
TERMINATION MEETING OUTLINE 

 Communicate the decision in person and in private. Hold a termination meeting with the 

employee in a private area of the office away from office traffic and do not allow interruptions. 

 Have a witness. Have another management representative attend the meeting to take notes 

and be a witness. 

 Keep the message concise and clear. Effectively communicate the termination decision by: 

 preparing a message in advance of the meeting, rehearsing the message, and drafting 

talking points to keep the meeting focused; 

 being direct with the employee and ensuring they understand their employment has 

been terminated; 

 remaining professional, courteous, and fair throughout the meeting; and 

 focusing the message on the legitimate, non-discriminatory business reason for 

the termination decision and refraining from interjecting personal commentary, 

derogatory remarks, or other extraneous information. 

 Manage the employee's expectations. Inform the employee of any payments and benefits he 

may be entitled to receive, including: 

 when he will receive his last pay check; and 

 when employee benefits coverage will terminate;  

 Discuss references. Fully explain the type of reference, if any, that will be provided by the 

employer. If the employer has a reference or employment history letter prepared, provide a 

copy to the employee to avoid future confusion or disagreement. 

 Avoid arguments. Do not enter into any argument regarding the decision, but be open to 

concerns and questions. Answer questions honestly and as fully as possible, but without 

condescension or evasion. If additional information is necessary to answer a question fully, 

provide the relevant information as soon as possible. 

 Be sensitive. Termination is a difficult and emotional matter. The fairness and professionalism 

that company representatives exhibit at a termination meeting can minimize chances an 

employee will sue the employer. If the employee does sue, a sensitive approach can support the 

company's position in a future lawsuit that it acted for lawful business reasons and was at all 

times fair and reasonable in its decisionmaking. 


