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This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Script for Notifying Employees of Layoff

"Sam, thank you for coming in today. I need to have a difficult conversation with you. As you know, our company has been undertaking initiatives to help reduce costs and ensure our long-term sustainability. Regrettably, a part of these necessary changes involves the elimination of some positions, and unfortunately, your position has been impacted. 

Today will be your last day with our company. This is a permanent layoff, and I understand that this news is likely very difficult to hear. Please know that this decision was not a reflection of your performance or contributions, which we have genuinely valued.

I know this is a lot to absorb, so before we discuss the details of your severance package and other benefits, I want to make sure you're okay and give you a moment to process this. 

It's important for you to know that [X number] of positions are being eliminated today across the company. We are committed to informing all affected employees personally, and we want to avoid anyone hearing about this through informal channels. Out of respect for everyone involved, we're asking that conversations about this sensitive issue be kept to a minimum today. 

When you leave today, would you prefer to have a chance to say goodbye to colleagues, or would you prefer a more quiet departure? I will support whichever you decide, but I need to know your preference so we can make the necessary arrangements for you. Please think about this, and let me know after we've reviewed your severance package and other benefits in detail. 

[Manager Guidance: Take a pause here. Allow the employee time to react and offer a tissue if appropriate. Maintain a supportive and understanding demeanor.]

Now, let's review the contents of your separation package in detail. HR will be able to walk you through everything thoroughly and answer any specific questions you have about your benefits, unemployment eligibility, and other resources available to you during this transition.” 

[Manager Guidance: If you are reviewing the package, do so clearly and patiently. If HR is taking over, make a smooth transition. Ensure the employee understands who will be their point of contact for further questions.]

“Thank you again for your dedication and contributions during your time with our company. We genuinely wish you all the best in your next endeavors.” 


Frequently Asked Questions and 
Sample Responses

Q: Why was I chosen? 
A: This was an incredibly difficult decision, and it was made based on a comprehensive review aligned with our company's strategic and operational goals. For selecting the positions to be eliminated, we considered various factors such as job versatility, specific skill sets, and how roles align with our restructured business needs. This decision was about the role, not about your individual performance. I understand this is a lot to absorb, so what other questions do you have?

Q: Joe is much worse at his job than me, why wasn’t he chosen? 
A: I hear your frustration, and I understand why you might feel that way. However, I cannot discuss other employees' situations or who else was selected. Our decisions were based on the objective criteria we just reviewed. Based on our evaluation using those criteria, your position was impacted. 

Q: Who else was chosen? 
A: I'm not in a position to disclose that information just yet. We are in the process of notifying all affected employees personally, and we want to ensure everyone hears this news directly and respectfully. Out of respect for everyone's privacy during this difficult time, we are asking that conversations about this issue be kept to a minimum today. 

Q: Who is going to do all of my work? 
A: We have a plan in place to redistribute your responsibilities among other employees in your department. We are working to ensure a smooth transition of duties.

Q: Will I be eligible for unemployment?
A: Yes, this layoff will not affect your eligibility for unemployment benefits. Our HR team will provide you with detailed information and instructions on how to apply for unemployment benefits during your separation meeting. 

Q: Who will help me figure out what to do now? 
A: I understand that this is a very difficult transition, and we are committed to supporting you. We have made several resources available to help you through this, including referrals to our Employee Assistance Program (EAP) for emotional support, outplacement services to assist with your job search, and workshops focused on resume writing and interviewing skills. Our HR team will also provide you with detailed information and instructions about all of your benefits and these support services. 

Q: What can I do to change your mind? 
A: I understand that you're looking for alternatives, but this decision is final. This was a difficult decision that was made after careful consideration of our business needs.


Sample Script for Remaining Employees

"It's important to me to reach out to you all regarding the difficult changes that happened today. As you may know, a number of employees in our department were impacted by layoffs. We have provided those employees with comprehensive separation packages and are working to support them through their transition. 

I want to acknowledge that this has been a challenging time for everyone, and I understand that you may have concerns about your own roles. Based on our strategic and operational goals, we planned for this to be a singular event. While I cannot make absolute guarantees, I hope that this provides some reassurance and alleviates some of your concerns about your own jobs. 

This has not been easy for any of us, and I want to take some time now to answer your questions as best as I can. I may not have all the answers immediately, but I commit to doing my best to respond transparently and to work through this period together as a team. We will need to support each other and adapt as we move forward."

Additional Support and Guidance for Managers

· Prepare Thoroughly: Before the meeting, review the employee's specific separation package details. Anticipate potential questions and have resources readily available.

· Choose the Right Setting: Conduct the conversation in a private, quiet space where interruptions are minimal.

· Be Direct and Clear: While empathetic, be clear about the purpose of the meeting and the outcome. Avoid jargon or beating around the bush.

· Practice Active Listening: Allow the employee to express their emotions. Listen without interrupting and acknowledge their feelings.

· Show Empathy, Not Sympathy: Empathy means understanding and sharing the feelings of another. Sympathy can sometimes come across as pity. Focus on acknowledging their situation and feelings.

· Stick to the Script (Generally): While flexibility is good, the provided script and FAQs are designed to keep you on message and avoid legal pitfalls. Deviating too much can lead to unintended consequences.

· Avoid Arguments or Debates: If an employee challenges the decision or compares themselves to others, reiterate that the decision was made based on established criteria and is final. Do not get drawn into a debate.
· Know Your Resources: Be familiar with all the support services available to the laid-off employee (outplacement, EAP, benefits contact) so you can confidently direct them.

· Manage Logistics: Coordinate with HR regarding the return of company property, final paychecks, and access to benefits information.

· Communicate with Remaining Staff Thoughtfully: The script for remaining employees is a good start. Be prepared for questions and create a sense of unity and purpose moving forward. Acknowledge the impact on them as well.

· Take Care of Yourself: These conversations are emotionally draining. Debrief with HR or a trusted colleague if needed.
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