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Optimizing e-Learning

Employee Termination

Processes

Module One: Review Questions

What is the first step in a Performance
Improvement Plan?

a) Notifying human resources

b) Asking the employee for a solution
c) Establishing the purpose

d) Chastising the employee

For the PIP to be effective, it must be what?
a) Specific

b) Fun

c) Long term

d) Extracurricular

For an employee to participate in a PIP,
they must:

a) Understand the process steps

b) Be threatened with suspension

c) Paid extra for their time

d) Understand why they need to

Validation answers which of the following
employee questions?

a) "Do | get paid extra for this?”

b) “Why am | being placed on a PIP?”

c) "What if | don't want to participate?”
d) "When can | get off the PIP?”

An employee should be included when
trying to create what portion of the PIP?
a) The solution
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b) The problem
c) The process steps
d) The discipline

One benefit of including the employee in
creating the PIP is what?

a) It eliminates paperwork

b) It takes less time

) It gives the employee confidence

d) It gives the manger less to do

It is important to discuss what during an
employee’s PIP?

a) The possible schedule changes

b) Their change in pay rate

c) The option for the employee to quit
d) Their past achievements

Recognizing an employee’s achievements

allows the manager to do what?

a) Balance between negative and positive
feedback

b) Focus more on the employee’s good
side than bad

c) Downplay the PIP process

d) Make the employee feel better

Just as a refresher, what does PIP stand
for?

a) Personal Interest Project

b) Performance Improvement Process
c) Performance Improvement Plan
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d) Personal Improvement process

10) A performance improvement plan (or PIP),
isalso knownasa__
a) Personal Action Plan
b) Performance Action Plan
c) Performance Action Process
d) None of the above
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Module Two: Review Question

Feelings of entitlement can occur with
which employees?

a) Young employees

b) Veteran employees

c) Elder employees

d) All of the above

Which of the following is a characteristic of
feeling entitled?

a) Offering to take on extra work

b) Asking for a pay rise

c) Blaming others for mistakes

d) Taking a sick day

Many job functions are described at what
point?

a) The entry exams

b) The hiring interviews

C) After the first paycheck

d) Before a probation meeting

Managers should check with

before firing employees that cannot
perform their job functions.

a) Human resources

b) The CEO

c¢) The media
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d) The ADA

An employee that cannot function with co-

workers often develops what?
a) A feeling of superiority

b) A sense of loneliness

c) A feeling of indifference
d) A sense of pride

Typically, an employee that does not
function with the team is doing what?
a) Working better independently

b) Contributing the least

C) Increasing their productivity

d) Contributing the most

The employee that overpromises
frequently may have what?

a) A talent for lying

b) A sense of adventure

c) Alow self-image

d) A feeling of indifference

Managers believe that employees who

overpromise but don't deliver are in need

of what?

a) Attention

b) More money
c) Extra work
d) A vacation
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At some point, an employee may develop

a) ldea of their purpose
b) Sense of entitlement
c) New skills

d) Ways to quit

Every manager should have an
understanding of how to their
employees.

a) Terminate

b) Discipline

¢) Motivate

d) None of the above
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Module Three: Review Questions

Which of the following is a characteristic of
blatant disregard?

a) Ignoring customer needs

b) Will not engage with coworkers

c) Does not seek to satisfy customer needs
d) All of the above

One problem with blatant disregard, is that
it can:

a) Create a sense of pride

b) Make the employee sick

c) Spread to other employees

d) Enhance customer satisfaction

Unreliable employees will likely do which of
the following?

a) Fail to come to work

b) Finish assignments early

¢) Come into work early

d) Ask other people for help

If an employee becomes unreliable, the
manager does what?

a) Puts more responsibility on them

b) Asks them to work on different projects
c) Asks for their advice

d) Loses trust in them
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Which of the following occurs when

employees use company property for

personal use?

a) The employee can feel guilty

b) The manager needs to dock the
employee’s pay

c) The equipment gets exhausted sooner

d) The employee has to do all of the
repairs

Sometimes it can be hard for a manager to
admit when it is time to___

a) Begin a new project

b) Create a new policy

c) Let an employee go

d) Quit their job

Whether your company is large or small,
__ arethe main componentin
keeping the business open and successful.
a) Policies

b) Customers
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c) Employees
d) Managers
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Module Four: Review Questions

Which of the following can be present
during a termination meeting?

a) Managers

b) Human resources staff

c) Other supervisors

d) All of the above.

