Notice of Seniority Rights
(Date)
(Employee Name)
(Job Classification)
RE:
Notice of Seniority Rights
This letter is to notify you that due to [reasons] it has become necessary to reduce staff in the [layoff unit].  I regret to inform you that your [% time] career position as a [job classification] will be [eliminated or reduced in time from X% to Y%] effective [date].

However, you do have the right to exercise seniority over a less senior employee in your job classification.  The career position over which you have seniority is at X% time [optional: work schedule and supervisor].  If you elect to exercise seniority over this position, the less senior employee will receive notice of [layoff/reduction-in-time] and you will be placed in that position.

It is your decision as to whether or not you wish to exercise your rights of seniority.  You must complete the attached statement and return it to me no later than [3-5 business days].  If you choose not to exercise your seniority rights, you will receive 30 days advance notice and will be eligible for recall and preferential rehire at UCSF and any other benefits to which you are entitled, including eligibility for unemployment insurance.

If I do not here from you regarding your seniority rights by [time and date], I will assume you have elected not to exercise your seniority and will proceed with notice of [layoff or reduction-in-time].

If you have any questions about this notice, please feel free to contact me.

Sincerely,

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

