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Employees leave your organization for a variety of reasons. Some find new opportunities, decide to return to school, retire or leave due to family obligations. On a less positive note, employees may be terminated due to poor performance or due to violation of an organizational policy. In other circumstances, employees may be laid off due to an economic or business downturn. In each instance, you need to ensure to take the appropriate steps to ensure the employee exit process goes smoothly and always remember to:
•Be informed about and comply with the employment/labour standards and human rights legislation for your jurisdiction
•Treat the employee fairly and act in good faith as defined by common law or civil law (Quebec)
•Handle the termination process in a professional way that preserves the employee's dignity

•Be cautious about how much information is communicated to others about the facts and reasons for the termination
The following guide to termination contains helpful information including a termination checklist, and other templates and tools to help guide you along the process.
Termination Checklist
Involuntary
Employee: _________________________ Date: __________________

	Document/Activity
	On File/Completed By

	Payroll Change Form  - Notify Payroll – include vacation days outstanding

	

	Termination Letter & Release

	

	Return of Company Property (List items returned):

___ Keys

___ Building Pass

___ Computer Equipment

___ Credit Cards

___ Documents and Company File

___ Other___________________

	

	ROE sent out

	

	Terminate benefits – send conversion form

	

	IT access removed – security items 

	

	Remind employee that they must continue to adhere to the confidentiality agreements.


	


Voluntary

Employee: _________________________ Date: __________________
	Document/Activity
	On File/Completed By

	Payroll Change Form  - Notify Payroll – include vacation days outstanding

	

	Resignation Letter 

	

	Scheduled Exit Interview with HR

	

	Return of Company Property (List items returned):

___ Keys

___ Building Pass

___ Computer Equipment

___ Credit Cards

___ Documents and Company File

___ Other___________________

	

	ROE Sent out

	

	Would we Rehire? 

	

	Terminate benefits – send conversion form

	

	IT access removed – security items chg

	

	Remind employee that they must continue to adhere to the confidentiality agreements.

	


The termination meeting

An important aspect of the termination process is how an actual termination will take place. This is particularly important when the termination of employment takes effect immediately (terminated with cause or is terminated without cause but with payment in lieu of notice).

The steps to be taken on the day that an employee is notified of his or her termination should be carefully planned.
Where: choose the location for the termination meeting carefully

· Select a location which provides privacy and allows the terminated employee to exit without the embarrassment of facing other staff

· Choose a neutral site such as a meeting room rather than your office

When: if possible, be sensitive to issues and important dates in the employee's life and choose a day that will minimize stress on the employee

· Avoid holidays and vacations

· Avoid Fridays - if an employee is terminated on a Friday, this prevents the employee from obtaining legal advice or counseling before the weekend and leaves him/her with the whole weekend to worry and build up anger about the situation. Terminating at the beginning of the week allows the employee to begin his/her job search that same week.
· Terminate near the end of the day when other employees have left and therefore embarrassment to the employee is minimized

Who: two members of the management team should be present at the termination meeting

· The second manager is there as a witness

What: collect/prepare the necessary documents in advance

· Letter of termination which states the date upon which it takes affect and any payment you are offering

How: be brief and get to the point
· Explain the situation, but avoid emotional, personal, and other inappropriate remarks

· Explain how the termination will be communicated to other staff and clients

· Review the termination letter with the employee and clarify any payment and benefits that will be provided

· Let the employee know what you are willing to say in a reference (honesty is the best policy; however, if you terminating the employee for cause, you will want to provide a reference which indicates only dates of employment and type of position)

· Ensure that the employee returns the organization's property

· Explain the next step - where the person should go after the meeting, how to gather his/her personal belongings, and so forth

· This is primarily an information-giving meeting; however, provide an opportunity for questions

· Ensure that the person can get home safely; for example, provide cab fare and see the person to the cab
Termination Letter Template

{Date}

Dear {employee name},

I regret to inform you that your employment with {company name} will be terminated effective immediately for the reasons discussed with you today. 
Pursuant to your employment agreement, we are only obligated to provide you with ___ weeks of pay in lieu of notice in accordance with the Employment Standards Act (“ESA”). However, to assist your transition to new employment and without prejudice to our right to rely on the agreement, we are prepared to provide you with the following:

Employment Standards Act payments
(i) Pursuant to the ESA and your employment agreement, we are providing you with _____ weeks of pay in lieu of notice, less applicable deductions. You will receive this amount on our next regularly scheduled payroll date.  

(ii) We will continue your current employee benefits coverage until the end of the _____ week ESA notice period,

(iii) The above payments are in full satisfaction of any amounts you may be entitled to under the ESA.

Enhanced Severance Payments

As a gratuitous gesture to help you find alternate employment, we are prepared to provide you with the following enhanced severance package:

(i) If you sign the attached release, you will receive an additional ____ week(s) of pay in lieu of notice, to be paid as lump sum, on our next regularly scheduled payroll date after receipt of the signed release.