One problem with having too many
attendees is that the employee can feel
what?

a) Bored

b) Personally attacked

c) Over excited

) Shy

o

A meeting venue should always be:
a) Neutral

b) Exciting

c¢) Small

d) Large sized

Which of the following areas should be
voided for termination meetings?

a) The office conference area

b) The company meeting room

c) The employee break room

d) The company training room
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Security may be requested if the manager

a) Feels threatened
b) Begs for it

C) Requests in writing
d) Has a good reason

One major role of security personnel is:

a) Deactivating the employee in the
system

b) Escorting terminated employees off the
premises

C) Retrieving stolen company property

d) Conducting exit interviews

Which of the following is included in
employee logistics?

a) Vacation or sick pay

b) Final paychecks

¢) Medical insurance

d) All of the above.

What is one way of providing information
about employee logistics?
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c) A list of numbers for the employee to
call
d) A referral to human resources
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a) Diffuse the situation

b) Allow the employee some dignity
c) Ensure guideline are followed

d) All of the above
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Module Five: Review Questions

Managers should use words that are
positive, but not what?

a) Precise

b) Loud

¢) Sugar-coated

d) True

Which of the following phrases should be

avoided when firing an employee?

a) "We have to let you go from the
company”

b) “This is hard for me to do”

c) "You will receive your final paycheck
next week”

d) “"We can escort you off the premises”

Reviewing past feedback helps to do what?

a) Establish a pattern

b) Take more time out of the day

c) Give exact reasons for termination
d) Entertain the manager

It is important to recognize what when
reviewing past feedback?

a) Their attire

b) How many vacation days they have
c) Their family history
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d) Prior achievements

When discussing specific behaviors, the
manager should always have what?

a) Another person present

b) Tissues

¢) Documentation

d) Office rumors

Employees will try to do what when
discussing problem behaviors?

a) Bargain for their job

b) Say nothing

c) Appear nonchalant

d) Divert the attention

Ideally, employees should be fired on
which of the following days?

a) Monday or Tuesday

b) Wednesday or Friday

¢) Monday or Thursday

d) Friday only

Employees should be fired early in the
week so that they

a) Can find a job somewhere else
b) Take a small vacation
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c) Are not around longer than necessary
d) Beat the traffic getting home

One of the most common complaints from
terminated employees is that

a) They were treated unfairly

b) They didn't see it coming

c) They wanted more severance pay

d) None of the above

The employee who is terminated on Friday
has the entire weekend to N

a) Regret it

b) Think about it

c) Look for a new job

d) Celebrate
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Module Six; Review Questions

Managers can help keep the meeting short
by doing what?

a) Playing on their emotions

b) Sticking to the facts

c) Using figurative language

d) Having the employee watch a video

What is one factor that can cause meetings
to run longer?

a) Emotions

b) Choice of words

c) Talk speed

d) The employee

A manager can offer what to encourage
employees to sign a release?

a) Their job back

b) A job somewhere else

c) Company equipment

d) An incentive

A release can help protect a company
against what?

a) A lawsuit

b) Angry employees

¢) Unhappy customers
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d) Employee strikes

According to the module, if job functions
are not transferred after an employee
termination, it can cause what?

a) Low employee morale

b) Aloss in customers

c) More sick employees

d) A gap in production

The manager should do which of the

following after an employee termination?

a) Leave the desk empty for a while

b) Reassign open job duties to current
employees

c) Fire someone else to even out the
department

d) Take a vacation

Managers must avoid doing what during
unemployment benefit hearings?

a) Sounding exciting

b) Remaining calm

¢) Sounding discriminatory

d) Ignoring the employee

Unemployment benefits are typically
decided by whom?
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a
b
C
d

