Unemployment Hearing Timeline

For __________________

 on _______ (date) @ ________(time)

________________________________________(Location)

Employee Information:

	Name
	

	Supervisor
	

	Job Title
	

	Hire Date
	

	Starting Salary
	

	Ending Salary
	

	Termination Date
	

	Last Day Worked
	

	Reason for Termination

(e.g., specific policy violation)
	

	Date Mgmt decided to terminate employee (date submitted to HR)
	


Events Timeline (Chain of events leading to involuntary termination)
	Date
	Event

	
	

	
	

	
	

	
	

	
	

	
	


	Management Closing Statement




Hearing Prep

· Obtain former employee’s statements to review prior to hearing, if available.
· Complete Events Timeline. The Date/Event should include a chronological order of dates of corrective action, coaching/training dates provided to employee to help succeed, dates and specifics of each infraction and dates of any related policy acknowledgements, etc.

· Is there a department file with other related documents that may be useful during hearing? Ask management to bring file for hearing prep meeting.
· Be aware of all facts – review timeline and obtain manager’s feedback.
· Inform manager who will attend hearing to only answer the questions being asked and use this opportunity to interject pertinent information such as training that was provided, disciplinary action that occurred, etc.

· The manager will normally be the witness so prep him/her to take notes as needed when former employee provides his/her side of the story. The manager will be the only person able to ask follow-up questions.

· Use easily understood terminology when speaking about disciplinary action and/or policy infractions.  The judge may not understand company specific terms.

· Be prepared with a closing statement to summarize why the former employee should not be awarded unemployment.

· Bring 3 copies of each document being provided as evidence (i.e., policy acknowledgements, disciplinary memos, performance evaluations, etc.).
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