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TO PROVIDE A FAIR AND IMPARTIAL HEARING; AND

TO RENDER A FAIR DECISION BASED ON A FULL AND
COMPLETE RECORD

• COMPETENCE
• FAIRNESS
• INDEPENDENCE
• IMPARTIALITY
• PROMOTE PUBLIC CONFIDENCE IN THE HEARING PROCESS
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HEARING OFFICIALS SHOULD KNOW THE SUBSTANTIVE AND PROCEDURAL LAW, INCLUDING THE

PRINCIPLES OF DUE PROCESS, TO BE APPLIED IN THE HEARINGS OVER WHICH THEY PRESIDE, AND

SHOULD UNDERSTAND THE PRINCIPLES OF ITS APPLICATION AND INTERPRETATION. HEARING

OFFICIALS SHOULD BE SKILLED IN CONDUCTING HEARINGS EFFICIENTLY AND FAIRLY. HEARING

OFFICIALS SHOULD BE SKILLED IN DISCERNING THE FACTS OF THE CASES PRESENTED TO THEM. 
HEARING OFFICIALS SHOULD BE CLEAR AND FAIR-MINDED IN THEIR APPLICATION OF THE LAW TO

THE FACTS OF EACH CASE, AND SHOULD COMMUNICATE THEIR DECISIONS COMPLETELY AND

CLEARLY. HEARING OFFICIALS SHOULD REGULARLY PARTICIPATE IN CONTINUING EDUCATION TO

IMPROVE THEIR COMPETENCE AND TO STAY CURRENT IN THEIR KNOWLEDGE OF THE LAW.
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• WHO ARE YOUR PARTIES?

• ARE THEY THE RIGHT PARTIES?

• DO YOU HAVE JURISDICTION?

• CONTACT INFORMATION

• DID THE PARTIES RECEIVE PROPER NOTICE?

• IS PUBLIC NOTICE (ADVERTISEMENT) REQUIRED?

DO YOU HAVE ALL OF THE RELEVANT PLEADINGS?

ARE ANY OF YOUR PARTIES SELF-REPRESENTED?

ARE ANY PARTIES REQUIRED TO BE REPRESENTED BY
AN ATTORNEY?

WILL YOU NEED AN INTERPRETER OR OTHER

ACCOMMODATION?

What is the relevant legal 
standard?

What facts do you need?

Who has the burden of proof?
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Explaining 
procedure

Establishing 
expectations

Setting 
deadlines

•DOES THE CASE INCLUDE SELF-REPRESENTED LITIGANTS? 

•MULTIPLE PARTIES? 

•COMPLEX ISSUES? 

• ISSUES OF FIRST IMPRESSION?

THE RIGHT WITNESS?

THE RIGHT DOCUMENTS?



9/27/21

5

Be very careful to 
maintain an open 

mind about who will 
prevail

Resist the urge to “over 
manage” the case

•
•
•
•

•
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To script or not to 
script?

Explaining process 
and expectations

Court Reporter Ruling on 
Objections

Keeping Track 
of Exhibits

TAKING 
NOTES

ASKING 
QUESTIONS
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Reasonable 
Accommodations vs. Legal 

Advice

Explaining Procedure

•
•
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•
•

•
•

•

•DID YOU GET ALL THE INFORMATION YOU
NEED?

•WRITING FOR YOUR AUDIENCE

Checklists and 
Bench cards

Colleagues

Training resources
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MARY.LONG@NAHO.ORG

MALONG@PA.GOV

mailto:Mary.long@naho.org
mailto:malong@pa.gov

