SKILLED CRAFT
LAYOFF MODEL LETTER
[Date]
NAME

ADDRESS

CITY, STATE, ZIP
Dear : 
Pursuant to Article 18, Layoff and Reduction in Time, Section 1 of the University of California-Alameda County Building and Construction Trades Council Labor Agreement, I regret to inform you that due to (lack of funds, closure of the unit, lack of work, etc.), you will be indefinitely laid off from University employment, effective _______. (A copy of Article 18 is attached to this letter.)
Article 18 also details your recall and preferential rehire rights. Recall rights permit you to return to your former job or a similar job in your employing department. A description of Preferential Rehire Rights may be found in Paragraph of Article 18. The language states in pertinent part:
“Employees who are laid off or receive a reduced time schedule and who apply for an open, vacant position in the bargaining unit at either the CAMPUS or LABORATORY shall be granted preferential rehire if: 1) They meet the qualification requirements for the position as determined by the CAMPUS or LABORATORY; 2) the position is the same pay or lower; and 3) the position is at the same or lesser percentage of time as the position held by the employee at the time of recall . . . Employees eligible for preferential rehire shall retain eligibility for one year.”

As a member of the Skilled Crafts bargaining unit, you are also entitled to severance if you are eligible. Article 26, Severance, Section F., provides details regarding eligibility as well as the amount to which you will be entitled if you are eligible. (A copy of Article 26 is attached to this letter.)

Your medical, dental and vision insurance coverage will end on ________, 201_, provided you have paid any required portion of these premiums. Departmental representative ___________, will provide you with COBRA continuation information for these plans, as well as information and an Indefinite Layoff Benefits Checklist with a supplemental handout, which describes what happens to your benefits when you are laid off. If you have any questions about this information or are vested and are 50 or over, contact a Retirement Analyst in the Office of Human Resources Benefits Unit at 642-7053, or benefits@berkeley.edu to discuss important decisions, which may affect future benefits eligibility.

I have scheduled an appointment for you to meet with Employment Analyst Charo Albarran on __________. The purpose of the meeting is to provide you with information on recall and preferential rehire rights, and to review your qualifications for reemployment. Please take the following items to your appointment:  a complete and current application or resume with any applicable supplement and any letters of recommendation or commendation you may wish to have reviewed. Prior to the meeting you may want to create an employee profile in the online recruiting system eRecruit. Information on the hiring process can be found on the Human Resources website at http://hrweb.berkeley.edu/employment. 
If you believe this layoff is not in accordance with the UC/-ACBCTC Labor Agreement or if you have questions, you should speak to the undersigned immediately. For information regarding your contractual rights, please review the UC-ACBCTC Labor Agreement for your appeal rights or contact your union representative or shop steward.

We thank you for all the services you have provided the department and the University, and wish you every success in the future.








Sincerely,








(Insert Name and Title of Manager)

Attachments:
Article 18, UC-ACBCTC Agreement



Article 26, UC-ACBCTC Agreement



Proof of Service



Indefinite Layoff Benefits Checklist



Indefinite Layoff Benefits Checklist Supplement



COBRA Application Packet



Unemployment Insurance Booklet and Letter

If you have any questions, or wish to discuss this further, please do not hesitate to contact me.






Very truly yours,
Kenneth T. Phillippi


Labor Relations Advocate
Cc:
Labor Relations Manager Harrington


AVC Chris Christofferson


Associate Director Krambuhl


Human Resources Manager Low


Grievant

