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Getting
Started

Firing an employee is never an easy
task.

One of the hardest aspects of
preparing to fire an employee is to
separate the emotions from the facts.
It should always be a last resort.



= Create employee performance
plans

= |dentify employees who should be

Wo rkShOp \Of_ terminated

ObjECtiVES ‘= = Establish effective termination

meetings

= Know the “Dos” and “Don’ts” of
firing an employee




sedlits re a person refuses

Napoleon Hill




MODULE TWO

Placing an Employee on a Performance
Improvement Plan (PIP) Before Firing

An employee PIP is a tool to help employees struggling with
performance; it holds them accountable for their past
mistakes.




Justification

The PIP should be specific as to what areas need
to change or improve, and should provide an
outline to guide the employee.




Validate

Some employees may
wonder why they are on
a PIP and will need
clarification.




Include

The manager should bring out the basic
guidelines of a PIP and explain why the PIP is
being utilized.




Be Grateful

Managers know that a PIP
is best used for creating
improvement methods.




= Justification

PraCticaI \O/_ = \alidate

lllustration g " Include

= Be Grateful




Module Two: Review Questions

1. What is the first step in a Performance Improvement

Plan?




Module Two: Review Questions

2. For the PIP to be effective, it must be what?




Module Two: Review Questions

3. For an employee to participate in a PIP, they must:




Module Two: Review Questions

4. Validation answers which of the following employee

guestions?




Module Two: Review Questions

5. An employee should be included when trying to create

what portion of the PIP?




Module Two: Review Questions

6. One benefit of including the employee in creating the PIP

is what?




Module Two: Review Questions

7. It is important to discuss what during an employee’s PIP?




Module Two: Review Questions

8. Recognizing an employee’s achievements allows the

manager to do what?




Module Two: Review Questions

9. Just as a refresher, what does PIP stand for?




Module Two: Review Questions

10. A performance improvement plan (or PIP), is also known

dS d







MODULE THREE

Employees Who Should Be

Terminated ()

Every manager is familiar with how to identify high-
performing employees and keep them motivated; however,
many are unaware of how to identify employees that may
need to be terminated.




Feeling of Entitlement

Overbearing or demanding

Blaming others

Low sense of team loyalty

Resistance to feedback



Cannot
Perform Job
Functions

An employee is hired to
be able to perform
certain job duties and
functions.




Can’t Function With
Other Employees

The employee that is not functioning well within
the group is most likely contributing the least.




They
Overpromise and
Under Deliver

Employees may develop
an inflated self-image
and begin to promises
and then not follow
through with them.




= Feeling of Entitlement

= Cannot Perform Job Functions

PraCtlca.I —\O/_ = Can’t Function With Other
lllustration 4 Employees

= They Overpromise and Under
Deliver




Module Three: Review Questions

1. Feelings of entitlement can occur with which employees?




Module Three: Review Questions

2. Which of the following is a characteristic of feeling

entitled?




Module Three: Review Questions

3. Many job functions are described at what point?




Module Three: Review Questions

4. Managers should check with before firing

employees that cannot perform their job functions.




Module Three: Review Questions

5. An employee that cannot function with co-workers often

develops what?




Module Three: Review Questions

6. Typically, an employee that does not function with the

team is doing what?




Module Three: Review Questions

7. The employee that overpromises frequently may have

what?




Module Three: Review Questions

8. Managers believe that employees who overpromise but

don’t deliver are in need of what?




Module Three: Review Questions

9. At some point, an employee may develop some




Module Three: Review Questions

10. Every manager should have an understanding of how to

their employees.




Success or failur usiness is caused more by the men
attitu n by m




MODULE FOUR

Employees Who Should Be

Terminated (ll)

Sometimes it can be hard for a manager to admit when it is time
to let an employee go. It is important to recognize various
behaviors and ‘red flags’ that an employee may display when
they are not performing well with the rest of the group.




Customers

Whether your company is large or small,
customers are the main component in keeping
the business open and successful.




They Are
Unreliable

A manager must be able
to trust that they are
able to complete their
job responsibilities with
little supervision.




Don’t Adhere to Code
of Conduct

If an employee decides to rebut this code of
conduct they may begin to act out of line by
being rude, malicious, or even disrespectful.




