Chicago Department of Family & Support Services
Office of Children & Youth Services

Children Services Division

Certification of Personnel Actions
Program Year 2011-2012
Quarterly Personnel Actions Certification Schedule:

	Time Period
	Due to DFSS

	July-August-September 2011
	October 5, 2011

	October-November-December 2011
	January 5, 2012

	January-February-March 2012
	April 5, 2012

	April-May-June 2012
	July 5, 2012


What should be included in the certification document :
· Name of staff

· Type of personnel action: (hire, termination, promotion)

· Date of hire, promotion, termination

· Date personnel actions were approved by the policy committee

· Indicate the date when new hires background checks cleared
· Indicate if these personnel changes are reflected in the COPA 
Human Resource file
· This personnel certification should be signed by:
· Policy Committee Chairperson

· Human Resource Director (or his/her assigned)
Submit this quarterly information to:

DFSS_Program Governance Unit

Fax: 

312-743-0944
Email:

eparker@cityofchicago.org
Mail:

DFSS_CSD Program Governance Unit



1615 W. Chicago Ave., 2W



Chicago, Il 60622

Thank you.
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