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Termination
Guidelines
Importance of Policies
It is important for an organization to have clear policies on Conduct, defining what
is considered to be acceptable and not acceptable behaviour. In addition, a clear
policy on Progressive Discipline is important. Both of these policies must be
consistently and uniformly applied in all cases.
Employees should sign an Acknowledgement form indicating that they have read,
understand and agree to abide by these policies (along with all other company
policies). The Acknowledgement form should also indicate that breach of any of
these policies could result in disciplinary action, up to and including dismissal.
Employees should have easy access to these policies and, ideally, the company
should have an annual review of all policies with employees. At that review,
employees should be required to sign a sheet indicating that they were in
attendance at the review and re-sign the Acknowledgement form.

Components of Termination Letters
Written notice of termination should be provided in every case. All termination
letters should be brief, in plain language, clear and unambiguous. They should
include the following important components:






effective date of the termination
reason for termination that is factual, without defaming the employee or
engaging in character assassination
date on which employment benefits end and indicate employee's
responsibility to replace coverage
advice regarding any conversion privileges with respect to benefits and who
to contact to exercise those privileges
confirm the timing and amount of the final payment and of any amounts
owing up to and including the date of termination
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Appendices
Appendix A: Termination Within Probationary
Period Letter
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ABOUT SALOPEK & ASSOCIATES LTD.
Salopek & Associates Ltd. is a team
of human resource and business
consultants specializing in strategy,
human resources and board
governance. We are available on an
on-call basis to help you attract,
retain and develop the right people
and to put effective processes in
place that will grow your business.
Each Associate on our team has more
than 15 years of experience. In
addition, our Specialists have
advanced human resource and
business designations. We own our
own businesses and know the
challenges related to running a
successful business. Salopek &
Associates understands the
importance of attracting, retaining
and developing good people. Our
consulting team is on-call 24/7 and
available when you need us. We are
just a phone call or email away.

