DATE

Employee’s name

Address

RE: Discharge

Dear 
:


I suspended you for five (5) days pending your discharge for charges outlined in my letter to you dated __________________  _______, 201_.  I gave you until the end of business on _______________ ______, 201_ to satisfactorily respond to those charges or be discharged.

You have not responded to the charges.  You are discharged from your position in the Department of ___________________ as of the close of business on ________________ ____, 201_.

OR


I have received your response letter dated ________________ ____, 201_ and I find it to be unsatisfactory.  You are discharged from your position in the Department of __________________ as of the close of business on ________________ ___, 201_.


(An election of remedies clause must be included in


the discharge letter.  Following is the appropriate


election of remedies clause for each union and for


non-bargaining unit career service employees):


[Election of remedies clause of AFSCME 2719, PJCBC, AFSCME 2037 (Foreman), Paramedic, School Guard and SEIU (Recreation Teachers) Units:]


You may appeal your discharge either to the Civil Service Commission or through the grievance procedure, but not both.  Once you file a written appeal in one of these forums, you will not be able to appeal in the other.  If you elect to file an appeal to the Civil Service Commission, you must do so within ten (10) calendar days of your receipt of this letter.  If you elect to file a grievance, you must do so within ten (10) [five (5) for Foreman] work days of your receipt of this notice.

OR


[Election of remedies clause for Teamsters (Refuse) Unit employees:]


You may appeal your discharge either to the Civil Service Commission or through the grievance procedure.  If you elect to file an appeal to the Civil Service Commission, you must do so within ten (10) calendar days of your receipt of this letter.  If you elect to file a grievance, you must do so within five (5) work days of your receipt of this notice.

OR


[Election of remedies clause for non-bargaining unit career service employees:]


You may appeal your discharge to the Civil Service Commission.  If you elect to file an appeal to the Civil Service Commission, you must do so within ten (10) calendar days of your receipt of this letter.  







Sincerely,






Director

cc:  
Civil Service Commission


Assistant City Solicitor, Law


Benefits Manager, P&CSC


Payroll Manager, P&CSC


Supervisor of Applications and Records, P&CSC

Pension Office


Union
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