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Termination Script and Checklist for Managers
Prior to the Meeting
· Prepare the required documentation including termination letter and severance letter – if applicable
· Plan where the meeting will be held
· Plan who will attend the meeting. Will there be an HR representative.
· Plan outcomes of how the meeting will go based on knowledge of the employee
· Plan for worst case scenarios. 
· Plan for an exit strategy for the employee with the least amount of disruption
· Plan any other details specific to your organization

Opening the Meeting
<Begin the meeting right away to avoid long periods of silence and increased anxiety from the employee>

Manager:
"Hi <Employee's Name>, thank you for meeting with me today. <Name of Human Resources – If Applicable> is here with us as well."

Delivering the Message Clearly
Manager:
"I want to let you know that after careful consideration, we’ve made the decision to end your employment with <Organization Name>, effective <today/date>. The decision is final. I will have <Name of HR> read the termination letter and answer any questions you may have".

<Manager can leave the room and allow HR to take over, or if there is no HR representative, then the Manager will lead the entire meeting>

<Pause for a moment. Let the employee process the statement. Expect possible silence, questions, or emotion.>

Providing a Reason (If Appropriate)

<Read the termination letter which will state the reason for the termination>

HR or Manager:
"We understand this is difficult news, and we want to ensure we support you in this transition."

Next Steps and Logistics
HR or Manager:
<Discuss final pay/ process specific to your organization, expected date and what will be paid out>
<Discuss access to systems/ process specific to your organization >
<Discuss ROE process>
<Discuss any applicable benefits process>
<Discuss any other organization specific items/ processes that will affect the employee after termination>

Other Supports Offered
<You may consider third party supports like (People First HR – Career Transition Services) as part of the termination package. This would be the time to let the employee know about this benefit for them, how it works, etc. The third party should be able to advise how the process works and will likely be stepping in for the manager to discuss this with the employee.>

Closing the Meeting
<proceed with exit strategy discussed prior to the meeting, and pivot as necessary depending on how the employee reacts> 

Notes for Managers:
· Stay calm, compassionate, and professional.
· Do not argue, get defensive, or back-down. Keep the conversation focused and brief. Avoid saying things like, “I’m sorry, “this is not my decision”, “We can continue to be friends”.
· Avoid giving in-the-moment feedback or negotiation. This meeting is to communicate a final decision, not to discuss it.
· Silence is often times better than additional words. If you are ever in doubt, it can be beneficial to remain silent until you know what the next best thing to say is. 
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