Communicating Employee Terminations

Best practices for tactfully communicating terminations within your organization

Employee terminations are never easy, but how you communicate them to your team can significantly
impact morale and productivity.

It's essential to handle this sensitive process professionally, transparently, and with empathy to minimize
disruption and help the team move forward after an employee departure. Ultimately, a thoughtful
communication approach not only respects the individual(s) involved, but also strengthens the trust and
morale of the remaining team. This guide outlines the best strategies forinforming your team about employee
departures while maintaining respect, confidentiality, and support.

Key Strategies for Effective Termination Communication

e Plan Ahead: Prepare a communication strategy before announcing a termination. This includes having a clear message, timing,
and transition plan. Make sure to consult with HR to address legal requirements and ensure confidentiality.

e Timing Matters: Inform employees as soon as it's appropriate, considering business needs and schedules. If possible, notify
direct supervisors first so they can manage their teams effectively.

e (Confidentiality and Respect: While transparencyis important, it's crucial to respect the privacy of the terminated employee.
Stick to the facts, avoid speculation, and ensure that sensitive information is only shared with those who need to know.

e Show Empathy: Recognize that terminations can affect the remaining staff emotionally. Offer support, be available for one-on-
one discussions, and reassure employees about job security and the company’s future direction.

e Focus on Next Steps: Communicate how the team will move forward, whether through reassigning responsibilities, bringing in
new hires, or providing additional resources. Reinforce the company's commitment to its goals and express confidence in the
team’s ability to adapt.

Communicating the Termination to the Team

When informing the team, keep the message concise and professional:

Example: “Iwanted to let you know that [employee’s name] will no longer be with us effective [date]. We appreciate [his/her]
contributions and wish [him/her] the best. If you have any questions about the transition, please reach out to [supervisor’s name].”

Avoid disclosing personal details about the termination and focus on the next steps. If holding a team meeting, allow space for questions
but redirect anyinappropriate ones discreetly.



Managing Reactions and Supporting the Team

After the announcement, expect a range of reactions from the team. Some may feel anxious or saddened, while others may have
concerns about their own job security. To maintain morale:

e Provide Emotional Support: Offer counseling services and create opportunities for employees to share their concerns.

o Redistribute Workload: Ensure that any additional responsibilities are managed without overburdening the team. Consider
temporary help if necessary.

e Monitor Morale and Productivity: Keep an eye on changes in behavior, such as disengagement, and address issues promptly.

Legal and Practical Considerations

Ensure compliance with your province’s employment laws, such as providing the appropriate notice period, severance pay, and
benefits continuation. In addition, make sure all necessary paperwork is completed and the terminated employee is treated
respectfully during the offboarding process.
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