~—

The manager

~—

The former employee
The CEO
Court system

== —

Having to fire an employee is a task every
manager wishes ____

a) To do at some point in their career

b) They could avoid

c) Everyone could experience

d) None of the above

Informing the other employees
immediately about the termination will
avod
a) Other terminations

b) Other employees quitting
¢) The rumor-mill

d) All of the above
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Module Seven: Review Questions rdaglad) Bas gl daa) e

1) What is one thing managers can get from
human resources before terminating an
employee?

a) A box of tissues

b) Legal counsel

c) The employee’s work log
d) Empty boxes

2)  Why is it important to notify human
resources first when terminating an
employee?

a) It begins the deactivation process

b) HR can tell the employee first

) It reduces work for the manager to do
d) It makes them feel left out if you don't

3)  Systems access can include which of the
following?
a) Computer systems
b) Telephone extensions
c) Badge access
d) All of the above

4)  When deleting system access, it is
important for managers to notify IT of
what?

a) The employee’s nick names
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b) What department the manager works in
c) All areas the employee worked
d) Why the employee was terminated

What type of company property should be
returned upon termination?

a) Name badge

b) Company credit card

c) Key cards

d) All of the above

It is important that managers keep

documentation of what about company

property?

a) How old the equipment is

b) What color case it is in

c) What property was assigned to each
employee

d) If any of the equipment comes with
games

An employee’s benefit status can be
outlined with what?

a) A company benefit letter

b) A brochure from human resources
c) Alink to the company webpage

d) A termination letter
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What information would be included in a Tl el lad 8 Lginanald s (Al il slaall 02 L (8
benefits letter? aclal “:L*Lf; (!
el ol (o

a) Retirement accounts S

. . Lf""J‘d‘ );‘)1\ o EJ\;}!\ (C
b) Medical insurance Sleliysle 8 (3
c) Vacation or sick pay

d) All of the above

One of the most helpful tools when plaiu) Cala po AUBY Sawial) e 528 < a1 ST (4e (9
preparing to fire an employee is the use of

il slaall L sl iS5 and (1

sled¥) danl e dals (w0

a) The IT department il s (z
b) A termination checklist AL el (o
¢) Human Resources

d) Company security

What happens to an employee's accounts Tasled] ay Ladie cibh pall Dbl Sr2ay 13l (10
when they are terminated? wt¥
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a) Nothing

b) They are sent to another employee

¢) The manager will be able to access
them

d) The IT department will be in charge of
them
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Module Eight: Review Questions

D)

Why is a PIP considered important before

termination?

a) It gives the employee a chance to
improve

b) It gives the employee the chance to quit

c) It gives the manager a chance to
discipline the employee

d) It gives the manager a chance to micro-
manage the employee

If a PIP is not offered, it allows the

employee to say what?

a) They didn't have time to fix the problem

b) They didn't agree with the problem

c) They didn't think the problem was that
bad

d) They didn't know there was a problem

One of the only acceptable forms of firing
an employee is by what?

a) Over the telephone

b) Face-to-face meeting

c) By email

d) By word of mouth

Firing an employee face-to-face shows a
sense of what?
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a) Cowardice
b) Taunting
C) Respect
d) Neutrality

A witness during a termination meeting
can serve as what?

a) A liability

b) A buffer

¢) A nuisance

d) An intimidation

Which of the following is an advantage to

having a witness during a termination
meeting?
a) They can bring lunch for everyone

b) They can do all of the talking instead of

the manager

c) They can fire more than one employee

at a time
d) They can offer additional information
when the manager can't

Not using long reasoning during a
termination meeting helps reduce what?
a) A need for a witness

b) Employee arguing

c) Signed forms

d) Catered lunch
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Always offer the employee short
explanations without involving what?
a) Reasoning

b) Details

c) Blame

d) Large words

What form of action would a manager look
for in an employee’s records?

a) Any demerits

b) A PIP

C) A suspension

d) Any absences

Where would be the best place for a face-
to-face meeting?

a) The employee break room

b) The manager’s office

c) The employee conference room

d) The company cafeteria
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Module Nine: Review Questions

Employees need to be aware that they
cannot ____ during termination?

a) Bargain for their job

b) Ask for their last paycheck

c) Ask to retrieve their personal items
d) Request a witness to be present

Termination meetings are meant to deliver
what to the employee.

a) A bargaining chip

b) A job offer

¢) The final business decision

d) A negotiation conversation

What employee property should be
returned upon termination?

a) Name badges

b) Company computers

c) Project files

d) All of the above

When is the best time to retrieve company
property from the employee?

a) After they have left

b) During the termination meeting

c) Before the termination meeting begins
d) When the employee has mailed it back
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to the company

Why is it not recommended that

employees return to their work area alone?

a) To avoid any accidents that may occur.

b) To avoid reactivating their key card.

