Notice Of Termination Policy
Template

1. Introduction

This Notice of Termination Policy outlines the procedures and guidelines for
terminating employment within [Company Name]. Our aim is to ensure that all
terminations are handled professionally, ethically, and in compliance with relevant
laws and regulations.

11 Purpose

The purpose of this policy is to:
o Establish a standardized process for employment termination
e Ensure fair and consistent treatment of all employees
e Minimize legal risks associated with termination

» Maintain a positive work environment and company reputation

1.2 Scope

This policy applies to all employees of [Company Name], regardless of position or
tenure. It covers various types of termination, including voluntary resignation,
involuntary termination, and retirement.

2. Types of Termination

2.1 Voluntary Termination

Voluntary termination occurs when an employee chooses to leave the company of
their own accord. This includes:

» Resignation

e Retirement
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e Abandonment of position

2.2 Involuntary Termination

Involuntary termination is initiated by the employer. This may include:
o Termination for cause (e.g., misconduct, poor performance)
o Layoffs due to restructuring or economic reasons

e End of fixed-term contract

3. Notice Period

3.1 Employee Notice

Employees are expected to provide a minimum notice period as follows:
« Non-management positions: [X] weeks
« Management positions: [Y] weeks

« Executive positions: [Z] weeks

3.2 Company Notice

The company will provide notice or pay in lieu of notice as required by local labor
laws, unless termination is for cause.

4. Termination Process

4.1 Documentation
All terminations must be properly documented. This includes:
e Resignation letter (for voluntary terminations)
e Termination letter (for involuntary terminations)
o Performance reviews and disciplinary records (if applicable)

o Exit interview forms
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4.2 Approvals

All involuntary terminations must be approved by:
e Immediate supervisor
e Department head
¢ Human Resources department

e Legal department (for high-risk terminations)

4.3 Communication

The termination decision should be communicated to the employee in a face-to-
face meeting, with the following participants:

o Employee's immediate supervisor
e Human Resources representative

o Witness (if necessary)

4.4 Exit Interview

An exit interview should be conducted for all voluntary terminations to gather
feedback and insights. This should be performed by a neutral party, typically from
the Human Resources department.

5. Final Pay and Benefits

5.1 Final Paycheck

The final paycheck will include:
e Regular wages up to the last day of work
e Accrued and unused vacation time (if applicable)
e Severance pay (if applicable)

e Any outstanding reimbursements
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5.2 Benefits Continuation

Information regarding continuation of benefits will be provided, including:
e Health insurance (COBRA or equivalent)
e Life insurance conversion options

e 401(k) or pension plan options

6. Company Property

All company property must be returned before or on the last day of employment,
including:

e Laptops, mobile devices, and other electronic equipment

Access cards and keys

Company credit cards

Uniforms and safety equipment

Confidential documents and files

7. Confidentiality and Non-Compete
Agreements

Employees will be reminded of their ongoing obligations regarding:
e Confidentiality of company information
o Non-compete agreements (if applicable)

* Non-solicitation of employees or customers

8. References and Employment Verification

All requests for references or employment verification should be directed to the
Human Resources department. Standard policy is to provide only dates of
employment and position held, unless otherwise required by law.

Notice Of Termination Policy Template



9. Rehire Eligibility

Employees who leave in good standing may be eligible for rehire. This will be
determined on a case-by-case basis, considering factors such as:

e Previous job performance
e Reason for leaving
e Length of service

¢ Company needs

10. Legal Compliance

All terminations must comply with applicable federal, state, and local laws,
including but not limited to:

» Worker Adjustment and Retraining Notification (WARN) Act
» Age Discrimination in Employment Act (ADEA)
» Americans with Disabilities Act (ADA)

o Title VII of the Civil Rights Act

11. Policy Review and Updates

This policy will be reviewed annually and updated as necessary to ensure
compliance with changing laws and best practices in human resource
management.

12. Conclusion

By following this comprehensive Notice of Termination Policy, [Company Name]
aims to handle all employment terminations with professionalism, fairness, and
respect for all parties involved. This policy helps protect both the company and its
employees during what can be a challenging transition period.

For any questions or clarifications regarding this policy, please contact the Human
Resources department.
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Last updated: [Current Date]
Approved by: [Name and Title of Approving Authority]
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