department Head/ Supervisor Title, Department]

cc:
Labor Relations Consultant 

Benefits Manager

HR Service Team Representative
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