[image: image1.png]


 MUZUU’S QUALITY CARE NURSING, INC.
4201 Wilshire Blvd, Suite 301-A
Los Angeles, California 90010

Tel: 323-525-0991 ( Fax: 323-525-1006


PERSONNEL ACTION NOTICE

Name: ______________________________           Date: _________________________
Position: ____________________________           Date of Hire: ___________________
Action

	New Hire
	
	Re-Hire
	
	Change of Pay
	
	Termination
	

	Leave of Absence
	
	Date of Return
	


Change of Status_________________________________________________________

	Permanent Full-Time
	
	Temporary Full-Time
	

	Permanent Part-Time
	
	Temporary Part-Time
	

	Seasonal
	
	Educational
	

	End of Probation
	
	Beginning of Probation
	


Change in Pay___________________________________________________________
	Current pay rate
	
	Change to
	

	Current pay step
	
	Change to
	


Reason for Change:  _______________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Annual Review
	
	Cost of Living
	
	Merit
	


Disciplinary Action

	Probation
	
	Extension of Probation
	

	Beginning Date
	
	Ending Date
	


Reason of Disciplinary Action:  ______________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________

Effective Date: __________

_____________________________


______________________________

             Employee Signature                                                     Supervisor Signature

_____________________________

        Administrator’s Signature

