




















OSER-0236-CLR/LR  Attachment 3 
 
 

Sample “At-Risk” Letter for Employee-Official Notification 
 

Date: 
 

To:  [Name and Title of “At-Risk” Employee] 
 

From: [Division Administrator/Institution Superintendent] 
 

Re:  “At-Risk” Notice 
 
 

[Statement of the cause of layoff.] 
 

1. The Governor’s 2009-2011 budget… 
 
[Indication of the employee’s situation] 
 

1. Places your position “at- risk” of being eliminated; 
2. Would eliminate a position in your classification in this division.  If we need to proceed with 

a layoff action, you may be the affected employee; or 
3. Would eliminate a position in your classification in this facility.  If we need to proceed with a 

layoff action, you would be in the layoff group. 
 

Therefore, you are eligible to be placed on the Department of ________ Pre-Layoff Referral System 
for vacancies within the department and have access to the state-wide vacancy notices as part of the 
Office of State Employment Relations, Division of Merit, Recruitment and Selection, Wisconsin 
Employee Referral Service (WISCERS).  This process is designed to assist you in identifying and 
considering alternative employment options in the event you need to leave your current position. 
 
At this time, these processes are permissive for you as well as the unit filling a vacancy.  The intent is 
to give you and other “at-risk” staff as many options as possible to find the best fit before reaching 
the point of mandatory, less flexible employment options. 
 

[Modify this paragraph to reflect your agency’s applicable form.] Enclosed is the Layoff Referral 
Information form.  I encourage you to complete as much of this form as you can, and then contact 
__________________, [employing unit HR] at ___________[telephone number] to finish the form 
for submittal to _____________[HR designee].  [S/He] is ready to assist you with any questions you 
may have about your situation, the process and possible vacancies within our own 
[division/institution]. 
 

WISCERS, located at http://ers.state.wi.us/public/indexers.asp 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. 
 

cc: ____________________, [Union] 
 ____________________, [Employing Unit HR Designee] 
 ____________________, [Employee’s Supervisor and Others in Supervisory Chain] 
 ____________________, [Division of HR Representative (institutions)] 
 ____________________, [Dept. HR Specialist] 
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