










2.02-16 Form A 
 
 
 

  
Notice of Intent to Discipline (Non-Discharge) 

 

{A0021827.DOC/} 

Employee Name 
 

Department/Division 
 

Date 

 
 

 
YOU ARE HEREBY notified that the     ________ Department intends to impose 
discipline as follows:  __________________________________________________________________. 

Reasons for the proposed disciplinary action are stated in “Exhibit A” (attached). 

 
NOTICE OF MEETING - In accordance with City policies, you have an opportunity to meet with the 
Department Director or designee to present reasons why the proposed disciplinary action should not 
occur. A meeting has been scheduled for: 
 

DATE: 

TIME: 

PLACE: 
 

NOTICE OF YOUR OPPORTUNITY TO RESPOND - You are entitled to present reasons, along 
with information and documentation, to refute the proposed disciplinary action at the meeting.  The 
meeting with the appointing officer or designee is not an adversarial hearing.  If you are accompanied by 
a representative, the representative’s role is limited to consulting and advising you directly.  The 
representative will be permitted to ask you to clarify your statement and/or present a statement on your 
behalf.    
 
If you do not wish to be present at the meeting, you may respond in writing and present any supporting 
information and documentation.  This written response must be received by the appointing officer or 
designee prior to or at the scheduled meeting for consideration.  
 
Failure to appear at the meeting or submit a written response will constitute a waiver of the opportunity to 
respond.   
 
 
Date Served 

 

How Served 

 

By Whom 

 
 
I,      received a copy of this notice. 
              Employee Signature 
 
         
Department Representative Signature Date 



2.02-16 Form B 
 
 
 
 

Notice of Intent to Discharge 
 

{A0021823.DOC/} 

Employee Name 

 

Department/Division 

 

Date 

 
 

 
YOU ARE HEREBY notified that [INSERT DEPARTMENT DIRECTOR’S TITLE] intends to 
discharge you.  The discharge is based on the following: 

 
 
 

See “Exhibit A” - Attached 

 
NOTICE OF MEETING   
 
In accordance with City rules and regulations, a pre-discharge review meeting has been scheduled by the 
department director on: 
 

DATE: 

TIME: 

PLACE:   
 
NOTICE OF YOUR OPPORTUNITY TO RESPOND  
 
You are entitled to present reasons, along with information and documentation, to refute the proposed 
disciplinary action at the meeting.  The meeting with the department director or designee is not an 
adversarial hearing.  If you are accompanied by a representative, the representative’s role is limited to 
consulting and advising you directly.  The representative will be permitted to ask you to clarify your 
statement and/or present a statement on your behalf.    
 
If you do not wish to be present at the meeting, you may respond in writing and present any and all 
supporting information and documentation.  This written response must be received by the director or 
designee prior to or presented at the scheduled meeting for consideration.  
 
Failure to appear at the meeting or submit a written response will constitute a waiver of the opportunity to 
respond.   
 
 
 
 
 



2.02-16 Form B 
 
 
 
 

Notice of Intent to Discharge 
 

{A0021823.DOC/} 

If the scheduled meeting is delayed beyond 7 calendar days at your request (or at the request of your 
representative), you will be placed on unpaid status for the period of such delay beyond the date originally 
scheduled. 
 
If you are discharged, you may appeal pursuant to Civil Service Commission Rules and Regulations, Rule 
X, Section 4.  
 
Date Served 

 

How Served 

 

By Whom 

 
 
I,       received a copy of this notice. 
Employee Signature 
 
          
Department Representative Signature  Date 



2.02-16 Form C 
 
 
 
 

Notice of Decision (Appealable Action) 
 

{A0022254.DOC/} 

Employee Name 

 

Department/Division 

 

Date 

 
 

 

After review and consideration of all information provided at the pre-disciplinary review meeting 
and/or submitted in writing on      <date>   and the information set forth in “Exhibit A”, the 
decision is as follows: 

 
  Discipline will be issued as proposed in the Notice of Intent effective _____________. 
 
  Other       <describe any variation from the discipline as originally proposed>  
 
 

<Insert specific items that were considered after the pre-disciplinary review meeting if appropriate.> 
 
 
 
Appeal Rights: 
 
Suspensions of more than 10 days (80 hours) or suspensions resulting in a total suspension of more than 
80 hours in the prior 12 months – may be appealed to the Civil Service Commission pursuant to Civil 
Service Commission Rules and Regulations, Rule X, Section 5.  
 
Demotion or Reduction of Pay – may be appealed to the Civil Service Commission pursuant to Civil 
Service Commission Rules and Regulations, Rule X, Section 5.   
 
Discharge – may be appealed to the Civil Service Commission pursuant to Civil Service Commission 
Rules and Regulations, Rule X, Section 5.  
 
 
Date Served 

 

How Served 

 

By Whom 

 
 
I,       received a copy of this notice. 
               Employee Signature 
 
 
 
          
Department Director/Designee Signature  Date 



2.02-16 Form D 
 
 
 
 

Notice of Decision (Grievable Action) 
 

{A0022255.DOC/} 

Employee Name 

 

Department/Division 

 

Date 

 
 

 

After review and consideration of all information provided at the pre-disciplinary review meeting 
and/or in writing on        <date>       and the information set forth in “Exhibit A”, the decision is as 
follows: 

 
  Discipline will be issued as proposed in the Notice of Intent. 
 
  Other           <describe any variation from the discipline as originally proposed>  
 
 

<Insert specific items that were considered after the pre-disciplinary review meeting if appropriate.> 
 
 
Grievance Rights: 
 
Written Reprimands – may be grieved in accordance with Administrative Directive 2.02-2, Grievance 
Procedures, and any applicable labor agreement. 
 
Suspensions of 10 days (80 hours) or less - may be grieved in accordance with Administrative Directive 
2.02-2, Grievance Procedures, and any applicable labor agreement. 
 
 
 
 
Date Served 

 

How Served 

 

By Whom 

 
 
I,       received a copy of this notice. 
               Employee Signature 
 
 
 
          
Department Director/Designee Signature  Date 
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