Employee Termination Checklist

	Task
	Done
	Not applicable
	Notes

	Pre-termination

	Review the employee’s contract and personnel file: Pay close attention to any clauses related to notice periods, severance, or other obligations.
	☐
	☐
	[bookmark: Text1]     

	Confirm legal and policy compliance: Ensure you follow both local labor laws and your company's internal policies to avoid potential disputes.
	☐
	☐
	[bookmark: Text3]     

	Notify IT and security: Inform them in advance about the termination so they can prepare to restrict access and recover company equipment when necessary.
	☐
	☐
	

	Schedule the termination meeting: Agree on a time and date with HR, the employee, and their manager before scheduling the meeting.
	☐
	☐
	

	Day of termination

	Hold the termination meeting: The employee, their manager, and HR must be present, with the latter two to explain decision clearly and respectfully.
	☐
	☐
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	Provide the termination letter: Issue the employee a written notice that details the reason for termination, their last working day, and any relevant entitlements.
	☐
	☐
	[bookmark: Text6]     

	Explain next steps: Relay important details like the amount and date of the employee’s final salary, any benefits, and return of company equipment return.
	☐
	☐
	

	Collect company property: Retrieve items such as ID badges, laptops, phones, access cards, or uniforms.
	☐
	☐
	

	Post-termination

	Disable system access: Remove the employee’s access to their work email, internal systems, and any relevant software to protect company data.
	☐
	☐
	[bookmark: Text8]     

	Process final payments: Issue the last paycheck, pay out any unused leave, and confirm any deductions or severance.
	☐
	☐
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	Update HR systems: Mark the employee as terminated in your HRIS, and update internal payroll and benefits records.
	☐
	☐
	

	Conduct an exit interview: If appropriate, gather feedback from them on their employee experience to help improve onboarding changes or retention strategies.
	☐
	☐
	

	File all documentation: Store all documents related to the termination securely on your company’s internal database for compliance purposes and future reference. 
	☐
	☐
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