Company Termination Checklist Guide

Introduction

This guide provides a comprehensive, step-by-step checklist for effectively managing employee
terminations while ensuring compliance with legal, ethical, and company standards. It applies to both
voluntary and involuntary terminations.

Pre-Termination Preparation

e Review Company Policies: Confirm compliance with company policies and legal requirements.
e Gather Documentation:

o Employee personnel file

o Disciplinary records (if applicable)

o Signed agreements (non-compete, confidentiality, etc.)

o Time-off records
e Conduct a Risk Assessment:

o ldentify potential risks (legal, security, retaliation).

o Consult with legal counsel if necessary.

Final Decision and Approval

Obtain management approval for termination.

Document the reason for termination.

Schedule termination meeting.

Prepare a termination letter (signed by appropriate parties).

Conducting the Termination Meeting

Choose a private, secure location.

Have a witness present (HR or another manager).
Communicate the termination decision clearly and respectfully.
Provide the termination letter and review key details.

Allow the employee to ask questions.

Post-Termination Actions

e Collect Company Property:
o Kaeys, access cards, laptops, phones, ID badges.
o Any other company-owned equipment.

o Disable Access:
o Revoke email and system access immediately.
o Change passwords for any shared accounts.
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o Provide Final Pay and Benefits Information:
o Issue final paycheck in compliance with state laws.
o Review health insurance continuation (COBRA, if applicable).
o Explain any severance package details.

Exit Interview (Optional)

e Schedule and conduct an exit interview (optional).
e Document feedback for future improvements.

Recordkeeping

o File termination documentation in the employee's personnel file.
« Maintain records in compliance with state and federal laws.

Legal Considerations

o Ensure compliance with state and federal laws (e.g., WARN Act, state-specific termination
laws).
e Consult with legal counsel for complex terminations.

Final Checklist (Quick Reference)

O Review policies and gather documentation.

[ Obtain approval and prepare termination letter.
O Conduct termination meeting with witness.

[ Collect company property and disable access.
O Provide final pay and benefits information.

[0 Conduct exit interview (optional).

[ File documentation appropriately.

[0 Confirm legal compliance.




