CITY AND COUNTY OF SAN FRANCISCO
NOTICE OF RELEASE FROM PROBATIONARY APPOINTMENT

Mailing Date
Name Department/Division
Address Type of Appointment:
City O Entrance Probationary
State Zip O Promotive Probationary
This notice is to inform you that effective , you are released from your appointme@lass ,

Title

The following checked item applies (check only one)

A. Non-Disciplinary Release: The decision of thppointing Officer is final. There are no restiicts on your future
employment with the City and County of San Frarisc

O B. Disciplinary Release (see documents attach&tipuld you elect to appeal the recommendatiofdidw the procedures.
You may request a hearing before the Civil Ser@oenmission on your future employability with thetyCand County of
San Francisco. The Civil Service Commission hasaithority to modify employment restrictions omiose additional
restrictions on your future employability. Howeyéhe Commission CANNOT reverse the departmentsisiten to
release you from your employment.

o cC. Automatic Reversion (Non-Disciplinary Releas¥pu have automatic rights of reversion to thevjmes class from which
promoted; if necessary, displacements in the forctess shall occur. You will revert to the classn which promoted:
Class , Title

You may request a hearing for review of any reitnis on your future employability (when box B akag checked) with the Civil
Service Commission within twenty (20) calendar dafythe mailing date of this notice or from theelaf release, whichever is later.
The request must be submitted in writing to thedttiee Officer, Civil Service Commission, 25 Van $$e Suite 720, San Francisco,
CA 94102 by . Requests received after dlaite will not be considered and your right teearing will be forfeited. If you
do not request a hearing, the Human Resourcestbiredl take final administrative action and thestriction(s) recommended, if any,
will be in effect.

The items checked below are the recommendationg tmagour department on your future employabildy fpositions covered by the
San Francisco civil service system:

No restrictions on future employability. Cancelanurrent examination and eligibility status.

No future employment with this department. Nafatemployment with the City and County of San Eisgo.

Future employment subject to the review and apgroi/the Human Resources Director after satisfgatompletion of
year(s) experience outside the City and Countyicerv

Other (specify):

If this matter is subject to the Code of Civil Pedares (CCP) Section 1094.5, the time by whichcjatireview must be sought is set
forth in CCP Section 1094.6

MUST BE COMPLETED BY DEPARTMENT:
Rank: List#

SSN: SIGNATURE OF APPOINTING OFFICER
Employee Organization
METHOD OF SERVICE:

Certified Mail Hand Delivered NAME
Certified Mail #
Attachment(s) TITLE

DHR 1-14 (8/00)



ADDITIONAL INFORMATION FOLLOWING RELEASE

1. This document serves as the official noticeamfryrelease to you, the Civil Service Commissiom a
the Department of Human Resources. You will beawad from the eligible list from which you were
appointed.

2. Ifthis is a Disciplinary Release (box B is cked) and you request a hearing within the timetimi
you are entitled to:

a) Representation by an attorney or authorized reptasee of her/his own choice.
b) Notification of date, time and place of hearing@atasonable time in advance.

c) Inspection by the employee’s attorney or authorisgalesentative of those records and materials in
the Civil Service Commission which relate to thpasation.

3. The decision of the Civil Service Commissiofingl and not subject to reconsideration.

4. In the absence of a timely request for a heasprovided above, no later request for a heavilidpe
considered.



NOTICE OF RELEASE FROM PROBATIONARY APPOINTMENT
Instructions for completing Form DHR 1-14
Refer to Civil Service Commission Rule 117 - Pradvary Period

Use this form for a Probationary Employee when:
Probation began on or after March 16, 1998 anfbpaance does not meet the standards for
passing probation in the class.

Complete the information on the top section offdren: Name, Address, City, State, Zip, Mailing Date
Department/Division, and Type of Appointment. TyydeAppointment: Entrance Probationary if
the employee was certified from an entrance (Eplicertified from a combined promotive and
entrance (CPE) list but did not advance to thetmsfrom another permanent appointment.
Promotive Probationary if the employee was cedifréom a promotive (P) or combined
promotive and entrance (CPE) list and advancelddgosition from another permanent
appointment.

In the first sentence enter the effective datdefrelease. This date must be before COB (close of
business) on the last day of probation. Use tha Report of Probationary Status (DHR 6-37) to
calculate end date of probation. Enter the Clagsibéer and Title of the employee’s position.

Check one box, A, B or C, to indicate the typeeadtase:
A - Non-Disciplinary Release for entrance probagignemployee.
B - Disciplinary Release for either entrance ompotive probationary employee in cases when
release is for misconduct.
C - Automatic Reversion (Non-Disciplinary) for pnotive probationary employee who does not
meet standards of the current class. For boxd0, aiter the Class Number and Title of previous
appointment.

If you have checked box B - Disciplinary Release:

1) Indicate the date by which the appeal must be fildtie space provided. Count twenty (20)
calendar days from the mailing date of the noticthe effective date of release, whichever is
later. When counting the days, count the day dftemailing date as the first day of the
twenty (20) calendar days.

2) Indicate the recommended restrictions on futureleyability by checking the appropriate
boxes. If you check the box requiring outside wexkerience, you must also type in the
number of years. Attach a copy of all separatelated letters and supporting documentation.

Complete the information on the bottom sectiorhefform: Rank, List#, SSN, and Employee
Organization. Check the Method of Service used.

The Appointing Officer must sign the form. Typetie name and title of the Appointing Officer.

Make two copies of the form. Send a copy to DHRtieation Unit; and retain a copy in the Employee
Personnel File. Send the original to the employee.
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