AVOID CLAIMS | EXERCISE C.A.R.E.

1 Clearly Communicate performance and behavior expectations
1 Administer and Apply policies and procedures consistently
1 Record key facts. Review the Records to ensure you avoid:
1 Unnecessary personal comments
Unsubstantiated overstatements
Acting on speculation or assumption
Emotionally charged language
Being incomplete, incorrect, or inconsistent
Bias, prejudice, or favoritism
Conflicts of interest or ulterior motives
I References to protected class or activity
1 Evaluate before you terminate. Engage help Early: HR, Counsel.
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