Non-Represented Professional and Support Staff - 
Sample Notice of Indefinite Reduction in Time (RIT) 

[Department Letterhead]

Proof of Service – Personal Delivery [or U.S. Mail]

[Add Date] NOTE TO DEPARTMENT (to be removed from letter to employee): An employee will receive at least 30 calendar days advance written notice prior to the effective date. In circumstances where advance notice is not provided, pay shall be provided in lieu of notice. 

 To:	[Employee Name]
[Title, Department Name]

From:	[Supervisor Name]
[Title, Department Name]

Subject: Notification of Indefinite Reduction in Time (RIT)

[bookmark: Text1][bookmark: Text2]I regret to inform you that due to [budgetary/operational considerations/lack of work/reorganization] it is necessary to indefinitely reduce your current appointment from [percent of time, e.g., 50%], to [percent of time, e.g., 50%] effective [effective date]. I hope that you will accept this indefinite reduction in time and continue your employment with the University.

[bookmark: _Hlk53751114]NOTE TO DEPARTMENT: Eligible employees notified of an indefinite reduction in time receive severance pay for the percent of time reduced. Please refer to PPSM 60 – Layoff and Reduction in Time from Professional and Support Staff Career Positions, Section J., for details on computing the amount of severance pay.

[bookmark: Text3]If you accept the indefinite reduction in time you will receive severance pay proportional to the indefinite reduction in time, in the amount of [$ severance pay]in accordance with PPSM 60 – Layoff and Reduction in Time from Professional and Support Staff Career Positions, Section J. If you return to work at this campus in a career position at the same or higher percentage of time as the position held at the time of the indefinite reduction in time, you will retain only the portion of severance pay equal to the number of days between the effective date of reduction in time and your rehire date.
NOTE TO DEPARTMENT: Employees notified of an indefinite reduction in time have the option to elect to take indefinite layoff instead of the indefinite reduction in time. Please refer to , Section J., for details on computing the amount of severance pay for this option.
Alternatively, you have the option to elect indefinite layoff in lieu of indefinite reduction in time. If you elect indefinite layoff, you will receive full severance pay in the amount of $[$ severance pay]. If you return to work at the University in a career position at the same or higher salary and same percentage of time as the position held at the time of layoff, you will retain only the portion of severance pay equal to the number of days between the effective date of layoff and your rehire date.

[bookmark: Text4]Please indicate your preference on the enclosed form, “Employee Election for Indefinite Layoff in Lieu of Indefinite Reduction in Time–PSS Employees.” Return the completed form to your department no later than [14 days following receipt of notice]. If you do not sign and return the completed Election form by the above date, your default choice automatically becomes indefinite reduction in time and is irrevocable.

Below are important benefits considerations associated with an indefinite reduction in time or layoff.

· Lowering FTE does not have a direct impact on benefits. Since the Affordable Care Act (ACA) went into effect, the University measures your average hours of service once a year, in November, over a 12-month “look-back” period. The average weekly hours of service is the measurement used to calculate your ongoing benefits eligibility. Most employees will remain eligible for benefits coverage if they work an average of 17.5 hours per week during the look-back period. To understand any impacts this may have on your benefits, please contact UCPath. For more information on the Affordable Care Act visit the UCnet website at: https://ucnet.universityofcalifornia.edu/compensation-and-benefits/health-plans/medical/affordable-care-act/index.html

· For any questions regarding benefits, please contact UCPath by logging into the UCPath employee portal at https://ucpath.universityofcalifornia.edu/ and click “Ask UCPath Center” to submit an inquiry (you will receive a reply by email), or you can call the UCPath Center at (855‐) 982‐7284. A UCR Benefits representative is also available at benefits@ucr.edu. You'll also need to contact UCPath with questions about canceling benefits. For any benefits that you cancel—or if you don’t pay the premiums on time—your coverage ends the last day of the last month for which premiums have been paid.

· Vacation and Sick Leave: Accruals will change during your reduction in time depending on FTE, paid hours and eligibility.

· For information about the UC Retirement Savings Program (i.e., the Defined Contribution Plan, the Tax-Deferred 403(b) Plan, and the 457(b) Deferred Compensation Plan), or to change your 403(b) and/or 457(b) plan contributions, contact Fidelity Retirement Services at 1 (866) 682-7787, press 0, Monday – Friday, 5 a.m. to 9 p.m. (PT), or online at: http://netbenefits.com. 

· If you are vested in UCRP, especially if you are age 50 or over, you may be eligible to elect retirement income or a lump-sum cash out. To discuss your retirement plan options with a retirement benefits representative, please call the UC Retirement Administration Service Center (RASC) at 1 (800) 888-8267, Monday–Friday, 8:30 a.m.–4:30 p.m. (PT) or by sending a secure message through your UCRAYS account

· ComPsych is the campus faculty and staff employee assistance program providing no cost confidential counseling and referral for UC Riverside staff. They offer support on a wide range of issues and you may contact them at (866) 615-3047 or https://hr.ucr.edu/human-resources-benefits/faculty-and-staff-assistance-program.

· As an employee on Indefinite Reduction in Time status or Indefinite Layoff, you may be eligible to receive unemployment insurance benefits. To determine your eligibility, you must file a claim at a local office of the State of California Employment Development Department (EDD). You may also file a claim by calling EDD at 1 (800) 300-5616 or via the Internet at https://edd.ca.gov/. Additional unemployment insurance information has been included for your reference.

If interested in other career opportunities at UC Riverside, please contact the Talent Acquisition in Human Resources via email at careers@ucr.edu or at (951) 827-3575, for information on current job openings and application procedures. You may also visit the UCR Jobs website at https://jobs.ucr.edu. 

[bookmark: Text5]If you believe that this indefinite reduction in time is not in accordance with PPSM 60 – Layoff and Reduction in Time from Professional and Support Staff Career Positions, you should immediately speak with me or [name of supervisor taking this action]. Any formal grievance concerning your reduction in time/layoff must be filed in accordance with PPSM 70 Complaint Resolution. Formal grievances must be filed with Employee and Labor Relations at grievances@ucr.edu.

[bookmark: Text7][bookmark: Text8][bookmark: Text9][bookmark: Text10]If you have questions regarding your transition to an Indefinite Reduction in Time or layoff status, please [name of HRBP], [title], [department], at 951-827-[XXXX ] or at [insert email address].

I would like to take this opportunity to thank you for your contributions to the Department.

Respectfully,

[name of HRBP], [title], [department], at 951-827-[XXXX ] or at [insert email address].


Attachments: 	Proof of Service Form
		Unemployment Insurance Resource
		EDD Benefits for the Unemployed (Pamphlet)

cc:		HR Business Partner 
		Employee and Labor Relations
		Human Resources Benefits
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