Use Company
Property for
Personal Use

When the use of
company equipment
becomes excessive it can
put a strain on the
company.




= Blatant Disregard for Customers

Practical = They Are Unreliable

= Don’t Adhere to Code of Conduct

lllustration

= Use Company Property for
Personal Use




Module Four: Review Questions

1. Which of the following is a characteristic of blatant

disregard?




Module Four: Review Questions

2. One problem with blatant disregard, is that it can:




Module Four: Review Questions

3. Unreliable employees will likely do which of the

following?




Module Four: Review Questions

4. If an employee becomes unreliable, the manager does

what?




Module Four: Review Questions

5. What is one benefit of having a code of conduct?




Module Four: Review Questions

6. Who does the company code of conduct apply to?




Module Four: Review Questions

7. Which of the following situations is considered using

company property for personal use?




Module Four: Review Questions

8. Which of the following occurs when employees use

company property for personal use?




Module Four: Review Questions

9. Sometimes it can be hard for a manager to admit when it

IS time to




Module Four: Review Questions

10. Whether your company is large or small, are the

main component in keeping the business open and successful.







MODULE FIVE

Things to Consider When Setting

Up the Termination Meeting

An effective termination meeting can help diffuse the
situation, allow the employee to keep their dignity and

ensure the manager is following all of the proper, legal
guidelines.




Meeting Attendees

The main person present in an employee
termination meeting should be the employee’s
manager or immediate supervisor.




Venue of the
Meeting -

The meeting should be
held in a location that
does not alert other
employees to what is
taking place.




Security Presence

If the manager feels the employee may become
violent or destructive, they can request a
company security officer be present during the
meeting.




Logistics

Before letting the
employee go it is
important for the
manager to review any
form of final benefits
package.




= Meeting Attendees

= Venue of the Meeting

lllustration g
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= Security Presence

= Logistics




Module Five: Review Questions

1. Which of the following can be present during a

termination meeting?




Module Five: Review Questions

2. One problem with having too many attendees is that the

employee can feel what?




Module Five: Review Questions

3. A meeting venue should always be:




Module Five: Review Questions

4. Which of the following areas should be voided for

termination meetings?




Module Five: Review Questions

5. Security may be requested if the manager




Module Five: Review Questions

6. One major role of security personnel is:




Module Five: Review Questions

7. Which of the following is included in employee logistics?




Module Five: Review Questions

8. What is one way of providing information about

employee logistics?




Module Five: Review Questions

9. An effective termination meeting can help to




Module Five: Review Questions

10. The termination meeting should serve as a chance to

terminate the employee




i o
Alt"hougﬁ you may not always be able to avoid difficult
situations, you can modify the extent to which you can suffer
by how you choose to respond to the situation.

]

Dalai Lama



MODULE SIX

The Correct Way to Fire an

Employee ()

Although firing an employee is never pleasant and can
cause extreme anxiety, it is important to follow the correct
steps to ensure fairness, dignity.




Use Positive Language

When terminating an employee, it is important
that the employee does not feel as though they
are being attacked or belittled.




Review Past
Feedback

One of the most common
complaints from
terminated employees is
that they had no idea
they would be fired.




Concentrate on Specific
Behavior

When addressing termination with an

employee, it is important to concentrate on the
behavior that brought them to their
termination.




Fire Early in
the Week

Fire the employee on
Monday or Tuesday;
Friday only causes more
frustration.

WEDNESpay

TUESDAY

THURSDAY




= Use Positive Language

Practical \Of_ = Review Past Feedback

I"UStratiOn & = Concentrate on Specific Behavior
= Fire Early in the Week




Module Six: Review Questions

1. Managers should use words that are positive, but not

what?




Module Six: Review Questions

2. Which of the following phrases should be avoided when

firing an employee?




Module Six: Review Questions

3. Reviewing past feedback helps to do what?




Module Six: Review Questions

4. It is important to recognize what when reviewing past

feedback?




Module Six: Review Questions

5. When discussing specific behaviors, the manager should

always have what?




Module Six: Review Questions

6. Employees will try to do what when discussing problem

behaviors?




Module Six: Review Questions

7. ldeally, employees should be fired on which of the

following days?




