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[bookmark: _r6cdejqmlhw8]1-Purpose:
To ensure that employee terminations are handled in a consistent, fair, and legally compliant manner while safeguarding company assets and information.

[bookmark: _fsn852trlp9o]2-Scope:
This SOP applies to all employees within [Your MSP Company Name].

[bookmark: _xpj7amhgvoz2]3-Procedure:
[bookmark: _3p88xvti5wnw]Documentation & Justification:
· a. Ensure there is proper documentation of the reasons for termination (e.g., performance records, disciplinary actions).
· b. The immediate supervisor should consult with HR to ensure that the termination decision is based on valid reasons and is consistent with company policy and employment laws.
[bookmark: _xtcdup5ppwh7]Notification:
· a. Schedule a private meeting with the employee to discuss the termination. Have a witness present, preferably from HR.
· b. Clearly explain the reasons for termination.
· c. Handover a termination letter detailing the reasons for termination and any benefits or entitlements they will receive.
[bookmark: _9961277k0roz]Company Property & Access:
· a. Retrieve all company assets, including but not limited to:
· Electronic devices (laptops, phones)
· ID badges
· Keys or access cards
· b. Terminate access to company systems, networks, and email accounts.
· c. Ensure that any sensitive company data or property in the employee's possession is returned or deleted securely.
[bookmark: _op0afmifzo2f]Final Pay & Benefits:
· a. Calculate and provide the final paycheck, including any outstanding vacation or leave pay, bonuses, etc.
· b. Inform the employee of their rights regarding benefit programs (e.g., COBRA, unemployment compensation).
[bookmark: _ke4c4y12bn02]Conduct Exit Interview:
· a. This is an opportunity to gather feedback on their experience with the company, reasons for leaving, and any suggestions.
· b. This should be done by an HR representative.
[bookmark: _56pjfsmacx0u]Confidentiality & Non-Compete Agreements:
· a. Remind the terminated employee of any confidentiality or non-compete agreements in place.
· b. Ensure that they understand the consequences of violating these agreements.
[bookmark: _k4iid4v9isxx]Employee Assistance & Resources:
· a. Provide information on resources such as outplacement services, counseling, or job search assistance, if available.
[bookmark: _d7dx002v7m9i]Informing the Team:
· a. After the termination meeting, promptly inform the relevant team or department without delving into confidential details.
· b. Ensure the team understands their roles and responsibilities in the interim.
[bookmark: _evcb0udpjfr6]Document the Termination Process:
· a. Ensure that all steps of the termination procedure are documented and filed appropriately in the employee's HR record.
· b. Ensure any feedback or information gathered during the exit interview is recorded and reviewed for process improvements.
[bookmark: _9hfsr1z4fr8r]Review & Update:
· a. Regularly review and update the termination procedure to ensure compliance with changing laws and best practices.
[bookmark: _h9jtsia3d9vu]4-Note:
Always consult legal counsel when establishing or revising termination policies to ensure compliance with local, state, and federal laws.

[bookmark: _mbillljwphz8]5-Document Approval:
· [Name, HR Director]
· [Name, CEO/President]
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