Guide to Conducting a
Respectable
Separation Session

The following book will provide a general guideline in
preparing and conducting a separation discussion
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Show That The Company Cares
Handling a separation goes beyond just doing it in a legally defensive manner. Showing
that the organization cares about exiting employees can take several different forms
including:

Planning what you will and will not say.
Coordinating the logistics so that you’ll be able to give helpful information to the
exiting employee during the separation meeting.
Scheduling the separation meeting so the exiting employee has time to adjust to
the job loss.
When behind closed doors, always ensure the employee is seated closest to the
exit door and avoid blocking their passage to the exit door. This ensures there is
never a claim of their being held against their will or trapped in the meeting,
situation, or conversation.
Informing affected colleagues and/or company customers if appropriate.
When you take the time and make the effort to show that the company cares, you set in
motion an action that has some very positive reactions:

The company’s reputation in the marketplace and as an employer is enhanced.
There is much less risk of litigation.
The morale and productivity of the remaining employees remain high.
The employee can exit with regard to the organization.
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Stay In Control
Staying in control means just that- demonstrating that you are in control of the
separation meeting and staying in control regardless of what happens or what the
existing employee says or does including:
Not losing your temper.
Not arguing about the separation decision.
Being firm, though caring, in what you say.
Using carefully selected words during the separation meeting.
Anticipating the different reactions of the exiting employee and planning how you might respond.
If necessary, let the exiting employee know that you, not the employee, are in control of the
meeting.
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Don’t Socialize
The separation meeting is not the time to ask about the family or make small talk about
what the employee is wearing or even to mention the weather. Even though you may
be uncomfortable as the person enters the room, socializing is inappropriate in this
situation. Terminating someone is serious business and getting right to the point of the
meeting will underscore that.
Following are six statements that might be used at the
beginning of the separation meeting.

Which of the following are acceptable?
Thank you for being prompt, Tom. I believe you know Christina from Human
Resources. Let’s get right to the purpose of our meeting.
Hello, Tom. Let me introduce Christina, who is our Human Resources Manager.
Since you’re no doubt wondering about the reason for our meeting, let’s sit down
and begin.
Hi Tom – good to see you again. How does your wife like her new job? Oh, yes, do
you know Christina from Human Resources? Christina, why don’t you take a few
minutes and tell Tom why we’re here today.
Hello, Tom. Sit down. This is Christina from Human Resources. She’s here to tell
you that you’re fired!
Thank you, Tom, for being prompt. Please sit down at the table with Christina and
me. I believe you know Christina from Human Resources. Tom, I agree with you
about the unusual weather, but our meeting today is a very serious one, so let’s
move on to why we’re here.
Tom, we’ve talked about your performance for the past two months. The company
has provided some training and time for you to improve your performance,
However, your performance has not met our agreed-upon standards. Our meeting
today is to inform you of your separation from the company and to discuss what
the company will do to help you in your transition.
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Don’t Argue
After hearing the words that their employment is terminated, some employees will want
to talk about why. They will want to discuss it and try to change your mind. If the
employee begins to argue, you must act like a “broken record” and continue to say
something like:
“John the decision has been made and it is final. We’re not here to discuss it but only
to inform you of the decision. What I want to do now is to review the next steps with
you…”
“Roy, here are the reports of our previous meetings. The notes made indicate that we
discussed how progress was not being made. Here are your production reports, which
you signed, that show you have not met the expectations that were laid out and agreed
to.”
“Getting angry isn’t going to change the decision. Please let me continue with our
meeting and explain how the company will handle your separation.”
This is not the time to express your own thoughts about the separation. Be careful
not to say something like, “Well, I don’t agree with this but I have to do what the
company tells me…”
You may not agree with the decision, but it is your responsibility to carry it out and to
omit your own personal feelings.
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Avoid Embarrassing The Exiting Employee
Conduct the meeting in a private office behind closed doors.
Plan for the employee to leave the workplace with minimum embarrassment.
Having a security guard escort the employee through the main office to the front
door while other employees observe may not be appropriate. Whatever it takes,
do all you can to spare the exiting employee embarrassment.
Phrase the announcement to the other employees in a way that avoids humiliating
the terminated employee. If the employee worked with customers or clients, be
diplomatic in your choice of words when introducing a new contact person.
Indicating the terminated employee is no longer employed is sufficient, reasons
should never be disclosed to current employees or customers.

Avoid Embarrassing The Remaining Employees
Conduct the meeting where other employees cannot hear what is being said.
Arrange the employee’s exit so that a minimum of remaining employees are
involved or aware of the situation.
Make arrangements for the exiting employee to retrieve personal belongings with
minimal disruption during off-hours whenever possible.
Chose your words carefully when you notify the remaining staff of the terminated
employee’s exit.
“We want to personally inform you that Sandra’s employment has ended, and
today/yesterday was her last day of work”, reasons should never be disclosed to
current employees or customers. “Our policy, as you know, is not to talk in detail
about why someone leaves. I wanted you to hear about it from me, so you wouldn’t
hear it as a rumor or wonder where Sandra is."
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Always Have A Witness Present
There are always reasons why it’s important a witness is present during a separation
discussion:
There is always a witness to what was, and what was not, said or done during the
meeting.
If the person doing the separation experiences a mental block due to nervousness
or stress, another person can usually pick up with the right words.
The terminated employee will be less likely to argue, become angry or even resort
to becoming physically aggressive if at least two company representatives are
present.
The person conducting the separation meeting should be the employee’s immediate
supervisor or manager. The second can be another supervisor or manager at the same
level or above, or it may be a representative of the Human Resources department.
Whoever is chosen as the second person needs to be aware of the decision-making
process for the separation and the two people should review beforehand what will be
said and by whom.
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Discuss items contained on the Separation
Checklist as appropriate and any benefits and/or
assistance the employee will receive in addition to:
Applying for Unemployment: Indicate that the employee may be eligible for
Unemployment Benefits as determined by the Unemployment Department which
can now be applied for online. Advise the employee to apply immediately as the
first week-the week they file a claim is a "waiting week" during which no benefits
are paid and they want to ensure that week is exhausted sooner than later.
Advise the employee that the company will only release their Name, position, and
dates of employment to future prospective employers should they wish to place this
employment on future applications.
Allow employee time to remove personal items from the workspace or schedule it
during off time. You can advise “Do you have any personal belongings on your
desk? I’m happy to provide you 15 minutes to gather your personal items”. Then
stick to the 15 minutes advising the employee you need to close up the office for
the day. Do not advise the employee that you will gather their personal belongings
for them, allow the employee time to do so themselves.

Concluding the Discussion
When all discussion points are completed, ask the employee if they have any
questions, answer any questions or advise them that you will call them with an
answer if you may not know, then advise the employee that the meeting is concluded.
Provide 15 minutes for the employee to gather any personal belongings and assist
the employee in leaving the premises.
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