Customized Leadership,
Training and Coaching

Best Practices in Managing Terminations Skillfully
Course content includes:
•

Content personalized to issues you anticipate during upcoming
termination or have experienced during past terminations

•

Managing Terminations Skillfully Education Videos

•

Managing Terminations Skillfully Handbook

•

Workshop – coaching handouts

•

Customized role plays and case studies

•

Post training coaching when you are faced with an outplacement [or
early intervention]

Career consultants
OI Global partners
Fortunately, most organizations do not have the difficult
job of terminating an employee very often, but at Career
Consultants we assist an average of 15 to 20 clients every
month in planning a termination. For 35 years, our breadth
and depth of experience – including the expertise of more
than 1,000 Career Coaches in 225 locally-owned offices in
28 countries on five continents – is why HR professional, as
well as employment attorneys, turn to us to teach and coach
their leaders in the ‘best practices’ of managing a termination
skillfully.

WHERE OUR PROGRAMS ARE CONDUCTED AND WHEN
•

The next time you are faced with the responsibility of managing a
termination meeting, we will meet with you and your team on site to plan,
train and coach on the specific termination or reduction in force issues.

•

If you do not have a planned termination in the near future, but want
to provide this formal educational training program for your HR
Professionals and/or managers, we will customize the material and
conduct the two hour educational program at your location or arrange
to deliver the program at our training facilities.

NO COST TO ATTEND

This leadership development and coaching program, Six Steps To
Managing A Termination Skillfully, is being made available to you at no
cost. To make arrangements, phone for an appointment 317-264-4114 or email
bhickman@cciindy.com.
32 E Washington Street Suite 900   l   Indianapolis, IN 46204
Phone: 317-639-5601   l Email: BHICKMAN@CCIINDY.COM   
Web: www.cciindy.com

Six steps

TO MANAGING THE TERMINATION SKILLFULLY

“

Managing a termination is
a highly emotional event for
both the manager and the

”

employee. If not well planned,
the meeting has the potential
to get out of control.

SIX STEPS TO MANAGING A TERMINATION SKILLFULLY
Normally, managing a termination is a highly emotional event for both the manager and the employee. If not well planned, the meeting has the potential to get out of
control. There are six steps that are the foundations of  “best practices” for the collaborative efforts between Human Resources, the attorney and Career Consultants
when managing a termination skillfully.

TYPICAL PROBLEMS
THE NEED FOR EDUCATIONAL LEADERSHIP
DEVELOPMENT AND COACHING
When it comes to managing a termination skillfully, most organizations do not
have a formalized leadership training and coaching process for leaders and HR
Professionals. Managers tell us they:
•

Delay termination discussions to the last minute.

•

Lose sleep over having to conduct the termination meeting.

•

Expect HR to have all of the processes in place to implement when a
termination event occurs.

•

Have difficulty crafting and delivering the message.

•

Do not know how to deal with crying, anger, threats or other emotional
outbursts that often occur when they deliver the message “you are not
going to work here anymore.”

•

Have difficulty transitioning the person out of the office when the
termination meeting is over.

•

Are afraid they will say something inappropriate that could result in a
law suit.

1

PRE TERMINATION PLANNING

A well thought-out termination plan is the first step in managing a termination skillfully. There are over 40 critical
points to consider prior to terminating an employee.

2

CRAFTING AND DELIVERING THE MESSAGE

3

ADDRESSING REACTIONS AND EMOTIONAL RESPONSES

4

TRANSITIONING THE INDIVIDUAL OUT OF THE OFFICE

5

COMMUNICATING WITH CO – WORKERS ABOUT THE TERMINATION

6

METRICS: WHY MEASURE THE CAREER TRANSITION PROCESS?

This potentially highly emotional event can escalate out of control and be damaging to the employee, the
manager, and the company if the message is not carefully planned and delivered well. This step requires careful
collaboration between HR, Legal Counsel and the Career Consultants Outplacement Consultant in order to
ensure the message is crafted and delivered in a legal, business like and compassionate way.
Managers report that addressing reactions and emotional responses is probably the most difficult aspect of
managing the termination meeting. However, the possibility of emotional responses such as shock, disbelief,
anger, bargaining, threats and depression is predictable.  Appropriate responses require careful consideration,
including coaching and role playing, in order to manage those difficult situations skillfully.
The most common complaint, reported by individuals being transitioned out of the organization, is they felt
they were treated poorly when they were told to leave the office. Do not underestimate the damage that can
be done to a company’s culture and reputation if this step is not done well.  The following situations could be
problematic:
•  When to have people clean out their office and leave the premise.
•  How to escort them out of the office without disruption.
•  When it is appropriate to allow them to say good byes to co - workers after the meeting.
In managing a termination skillfully, it is important to understand that co-workers will also be impacted by the termination and, for some, the
emotions can be traumatic.  Some survivors cope with the same emotions as their departing colleagues [shock, denial, etc.] Others may be angry because they
have to absorb more work at no additional pay; or may fear that they will be impacted by future terminations; and some of the most talented in the group may
be targeted by recruiters or begin to dust off their resume to see “what else is out there?”
The adage “If you don’t measure it, you can’t manage it and if you do not manage it you can’t improve it” applies to Planning and Managing The Termination
Skillfully, just as it applies to measuring an organization’s sales, profits or productivity. It is a critical to measure the effectiveness of the team who planned and
managed the first five steps of the termination process outlined above. In addition, it is important to evaluate Career Consultant’s services to ensure that your
organization has benefited from managing the termination skillfully.

