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The Removal Process

In Practical Terms

Golden Rule

The minimum you have to do

Illegal stuff

Things you can do that are legal
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Documents You Will Need

1 • Performance Standards1

2 • Opportunity Period Letter

3 • Proposed Termination

4 • Decision to Terminate
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Step 1: Write Good Standards

• Use critical elements only
– Specific and clear
– Measurable
– Reasonable
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Specific and Clear?

• “Does lots of good work most of the time.”
“C l t h i t ti d• “Completes her assignments on time and
to the satisfaction of her supervisor.”

• “Keeps rework down to a minimum.”
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Measurable?

• “Occasionally needs reminding of where 
the office is located ”the office is located.

• “Rarely needs to rework assignments.”
• “Spends more than 50% of each work day 

doing research in the library.”
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Reasonable?

• “No more than one typo each rating period.”
• “Each year, exceeds the production level of 

the previous year.”
• “The accounting clerk must maintain 99.5% 

accuracy.”
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OK to Be Subjective Sometimes

• The degree of specificity and objectivity 
required of a performance standardrequired of a performance standard
varies inversely to the amount of 
discretion and independence reposed in 
the incumbent of the position. 

Graham v. Air Force, 46 MSPR 227 (1990)
1 P f i l (l i ti t i )
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1. Professionals (lawyers, scientists, engineers)
2. Supervisors and managers
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Problematic Subjective Expectations

• Be decisive
• Take initiative
• Be thorough in analysis
• Follow-up on projects
• Focus while at work
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• Be proactive
• Communicate with supervisor

How to Objectify the Subjective

• Convert the subjective thought to what you:
– See
– Hear
– Feel
– Smell
– Taste
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• If at all possible, assign a number to what 
you sense


