
Employee Termination Checklist
Plan and Get it Right 

Firing an employee is not as simple as saying "you're fired." It's a legal procedure. It’s also an important time for 
the HR professional to demonstrate advanced competency. Treating each employee with dignity is critical.  
Consider putting the following items on an employee termination checklist. This will help you, and any other 
manager you hire, protect both your rights as an employer and your worker's rights as an employee. It prevents 
further headaches down the road from an angry former worker.

As a business owner or manager, you should handle employee terminations in a responsible manner. If you do, 
you will have greater success in protecting your business from wrongful termination lawsuits. In addition, you will 
create a better working environment for the employees remaining at your company.

Compile The Proper Documentation

Ensure that you have the right legal documents in place before you begin termination procedures.  Be aware that 
paperwork you use to support the case for firing may end up in a court of law.  In other words, make sure it is 
professional, unbiased and follows company policy.

Prepare The Termination Letter

Human Resources takes the lead to create and adjust the termination letter.  Make sure your labor and employment 
attorney reviews it.  Every word counts.

Have your Employment Attorney Create A Separation and Severance Agreement

You should have this package ready for the employee during the termination meeting.  Never give any unrequired 
compensation without a waiver and release of claims.

Consider and Prepare Any Additional Agreements

As an employer you may wish to have the employee sign a non-compete agreement or other restrictive covenants, 
i.e.: trade secrets, non-solicitation, etc. Make sure whatever you draft is reviewed by your labor and employment 
attorney.

Prepare An Agenda For The Termination Meeting

Determine in advance exactly what you are going to say and how you will say it.  Make sure you set up a meeting 
room, ahead of time, away from coworkers.  Also you should have another representative from the company 
(preferably the employee’s boss) present.

List The Items The Former Worker Must Return

Employee terminations are stressful for both the employer and the employee. During this time, you may forget to 
ask the worker to return important company property. Recovering it after the employee is gone will prove difficult.

Conduct An Employee Exit Interview

It is usually best to have a third-party do this for you.

Contact Dise & Company for a Confidential Consultation: Visit DiseCo.com or Call (216) 752-1700.

http://www.diseco.com/request-confidential-conversation?utm_source=checklist&utm_medium=PDF&utm_campaign=outplacement&utm_term=CTA&utm_content=employee-termination
http://goo.gl/5qnfMF
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