
 Preliminary Decision Making

▢ Clearly identify and document the reasons for termination, 

as if explaining to an impartial third party like a judge.

▢ Compare the reasons for termination with the employee’s 

job description to ensure alignment with role expectations.

▢ Ensure at least one reason is directly related to job 

performance.

 Adherence to Policies and Contracts

▢ Follow any established internal procedures for employee 

termination.

▢ If the employee is under contract, review and adhere to 

the contractual terms regarding termination.

▢ Document any deviation from standard procedures and 

the rationale behind them.

 Communication and Documentation

▢ Inform the employee of the reasons for their termination, 

providing clear and factual explanations.

▢ Offer the employee an opportunity to respond or defend 

themselves against the reasons for termination.

▢ Document the employee’s response and include this in 

their personnel file.

▢ Prepare a written statement of the reasons for termination 

to be given to the employee, either in person or mailed 

post-termination.

 Finalizing the Termination

▢ Ensure all due wages, benefits, and any company property 

are returned to the employee at the time of termination.

▢ Conduct the termination process with dignity, respect, and 

privacy to avoid unnecessary embarrassment or 

humiliation.

 Post-Termination

▢ Update the employee’s file with a final note summarizing 

the termination, including any final comments or 

documents.

▢ Review the termination process to ensure all legal and 

ethical standards were met.

Reflecting on the Process
▢ After the termination, evaluate the process to identify any 

areas for improvement in future terminations.

▢ Consider the impact of the termination on the remaining 

team and address any concerns or morale issues.

Medspa Employee Termination Checklist

In the sensitive and 
interpersonal world 
of medspa services, 
the decision to 
terminate an 
employee is 
particularly 
challenging. This 
checklist is designed 
to guide medspa 
managers through 
the delicate process 
of employee 
termination with 
dignity, fairness, and 
legal compliance. It 
emphasizes the 
importance of clear, 
respectful 
communication and 
meticulous 
documentation to 
ensure the process is 
conducted 
professionally. By 
following these 
steps, you can 
navigate this difficult 
situation with the 
utmost integrity, 
maintaining the high 
standards of your 
practice and ensuring 
a positive workplace 
environment for your 
remaining team.
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