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Temporary Layoff Policy
1. Introduction
This Temporary Layoff Policy outlines the procedures and guidelines for 
implementing temporary layoffs within our organization. It is designed to provide 
clarity and fairness during challenging economic times or unforeseen 
circumstances that may necessitate a reduction in workforce.

1.1 Purpose
The purpose of this policy is to:

Establish a clear framework for implementing temporary layoffs

Ensure compliance with applicable labor laws and regulations

Maintain transparency and fairness in the layoff process

Minimize the impact on employees and the organization

1.2 Scope
This policy applies to all employees of the organization, regardless of position or 
tenure. However, the implementation of temporary layoffs may vary based on 
departmental needs, job functions, and legal requirements.

2. Definition of Temporary Layoff
A temporary layoff is a short-term separation from employment due to lack of 
work, economic conditions, or other factors. It is distinguished from permanent 
termination by the expectation that employees will be recalled to work within a 
specified period.

2.1 Duration
Temporary layoffs may last for a period of:

Minimum: 1 week
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Maximum: 13 weeks (or as permitted by local labor laws)

Any layoff extending beyond the maximum period may be considered a 
permanent termination, subject to applicable laws and regulations.

3. Criteria for Selecting Employees for 
Temporary Layoff
The selection of employees for temporary layoff will be based on objective criteria 
to ensure fairness and non-discrimination. Factors may include:

Job function and criticality to ongoing operations

Skills and qualifications

Performance evaluations

Length of service (seniority)

Contractual obligations

3.1 Non-Discrimination
Decisions regarding temporary layoffs will be made without regard to race, color, 
religion, sex, national origin, age, disability, genetic information, or any other 
protected characteristic under applicable law.

4. Notice and Communication
4.1 Advance Notice
Employees selected for temporary layoff will be given as much advance notice as 
possible, with a minimum notice period of:

2 weeks for employees with less than 1 year of service

4 weeks for employees with 15 years of service

6 weeks for employees with more than 5 years of service



Temporary Layoff Policy 3

4.2 Communication Process
The layoff process will include:

� Initial company-wide announcement of the need for temporary layoffs

� Individual meetings with affected employees

� Written notification detailing the terms of the layoff

� Group information sessions to address common questions and concerns

4.3 Content of Notice
The written notice will include:

Effective date of the layoff

Expected duration (if known)

Reason for the layoff

Information on benefits continuation

Return-to-work procedures

Contact information for questions or concerns

5. Employee Rights and Benefits During 
Layoff
5.1 Compensation
Employees on temporary layoff will:

Not receive regular wages or salary

Be eligible for unemployment benefits (subject to local regulations)

Receive payment for any accrued but unused vacation time

5.2 Health Benefits
The organization will:
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Continue health insurance coverage for the first 30 days of layoff

Provide options for employees to continue coverage through COBRA or similar 
programs after 30 days

5.3 Other Benefits
During the layoff period:

401(k) or retirement plan contributions will be suspended

Life insurance and disability coverage will continue for 30 days

Employee assistance programs will remain available

5.4 Seniority and Service Credit
Employees on temporary layoff will:

Retain their original hire date and accumulated seniority

Continue to accrue service credit for benefit eligibility purposes

6. Recall Process
6.1 Recall Order
Employees will generally be recalled in the reverse order of layoff, considering:

Skills and qualifications needed for available positions

Performance history

Length of service

6.2 Recall Notice
Recalled employees will receive:

Written notice of recall via certified mail and email

A minimum of 5 business days to respond to the recall notice
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Information on the position, start date, and any changes in terms of 
employment

6.3 Failure to Return
Employees who fail to return to work within the specified timeframe without a valid 
reason may be considered to have voluntarily resigned.

7. Alternative Work Arrangements
To minimize the impact of layoffs, the organization may consider:

Reduced work hours or job sharing

Temporary reassignments to other departments

Voluntary unpaid leave options

Early retirement incentives for eligible employees

8. Support Services
The organization will provide the following support to laid-off employees:

Career counseling and job search assistance

Resume writing workshops

Information on unemployment benefits and application procedures

Referrals to external support services (e.g., financial counseling)

9. Confidentiality and Dignity
Throughout the layoff process, the organization commits to:

Maintaining the confidentiality of individual layoff decisions

Treating all affected employees with respect and dignity

Providing clear, honest, and timely communication
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10. Compliance with Laws and Regulations
This policy will be implemented in compliance with all applicable federal, state, 
and local laws, including but not limited to:

Worker Adjustment and Retraining Notification WARN Act

Employment Standards Act

Anti-discrimination laws

Labor relations acts

11. Policy Review and Updates
This Temporary Layoff Policy will be reviewed annually and updated as necessary 
to reflect changes in laws, regulations, or organizational needs. Any modifications 
will be communicated to all employees in a timely manner.

12. Contact Information
For questions or concerns regarding this policy, please contact:

Human Resources Department

Email: hr@companyname.com

Phone: XXX XXXXXXX

13. Acknowledgment
All employees are required to acknowledge receipt and understanding of this 
Temporary Layoff Policy. Please sign and return the acknowledgment form to the 
Human Resources Department.

By implementing this comprehensive Temporary Layoff Policy, our organization 
aims to navigate challenging periods while maintaining transparency, fairness, and 
support for our valued employees.
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