
Violation of State Personnel Policy

Yes No

Was the employee aware of company policy?

Did the employee receive a copy of work rules or employer handbook?

Did the employee sign acknowledgment/receipt of work rules or employee handbook?

Did the employee receive prior warnings for the policy/rule violation?

Did the employee know that they could be discharged if they continued with behavior?

Did the employer follow internal progressive discipline policy?

Was the employee treated fairly and consistently with others who violated same or similar policy?

Was the final incident documented and detailed?

Was the final incident related to prior warnings?

Was a crime committed and a police report filed?

Were there witnesses?  If yes, make sure to include copies.

Is there any video or audio evidence?

If the employee was immediately discharged without the opportunity to improve their behavior - 

Why?  The employer will have to provide documentation and evidence as to why there was no 

other option but to immediately terminate without giving a warning and the opportunity to improve.  

Separation Checklist

Attention: Refer to the operative collective bargaining agreement for guidelines on disciplinary and discharge 

procedures, which may impose additional requirements for discipline of union members.


