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SANTA CRUZ, CALIFORNIA  95064

Response to Termination of Service Letter

[Employee Name]

[Address]

[City, State Zip Code]

[Job Title], [Department/Division]

Dear [Employee Name]:

Re:
Notice of Termination

In accordance with Personnel Policies for Staff Members (PPSM) Policy 65, Termination of Career Employees – Managers and Senior Professionals, Salary Grades I through VII (Attachment 1), this letter is to inform you that you will be terminated effective [Date] from your University position of [Job Title] in the [Department] of [Division] because [the needs or resources of the department do not justify the continuation of your appointment, or your performance and/or conduct
 does not justify the continuation of your appointment].

You were issued a Notice of Intent to Terminate (Attachment 2) on [Date] for [summarize the reason(s) for the decision]. You responded to the Notice of Intent to Terminate [orally and/or in writing] on [Date(s)] (Attachment 3). 

[Please discuss the employee’s response with the Employee & Labor Relations Manager or Assistant Manager.] [Include the employee’s response, your analysis of the response, and your findings as to the reason(s) you are upholding the intent to terminate.]

You have offered no new information that would persuade me to alter the decision regarding your employment. Therefore, you will be terminated from employment with the University of California, Santa Cruz at the end of your scheduled work day on [Date].
  

In accordance with the PPSM Policy 65 D, Termination Assistance and Campus Procedures, and as an employee with [insert number of years] you may be provided with [number of months] of severance pay
 conditioned upon entering into a written separation agreement with the University in accordance with the University of California Regents’ Policy on Settlement of Litigation, Claims, and Separation Agreements. 

If you wish to review the University’s terms of a separation agreement for severance pay, please complete the attached form (Attachment 4) and submit the form to [Name, Manager/Assistant Manager, Employee and Labor Relations].  Please note this form must be received in the Employee & Labor Relations office no later than fourteen (14) calendar days from the date of this letter, [Date]. 

The Termination of Employment Benefits Checklist (Attachment 5) explains how your benefits are affected when your UCSC employment ends. Your health benefit coverage will be discontinued at the end of the month [Date] in which your termination occurs. You may be eligible to continue University sponsored health, dental and vision coverage. For additional information regarding your insurance, benefits and/or retirement, you may contact the UCSC Benefits Office at (831) 459-2013.

You have the right to have this decision reviewed under the terms of Personnel Policies for Staff Members (PPSM) Policy 70, Complaint Resolution (Attachment 6). If you have any questions about your termination, please contact [Name, Manager/Assistant Manager, Employee & Labor Relations] at [phone] and [email].

Sincerely,

[Name of Person serving as Official Reviewer signs this letter]

[Title]

[Department]

Enclosures:

Attachment 1:
Personnel Policies for Staff Members Policy 65, Termination of Career Employees- 


MSP Grades I-VII

Attachment 2:
[Date] Notice of Intent to Terminate

Attachment 3:
[Date] Response from employee to the Notice of Intent to Terminate

Attachment 4:
Managers and Senior Professionals (MSP) Separation Agreement Notice Form

Attachment 5: Termination of Employment – Benefits Checklist 

Attachment 6:
Personnel Policies for Staff Members Policy 70, Complaint Resolution

Attachment 7:
[Date] Proof of Service

Copy:

Manager



Employee & Labor Relations Manager/Assistant Manager



Benefits Manager



Personnel File

�	 Note to Manager:  For misconduct, PPSM 65 allows for suspension without pay as of the date of the notice of intent and the employee may be terminated without notice on the 8th day after the date of the notice or after consideration of the employee’s timely response, whichever is earlier.


�	 The Official Reviewer’s analysis is not an investigation but shows reason and logic as to why the information provided did not persuade the Official Reviewer to modify or deny the proposed termination.


�	 Note to Manager: An employee terminated for reasons other than misconduct shall receive 60 calendar days’ notice of termination or pay in lieu of notice. The 60 day calendar days shall be counted from the date of the notice of intent to terminate. An employee who receives a notice of intent to terminate for misconduct may be suspended without pay as of the date of the notice of intent to terminate and may be terminated without further notice on the eighth day after the date of the notice of intent to terminate or after consideration of the employee’s timely response to the notice of intent to terminate, whichever is earlier.  


�	 Note to Manager:  Severance pay (conditioned on the execution of a written separation agreement) shall be granted in the amount of one month’s pay for each completed year of continuous University service to a maximum of six months of severance when termination is based on the needs or resources of the department.  Principal Officers have discretion to offer severance to MSP employees terminated for poor work performance.  Offering of severance if termination is for misconduct is prohibited.


	For further questions, contact the Employee & Labor Relations Manager/Assistant Manager.
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