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Day for Day: An extension of probation includes, in addition to the 

fixed three or six-month extension period, the number of days the 

probationer has been absent and/or has not entirely performed  

the duties of his or her position, both during the original 

probationary period.
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Extension of Probation: A fixed extension period for the 

probationary period of a newly hired employee or recently 

promoted service member. Extensions of probation can be either 

three or six-month periods.  

||| EXTENSION OF PROBATION

||| PERSONNEL DETERMINATION REVIEW

||| COBA DELEGATE SEMINAR 2026 COBA | NYC | JAILS

||| P 3



Demotion: reassigning a sta� member to a formerly held title for 

which he or she has completed the probationary period. 
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Personnel Determination Review (PDR) Request: a memo detailing 

why a newly hired or recently promoted probationary employee 

should be reviewed by the Commissioner or the Commissioner's 

designee for an extension of Probation, Demotion, or Termination.   
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Supporting Documentation: Documentation that may be included 

along with a PDR request. Depending on the type of PDR Request, 

this could include the subject employee’s 22R, attendance record, 

performance evaluations, and/or prior PDR requests related to the 

employee. 

||| SUPPORTING DOCUMENTATION

||| PERSONNEL DETERMINATION REVIEW

||| COBA DELEGATE SEMINAR 2026 COBA | NYC | JAILS

||| P 6



Termination: A sta� member’s dismissal from employment with  

the Department. 
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Commanding O�cers/Heads of Facilities/Divisions may submit PDR 

requests along with any supporting documentation, to the Human 

Resources Division (HR). 
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• Non-Use of Force PDR Requests for Non-Uniform Personnel shall 

reflect a recommendation for Extension of Probation, Demotions, 

or Termination. 

 

• Non-Use of Force Request for Uniform Personnel submitted by 

the Deputy Commissioner of the Investigation & Trials Division 

shall reflect a recommendation for Extension of Probation by 

three or six months, Demotion, or Termination. 

 

• Non-Use of Force Request for Uniform Personnel submitted by 

the Commanding O�cers/Heads of Facilities/Divisions shall NOT 

reflect a recommendation but shall simply request a review by 

the Commissioner or Commissioners designee. 
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• PDR request submitted by the Deputy Commissioner of the 
Investigations & Trials Division shall reflect a recommendation for 
the Extension of Probation by three or six months, Demotion, or 
Termination. 

 
• PDR requests submitted by the Commanding O�cers/heads of 

Facilities/Division shall not reflect a recommendation but shall 
request a review by the Commissioner or Commissioner’s 
designee. In this circumstance, the Commissioner or 
Commissioner’s designee will confer with the Investigations & 
Trials Division to make a determination of Extension of Probation 
by three or six months, Demotion, or Termination. 
*The conferral process will be documented to include the 
individuals involved in the process and their recommended 
course of action. 
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PDR request shall be submitted to HR immediately following a 

conclusion that a probationary employee engaged in an incident of 

misconduct, such as inappropriate Use of Force, or a pattern of 

conduct, such as excessive unexcused absence, warranting an 

Extension of Probation, Demotions, or Termination. 
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• PDR request for an Extension of Probation shall be submitted to 

HR no less than 45 days prior to the sta� members’ estimated 

tenure date.  

 

• PDR Request for Termination or Demotion may be submitted 

before the sta� member’s estimated tenure date. 
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Upon receipt, HR shall forward all PDR request to the Commissioner 

or Commissioner's Designee and simultaneously begin the process 

of calculating the actual tenure date based on the number of days 

the probationer has been absent and/or has not fully performed the 

duties of his of her position. Once the actual tenure date is obtained, 

it shall be immediately updated in the PDR tracker maintained  

by HR.  
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• HR shall track all PDR request, including the date it is received by 

HR through the date of final determination by the Commissioner 

or Commissioner’s Designee, as well as the date of completion. 

 

* In the case of Use Of Force PDR Request, the process from the 

date HR receives the PDR request to the date of the final 

determination by the Commissioner or Commissioner Designee 

shall not exceed 30 days.
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• Where the final determination is an Extension of Probation, HR 
shall prepare a memo setting for the term of the extension of 
probation and forward the memo to the sta� members assigned 
command/facility to secure the sta� members signed agreement 
to the extension.   

 
• The Command/Facility must return the signed copy by the sta� 

member to HR, and maintain a copy in the sta� members’ 
institutional folder. 

 
• HR shall then send the signed memo to the Department of 

Citywide Administrative Services (DCAS) for processing. 
 
• The date of completion shall be the date HR receives the signed 

agreement back from DCAS.
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• Where the final determination is Demotion or Termination. HR 

shall prepare a notice of the Demotion or Termination and forward 

the notice to the sta� member.  

 

• Following service on the sta� member, the facility/command must 

return a copy to HR, and maintain a copy in the sta� member’s 

institutional folder. 

 

• The date of completion shall be the date of the sta� member’s 

demotion or termination. 

 

• HR shall maintain all relevant PDR documentation in a consistent 

and reliable manner in the sta� members PDR file in the HR 

Records Management O�ce. 
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• The Commissioner or Commissioners designee shall receive the 

completed PDR documentation for HR to make a final 

determination. 

 

• The FINAL determination may include tenure, no action, deferred 

decision, extension of probation (day for day only, day for day 

plus three months, day for day plus six months), demotion, or 

termination.  

 

• The final determination may also include training, re-training, 

counseling, or referral to the Department Early Intervention, 

Support, and Supervision unit. 
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• In certain circumstances when the Commissioner has assigned a 

designee and that designee has made a determination of a Use 

of Force PDR request that deviates from the recommendation by 

the Deputy Commissioner of the Investigation Unit & Trials 

Division the Commissioner shall personally review and reach a 

final determination. This only applies where the Commissioner’s 

designee makes a determination of…
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• “No Action” rather than the recommended demotion, 

termination, or extension of probation; or  

 

• Extension of probation rather than the recommended demotion 

or termination. 

 

Under all other circumstances, when the Commissioner has 

assigned a designee, the Commissioner’s designee’s final 

determination shall stand.
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