DOCUMENTATION REVIEW TOOL 08/10
Do you have what you need, as far as documentation is concerned, to take action with an employee? This tool can be used when a supervisor wants to address either a performance or behavioral issue with an employee. This tool is designed to assist supervisors in the review of prior documentation and personnel records to decide the next steps to take, understanding that you may not have access to these records if the employee is new to your unit. Once the supervisor has gathered the relevant items found on the tool, s/he is ready to talk to the chain of command about the issue. After speaking to the chain of command, information can be referred to the Office of Human Resources.
 FORMCHECKBOX 
  
Pull/Review last 2 performance appraisals, if relevant
 FORMCHECKBOX 

Review current annual performance objectives

 FORMCHECKBOX 

Review employee’s training record
 FORMCHECKBOX 

Review the working file for conference notes, signed policy acknowledgements, past 
memos, work plans, disciplinary actions

 FORMCHECKBOX 

Review Administrative Policies to find policy and specific citation violated (if 
applicable). 
 FORMCHECKBOX 

Review copies of incident report and witness statements related to the reported incident, 
if applicable
 FORMCHECKBOX 

Review relevant Union Agreement Articles, if incident involves bargaining unit eligible 
employee(s) – refer to Administrative Manual Chapter 15
 FORMCHECKBOX 

Develop a memo or outline of the issue which would include:


 FORMCHECKBOX 

Employee name, title, and unit of work


 FORMCHECKBOX 

Summary of issue (performance or behavior)

 FORMCHECKBOX 

Employee’s perspective of issue


 FORMCHECKBOX 

Impact of issue on unit, Section, Division, Department, or public

 FORMCHECKBOX 

Action taken with employee to date – work plans, corrective action, discipline, etc


 FORMCHECKBOX 

Description of how the employee was made aware of policy and/or objectives

 FORMCHECKBOX 

Refer to Administrative Policy 10.4/Disciplinary Action and/or 10.6/Employee 


Communications to decide appropriate action – corrective or disciplinary. 

 FORMCHECKBOX 

Recommendation for action – corrective action (memo of concern, work plan, 


conditional employment) or discipline (written reprimand, notice of unacceptable 


conduct, suspension (how many days between 1 and 5), or dismissal)