Module Six: Review Questions

8. Employees should be fired early in the week so that they




Module Six: Review Questions

9. One of the most common complaints from terminated

employees is that




Module Six: Review Questions

10. The employee who is terminated on Friday has the

entire weekend to







MODULE SEVEN

The Correct Way to Fire an

Employee (lIl)

Sometimes, no matter how often or how much you’ve
spoken with the employee about their performance, they
still do not believe they are able to be fired.
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Keep it Short

Terminated employees should never linger, even
in their own termination meeting.




Have
Employee
Sigh Release

The employee may be
required to sign a release.




Transfer Terminated
Employee’s Functions

One of the worst problems to occur after an
employee has been terminated is to have a gap
in productivity and workforce.



Avoid Fighting
Unemployment
Claims with
Employee

One of the first actions
they take is to file an
unemployment claim to
recover lost wages and
payments.




= Keep it Short

= Have Employee Sign Release

® Transfer Terminated Employee’s

lllustration & Functions

= Avoid Fighting Unemployment
Claims with Employee

Practical N
Q_




Module Seven: Review Questions

1. Managers can help keep the meeting short by doing

what?




Module Seven: Review Questions

2. What is one factor that can cause meetings to run longer?




Module Seven: Review Questions

3. A manager can offer what to encourage employees to

sign a release?




Module Seven: Review Questions

4. A release can help protect a company against what?

| | |




Module Seven: Review Questions

5. According to the module, if job functions are not transferred after

an employee termination, it can cause what?




Module Seven: Review Questions

6. The manager should do which of the following after an

employee termination?




Module Seven: Review Questions

7. Managers must avoid doing what during unemployment

benefit hearings?




Module Seven: Review Questions

8. Unemployment benefits are typically decided by whom?




Module Seven: Review Questions

9. Having to fire an employee is a task every manager

wishes




Module Seven: Review Questions

10. Informing the other employees immediately about the

termination will avoid




'\ S

Change does not roll in on the wheels of inevitability, but
comes through continuous struggle.

“‘r{ ,thyjr
1 4



MODULE EIGHT

What an Employment Termination
Checklist Should Contain

One of the most helpful tools when preparing to fire an
employee is the use of a termination checklist, which is
usually covered during a termination meeting.




Notification to Human
Resources

As soon as it has been determined that an
employee will be terminated, the manager
should notify human resources.




Systems
Access
Terminations

Notify the company’s
network administrator to
remove the employee
from the entire system.




w Return of Company
Property

——




Benefits
Status

ick pay

e \/acation/s

insurance

e Health

t

e Retiremen

id debt owed to
the employee

e Unpa




= Notification to Human Resources

Practical \Of_ = Systems Access Terminations

"Iustration @ — = Return of Company Property

= Benefits Status




Module Eight: Review Questions

1. What is one thing managers can get from human

resources before terminating an employee?




Module Eight: Review Questions

2. Why is it important to notify human resources first when

terminating an employee?




Module Eight: Review Questions

3. Systems access can include which of the following?




Module Eight: Review Questions

4. When deleting system access, it is important for

managers to notify IT of what?




Module Eight: Review Questions

5. What type of company property should be returned upon

termination?




Module Eight: Review Questions

6. It is important that managers keep documentation of

what about company property?




Module Eight: Review Questions

7. An employee’s benefit status can be outlined with what?




Module Eight: Review Questions

8. What information would be included in a benefits letter?




Module Eight: Review Questions

9. One of the most helpful tools when preparing to fire an

employee is the use of




Module Eight: Review Questions

10. What happens to an employee’s accounts when they are

terminated?







MODULE NINE

The “Don’ts” of Firing an
Employee ()

There are many incorrect ways to fire an employee that can
cause anxiety or embarrassment to the employee and the
managetr.
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No Performance
Improvement Plan

One of the most common complaints from
terminated employees is that they were not

given any warning of any wrong-doing or
wrongful behavior.



Using an
Electronic
Method

At the very least,
employees deserve the
respect to be told in
person.




Fire Without a Witness

If a member of human resources is not
available, a security officer or even department
supervisor can also serve as a valuable witness.




Provide Long
Reason For
Firing

Before deciding to
terminate an employee,
the manager will have
conducted research.




