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ARCHDIOCESE OF MIAMI 
Office of Human Resources

CHECKLIST: IS INVOLUNTARY TERMINATION WARRANTED?
Directions:  The supervisor planning the termination must complete this form for the employee prior to termination, sign and return to Office of Human Resources before initiating the termination action. For serious matters warranting immediate response, the supervisor may suspend the employee until the investigation has been completed and the results obtained.

	Factor
	Question for Consideration
	Yes
	No
	N/A

	Prior Warnings
	Have you issued verbal and/or written warnings1 that state when and how you notified employee of failure to meet expectations? 
	
	
	

	
	Has a performance improvement plan been attempted?
	
	
	

	
	Has prior disciplinary action been taken against employee?
	
	
	

	Investigation
	In the case of an incident(s) causing termination, did you adequately investigate the incident(s), including obtaining the employee’s written account of the incident and, if applicable, interviewing witnesses?
	
	
	

	Factual Evidence
	Do you have evidence to support involuntary termination? (i.e., physical evidence, admission of guilt, witnesses)
	
	
	

	Last Resort
	Is termination the last resort and best action to take? 
(Or, would more suitable action be a performance improvement plan, or coaching, counseling, training?)
	
	
	

	Policy 
	Were any policies seriously violated? (If yes, attach policy)
	
	
	

	Precedent
	Was termination carried out in past situations of the same or similar offense(s)?
	
	
	

	Consistency
	Is this employee being treated consistently with other employees who were terminated for similar situations or offenses?
	
	
	

	Legitimate Business Reason
	Can the reason for termination be described in objective terms that are related to job performance?
	
	
	

	Adverse Impact
	Do termination histories of similar situations disproportionately affect employees of a particular race, color, religion, national origin, sex, age, disability or any other characteristic protected by law?
	
	X
	

	Time Context
	Has this employee recently or currently reported, or participated in, a complaint or expression protected by law from retaliation?
	
	X
	

	Totals
	
	10
	2
	


1 Once a verbal warning is given, the second and subsequent warning(s) should be issued in writing.

Attach all relevant documentation, including performance evaluations and improvement plans if applicable. Please contact the Office of Human Resources for counseling regarding any of the above Factors for Involuntary Termination.

Supervisor Signature:  ______________________________________   Date:  _____________

Sr. Director HR Signature:  __________________________________   Date:  _____________
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