(ii) We will continue your current employee benefits coverage until the end of the enhanced notice period or until such time as you find alternate employment, whichever comes first. 

Vacation Pay

You will receive payment for all accrued vacation pay as of the date of your termination, less statutory deductions. We will also provide you with a lump-sum payment for vacation pay earned on the three-week ESA period.
Return of Property
Please make arrangements with me for the return of all company property in your possession. 
Record of Employment

We will arrange to have a Record of Employment sent to you shortly.
Acceptance of Offer

Please review this offer and return the signed release within five business days of the date of this letter. 

If you do not accept the package as outlined above, you will receive:

(i) ______ weeks of pay in lieu of notice pursuant to the ESA and your employment agreement;

(ii) Coverage under our current benefits package until the end of the ____week ESA notice period; and

(iii) Vacation pay as set out above.

Please don’t hesitate to call ________ if you have any questions.

We sincerely wish you success in your continued career.
Sincerely,

I confirm receipt of this letter:

_________________________
________________
Signature



Date

Release Template
IN CONSIDERATION of the payments to me as set out in the attached letter from {Company Name} dated {date} (the receipt of which consideration I acknowledge) I, {Employee name}, on behalf of myself and my heirs, executors and assigns:
A. Release and discharge {Company Name} and all of its affiliated, related, subsidiary, predecessor, successor and parent organizations, and each of their respective officers, directors, employees and agents and their heirs, executors, administrators and assigns (hereinafter collectively referred to as {Company Name} from all actions, causes of action, debts, covenants, contracts, agreements, claims and potential claims that I have against {Company Name} for any reason at all, including but not limited to claims for damages, wages, overtime pay, vacation pay, commissions, bonuses, profit-sharing, expenses, benefits, termination pay, severance pay, reasonable notice or pay in lieu of such notice, any statutory right to reinstatement or any other matter arising out of my employment with {Company Name} or the cessation thereof;

B. Acknowledge that the above payments include any amount to which I may be entitled under the Employment Standards Act 2000 (“ESA”);

C. Acknowledge that I have discussed with {Company Name} or have otherwise canvassed any and all human rights complaints, concerns, or issues, arising out of or in respect of my employment with {Company Name}, if applicable;

D. Agree that this agreement constitutes a full and final settlement of any existing, planned or possible complaint or complaints against {Company Name} under the Human Rights Code up to the date of this agreement, arising out of or in respect to my employment with {Company Name};

E. Agree to release {Company Name} from any and all liability related to my employment with {Company Name} or the termination thereof, including liability under the ESA and any other applicable provincial and federal legislation;

F. Agree to indemnify and save {Company Name}  harmless from all claims, actions and demands under the Income Tax Act (Canada), the Canada Pension Act or the Employment Insurance Act, including any regulations made there under, and any other statute or regulations for or in respect of any failure on the part of {Company Name}  to withhold income, tax, Canada Pension Plan premiums, Employment Insurance premiums or benefit overpayments or any other tax, premium, payment or levy in connection with or arising from the payments made to me pursuant to this agreement;

G. will not make any claim or take proceedings against any other person or entity which might claim contribution or indemnity from {Company Name}  in respect of any matter covered by this release;

H. agree to keep the terms of this settlement confidential and will not disclose the terms of this agreement except to my solicitor, financial advisor or immediate family (provided that they also agree to keep the terms of this settlement confidential) or as required by law, without the consent of {Company Name} ; 
I. acknowledge that during the term of my employment I acquired information of a confidential nature that belongs to {Company Name}  including, but not limited to, financial information and trade secrets, which I will not disclose in any manner except as required by law;

J. confirm that I have returned all property belonging to {Company Name}  in my possession and state that if I discover any property of {Company Name}  in my possession in the future, I will promptly return it;

K. agree not to make any statements or engage in any acts that may cast a slur on or in any way disparage or adversely affect the reputation or goodwill of {Company Name} ;

L. understand that if I breach any term of this release, I may be liable for damages, including but not limited to a return of all or a portion of the settlement funds provided to me; 

M. acknowledge that this settlement is not an admission of liability by {Company Name} ;

N. agree that I have been given sufficient time and opportunity to obtain independent legal advice before signing this release, which I am doing without duress, and have sought independent legal advice or have freely chosen not to do so.

This Release signed on ______________, 2011
Signed in the presence of:
)





)





)





)

____________________
)
__________________________
Witness
 



 Signature
Exit Interview Question Guide

Anytime an employee leaves your organization, an exit interview is a helpful tool to:

· Identify what your organization is doing well

· Pinpoint areas where you can improve in your organization

· Confirm the skill sets, experience, and attributes needed for the job

· Capture useful knowledge, contacts, tips, etc. from the exiting employee

· Understand why the employee is leaving

· Say good-bye on good terms

If your organization is large enough to have an HR staff person, he/she would typically hold the exit interview. Otherwise, the supervisor of the exiting employee would conduct the interview.