¢) To avoid causing a scene with other
employees.

d) To avoid having to call an escort.

How can managers avoid allowing

employees back into the work area?

a) Offer to have employee items sent to
their home

b) Tell the employee they can pay for a
courier service

c) Offer to place the items on the curb for
them

d) Tell the employee to send a request in
writing

How can managers prevent employees

from having further system access?

a) Ask employees not to access the system

b) Consult with IT to deactivate the
employee

¢) Hack into the system to change the
password
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d) Ask employees for their access code

8)  Why should an employee not be allowed
to access company systems after
termination?

a) They might send a farewell email to co-
workers

b) They could open the firewall

c) They might need further assistance
shutting it down

d) They could delete company files

9) Whatis it that the terminated employee

finds difficult to believe?

a) That they can't retrieve their personal
belongings

b) That they cannot contact her co-
workers

c) That they can be fired

d) All of the above

10)  What is the common joke about
terminated employees?
a) That they have to pay to retrieve their
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personal items Gl e B Y (o

b) That they sneak out a company stapler
or pen

c) AandB

d) None of the above
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Module Ten: Review Questions 18 pilad) 3 gl) A2l e
1) Exit interviews are most often conducted o) Qlel 8 = Al CBLle ol alh oy (e (1
by whom? ).ml\ (I
a) The manager ke (2
b) o Jesll 2 ) (2
) A supervisor Akl 3 sl ks (2
c) An employee’s co-worker
d) Human resources staff
2)  When is the best time to conduct an exit flardl) oled) Allaa o) nY iy Juadl g8 L (2
. Laia) elgmil 3 pilia
a) After an employee has gathered their gleindl sletl 2 > (=
' glaay) sleil 8 (z
personal items s Gl Gl 2 (0
b) Right after the termination meeting
c) Before the termination meeting
d) After the employee has been gone
several days
3)  What is the purpose of conducting an exit fhaal) oled) Allia o) a) (e LRl 2 L (3
interview? Z\S)aﬂ\ O b ada p kL\LA}SM ‘_Ac d}-.aaj\ (\

M\e)ﬁgidjq&}d\ba&awﬁiﬂ\ (<
5 iy gm0 oy Glasdll Fledl (2

the company i) Galipall 5 (3
b) Ensuring the employee leaves with no

a) Obtaining unbiased information about

hard feelings

¢) Allowing the employee to secure a job
reference

d) To train the replacement employee
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Before conducting the interview, the staff

should do what?

a) Determine who should ask the
questions

b) Ask the employee for a written
statement

c) Determine what they want to learn from
the employee

d) Ask if they can record all sessions

Why should employees be made aware of

company exit interviews?

a) To know what is expected of them if
they are terminated

b) To intimidate them about being
terminated

¢) To warn them what could happen to
them

d) To remind them that anyone can be
fired

What is one way in which companies can

notify employees about exit interviews?

a) Create a brochure for everyone to read.

b) Tell employees to consult with human
resources.
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C)

d)

Ask managers to hold annual meetings
about them.

Include information in company
policies.

What is one way to execute feedback

received from an exit interview?

a)
b)

Keep the information in an office log
Share the feedback with other
managers

Ask the employee to speak to the rest
of the team

Ask human resources to do it

Managers should realize that not all

feedback from exit interviews is:

a)
b)
C)
d)

Funny
Understandable
Useful

Valid

An exit interview is typically completed

when

a)
b)
C)
d)

An employee leaves voluntarily.
An employee is laid-off

Aand B

None of the above
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10)

What should a manger keep in mind

during an exit interview?

a) The employee might be upset

b) That they, the manager, should choose
their words carefully

c) AandB

d) None of the above
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