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Dismissing an employee is never a stress-free task. It can be emotionally daunting and – if

done improperly – could have legal ramifications. However, with preparation, you can make this

tough experience easier on yourself, your company, and the employee being dismissed.To

make the dismissal process run smoother, there are four steps you can take when considering

whether to dismiss an employee. The first is to ensure the employee knows the rules. The

second is to warn the employee of inappropriate performance or behavior, and plan corrective

actions. The third is to assess the employee's improvement after a given time frame and then

make a final decision. The fourth is to prepare a clear and concise dismissal letter, if

necessary.In this course, you'll learn more about the appropriate steps to take prior to

dismissing an employee. This includes using documentation to facilitate awareness and

following a progressive disciplinary procedure. You'll also find out how to determine if a

dismissal is warranted based on the offense, an assessment of the employee, and the

organizational impact.At some point in their careers, most managers will have to undertake the

unpleasant task of dismissing an employee. Although this can make for an uncomfortable

conversation, both the manager and the employee can learn and grow from the experience if

it's handled correctly.If you feel unsure about how to handle dismissals there are guidelines you

can follow that will increase your confidence and make for a smoother experience. Handling

dismissals effectively means preserving the dignity of the employee and minimizing the impact

on the team and the organization.You, as a manager, can follow three steps to managing

dismissals effectively. This course outlines the steps involved in preparing for dismissals;

guidelines for conducting a dismissal interview, such as dealing with employee reactions; and

what to consider when following up on the dismissal after the meeting.
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ended up getting my dream job. Thank you, Victor!"--Zach Jacobson, McKinsey, New
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impactReferencesGlossaryOverviewOverviewDismissing an employee is never a stress-free

task. It can be emotionally daunting and – if done improperly – could have legal ramifications.

However, with preparation, you can make this tough experience easier on yourself, your

company, and the employee being dismissed.To make the dismissal process run smoother,

there are four steps you can take when considering whether to dismiss an employee. The first

is to ensure the employee knows the rules. The second is to warn the employee of

inappropriate performance or behavior, and plan corrective actions. The third is to assess the

employee's improvement after a given time frame and then make a final decision. The fourth is

to prepare a clear and concise dismissal letter, if necessary.In this course, you'll learn more

about the appropriate steps to take prior to dismissing an employee. This includes using

documentation to facilitate awareness and following a progressive disciplinary procedure. You'll

also find out how to determine if a dismissal is warranted based on the offense, an assessment

of the employee, and the organizational impact.At some point in their careers, most managers

will have to undertake the unpleasant task of dismissing an employee. Although this can make

for an uncomfortable conversation, both the manager and the employee can learn and grow

from the experience if it's handled correctly.If you feel unsure about how to handle dismissals

there are guidelines you can follow that will increase your confidence and make for a smoother

experience. Handling dismissals effectively means preserving the dignity of the employee and

minimizing the impact on the team and the organization.You, as a manager, can follow three

steps to managing dismissals effectively. This course outlines the steps involved in preparing

for dismissals; guidelines for conducting a dismissal interview, such as dealing with employee

reactions; and what to consider when following up on the dismissal after the

meeting.CHAPTER 1 - Preparing to Dismiss an EmployeeCHAPTER 1 - Preparing to Dismiss

an EmployeeSECTION 1 - Benefits of Preparing to Dismiss an EmployeeSECTION 2 -

Warning the EmployeeSECTION 3 - Making a Final DecisionSECTION 4 - Preparing a

Dismissal LetterSECTION 1 - Benefits of Preparing to Dismiss an EmployeeSECTION 1 -

Benefits of Preparing to Dismiss an EmployeeBy properly preparing for employee dismissals,

you can overcome such obstacles as fear, becoming too emotionally involved, and legal

threats. Proper preparation for dismissal includes not only following a progressive disciplinary

procedure, but providing just cause, as well as treating all employees fairly and consistently for

similar conduct.You might have to dismiss employees for inappropriate behavior or

performance failure – or a combination of both. The first step in tackling the situation is to alert

employees to the issues. It's also important to use documentation such as employee

handbooks, job descriptions, and performance reviews. That way, you not only make the

problems clear to employees, but the documentation helps support just cause for dismissal if



that proves to be necessary.Benefits of dismissal preparationBenefits of dismissal

preparationDismissing an employee properly means handling the situation so it reduces risk.

