HANDOUT #9
SUPERVISORS CHECKLIST OF

SUPPORTING DOCUMENTS
Please provide a list and copies of the documents that support the acts and/or omissions.  
The supervisor/manager should use the following checklist as a reference for determining the appropriate documentation to submit in support of the acts and/or omissions resulting in the request for disciplinary action or rejection during probation.
DOCUMENTATION OF PRIOR PROGRESSIVE DISCIPLINE

Letter of Expectations






 FORMCHECKBOX 

Documentation of verbal warnings/e-mail warnings

 FORMCHECKBOX 

Documentation of corrective interviews



 FORMCHECKBOX 

Letters of Warning






 FORMCHECKBOX 

Other counseling memos





 FORMCHECKBOX 

Prior adverse actions






 FORMCHECKBOX 

Probationary reports






 FORMCHECKBOX 

Individual Development Plans (IDP's)



 FORMCHECKBOX 

OTHER SUPPORTING EVIDENCE

New employee orientation checklist




 FORMCHECKBOX 

Training records






 FORMCHECKBOX 

Safety meeting minutes





 FORMCHECKBOX 

Timesheets







 FORMCHECKBOX 

Department Policies/Directives that were provided to employee
 FORMCHECKBOX 

Witness statements, dated and signed



 FORMCHECKBOX 

E-mails








 FORMCHECKBOX 

Investigative reports






 FORMCHECKBOX 

Photographs







 FORMCHECKBOX 

Meeting notes







 FORMCHECKBOX 

Handwritten or typed notes





 FORMCHECKBOX 

Copy of computer hard drive – CD/DVD



 FORMCHECKBOX 

Printed copies of images on computer hard drive


 FORMCHECKBOX 

Program administrative policies, rules, or procedures

 FORMCHECKBOX 

Audio/Video Tapes






 FORMCHECKBOX 

Other Physical Evidence





 FORMCHECKBOX 

