PROBATIONARY RELEASE

GUIDELINES

Please read through prior to writing letter

· Consult with Labor and Employee Relations and next level of management before releasing an employee.

· Make arrangements with payroll to have check ready. The check must be given to the employee at the time of release and include any accrued vacation and accrued compensatory time.  Consult with payroll regarding the amount of notice required to have the final check ready at time of release.
· Release actions must be based non-discriminatory factors. 

· Release is not subject to the grievance procedure except under certain limited circumstances (PPSM).  However, employees may file complaints with outside agencies, (e.g. EEOC, DFEH).
· Obtain University property from employee, such as keys, ID card, etc., obtain voice mail password(s) and all computer access information at time of release.

PROBATIONARY RELEASE

(do NOT include title) Omit above Title for final copy

 print on Department Letterhead

If being mailed to employee, format as letter, using employee’s home mailing address.

[Date]

To:

[Employee's Name & Title]

From:
[Supervisor's Name & Title]

RE:
Release from University Employment

This is to notify you of your release from employment as an [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
.