Possible risks include lawsuits, decreases in morale and productivity, theft, and escalated

incidents in dismissal interviews.There are three reasons managers often put off dismissing

employees: fear of the unknown, emotional involvement with employees, and possible legal

consequences.FearPerhaps you've never dismissed an employee before. You may not know

exactly what to expect or how to handle it. Or maybe you've had a bad experience dismissing

an employee in the past.Whatever the case, there are people within your company whom you

can turn to. First of all, you should talk to HR about the proper dismissal process at your

company. You can also ask other managers for advice and even sit in on an employee

dismissal as a witness. That way, you can learn more about employee reactions and how to

handle them.Emotional involvementIt can be especially difficult to dismiss employees you've

made a connection with. People you have to dismiss may be your friends. They may have

families to support and bills to pay. In short, they're human and so are you.However, you've got

to keep in mind dismissals are not personal; they're a part of doing business. At the same time,

you shouldn't lose your compassion. It's in these times that your employees will really

appreciate it. They should leave the dismissal feeling as though they'd been given a fair

chance.Legal consequencesFormer employees can sue a company for wrongful dismissal if

there's no just cause for the dismissal. Maybe you've even experienced a lawsuit firsthand. It's

not inevitable though. In fact, if you're following dismissal procedures properly, chances are

you've got yourself covered legally.Consider this scenario where a manager didn't follow the

proper process for dismissing an employee. Spence is a first-time manager of a production line

team at a manufacturing facility. For several months he's had difficulty with his employee,

Nicole, regarding her work hours.The problems started when Nicole was late for work a few

times and didn't call ahead. When Spence brought it up casually, Nicole explained that her

daughter had been sick. She promised that once her daughter started feeling well, she'd be in

on time.Spence thought Nicole's explanation was valid and that the situation would only be

temporary. He actually felt embarrassed that he'd questioned her, so he didn't bother writing up

the incidents.As time passed, Nicole began to arrive at work later and later every day. This left

the production line short an essential worker and impacted productivity. Spence had to call in

temporary workers on more than one occasion – and he even took over Nicole's role himself

once. She'd missed more hours than she actually had in sick days.Still, Spence was afraid to

approach Nicole. First of all, he liked her as a person and didn't want to upset her. He also

knew that she was a single mother providing the only source of income for her family. In

addition, he'd never actually dismissed an employee before. He was worried about what to

expect – emotionally and legally.One day, Nicole didn't show up for work. It was on this day that

the CEO visited to check on the production lines. Spence was furious. When Nicole came in

the following day, Spence dismissed her harshly and immediately in front of her coworkers. He

didn't give her an opportunity to explain herself, but told her to leave before he did "more than

just hurt her feelings."Soon after the incident, Nicole filed several lawsuits against the company.

She claimed Spence told her to take as much time as she needed until her daughter got better.

Although this wasn't exactly the case, Spence couldn't back up his side of the story because

he never formally noted the incidents. Plus, while his threat in the heat of the moment wasn't

serious, Nicole took it that way.In this scenario, the company could've avoided Nicole's lawsuits

if a progressive disciplinary procedure was followed. Progressive discipline focuses on

deterring employees from repeating unwanted behavior by providing incremental warnings

before dismissal. This means that employees have the chance to fix reported problems



immediately and avoid potential dismissal. And it also means that employers can prove just

cause.For example, Spence should've given Nicole a clear verbal warning about her tardiness

as a first corrective action – explaining the consequences.The second step that Spence

should've taken was to review documented company rules about being on time and family sick

leave. Nicole would've been provided with this information at the start of her employment, but

she should have been required to reread it.She should've then been given the opportunity to

ask questions before signing formal documentation acknowledging her understanding of the

rules.Besides lack of progressive discipline, there are two other main reasons companies may

lose employee lawsuits. First, if the company doesn't have policies outlining grounds for

dismissal, it may seem that the company is dismissing an employee without just cause.

Second, if the company doesn't apply discipline fairly – such as treating similar cases

differently - it may seem that one employee is getting preferential treatment. These reasons are

why it's important to coordinate with HR when dealing with legal considerations.Following

proper steps to dismiss an employee may give you the confidence needed to make it go as

smoothly as possible – if it's actually required. Sometimes giving the employee an opportunity

to correct the situation will make dismissal unnecessary. If this isn't the case and you still have

to dismiss the employee, you've given the person a chance and you've followed procedure.

This should put any fears you have about the dismissal to rest, including emotional and legal

concerns.QuestionWhat are some benefits of appropriate preparation for dismissing an

employee?Options:1. Overcoming the fear of what to expect when dismissing an employee2.

Avoiding lawsuits the employee may file against the company3. Being fair to the employee by

giving the person chances to improve and correct the situation4. Maintaining the friendship with

the employee being dismissed5. Being able to dismiss an employee in such a way that strong

emotion is removed from the equationAnswerOption 1: This option is correct. While you can

never know with certainty an employee's reaction during a dismissal, you can anticipate

common outcomes. You can also control how you handle yourself – which may alleviate some

anxiety.Option 2: This option is correct. If you follow progressive disciplinary procedures, you'll

probably have just cause for an employee dismissal.Option 3: This option is correct. Employees

can't improve at their jobs if they're unaware of the issues. When you tell them what's expected,

they might just correct the problems, leaving no reason for dismissal.Option 4: This option is

incorrect. Being sensitive to the employee during a dismissal is important. However, dismissals

aren't focused on friendships.Option 5: This option is incorrect. Dismissals should be kept

professional. This includes being sensitive to the employee.
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