Termination Checklist: For Disciplinary Reasons
· Was the rule known to the employee? Was the rule published? Do you have signature that employee has read the rule?  Was the practice consistent to the rules?
· Have appropriate progressive disciplinary steps been followed?  (Oral warning, written notice, final written notice)
· Did the employee have an opportunity to take corrective action?
· Are the witnesses credible?  Are you sure you are not involved in he-said, she-said gossip?
· Was the information regarding the infraction obtained lawfully? (private investigator, body search, polygraph, drug or alcohol screening test)
· Is the articulated reason for the discharge the real reason?  Facts or opinions?
· Is the documentation in order?
· Does the employee’s overall documented record support the decision (e.g., employee just received congratulatory letter and merit raise for outstanding performance would be a possible red-flag or contradiction)
· Is this action consistent with prior incidents of a similar nature?
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