
Employee Termination Process
The process below outlines the best practice for terminating an employee. 

Pre-Meeting:
1. Plan the meeting for early in the day. Do not schedule it too far in advance as it gives the employee time to worry about the content of the meeting

2. Decide who will be present and walk through the script before the meeting
3. Triple-check the formal letter and Termination Agreement to make sure it is accurate (this will require input from <enter CEO, Executive Director, Manager and/or HR> 
4. Prepare the communication to go to the team from <enter CEO or Executive Director> 

Termination Meeting: 

1. The <enter employee or role> will explain what is happening in the briefest way possible. Start right away with the reason for the meeting and be professional but respectful when delivering the message. 
2. The <enter employee or role> will then leave the room and <enter dept. representative or specific employee> will walk the employee through the Official Letter and the Terms of the Termination: 

· Last day at work (may be immediately) 

· Severance pay and other payments (vacation, sick days etc.) 

· Last day of benefits (may be immediately) 
· Other services provided (e.g. Career Transition support) 
3. If the employee is being terminated without cause, a reason for the termination should 
not be given. The conversation should be steered away from why and should focus on 
next steps 
4. The employee should not be asked to sign anything on the spot, and instead should be given <enter length of time> to review the content of the Termination Agreement and come back with questions 
5. The employee will be given the option of how they would like to leave: 
· A - The employee leaves the building straight away and their personal 
possessions are mailed to them/they come back to get them at a later date 

· B - The employee remains in the office for the rest of the morning to pack up 
their things and say goodbye to their colleagues 

Post-Meeting:
1. Check whether the employee is comfortable driving. If not, call a taxi and the employee will return to collect their car later
2. The <enter CEO or Executive Director> will communicate the news to the rest of the staff team (email, in-person or combination of both)
3. Staff members will react in different ways and should be given an opportunity to speak privately with their Supervisor/Manager
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