= No Performance Improvement Plan

Practical \Of_ = Using an Electronic Method

I"UStratiOn ‘'S » Fire Without a Witness

® Provide Long Reason for Firing




Module Nine: Review Questions

1. Why is a PIP considered important before termination?




Module Nine: Review Questions

2. If a PIP is not offered, it allows the employee to say what?




Module Nine: Review Questions

3. One of the only acceptable forms of firing an employee is

by what?




Module Nine: Review Questions

4. Firing an employee face-to-face shows a sense of what?




Module Nine: Review Questions

5. A witness during a termination meeting can serve as

what?




Module Nine: Review Questions

6. Which of the following is an advantage to having a

witness during a termination meeting?




Module Nine: Review Questions

7. Not using long reasoning during a termination meeting

helps reduce what?




Module Nine: Review Questions

8. Always offer the employee short explanations without

involving what?




Module Nine: Review Questions

9. What form of action would a manager look for in an

employee’s records?




Module Nine: Review Questions

10. Where would be the best place for a face-to-face

meeting?




Making distir




MODULE TEN

The “Don’ts” of Firing an

Employee(ll)

Once an employee has been told they are fired, many
managers believe that is the end of the process, but there

are many steps to cover while the employee is still on the
premises.




Not Making the
Decision Final

Generally, employees never believe that they
can be fired, or that they should ever be fired.




Let Employee
Take Company
Property

The employee should
turn over the items they
have on hand during their
termination meeting.




Allow Access to Work
Area

The termination meeting is held in a location
away from the employee workplace and is held
privately.




Permit
Information
System Access

Once the employee has
been terminated, they
should not be able to
access any of their former
systems.




= Not Making the Decision Final

Practical <l = Let Employee Take Company

—Q — Property

I"UStrat|0n = = Allow Access to Work Area

= Permit Information System Access




Module Ten: Review Questions

1. Employees need to be aware that they cannot

during termination?




Module Ten: Review Questions

2. Termination meetings are meant to deliver what to the

employee.




Module Ten: Review Questions

3. What employee property should be returned upon

termination?




Module Ten: Review Questions

4. When is the best time to retrieve company property from

the employee?




Module Ten: Review Questions

5. Why is it not recommended that employees return to

their work area alone?




Module Ten: Review Questions

6. How can managers avoid allowing employees back into

the work area?




Module Ten: Review Questions

7. How can managers prevent employees from having

further system access?




Module Ten: Review Questions

8. Why should an employee not be allowed to access

company systems after termination?




Module Ten: Review Questions

9. What is it that the terminated employee finds difficult to

believe?




Module Ten: Review Questions

10. What is the common joke about terminated employees?







MODULE ELEVEN

Conduct Effective Exit Interviews

An exit interview is typically completed when an employee
leaves voluntarily or is part of a company lay off.




When, How and Who

The exit interview is usually completed by a
member of human resources.




Objective
of the
Process

One of the main purposes
of an exit interview is to
gain information about
the company and its
working conditions.




Company Readiness for
Exit Interviews

Employees may be unaware that they may be
asked to participate in an exit interview.




Execute the
Feedback
Results

After an exit interview
there should be a
sufficient amount of
feedback from the
departing employee.




Practical

lllustration

When, How and Who
Objective of the Process

Company Readiness for Exit
Interviews

Execute the Feedback Results



Module Eleven: Review Questions

1. Exit interviews are most often conducted by whom?




Module Eleven: Review Questions

2. When is the best time to conduct an exit interview?




Module Eleven: Review Questions

3. What is the purpose of conducting an exit interview?




Module Eleven: Review Questions

4. Before conducting the interview, the staff should do

what?




Module Eleven: Review Questions

5. Why should employees be made aware of company exit

interviews?




Module Eleven: Review Questions

6. What is one way in which companies can notify

employees about exit interviews?




Module Eleven: Review Questions

7. What is one way to execute feedback received from an

exit interview?




Module Eleven: Review Questions

8. Managers should realize that not all feedback from exit

interviews is:




Module Eleven: Review Questions

9. An exit interview is typically completed when




Module Eleven: Review Questions

10. What should a manger keep in mind during an exit

interview?




