Appendix 19-A
At Risk (revised 3/13/14)

This template letter is for Classified Employees who are the least senior in the layoff group in the employing unit. This includes the least senior employees in the work unit where the position reduction is taking place as well as least senior employees in other work units within the employing unit.
These employees will likely face layoff if they do not find or accept an alternative position.

Notify and work closely with your CHR specialist throughout the layoff process.

Schedule a meeting with tour assigned CHR specialist, the campus employment relations coordinator and the employees who will receive this letter to discuss their at risk status.

Inform the employees of the circumstances that resulted in the need for an at risk letter prior to the employee receiving the at risk letter and the meeting describes in the above paragraph.
Dear (Name):

As previously discussed with you, the (employing unit) is eliminating (number) position(s) in the title you currently hold, (title), due to (reason for layoff). This “at risk of layoff” letter is to inform you of the changes that will occur on the end of the working day on (insert date) and clarify your options. 

You are the least senior in the layoff group in the employing unit. OR
You are one of the least senior in the layoff group in the employing unit. OR 
Although you do not work in the unit where the reduction is taking place, you are one of the least senior in the layoff group in the employing unit. 

A meeting is scheduled on (date/time/place) to provide you with information and give you an opportunity to have any questions answered. In attendance at this meeting will be persons from the campus Office of Human Resources office and me, the (employing unit) Human Resources Representative. We are committed to working closely with you to assist with identification of other jobs to which you may apply.

You may find UW Madison employment opportunities listed at http://www.ohr.wisc.edu.  Also, you are eligible to participate in the State of Wisconsin's Employee Referral Service (WISCERS). This Service allows you to view job vacancies throughout state service via computer. You can access the site at http://ers.state.wi.us WISCERS is designed to give all State of Wisconsin at risk employees first access to all jobs available around the state. Follow the specific instructions in each announcement (found in the “How to Apply”) to notify the appropriate Human Resources Office of your interest in the position. Keep in mind that you must be at or above the pay range of the position for which you are applying. At this time, these processes are permissive for you as well as the unit filling a vacancy. The intent is to give you as many options as possible to find the best fit before reaching the point of mandatory, less flexible employment options. 

If you need training to use the above-listed websites or have any questions about them, you may call (Name, tele #). 

You may request in writing, consideration for a transfer to a lateral or counterpart vacancy to any classified position within the UW Madison campus for which you are qualified to perform the work after being given the customary orientation provided to newly hired workers in that position. You will be considered for any UW Madison campus vacancy if you provide a resume identifying your qualifications for the vacancy, and a copy of your at risk letter. 

 (Choose A or B)
A. Currently the (employing unit) has the following vacant position(s) to which you may request transfer or a voluntary demotion: (LIST) 

If you have an interest in any of the above titles, call (employing unit HR Rep) to obtain a position description and find out who should contact to be considered.

(OR)
B. There currently are no vacant positions to which you may request transfer or voluntary demotion within the (employing unit).
During the time you are looking for job opportunities, you may be granted, with prior approval from your supervisor:
Time off without loss of pay to attend job training;

Assistance or training in the preparation of a resume;

Up to eighty hours without loss of pay for job search activities, including participation in interviews and examinations connected to promotional exams during scheduled work time; 

Unpaid leave of absence for interviews, examinations and other job search activities;

Use of office equipment and supplies where available.

We are aware that your "at risk" designation may cause you concern. Should you want to talk over your situation with someone in a confidential setting, please know that our Employee Assistance Office is available to you for this purpose. It is located in The Lowell Center, Room 226, 610 Langdon Street. You may use work time to meet with an EA consultant and there is no charge for this service. To arrange an appointment, call 263-2987.

Sincerely, 

(Employing Unit Appointing Authority)

CC: Classified Human Resources

      Veronica Sundal OED        (Other internal as needed)
