
1 Delivering the Message 

 Be decisive and brief.  

o Stay as respectful as possible 

o The more a manager says in a termination meeting, the more issues he or she is 
creating if a future dispute develops 

o A well-prepared and rehearsed termination message should not last more than 
a few minutes.  

o The person delivering the message should be sure of him or herself and should 
be candid and honest. 

 Be honest 

o Candy-coating the reasons for termination might seem easier at the time, but it 
runs the risk of creating significant problems on the witness stand if a dispute 
arises. 

o Lying about the reason for termination will make matters worse. 

o A mediocre story told well is better than a great story told poorly. 

o A truthful defense is less expensive to litigate, and easier to prove 
  

 Be sensitive to the emotions the employee likely will encounter when informed of his or 
her termination.  

o If it’s appropriate, show appreciation for the employee’s service with the organization 
and thank him or her. 

 Don’t give any indication that the termination decision is reversible or negotiable 

o Make sure that the employee understands the decision is final. 

o Similarly, don’t apologize or blame someone else for the termination decision. 

 Don’t argue with the employee.  

o Let the employee speak his or her peace and then move on.  

 Don’t commit to anything other than what you are required to do by law and the 
Company policy.   

o If the employee is requesting something, they should not be able to get it without 
signing a release of clams.   

 Be able to discuss COBRA should it arise 



2 Message Script 

a. Start with explanation for why the employee is there. 

a.  “As you are aware, we have had concerns about your performance over 
the past [insert timeframe].” 

b. Show steps the Company has taken to improve performance 

a.  “We have tried to help you improve you performance, as we have worked 
through the performance management process.” 

c. Explain the clearly communicated goals laid out by the Company 

a. “The plan contained several specific areas that you needed to improve” 

d. Explain what the Company has done to help employee 

a. “We provided [insert type of resources here – e.g., coaching, training, 
mentor, etc.]” 

e. Explain how employee failed to meet goals/the Company’s expectations 

a. “Over the period of the improvement plan, you have failed to meet xyz 
goals/violated the Company policy.” 

b. Note – if there are no recent examples of employee’s issues, don’t dredge 
up old examples already discussed with employee, don’t mention any.   

f. Ask employee to return the Company property 

a. “I’m sure that this is a lot to take in right now, so we ask that you go home 
now and not return to your office.” 

g. Inform employee that they will have to leave the property/be escorted out (as 
your protocol dictates). 

a. “Upon separation of employment, we ask that all employees return 
company property, including [go over list of things employee has, e.g., 
laptop, access cards, office keys, etc.]” 

h. Advise the employee that there will be an opportunity to retrieve belongings or 
that the Company will ship them to employee. 

a. “We can schedule a time for you to pick up your belongings, either before 
or after business hours/We can pack up your belongings and send them to 
you.  You don’t have to make that decision right now, but call [insert name 
of contact] to arrange a time to come in.   



i. Wrap up, final check, COBRA, etc. 

a. “Here is a letter explaining your options for continuation of benefits and 
how to elect those benefits.  Also enclosed is your final paycheck.  You are 
welcome to read the letter now or take it home and review it there.” 

j. Try to end on a good note, if possible 

a. “Please let us know if you have any questions about benefits going 
forward.  We are disappointed things turned out the way they did.” 

 


