[image: A blue and white logo

AI-generated content may be incorrect.]                                                       Strategic Layoff Planning Guide

Layoffs, whether it be one employee or many, requires thoughtful planning. By doing so, your organization demonstrates corporate responsibility, mitigates risk, ensures safety of all involved, and protects business continuity. Use this checklist to guide to ensure a dignified separation of employees. 

	PRE-PLANNING PHASE
	
	
	

	Description
	Responsible Party
	Target Date
	Completed

	Align with leadership
	
	
	

	Clarify business rationale
	
	
	

	Identify impacted employees
	
	
	

	Conduct legal and compliance review
	
	
	

	Determine severance and benefits
	
	
	

	Plan internal communication strategy
	
	
	

	Plan external communication strategy 
	
	
	

	Coordinate with IT
	
	
	

	Coordinate with Security
	
	
	

	Develop a notification meeting script
	
	
	

	Alert and training managers who will notify
	
	
	

	Determine notification dates and times
	
	
	

	Coordinate private physical meeting space
	
	
	

	Coordinate virtual meetings (remote EEs)
	
	
	

	Select a witness for each notification mtg
	
	
	



	IMPLEMENTATION PHASE
	
	
	

	Description
	Responsible Party
	Target Date
	Completed

	Deliver script as written
	
	
	

	Explain next steps clearly
	
	
	

	Prepare for emotional reactions
	
	
	

	Provide separation packet immediately
	
	
	

	Escort employee respectfully/privately
	
	
	

	Disable access to company systems
	
	
	

	Take detailed notes regarding the meeting 
	
	
	



	POST-LAYOFF PHASE
	
	
	

	Description
	Responsible Party
	Target Date
	Completed

	Debrief with all notifiers
	
	
	

	Provide all managers with talking points
	
	
	

	Prepare and distribute internal FAQs
	
	
	

	Issue public/media statement if needed
	
	
	

	Hold a survivor meeting
	
	
	

	Ensure managers are visible and available
	
	
	

	Increase security
	
	
	

	Have employees report suspicious activity 
	
	
	

	Document process and outcomes
	
	
	



	NOTES
	
	
	

	





Notification Script Outline

Layoffs, whether it be one employee or many, requires thoughtful planning. By doing so, your organization demonstrates corporate responsibility, mitigates risk, ensures safety of all involved, and protects business continuity. Use this checklist to guide to ensure a dignified separation of employees. 

Elements of an Empathetic Script:
· Start with a clear, direct statement of the decision
· Acknowledge the impact on the individual
· Explain logistics (pay, benefits, next steps)
· Offer support resources (EAP, outplacement)
· Allow for questions within boundaries
· Provide the separation packet and ask them to review the information
· Inform them you will be following up to answer any questions they may have

Avoid Saying:
· Personal opinions (e.g., 'I don’t agree with this')
· Over-explaining or blaming others
· False hope (e.g., 'Maybe we’ll rehire you soon')
· Casual or minimizing language (e.g., 'It’s not personal')
· Discussing other impacted employees

De-Escalation Strategies:
· Stay calm and speak slowly
· Acknowledge emotion without defending or debating
· Use pauses and silence to hold space
· Set boundaries if needed (e.g., 'Let’s focus on next steps')
· Involve a second person if the conversation becomes unmanageable
· Know when to end the meeting respectfully

Sample Script In Action (Watch Video)

	NOTES
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