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A. References

Personnel Policies for Staff Members

Policy 2, Definition of Terms
Policy 61, Release During the Probationary Period or From Limited, Casual/Restricted, and Floater Appointments 



B. Authority and Responsibility

The department head is responsible for approving release of employees during the probationary period or from limited, casual/restricted, and floater appointments. Consultation with Labor and Employee Relations is recommended prior to taking any action and the decision to release any such employee must be based on non-discriminatory factors. 



C. Procedure

1. Supervisors are encouraged to consult with their Labor and Employee Relations Analyst prior to taking any action. 

2. With the approval of the department head, supervisors may release limited, casual/restricted, floater, and probationary employees. 

3. Written notice of the release must be provided to the employee on or before the release date. (See Sample Letter: Release During Probationary Period) 
4. A limited, casual/restricted, or floater employee is automatically released as of the last day of the appointment, unless there is an earlier separation or formal extension of the appointment in writing. 

5. Any employee whether limited, causal/restricted, floater or probationary that is released, must be provided their final paycheck on the last day worked including any accrued vacation and/or compensatory time. 



D. Applicability

Staff Members, except Senior Managers and employees who are in a bargaining unit that have an exclusive representative (union) and whom are covered by the applicable provisions of the collective bargaining agreement.
Procedure 22 
Exhibit A - Sample Letter: Release During Probationary Period
 
[Date]

To:

[Employee's Name & Title]

Subject:
[Supervisor's Name & Title]

RE:

Release from University Employment

This is to notify you of your release from employment as [position] in the Department of _____, University of California, San Francisco, effective [insert date of release].
PROOF OF SERVICE

cc:

Department Personnel File

Labor and Employee Relations



Supervisor’s Supervisor
