HAVE A
STATED POLICY

Have documented terms of employment

and your disciplinary process in your
employee handbook.

FOLLOW THE PROPER
DISCIPLINARY PLAN

Explain what the problem is, and where
improvement is needed. Prior to terminating,
be sure the progressive disciplinary procedure
has been followed and documented.

PERFORM THE TERMINATION
WITH A WITNESS

Communicate the facts to the employee
behind the decision to terminate, and
that the decision is final.

INFORM YOUR TEAM
OF THE DECISION

Follow up with managers and employees,
explaining only what they need to know about
the termination, and if and when the position
will be filled.
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This graphic shows a high-level view of best practices for handling the termination
of an employee for a Policy Violation. This information is for general purposes; it is
not a determination of your legal rights, nor your responsibilities under the law.
None of the information contained in this communication is, or should be, construed
as legal advice. The information should not be relied upon for legal advice.

To Properly Terminate
an Employee for a
Policy Violation

TRAIN MANAGEMENT
ON PROPER PROCEDURES

Educate managers and supervisors on
proper disciplinary and termination procedures.

VERIFY THE LEGALITY
OF THE TERMINATION

Document the reason for termination, and
verify the legal purpose for termination.

COMPLETE THE REQUIRED
ADMINISTRATIVE TASKS

Provide formal documentation for the employee
to sign, final paycheck and benefits information,
including COBRA coverage if applicable.

RESPOND ASAP TO STATE
UNEMPLOYMENT CLAIMS

If the employee files an unemployment claim,
quickly respond to the unemployment department.

If you believe the employee’s claim is invalid, provide
an explanation of the reason for termination to the
unemployment department.
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