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	EMPLOYEE NAME
	EFFECTIVE DATE

	Last
	First
	Middle
	

	     
	     
	     
	     

	AUTHORIZATION/NATURE OF ACTION

	Level I

Requires All Authorizations
	 FORMCHECKBOX 
 New hire
	 FORMCHECKBOX 
 Demotion

	
	 FORMCHECKBOX 
 Promotion (Competitive)
	 FORMCHECKBOX 
 Demotion During Promotional Probation

	
	 FORMCHECKBOX 
 Promotion (Non-Competitive – 

     Alternatively Staffed Position)
	 FORMCHECKBOX 
 Discharge

	
	
	 FORMCHECKBOX 
 Discharge During Initial Probation

	
	 FORMCHECKBOX 
 Completion of Initial Probation
	 FORMCHECKBOX 
 Layoff

	
	 FORMCHECKBOX 
 Completion of Promotional

     Probation
	 FORMCHECKBOX 
 Retitle

	
	
	 FORMCHECKBOX 
 Transfer to Another Division

	
	 FORMCHECKBOX 
 Change of Work Schedule
	 FORMCHECKBOX 
 Other:     

	Level II

Requires Division Director, Section Manager and Human Resources Officer


	 FORMCHECKBOX 
 Merit Increase –

     Anniversary Date:
	 FORMCHECKBOX 
 Termination–Completion of Assignment

	
	
	 FORMCHECKBOX 
 Termination-Resignation/Retirement

	
	 FORMCHECKBOX 
 Acting Assignment
	 FORMCHECKBOX 
 Termination-Resignation

	
	 FORMCHECKBOX 
 Completion of Acting Assignment
	 FORMCHECKBOX 
 Transfer Within a Division

	
	 FORMCHECKBOX 
 Leave Without Pay
	 FORMCHECKBOX 
 Return from a Leave Without Pay

	
	 FORMCHECKBOX 
 Leave of Absence
	 FORMCHECKBOX 
 Return from a Leave of Absence

	
	 FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 
 Hazard Pay Start
	 FORMCHECKBOX 
 Hazard Pay End

	EMPLOYMENT STATUS

	 FORMCHECKBOX 
 Initial Probationary
	 FORMCHECKBOX 
 Limited Term

	 FORMCHECKBOX 
 Active
	 FORMCHECKBOX 
 Board Appointed

	 FORMCHECKBOX 
 Inactive
	 FORMCHECKBOX 
 Other:      

	FROM: 
	TO:

	Classification Title
	     
	Classification Title
	     

	Classification ID
	     
	Classification ID
	     

	Salary Range
	     
	Salary Range
	     

	Step
	     
	Step
	     

	Hourly Rate
	     
	Hourly Rate
	     

	Division/Section
	     
	Division/Section
	     

	Position Control#
	     
	Position Control#
	     

	Bargaining Unit
	     
	Bargaining Unit
	     

	WC Code
	     
	WC Code
	     

	WORK SCHEDULE

	F
	F=Full-time, P=Part-time
	Part-time Hours Per Pay Period
	

	REMARKS

	     


	AUTHORIZATIONS

	Section Manager
	

	Division Director
	

	DAPCO
	

	Executive Officer/APCO
	

	Human Resources Officer
	

	HUMAN RESOURCES OFFICE ONLY

	 FORMCHECKBOX 
 HR Processed, Date:     
	 FORMCHECKBOX 
 Payroll Processed, Date:     
	 FORMCHECKBOX 
 Position Control, Date:     
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NOTIFICATION OF PERSONNEL ACTION