Exit interviews can be conducted face-to-face, be in the form of a written survey (hard-copy or electronic), or held over the phone. Only face-to-face and telephone interviews allow you to explore responses and gain even more insight. You can help the exiting employee feel more comfortable by starting with friendly discussion and then easing into the more probing questions. Always start by explaining the purpose of the exit interview. However, some exiting employees may be more forthcoming with information if they can write, rather than say, their feelings. 
The following exit interview guide contains various types of questions to assist you collect the information you need.
Section 1: General

Position: ________________________Department:________________________
Reported to: _______________________________________________________
Length of time in the company: ___ Length of time in most recent position:  ___

1) What was the key reason for your departure? 
_____________________________________________________________________________________
_____________________________________________________________________________________

2) What could have been done early on to prevent the situation developing/provide a basis for you to stay with us?
_____________________________________________________________________________________

_____________________________________________________________________________________

Section 2: The Company

3) What does the company do well?
_____________________________________________________________________________________

_____________________________________________________________________________________

4) What areas do you think the company needs to improve on?
_____________________________________________________________________________________

_____________________________________________________________________________________

5) Would you recommend the company as a place to work to acquaintances? Explain.
_____________________________________________________________________________________

_____________________________________________________________________________________

6) What has been good/enjoyable/satisfying for you in your time with us? 
_____________________________________________________________________________________

_____________________________________________________________________________________

7) What has been frustrating/difficult/upsetting to you in your time with us? 
_____________________________________________________________________________________

_____________________________________________________________________________________

8) How would you describe the culture or 'feel' of the organization? 
_____________________________________________________________________________________

_____________________________________________________________________________________

Additional questions for recent recruits of less than a year or so: 

9) What did you think about the way we recruited you?
_____________________________________________________________________________________

_____________________________________________________________________________________


10) How did the reality alter from your expectations when you first joined us?
_____________________________________________________________________________________

_____________________________________________________________________________________


11) How could we have improved your own recruitment?
_____________________________________________________________________________________

_____________________________________________________________________________________


12) How could your induction training have been improved? 
_____________________________________________________________________________________

_____________________________________________________________________________________

Section 3: Leadership
13) What can you say about the direction you received, the way your performance was measured, and the feedback to you of your performance results? 
_____________________________________________________________________________________

_____________________________________________________________________________________

14) How well do you think the appraisal system worked for you? 
_____________________________________________________________________________________

_____________________________________________________________________________________

15) What would you say about how you were motivated, and how that could have been improved? 
_____________________________________________________________________________________

_____________________________________________________________________________________

Section 4: The Job
16) What extra responsibility would you have welcomed that you were not given?
_____________________________________________________________________________________

_____________________________________________________________________________________

17) Was your skill set well suited to the position you were in? 
_____________________________________________________________________________________

_____________________________________________________________________________________

18) What tools would have helped you be more effective in your role?
_____________________________________________________________________________________

_____________________________________________________________________________________

Section 5: Training, Orientation, and Career Development
19) Were you developed/inducted adequately for your role(s)? 
_____________________________________________________________________________________

_____________________________________________________________________________________

20) What improvements could be made to the way that you were inducted/prepared for your role(s)? 
_____________________________________________________________________________________

_____________________________________________________________________________________

21) How could the organization have enabled you to make fuller use of your capabilities and potential? 
_____________________________________________________________________________________

_____________________________________________________________________________________

23) What training would you have liked or needed that you did not get, and what effect would this 
have had? 
_____________________________________________________________________________________

_____________________________________________________________________________________

24) How well do think your training and development needs were assessed and met?
_____________________________________________________________________________________

_____________________________________________________________________________________

25) Of the training and development you received, what did you find most helpful and enjoyable?

_____________________________________________________________________________________

_____________________________________________________________________________________
Section 6: Communications

26) Rate how well the company communicates to employees about the direction of the company or things that impacted your position.
_____________________________________________________________________________________

_____________________________________________________________________________________
27) What could you say about communications and relations between departments, and how these could be improved?
_____________________________________________________________________________________

_____________________________________________________________________________________

Section 7: Compensation, Rewards, and Benefits

28) Do you feel you were compensated at an equitable level for the job you did?
_____________________________________________________________________________________

_____________________________________________________________________________________

29) Do you think you were recognized for a job well done?
_____________________________________________________________________________________

_____________________________________________________________________________________

30) How would you rate the group benefits program overall?
_____________________________________________________________________________________

_____________________________________________________________________________________

31) Please comment on your satisfaction with any other benefits you received?
_____________________________________________________________________________________

_____________________________________________________________________________________

Section 8 : Customized questions specific to your company

*Add any company specific questions
Section 8: Wrap-up

32) Do you want this information to remain anonymous?
_____________________________________________________________________________________

_____________________________________________________________________________________

33) Do you have another job?
_____________________________________________________________________________________

_____________________________________________________________________________________

34) Indicate your overall level of satisfaction with your employment on a scale of 1-10 (ten being high)
_____________________________________________________________________________________

_____________________________________________________________________________________

Any other comments:
_____________________________________________________________________________________

_____________________________________________________________________________________
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