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SCHOOL DISTRICT OF PHILADELPHIA

CHECKLIST FOR SECOND LEVEL HEARINGS

Cover Sheet

(This cover sheet must be attached to all requests for second level hearings) 


Employee Name: __________________________________________________________

Employee ID #: ___________________________________________________________
Address: ________________________________________________________________

Grade, Subject or Position: _________________________________________________

Date of 204 (s) ____________________________________________________________

Please check all recommendations that apply:

___ Request for termination

___ Request for suspension

___ Request that all documentation be placed in the employee personnel file

___ Other_________________________________________________________

                 _________________________________________________________

Please check if item is attached: 

    _
Checklist is completed and attached. 

    _
Cover letter with request for a second level conference and for the support of the recommendation.
    _
One (1) copy of all records (ordered with most recent document on top) – all documents are unstapled. 
    _
Conference Notice(s) to Employee from Principal (including investigatory and rescheduling
        letters, when applicable) 

    _   The SEH-204(s) dated with actual date of incident. 

___   All 204(s) referenced in the document

    _
Summary of each conference held by Principal/ Assistant Principal

    _
Signed Rating Form (when applicable)

    _
Signed Memo (when applicable)

    _
Witness Statements (when applicable) 

    _
SEH-90 (s) for attendance (when applicable) 

    _
Employee Rebuttals (when supplied) 

    _
Concurrence letter from principal (for documents generated from Assistant Principal) 


Attendance Due Process 

· Warning Memo 

· Warning SEH-204 

· Warning SEH-204 Conference Notice 

· Summary of Conference 

· SEH-204 Suspension 

· SEH-204 Conference Notice 

· Summary of Conference 

Reminders: 

1.  Use only white paper for copies. 
2. Do not staple the 204 documentation. 
3. Write N/A on checklist when applicable. 
4. Please only scan (via email) all documents to the Network Office  
Principal Signature ____________________________________ Date: __________________________

All requests for second level hearings and requests for documents to be placed (only) in the employees personnel file should scanned and sent directly to the corresponding Labor Relations Officer and a cc’d to the Assistant Superintendent. 
Please do not send files through the PONY system


