Potential Layoff Due To Exercise of Seniority
(Date)
(Employee Name)
(Job Classification)

RE:
Notice of Potential Layoff
The Department is anticipating a reduction-in-time in staff as a result of [state reason].

Your position has not been targeted for layoff.  However, your position is in the same job classification as other positions that have been identified for layoff and are currently held by employees with more seniority than you.  It is possible that a more senior employee who is qualified to perform the duties of your position may elect to exercise their seniority into your position.  In that event, and if you are the least senior employee you will be given an official notice of layoff effective [date].  If you are not the least senior employee, , in the same job classification, you will be able to exercise seniority into a less senior position for which you are qualified.

If you are laid off, you would have the right for a period of [#] years to be recalled to this Department in order of seniority to a vacant position within your job classification for which you are qualified.  In addition, as a career employee with more than [#] years of University service, you would be eligible for preferential rehire at UCSF for a period of [#] years.

During this notice period, if you wish to seek a transfer or other employment opportunities, you will be provided with reasonable time off with pay for scheduled job interviews.  The Faculty and Staff Assistance Program (FSAP) is available to provide voluntary counseling services on a confidential basis at 476-8279.

I realize the possibility of facing layoff is difficult and encourage you to use the services available to assist you during this transition.  I am also available to discuss any questions or concerns you may have.

Sincerely,

[Administrative Authority]
cc:
Labor and Employee Relations, Box 1202

