SAMPLE REDUCTION-IN-FORCE LETTER

(Non-Career State Employees - GS 126)
METHOD OF DELIVERY – HAND OR CERTIFIED MAIL – RETURN RECEIPT REQUESTED

[Date]

[Employee Name]

[Employee Position Title, Salary Grade]

[Employee Address]

Dear [RIF employee]:
This letter is your official 30-day notification pursuant to GS 126-7.1(b) that the position you currently occupy will be eliminated [effective date] to accomplish [state reason for reduction in force].  Decisions concerning staff reductions have followed the Department’s Reduction-in-Force Policy (RIF) where applicable. Your last day of work is scheduled to be [last work date]. We realize the impact that this decision will have on you, both as an individual and as an employee.  Though we have been unable to identify any viable alternative to this reduction in force at this point, we will continue to search.
Please know that our Human Resources staff, with support from the Office of State Personnel, will make every effort to help you as you consider other employment opportunities within state government.  As you are not a career state employee, you do not have RIF priority or reemployment priority rights.  However, we are committed to helping you remain employed or regain employment, if possible.  Staff in the Human Resources Office will also be available to answer questions you may have concerning your status as a RIF employee.  Information regarding your pay and benefits is included below.
ACCRUED VACATION/BONUS LEAVE AND SICK LEAVE AND LONGEVITY PAYMENT
You will be paid for any accrued vacation leave up to a maximum of 240 hours and for any unused bonus leave up to 200 hours.  Vacation leave in excess of 240 hours shall be reinstated if you are reemployed with the state within one year of your separation date.  You will not be paid for accrued sick leave.  Rather, any accrued sick leave will be reinstated should you return to state government within five years from your date of separation.  In addition, if eligible, you will receive a prorated longevity payment.
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RETIREMENT CONTRIBUTIONS

Upon separation, you are eligible to receive a refund of your retirement contributions.  If you have at least five years as a contributing member, interest will be added to your refund.  State law does not permit the retirement system to make refunds earlier than 60 days after your separation date.  You may also choose to leave your monetary contributions in the state retirement system for your future retirement, especially if you plan to seek reemployment, and possible retirement with state government.  
HEALTH INSURANCE COVERAGE
If you are currently participating in the State Health Plan and have been employed for at least 12 cumulative months, you are eligible to continue your health insurance coverage for up to 12 months at no cost. You will, however, continue to be responsible for paying the 80/20 employee only coverage monthly premium during your one year of paid coverage as applicable.  Dependent coverage options are also available at your expense.

If you do not have 12 months of cumulative service you can continue your State Health Plan coverage at full cost plus a 2% administrative fee under COBRA.  You will be contacted directly by the State Health Plan and provided enrollment information.  Dependent coverage options are also available at your expense through COBRA.  

SEVERANCE SALARY CONTINUATION/DISCONTINUED SERVICE RETIREMENT

Your eligibility for severance salary continuation or discontinued service retirement will be reviewed; if eligible, you will be notified.

It is anticipated your last paycheck will be directly deposited to your bank account at the end of the next month following your separation date.  However, it may be necessary to mail a paper check directly to your home address.  You should contact your local Human Resources office at [HR Phone Number] to ensure your address is current in the event a paper check is mailed to your home address.

NO PRIORITY REEMPLOYMENT CONSIDERATION

The State’s policies do not afford you priority placement and reemployment considerations for state government positions because you have not obtained career state employee status (i.e., you have not been continuously employed in a permanent position for the preceding 24 months).   
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APPEAL RIGHTS

As a permanent employee, and in accordance with the DHHS Human Resources Reduction-in-Force policy, you may appeal this action on the basis that your RIF separation was in retaliation for your opposition to alleged discrimination on account of your age, sex, race, color, national origin, religion, creed, political affiliation, or handicapping condition.  Employees with veterans’ preference have the right to appeal the alleged denial of veterans’ preference in a RIF separation. This appeal may be made by filing a Step 2 grievance within 15 calendar days of your separation (i.e., the last day of work) in accordance with DHHS Directive III-8, Employee Grievance Policy (copy attached).  Or, instead of filing a Step 2 grievance within the department, you may appeal directly to the Office of Administrative Hearings (OAH) by filing a Petition for a Contested Case Hearing.
If you have any questions or need assistance in understanding your rights and benefits, please contact your human resources office.  

Thank you for your contributions to the [Division/Facility], the Department of Health and Human Services, and to the State of North Carolina.  We wish you the very best in your future endeavors.   

Sincerely,

[Division/Facility Director]
Enclosure:  DHHS Directive III-8, Employee Grievance Policy
cc:
Personnel File

Acknowledgment: (FOR HAND DELIVERY ONLY)

By my signature, I acknowledge receipt of this Reduction in Force notification and a copy of DHHS Directive III-8.

Employee Signature:   __________________________  Date:  __________________

