
University Staff Layoff Template (least senior, non-exempt)

(Date)
(Name of Employee)
(Employee Home Address)

Dear [Name of Employee]:

This is to notify you that the (% FTE) (Title) position, you occupy in (operational area) in the division of (name) will be eliminated at the end of the working day on (date) due to (reason for layoff).  This letter is your official notification of layoff from your position with the University of Wisconsin – Madison. 

These layoff procedures are in accordance with the University Staff Layoff Policy.

According to University Policy, layoff must be determined by title within the operational area, by years of service, with the employee with the least years of service being laid off first. The [Name of Operational Area] is your operational area. You have the least years of service within the (Title) title within the [Name of Operational Area].
University Staff Layoff Policy identifies reassignment as an alternative to layoff for which you may be considered, if there is a vacancy in a similar title within your division and you have the minimal qualifications for the position you may be reassigned to this vacancy in lieu of layoff.
At this time, there are no vacancies in similar titles within your division available for reassignment; therefore, this alternative is not available to you.

OR 

At this time, the following vacancies in similar titles are available for consideration. Call (Name) if you are interested in obtaining the positions descriptions or more information about any of these vacancies.   

Additionally, employees who have been identified for layoff, or who have been laid off, shall receive interviews for all positions on campus in similar titles for which the employee appears qualified and applies. If you apply for a vacancy in a similar title for which you believe you are qualified, attach a copy of this layoff letter to your application and call the contact person listed for that vacancy to inform them that you have been identified for layoff, or have been laid off, and that you believe that you may be qualified for the position and would like to receive an interview.
If you are unable to maintain employment by utilizing the above listed methods, you will be laid off. Your final paycheck will be on (Date). The final check will include payment for any unused vacation and personal holiday time earned through your last workday or an adjustment from payment for overdrawn vacation and/or holiday time based on this same date.  Call (division payroll contact) at (tele #) if you have any questions about your final paycheck.
Please contact The Office of Human Resources – Benefit Services at (608) 262-5650 or send an email to benefits@ohr.wisc.edu in order to set up an appointment to discuss your benefit options as a result of this action.

According to the University Staff Layoff Policy, an employee or former employee who has been laid off has mandatory placement rights for one year from the date of layoff to vacancies in their most recently held title within the division from which the employee was laid off. You will receive written notification of such vacancies to which you may be eligible as a mandatory placement candidate. The employee will be offered the position provided he or she has the minimal qualifications to perform the work. If there are other mandatory placement candidates, you will be contacted in inverse order of layoff.
An employee or former employee’s mandatory placement rights will be withdrawn if the employee fails to accept an offer within the division within seven calendar days of the offer, refuses to accept a position within the University without good cause, fails to report for work without good cause, engages in unprofessional conduct, such as disrespectful or discourteous communication with university staff in violation of university policies, or has been placed into an equivalent position, or a position in the same or higher title series within the university which is the same FTE or within .25 FTE of the position from which the employee was laid off and is within 40 miles of the employee’s home address or previous work location
In addition to mandatory placement rights, you have reemployment eligibility to vacancies within UW-Madison for which you are qualified to perform the work for three years from the date of layoff. You will have to look for and apply for such vacancies. You may be reemployed at the discretion of the dean, director or designee responsible for the vacancy. 
If you were hired at UW-Madison prior to July 1, 2015, Wis. Stat. 36.115 guarantees that you shall retain the reinstatement privileges you had under Wis. Stat. §230.31(1) which provides that employees are eligible to return to a classified position at another State agency on a reinstatement basis for a period of five (5) years from July 1, 2015 through June 30, 2020. This reinstatement eligibility is to vacancies anywhere in state service for which you are qualified to perform the work at or below the same or counterpart pay range from which you are laid off. You will have to look for and apply as a reinstatement candidate to such vacancies. You may be reinstated at the discretion of the appointing authority having the vacancy. 
You continue to be eligible to compete for promotional opportunities in the University for which you would have been eligible had layoff not occurred.  It is your responsibility to keep informed of promotional opportunities as announced. 

 (USE NEXT SENTENCE ONLY IF NO OFFERS WERE AVAILABLE AND STATED EARLIER IN LETTER) While we can make no offers of employment to you at this time, (NAME )  will continue to keep you informed of other alternatives available in the division up to the effective date of your layoff. 

You may also find other vacancies in other divisions at the University of Wisconsin – Madison. You may find employment opportunities listed at www.ohr.wisc.edu. If you are not sure how to use this listing of current vacancies, or if you have any general questions about vacancies call (Division HR Rep) for assistance. If you have any questions about a particular vacancy, call the contact person listed for that vacancy.  

During the time prior to layoff while you are looking for alternative job opportunities, you may be granted, with prior approval from your supervisor, the ability to attend job search support groups and job interviews without loss of pay, provided that they occur during your normally scheduled working hours.
You are entitled to appeal this layoff action by following the grievance procedures set out in the University Staff Grievances Policy.

This letter contains a large amount of information.

A meeting has been scheduled on (date, time, place) to give you an opportunity to have your questions about this letter answered.

OR 

If you have any questions about the content of this letter, please call (Division HR tele #).

I regret the need to give you this notification. It is our intention to provide you with as much assistance and information as possible in this matter.  
If you would like some confidential assistance in managing the personal or professional impact of this change, please know that our Employee Assistance Office is available to you for this purpose. It is located in The Lowell Center, Room 526, 610 Langdon Street. You may use work time to meet with an Employee Assistance consultant and there is no charge for this service. To arrange an appointment, call 263-2987. 
If you would like clarification regarding the layoff procedures or to discuss options related to your pending layoff, please know that our Ombuds Office is available to you for this purpose. The Ombuds office is located at the Lowell Center, Room 223, 610 Langdon Street. You may use work time to meet with the Ombuds Office and there is no charge for this service. To arrange an appointment, call (608) 265-9992.  
Please keep in close communication with your division human resources office. 

Sincerely,

[Division Dean, Director or Designee]

cc:
Division Human Resources 

       
Office of Human Resources personnel file 

Benefits Services  

Enclosure:

MyUW and UW Facilities Access
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