






[date]

[bookmark: _GoBack][name]
[campus address]


RE:  Employment Notification Letter

Dear [name],

It is with great regret that I must inform you that the assignment you hold in [dept/unit/org] is being [eliminated/reduced to XX FTE].  Please note that although the duties to which you are currently assigned are being reassigned or eliminated, this is not a notice of layoff, and you continue to be employed by the University of Iowa.  You may be subject to reassignment or layoff at a future date, and it is important that you understand your rights and options at that time.  I would like to emphasize that this current action is due to [staffing restructuring/budgetary reasons/grant funding terminating] and is not in any way a reflection on your performance.

As your rights in this process are governed by the collective bargaining agreement negotiated between the State of Iowa and AFSCME Council 61 (CBA), it is important that you understand the relevant provisions.  Attached please find a summary of the layoff process and a set of frequently asked questions that was prepared by the University of Iowa’s Employee & Labor Relations department.  Additionally, members of the Human Resources team will met with you individually to address your individual circumstances, review your options, and address any questions you might have.

An appointment has been arranged for you to meet with Lyra W. Dickerson, Director of Merit Employment Services who will discuss your employment opportunities with the University and answer questions you may have regarding the reduction and placement process.  Your appointment is scheduled for [date/time] in the University Services Building, Employment Department.  You may also wish to consult with a representative of AFSCME/Iowa Council 61 (800-372-6054) or AFSCME Local 12 [319-338-1212).  You may always contact [name] your department HR Representative as well with questions.

Please know that University resources are available to help you with this transition.  You are welcome to contact Faculty and Staff Disability Services (319-335-2660) for assistance concerning any health concerns and you also may wish to access the University’s Employee Assistance Program, Faculty and Staff Services (319-335-2085).

Again I sincerely regret this development, and we will make every effort to assist you during this difficult time. 

Sincerely,




[name]
[title]
cc:	[Mgr/supervisor]
	[DEO]
	[SR HR Rep]
Josey Bathke, ELR
	Lyra Dickerson, ES
	AFSCME Local 12
	AFSCME Council 61


Enclosures:  Layoff Summary and FAQs


