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Layoffs & Furloughs Toolkit 
 
This Toolkit contains information, forms, factsheets and resources to assist you with reductions in force and Layoffs & Furloughs. 

 
Sample Policies 

• Furlough – Sample Letters 
• Layoff Policy – Sample 
• Severance Policy – Sample 
• Termination Letter – Sample 

 
WARN Act 

• DOL – Plant Closings & Layoffs 
• WARN Act (Worker Adjustment and Retraining Notification Act) 
• DOL Fact Sheet 
• WARN Notices Procedure and Instructions (Florida) 
• WARN Act – Decision Tree 
• WARN Act – Compliance Assistance Materials 
• WARN Act – Sample Notices 
• WARN Act Toolkit from Wolters-Kluwer 

 
Posters, Forms & Fact Sheets 

• Separation Checklist 
• Severance Benefits 
• Tips to Avoid Legal Claims 

 
Additional Guidance & Resources 

• EAF Legal Alerts 
• EEOC – Understanding Waivers of Discrimination Claims in Separation Agreements 
• Layoff Criteria 
• Management Guide 
• Scripted Layoff 
• Unemployment Insurance 

• Florida Re-Employment 
• Florida Short Time Compensation Program 

• WARN Act – Employer’s Guide 
• WARN Act – Worker’s Guide 

https://www.eafmembers.org/toolkits/layoffs/sample-Furlough-Letters.docx
http://www.eafmembers.org/toolkits/layoffs/sample_standard_layoff_policy.doc
http://www.eafmembers.org/toolkits/layoffs/sample_severance_policy.doc
http://www.eafmembers.org/toolkits/layoffs/sample_rif_termination_letter.doc
http://www.dol.gov/dol/topic/termination/plantclosings.htm
https://www.dol.gov/agencies/eta/layoffs/warn
http://www.doleta.gov/programs/factsht/warn.htm
http://www.floridajobs.org/office-directory/division-of-workforce-services/workforce-programs/reemployment-and-emergency-assistance-coordination-team-react/warn-notices/warn-notices-procedure-and-instructions
http://www.eafmembers.org/toolkits/layoffs/warn_act_decision_tree.pdf
https://www.doleta.gov/layoff/warn/
https://www.doleta.gov/layoff/warn/
http://www.eafmembers.org/toolkits/layoffs/sample_warn_act_notices.doc
https://www.eafmembers.org/toolkits/layoffs/WarnActToolKit-WoltersKluwer.pdf
http://www.eafmembers.org/toolkits/layoffs/separation_checklist.pdf
http://www.eafmembers.org/toolkits/layoffs/severance_benefits.pdf
http://www.eafmembers.org/toolkits/layoffs/tips_to_avoid_legal_claims.pdf
http://eafinc.org/legal-alerts/
http://www.eeoc.gov/policy/docs/qanda_severance-agreements.html
http://www.eafmembers.org/toolkits/layoffs/layoff_criteria.pdf
http://www.eafmembers.org/toolkits/layoffs/management_guide.pdf
http://www.eafmembers.org/toolkits/layoffs/scripted_layoff.pdf
https://www.dol.gov/general/topic/unemployment-insurance
http://floridajobs.org/
http://www.floridajobs.org/office-directory/division-of-workforce-services/reemployment-assistance-programs/short-time-compensation-program-for-employers
https://www.dol.gov/sites/dolgov/files/ETA/Layoff/pdfs/_EmployerWARN2003.pdf
https://www.dol.gov/sites/dolgov/files/ETA/Layoff/pdfs/WorkerWARN2003.pdf

