
Sample Reduction in Force Notification Memo – Layoff Date Extension 

DATE:
[Date] 

TO:
[Employee Name] 


[Address] 


[City, State Zip] 

FROM:
[Director, Department Head or Supervisor]


[Department, CB]

RE:
Revised Notification of Separation Due to Layoff

As a result of _____________, we are able to extend your employment.  Your employment with the department will now end on [date: must be at least 30 calendar days after the original date that the employee received notification of layoff].

Layoff Information Session

The Human Resources Specialist in the Office of Human Resources will be contacting you shortly to arrange for a layoff information session or in cases when the session has already occurred, provide revised layoff materials. At this meeting, the Human Resources Specialist will review the applicable policies and benefits available to you, including your eligibility for:

· Severance Pay

· Priority Re-employment Consideration

· Health Insurance Continuation

· Termination or Continuation of Other University Benefits

· Career Transition Counseling Services

· Leave Payout 

The Human Resources Specialist will also provide additional resources for seeking reemployment.

Additional information on Office of State Human Resources policy on layoff is available here:

https://oshr.nc.gov/state-employee-resources/employee-relations/reduction-in-force/hr-professionals 
Appeal Rights 

Permanent SHRA employees who have completed their probationary period have the right to appeal this decision under the University's “SHRA Grievance Policy” (“Grievance Policy”). To be eligible, you must submit your appeal to the Employee & Management Relations Division of the University’s Office of Human Resources within 30 calendar days of receiving this layoff notification. A copy of the Grievance Policy is attached for your convenience. You may also obtain a copy of the Grievance Policy through the Employee & Management Relations Division via email at emr@unc.edu or at the Office of Human Resources website at http://hr.unc.edu/. If you have questions about your appeal rights, please contact the Grievance Coordinator in the Employee & Management Relations Division at (919) 843-3444.

On behalf of the University, I thank you for your service to the State and wish you the best in your future employment.

cc: 
Department Personnel Files

Dean/Director

Human Resources Specialist, Employment and Staffing Department, Office of Human Resources

Employee and Management Relations Consultant, Office of Human Resources

Attachment: SHRA Grievance Policy
Employee Signature: ____________________________________________
 Date: _________________

(Signature only acknowledges receipt of notification.)

Supervisor Signature: ____________________________________________ Date: _________________
Rev. (05/23/2023)




