
How to Do it Right 
 
Description:  This is a course for supervisors or managers. 
The instruction seeks to ensure that personnel actions are 
taken in a fair and timely way and in a way that minimizes 
mistakes and that supervisors and managers provide 
convincing rationales for their determinations in third party 
proceedings.   Covered topics include: preparing for and 
taking discipline and adverse actions; the importance of 
counseling; the importance of documentation; specific 
adverse actions and discipline; determining the penalty (i.e., 
the Douglas  factors); the EEO process (e.g., the process 
itself, what is covered in the process, etc.);  understanding 
and avoiding mistakes in EEO;  supervisor and management 
liability; and, preparation for mediation, inquiries, 
investigations, and hearings. 
 
Length:  4 hours or 1 day. 
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