


Your people are the greatest asset your business has. They are the heartbeat of your company. Yet, the 
logistics of bringing people into your company – and letting them go – can be heart pounding to say 
the least. At Dominion Payroll we are in the business of employment. From applicant tracking and 
hiring to payroll and HR we understand the complexities of workforce management. We’ve created-
this guide to highlight important details often overlooked when hiring and firing employees.

BE RESOURCEFUL: An employee handbook should inform employees of their rights, 
restrictions, company culture, and employee benefits. Consider the questions that new and current 
employees may have. To provide an example, here are some questions you’ll find answers to in our 
own Dominion Payroll handbook: 

EMPLOYEE HANDBOOK
An employee handbook is an incredibly useful tool that you can use not only in your onboarding process 
but as a reference point for employees covering company-wide policies, culture, and employee benefits. 

A well-constructed handbook will:

“Is my colleague really allowed to wear that strong of a perfume?”

“Will my PTO increase over time?” 

“How easy is it to make an interdepartmental transfer at this company?” 

SAVE YOUR DERRIÈRE: Outlining your standard procedures for potential disputes or 
disciplinary actions will protect you by giving you something to reference. It will also help enforce 
fairness and consistancy, making sure employers will handle all relations in the same manner. 

TELL YOUR STORY: A company handbook is often a new employee’s introduction to your 
company and a key componant of a successful onboarding process. That said, you’ll want to make 
this handbook as engaging as possible. Lead with your company values and awesome employee 
perks. Give your new employees an idea of what it means to be part of your organization. 

H I R I N G

*Psssst!* Need help writing a killer employee handbook? 



Like a pocket knife, job descriptions are a versatile tool. Management can use them for a handful of HR 
needs including recruiting, performance management, ADA compliance, and for setting expectations for 
new hires. 

JOB DESCRIPTIONS

RECRUITING: In its most traditional sense, job descriptions are used by 
recruiters to outline a job and the ideal skills, experience, and mindset needed 
to fulfill this role. Ensuring that these descriptions are informative, up to date, 
and accurate is worth any recruiter’s time, as it will increase your chances of 
finding well-suited candidates. In the most concise writing possible (appli-
cants are likely viewing multiple jobs at once), describe your job, who you’re 
looking for, and why your company is great to work for (benefits, salary, flexi-
bility perks, etc.)

PERFORMANCE MANAGEMENT: Job descriptions also serve as a great tool for measuring
performance and progress. Job requirements in a description give an employee an idea of what’s expected 
from them from day one. “Nice to have’s” or “preferred qualifications” listed on a job description can be 
used as goals for employees to work towards. For specific skills, be sure to offer the training necessary for 
these employees. 

ADA COMPLIANCE: In the event that an employee requests a reasonable accommodation
 under the ADA, it is useful to have essential job functions included in your job descriptions. A 
thorough description of essential job functions (can include physical requirements, certificates and 
licenses, supervisory responsibilities, etc.), can be useful defense in the event of employment
discrimination charges. 

*Psssst!* Need help writing a killer employee handbook? 
We can help you! Not everyone has the time (or interest) in writing custom, fully compliant 
handbooks and hey, that’s okay! With DP Boost, our comprehensive HR service, our team 
of experts will write handbooks (and job descriptions if needed) uniquely for your company. 
Learn more»



F I R I N G
SAYING GOODBYE
Firing can be an emotional process for all parties involved. But, like a careful divorce, can lead to a better 
future for both sides if handled with a positive attitude and the correct legal documents. When it’s time to 
bid adieu, having a predetermined plan in place will help to navigate the process smoothly. Below, we’ve 
broken down the necessary documentation and best practices for firing an employee:

COBRA or SPECIFIC STATE CONTINUATION NOTICE: It is federal law that you must sup-
ply employees with COBRA if you have 20 or more employees. In some states, companies may be 
required to give state specific continuation notices even if they don’t have 20 or more employees.
Check with your state to see what is required.

Required Documents for all

TERMINATED GOODBYES

TO ASK: Use the job description you wrote for this position as a guide. Ask 
meaningful questions about skills and experience related to the position. Ask about certain 
job requirements and how the candidates see themselves fulfilling them.

TO NOT ASK: During the interview, stay away from questions that could be misconstrued as discrim-
inatory or biased. Did you know that it’s illegal (disregarding assurance of specific age minimum require-
ments for certain positions), to ask a candidate their age in an interview?  Be sure to avoid questions of age 
as well as questions of marital statuses, religion, and disabilities.

INTERVIEW QUESTIONS
The interview is your first opportunity to shape the employer-employee 
relationship with your candidate, so you’ll want to set out with a positive, 
informative interview. 

When an employee leaves a company, whether involuntarily or voluntarily, you’ll need to provide the
following documentation:

FINAL PAYCHECK: When you terminate an employee, you are required to give them the 
wages they have earned up until their last day working. 



People hire and fire employees every day. Though this can be stressful and 
time-consuming, we hope this guide will help you with this important component 

of managing your workforce. 

For further information on this or any other HR topics please contact 
Dominion Payroll at: success@dominionpayroll.com or 877-DPS-PAYU

 GOOD FIRING PRACTICES
While the following procedures are not legal requirements, they are great practices to follow for all 
company terminations:

CREATE A LETTER OF SEPARATION: A letter of separation outlines to an employee the reason(s) 
that they were fired. In the event that an employee attempts to fight a termination (which could be-
come very costly for your company), you’ll want to have a written record to show that all legal issues 
were covered.

ASK FOR YOUR STUFF BACK: Before an employee leaves, you’ll want to make sure that they re-
turn all company property. You wouldn’t want an employee running off with a company laptop, would 
you? Other items you’ll want to make sure you get back include: a work badge, laptop, key, credit/deb-
it card as well as all login information for company specific software, accounts, etc.

Legal Disclaimer: This document is intended for informational purposes only, and does not constitute legal infor-
mation or advice. This information and all Dominion Payroll materials are provided in consultation with federal 
and state statutes and do not encompass other regulations that may exist, such as local ordinances. Transmission 
of documents or information through Dominion Payroll does not create an attorney-client relationship. If you are 
seeking legal advice, you are encouraged to consult an attorney.