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to understanding Employee Termination
Processes is just beginning.




Words From the Wise

You don’t lie to your own Take time to appreciate Employees are your most You have to be responsible
doctor. You don’t lie to your employees and they will valuable assets. They are when you’re running an
own attorney. And you reciprocate in a thousand the heart and guts of a organization; and firing
don’t lie to your employees. ways. company. This doesn't mean people who are your friends
- Bob Nelson that {‘rom time to time, y.ou is part of that responsibility.
- Gordon Bethune aren't going to do what is
good for the company. - Ben Horowitz

- Carlos Ghosn




	Slide 1: Employee Termination Processes
	Slide 2: Getting Started
	Slide 3: Workshop Objectives
	Slide 4
	Slide 5: Placing an Employee on a Performance Improvement Plan (PIP) Before Firing
	Slide 6: Justification
	Slide 7: Validate
	Slide 8: Include
	Slide 9: Be Grateful
	Slide 10: Practical Illustration
	Slide 11: Module Two: Review Questions
	Slide 12: Module Two: Review Questions
	Slide 13: Module Two: Review Questions
	Slide 14: Module Two: Review Questions
	Slide 15: Module Two: Review Questions
	Slide 16: Module Two: Review Questions
	Slide 17: Module Two: Review Questions
	Slide 18: Module Two: Review Questions
	Slide 19: Module Two: Review Questions
	Slide 20: Module Two: Review Questions
	Slide 21
	Slide 22: Employees Who Should Be Terminated (I)
	Slide 23: Feeling of Entitlement
	Slide 24: Cannot Perform Job Functions
	Slide 25: Can’t Function With Other Employees
	Slide 26: They Overpromise and Under Deliver
	Slide 27: Practical Illustration
	Slide 28: Module Three: Review Questions
	Slide 29: Module Three: Review Questions
	Slide 30: Module Three: Review Questions
	Slide 31: Module Three: Review Questions
	Slide 32: Module Three: Review Questions
	Slide 33: Module Three: Review Questions
	Slide 34: Module Three: Review Questions
	Slide 35: Module Three: Review Questions
	Slide 36: Module Three: Review Questions
	Slide 37: Module Three: Review Questions
	Slide 38
	Slide 39: Employees Who Should Be Terminated (II)
	Slide 40: Blatant Disregard for Customers
	Slide 41: They Are Unreliable
	Slide 42: Don’t Adhere to Code of Conduct
	Slide 43: Use Company Property for Personal Use
	Slide 44: Practical Illustration
	Slide 45: Module Four: Review Questions
	Slide 46: Module Four: Review Questions
	Slide 47: Module Four: Review Questions
	Slide 48: Module Four: Review Questions
	Slide 49: Module Four: Review Questions
	Slide 50: Module Four: Review Questions
	Slide 51: Module Four: Review Questions
	Slide 52: Module Four: Review Questions
	Slide 53: Module Four: Review Questions
	Slide 54: Module Four: Review Questions
	Slide 55
	Slide 56: Things to Consider When Setting Up the Termination Meeting
	Slide 57: Meeting Attendees
	Slide 58: Venue of the Meeting
	Slide 59: Security Presence
	Slide 60: Logistics
	Slide 61: Practical Illustration
	Slide 62: Module Five: Review Questions
	Slide 63: Module Five: Review Questions
	Slide 64: Module Five: Review Questions
	Slide 65: Module Five: Review Questions
	Slide 66: Module Five: Review Questions
	Slide 67: Module Five: Review Questions
	Slide 68: Module Five: Review Questions
	Slide 69: Module Five: Review Questions
	Slide 70: Module Five: Review Questions
	Slide 71: Module Five: Review Questions
	Slide 72
	Slide 73: The Correct Way to Fire an Employee (I)
	Slide 74: Use Positive Language
	Slide 75: Review Past Feedback
	Slide 76: Concentrate on Specific Behavior
	Slide 77: Fire Early in the Week
	Slide 78: Practical Illustration
	Slide 79: Module Six: Review Questions
	Slide 80: Module Six: Review Questions
	Slide 81: Module Six: Review Questions
