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    Termination Meeting Checklist
A termination meeting is set to ensure that the process of clearing and allowing the exit of an employee is guided by the regulations of the business.

	Hotel Checklist Examples
	Essential Elements of Market Planning Checklist


If you want to have an organized termination procedure, you need to make sure that a termination meeting checklist will be used to guide the phases not only of the termination meeting but also during the entirety of termination activity itself. We have gathered a number of termination meeting checklist examples in this post. Download these checklist examples for you to have references if you are already prepared to create your own termination meeting checklist.
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Why Do You Need a Termination Meeting Checklist?

When there is an employee termination that is bound to happen, it is important for the human resource department to be aware of the appropriate procedure to implement. A termination meeting checklist can help a lot in terms of this matter. Here are some of the reasons why we suggest the usage of a termination meeting checklist:

1. You have to be aware of the reason for why the employee is terminated or why he or she has resigned. Having a meeting checklist will help you identify the answers to your questions in a well-prepared manner. No matter what made the termination materialize, having a termination meeting checklist will give you a comprehensive listing of all the items that you need to fulfill so that the transaction will be as objective as possible. You may also see training checklists.

2. Creating a termination meeting checklist can help enlighten all parties understand the process of the termination. This can be done if all the entities involved in the transaction will be included in the termination meeting. The checklist that you will develop should also include the participation and responsibilities of these entities regarding the termination. You may also see blank checklists.

3. The human resource department needs to be guided by a document that can help them protect the rights of the business and the employees. As an effective hr checklist, a termination meeting checklist can set the mood of the meeting. Using this tool can make the meeting be more focused on important matters rather than circling around issues that will not make the termination process faster and easier.
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The Content of a Termination Meeting Checklist

If you want a termination meeting checklist to provide you with maximum results, you have to make sure that you will specify all the information that can serve as a guide for the entire meeting. It should not only include call to actions but the items that you will be needing during the meeting as well. Moreover, it should list down the people who are expected to be present at the meeting. Aside from this information, here are the basic items that must be seen in your termination meeting checklist:

	The date when the termination meeting checklist has been filled by the human resource department.
	The name of the employee who will be terminated.
	The date of the termination.
	The statement of the termination of the employee and the reason why the action has to be taken.
	The date when either the employee or the human resource department has been notified of the termination.
	The entities who will be permitted to know the termination process and will have access to the details regarding the activity. You may also task checklists.
	The flow of the meeting which includes its location, program and discussion outline.
	The date and time of the meeting.
	The termination checklist that you can provide to the employee or other entities who needs to be knowledgeable of their expected deliverable within the entire termination procedures.
	The items that the employee needs to give back or surrender to the business before the actual date of the termination. You may also see quality checklists.
	The benefits that the employee is still entitled to receive even after the termination.
	The discussion of the terms, the scope of limitations of the termination.
	The agreement of the confidentiality of the termination.
	The accomplishment of an exit interview.


It will depend on your business if you will stick to these details or if you would like to add or remove certain items. There are also different levels and weights of termination conditions depending on the reason of the process which is why you need to consider these factors first before putting together all the information that you would like to include in your termination meeting checklist. You may also see training checklists.
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How to Properly Use a Termination Meeting Checklist

As a document, a termination meeting checklist should be based on attainable goals and processes. When used in the actual termination meeting, it should be able to guide all the people who have attended the discussion. Here are some ways on how you can use a termination checklist appropriately:

1. Make sure that the checklist is arranged in a way that the discussion can be easily outlined. Having a sequence to follow during the meeting is a great way for you not to waste the time of all the people present. You may also see hr checklists.

2. Have sub-groups for different items that you would like to discuss. Organizing your termination meeting checklist in this manner can help you ensure that all the areas of the termination are being talked about. You may also see marketing checklists.

3. Be specific with the items that you will include in the termination meeting checklist. You should ensure that the employee who will be terminated will not feel that the meeting is to bring him or her down. Your termination meeting checklist content should be as objective as possible so you can make the employee feel that his or her contributions to the success of the business and its operations are still valued. You may also see student checklists.

4. Just like a performance management checklist, be aware of the discussion of the pros and cons of the activity. Being thorough with how you present things can make all the meeting attendees set proper expectations for the termination.
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Tips for Termination Meeting Checklists

From trade show checklist examples up to management checklists, there are different kinds of listing materials that the human resource department needs to follow for certain regulations to be implemented accordingly. One of the most important checklists that should be in the files of your HR department is the termination meeting checklist. Having this tool can ensure the protection of the rights of the business and the employees during termination. Listed below are some of the tips that you can find useful when developing the termination meeting checklist of your business.

1. Make sure that your termination checklist meeting will be more focused on the meeting itself rather than the actual termination activities. Though some items may interlink and intertwine, you have to remember that the checklist that you will create is for the organization of the meeting and not the entire termination. You may also see to do checklists.

2. Set a time frame for the meeting so you can identify the items that you can discuss in the checklist. You have to ensure that all items about the termination and the meeting itself are covered in the checklist to come up with an effective document. You may also see wedding checklists.

3. Refer to samples and templates of termination meeting checklists so you can get guidelines and other tips on how to develop a termination meeting checklist that will work for your business. Other than this, you can also seek professional help from experts who can make the termination process a breeze not only for the employee but for the business as well. You may also see audit checklists.
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Make Your Own Termination Meeting Checklist Now

A termination meeting checklist can help you properly set the perception of all entities about the process that will be honored for the termination. If a meeting will be well-guided by a reference, then you can easily present a transparent activity regarding the decision of the employee to resign or the need of the company to terminate one of its workforce. Even if a termination is not one of the things that the human resource department looks forward to, it is still important for the business to be ready should termination be needed to take place. You may also see marketing checklists.

Create your own termination meeting checklist. Make sure that you will use our samples and tips as your guides. Coming up with an impressive termination meeting checklist is an easy thing to do if you will let yourself be aware of the items that you need to fulfill. We believe that having a termination meeting checklist can help you a lot so do not pass on the chance of making this tool for your termination meeting undertakings. You may also see induction checklists.
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