DATE
Employee’s name
Address
Re:  Break in Service
Dear  :

This letter is to inform you that on (Break-in-Service date) your employment with the City of Pittsburgh will end.  This is because your continuous service record will be broken in accordance with the City of Pittsburgh Break in Service Policy or the language in your collective bargaining agreement.


If your situation changes and you will be able to return to work prior to your Break in Service date:

1. You should confirm your return with your supervisor as soon as possible before your Break in Service date.

2. You must present a full duty release, from your treating physician, to your supervisor on or before your Break in Service date.

3. If your position requires you to have a Civil Service Return to Duty medical examination with the City of Pittsburgh Physician, your supervisor should take the necessary steps to ensure that the Return to Duty medical examination is scheduled as soon as possible.

If before your Break in Service date you do not provide us with adequate information about your ability to return to work you will receive a letter notifying you of a Five-Day Suspension Pending Termination.
If you have any questions regarding benefits you may contact the Benefits Office at 412-255-2532.
You may also want to contact the Pension office at 412-255-2655.






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


Employee Leaves Program Coordinator, P&CSC


Union

