PRE-DISCIPLINARY MEETING
MEETING OFFICER CHECKLIST

DATE   ________________________
LOCATION _________________

· Meeting Officer should bring pre-disciplinary meeting notification letter and all documents that were attached to the notice

· Once all parties have arrived, call meeting to order

a. If neither the Union nor the employee is present, and management can provide proof of notification, the meeting should be held anyway.  
b. Request waiver from the employee if he/she has waived right to representation.
c. A private attorney may not represent a bargaining unit employee and may be present only when the Union has agreed in writing. 

· Note if there is a request by the Employee or Union for a continuance.
a. 48 hours if written request submitted by union – shall not be unreasonably denied
· Distribute and collect sign-in sheet

NAME (PRINT)


TITLE
______________________________
_____________________________

______________________________
_____________________________

______________________________
_____________________________

______________________________
_____________________________

· Introductions of those present

· Introduction and purpose of the meeting

I am ______________.  I have been selected by the department as the pre-disciplinary meeting officer pursuant to Article 24.05 of the collective bargaining agreement.  
The purpose of this meeting is to provide ______________________ (employee) with their due process rights and provide an opportunity for _______________ (employee) to be notified of the charges being considered by the Employer; to have an opportunity to respond to these charges/allegations; and to present reasons why the proposed action should not occur.  The outcome of this meeting will be a written report that will include a finding regarding the question of whether the evidence establishes just cause for discipline.


This meeting involves a member of Employer’s management, a representative for the Employer, the Employee who is subject of discipline, a representative for the Employee, and me as the meeting officer.  
Witnesses for either the Employer or the Employee shall not be present for this hearing.  Written statements may be submitted in lieu of witnesses.

Each person present should have registered his or her participation on the sign in sheet I circulated.  This form will be made part of the written record of this meeting.  
Each party will have an opportunity to present its case.  I ask everyone to be civil and professional at all times, and allow the presenting party to speak without interruption.

· Ask if the employee had proper receipt of meeting notice at least 72 hours prior to meeting.  

· Ask if Management or Union have any documents they would like to add?  (If Mgmt., Union may request 72 hours)
· Ask if there are any procedural objections?  If so, simply note them in your record.

a.  Timeliness of initiating discipline

b.  Stacking incidents or charges 

c.  Witness statements not available

d.  Not timely receiving documentation

e.  Other

· Ask the Employer representative to state the charges/allegations against the Employee.

· Ask Management to briefly state its reason for recommending discipline and to provide a brief chronology of events and present any evidence to support the charges.

· Ask the Union if they would like the opportunity to comment, refute or rebut any of the charges and evidence used against him or her.  

· Close the meeting

· Thank the parties, state when the record will be closed and report will be delivered to the parties (unless mutually agreed otherwise or there is a request to hold the meeting open), and close the meeting.  
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