	Slide 82: Module Six: Review Questions
	Slide 83: Module Six: Review Questions
	Slide 84: Module Six: Review Questions
	Slide 85: Module Six: Review Questions
	Slide 86: Module Six: Review Questions
	Slide 87: Module Six: Review Questions
	Slide 88: Module Six: Review Questions
	Slide 89
	Slide 90: The Correct Way to Fire an Employee (II)
	Slide 91: Keep it Short
	Slide 92: Have Employee Sign Release
	Slide 93: Transfer Terminated Employee’s Functions
	Slide 94: Avoid Fighting Unemployment Claims with Employee
	Slide 95: Practical Illustration
	Slide 96: Module Seven: Review Questions
	Slide 97: Module Seven: Review Questions
	Slide 98: Module Seven: Review Questions
	Slide 99: Module Seven: Review Questions
	Slide 100: Module Seven: Review Questions
	Slide 101: Module Seven: Review Questions
	Slide 102: Module Seven: Review Questions
	Slide 103: Module Seven: Review Questions
	Slide 104: Module Seven: Review Questions
	Slide 105: Module Seven: Review Questions
	Slide 106
	Slide 107: What an Employment Termination Checklist Should Contain
	Slide 108: Notification to Human Resources
	Slide 109: Systems Access Terminations
	Slide 110: Return of Company Property
	Slide 111: Benefits Status
	Slide 112: Practical Illustration
	Slide 113: Module Eight: Review Questions
	Slide 114: Module Eight: Review Questions
	Slide 115: Module Eight: Review Questions
	Slide 116: Module Eight: Review Questions
	Slide 117: Module Eight: Review Questions
	Slide 118: Module Eight: Review Questions
	Slide 119: Module Eight: Review Questions
	Slide 120: Module Eight: Review Questions
	Slide 121: Module Eight: Review Questions
	Slide 122: Module Eight: Review Questions
	Slide 123
	Slide 124: The “Don’ts” of Firing an Employee (I)
	Slide 125: No Performance Improvement Plan
	Slide 126: Using an Electronic Method
	Slide 127: Fire Without a Witness
	Slide 128: Provide Long Reason For Firing
	Slide 129: Practical Illustration
	Slide 130: Module Nine: Review Questions
	Slide 131: Module Nine: Review Questions
	Slide 132: Module Nine: Review Questions
	Slide 133: Module Nine: Review Questions
	Slide 134: Module Nine: Review Questions
	Slide 135: Module Nine: Review Questions
	Slide 136: Module Nine: Review Questions
	Slide 137: Module Nine: Review Questions
	Slide 138: Module Nine: Review Questions
	Slide 139: Module Nine: Review Questions
	Slide 140
	Slide 141: The “Don’ts” of Firing an Employee(II)
	Slide 142: Not Making the Decision Final
	Slide 143: Let Employee Take Company Property
	Slide 144: Allow Access to Work Area
	Slide 145: Permit Information System Access
	Slide 146: Practical Illustration
	Slide 147: Module Ten: Review Questions
	Slide 148: Module Ten: Review Questions
	Slide 149: Module Ten: Review Questions
	Slide 150: Module Ten: Review Questions
	Slide 151: Module Ten: Review Questions
	Slide 152: Module Ten: Review Questions
	Slide 153: Module Ten: Review Questions
	Slide 154: Module Ten: Review Questions
	Slide 155: Module Ten: Review Questions
	Slide 156: Module Ten: Review Questions
	Slide 157
	Slide 158: Conduct Effective Exit Interviews
	Slide 159: When, How and Who
	Slide 160: Objective of the Process
	Slide 161: Company Readiness for Exit Interviews
	Slide 162: Execute the Feedback Results
	Slide 163: Practical Illustration
	Slide 164: Module Eleven: Review Questions
	Slide 165: Module Eleven: Review Questions
	Slide 166: Module Eleven: Review Questions
	Slide 167: Module Eleven: Review Questions
	Slide 168: Module Eleven: Review Questions
	Slide 169: Module Eleven: Review Questions
	Slide 170: Module Eleven: Review Questions
	Slide 171: Module Eleven: Review Questions
	Slide 172: Module Eleven: Review Questions
	Slide 173: Module Eleven: Review Questions
	Slide 174: Wrapping Up
	Slide 175: Words From the Wise

