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Termination Policy and Procedures 
 

Involuntary Termination 
 
Involuntary termination proceedings may be initiated for the following general reasons: poor job 
performance, misconduct, policy violation, poor attendance, reduction in force, or demonstrated 
lack of skills. This does not mean that such reasons should or must be shared with an employee 
upon termination. But documentation is necessary to defend against legal process even for an “at 
will” employer. Care should be taken to treat all employees as equally as possible. 
 
Poor Job Performance 
 

If an employee is no longer on probation and has met expectations in the past, he/she 
should be given an opportunity to correct and sustain expected performance. A 
progressive process should take place and be documented before termination procedures 
are begun. Continuing substandard performance should be clearly documented. 
 
If substandard performance continues after a specified period of time, the employee is 
subject to termination. 

 
Misconduct 

 
Misconduct includes, but is not limited to, actions specified in the Employee Handbook. 
 
If the misconduct is deemed by the employer to be unintentional or action that can be 
addressed by means of progressive disciplinary action or counseling so that it does not 
recur, the employer can retain the employee, provided that preventative measures are 
thoroughly documented and monitored. 

 
Severe Misconduct 
 
If misconduct is severe in that it is extreme, gross, negligent with knowledge, or 
malicious, creating a situation that is severely irreversible or creating grave concern for 
the safety of others or that negatively and severely impacts business operations, an 
employee can be summarily and immediately discharged by competent authority. 

 
Policy Violation 
 

If an employee has violated one or more company policies within a six-month period or 
has done so on more than one occasion, the employee may be subject to termination. 

 
Poor Attendance 
 

Violation of the company’s attendance policy and procedures as described in the latest 
version of the Employee Handbook may subject an employee to termination, depending 
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on the frequency of violation and the significance of the employee’s position to the 
successful operation of the business and patient care. 

 
Reduction in Force 
 

If analysis of business operations indicates that one or more employees must be 
terminated, reasons for selecting employees for termination should be established and 
followed. Such reasons need not be communicated to affected employees. Care should be 
taken to avoid actual or perceived discrimination against lawfully protected groups. 
Duties of terminated employees should also not be allocated to new hires for a period of 
three months. 

 
Demonstrated Lack of Skills 
 

If an employee is unable to demonstrate possession of the skills needed to perform the 
essential duties of a position, or if the duties are newly assigned, the employee should be 
given sufficient time and training to acquire the necessary skills. 
 
If the situation cannot be corrected quickly enough, termination might be indicated. In 
such cases, however, legal counsel should be sought and termination under a separation 
agreement with reasonable severance pay should be considered. 

 

Voluntary Termination 
 
Termination by resignation or retirement is governed by the terms stated in the Employee 
Handbook. Failure by an employee to observe the required period of advance notice for his/her 
position may affect the terms and compensation due upon separation. 
 

Termination Procedures 
 
Especially in cases of involuntary termination, the following procedures should be followed in 
the order stated. 
 

1. Upon appropriate referral and discussion, a decision to terminate must be explicitly 
approved by Dr. Knowles. 

2. Reasons for termination should be clearly stated and documented in the affected 
employee’s file. Such reasons should be legally valid (legal counsel should be sought as 
necessary). Reasons for termination need not be communicated to the employee. 

3. A date for termination should be selected. 
4. A date, time, and place to inform the employee of termination should be selected. 

a. Either Dr. Knowles or his designee should meet with the employee. Another 
person should also be present as a witness. 

5. After the date for termination has been selected, IT should be notified to prepare to 
remove email and other network access. 
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6. Prior to the meeting with the employee, the employee’s final compensation, including 
any compensation for unused paid time off or other benefits, should be calculated and a 
final check must be in the hands of the interviewer. 

7. At the meeting with the employee who is to be terminated, the following actions should 
occur: 

a. The employee should be given written notice of termination (this can be in the 
form of a memorandum or letter drafted for this purpose). The usual practice is to 
provide no reason whatever since CUC is an “at will” employer (suggested script: 
“Things are just not working out.”). Reasons for termination, if any, to be 
indicated in this notice should be decided and approved by Dr. Knowles (and 
legal counsel as necessary) in advance.  

b. The employee should be given a copy of the “CT Unemployment Packet,” which 
contains information and forms needed to apply for unemployment compensation. 
The employer’s section of the form, “CT Unemployment Notice,” must be 
completed before the termination interview. Presenting this form is required by 
Department of Labor regulations. 

c. Information regarding other benefits, if any, upon termination should be given to 
the employee. 

d. The employee’s final check (see above, #6) should be given to the employee. 
e. The employee’s access key and name tag should be collected and the receipt 

should be signed and dated by both parties. 
f. The employee should be given an opportunity to retrieve personal belongings 

from the premises. 
8. After termination has occurred, IT should deactivate email and other network accounts. 
9. Access keys can be reused. If they are lost or not recovered from the employee, they must 

be deactivated. 
10. All HR and other files should be updated and the employee’s records should be archived. 

 
In cases of extreme misconduct (see above) and especially when the safety of others or the basic 
operation of the business or patient care is imperiled, a supervisor may order an employee to 
leave the premises immediately. In such instances, the above procedures for termination can be 
handled by mail, sent registered and return receipt requested, to the employee’s physical address 
of record. 


