Status notification meeting.

Two agendas – 

Agenda A : For Key and Critical/Valuable individuals, IN PERSON/BY PHONE

During this meeting you have to complete 1 important tasks:

· Notification of Status  


Agenda B: For individuals for Future and Immediate Termination, IN PERSON.

During this meeting you have to complete 6 important tasks:

· Notification of Status  
· Issue WARN package
· Complete Departure Checklist (Discussion Topics section) 
· Give employee choice of either:
a. In person exit meeting
b. Receiving package through mail
· Provide info on how to schedule in person exit meeting
· Collect whatever you can from the individual (AMEX, BADGE etc)

Agenda C For individuals for Future and Immediate Termination, BY PHONE;

During this call, you have to complete 5 important tasks:

· Notification of Status  
· Tell that WARN package needs to be collected at 3 AC, 4th Floor by Tuesday 5pm.
· Advise that they’ll need to bring to 3AC their Amex, badge, car park pass etc)
· Give employee choice of either:
a. In person exit meeting
b. Receiving package through mail
· Provide info on how to schedule in person exit meeting


During these meetings, here are a few directions:

	Do
	Don’t

	· Stick to the scripts/talking points. No more, no less!

· Close the meeting within 15 minutes

· Be firm , honest and treat employees as you would like to be treated.
	· Defend, justify or argue the decision.


· Make any promises. 


· Discuss the situation of any other specific employees.


· Discuss past performance or pervious history.



