FT1 Letter


Step 1: Standard Letter for notifying the employee of the ending of their fixed-contract and inviting them to the Step 2 consultation meeting

Note; please complete the information highlighted in colour.  To ensure your letter is legally compliant, you must give  reason for the ending of the fixed-term contract, and date & time for the meeting. 

[Date]
[Employee name and Address]
Re: Expiry of fixed-term contract

Dear [name]

As you are aware, your fixed-term appointment as [job title] is due to expire on [date].  At the present time, the School does not see foresee your contract being renewed because [state reason – i.e. the external funding for the post was limited to a specific period and there is no foreseeable prospect of further funding to renew/extend your post; there is no longer a need to cover a staff absence as the member of staff for whom you are providing cover has returned to work; there is no longer a need for the work to be undertaken as the project on which you have been working has been completed; due to low student enrolment figures, the course will cease running in the next academic year etc].
I would like to invite you to attend a meeting to discuss the proposed termination of your contract, as follows:

Date: 
[date]
Time: 
[time]
Venue: [details]
At this meeting, we will discuss the reasons for the ending of your fixed-term contract and explore the possibility of alternative options including re-deployment.  You will be given the opportunity to ask any questions or raise/comment on relevant issues.  The final decision regarding the termination of your contract will take into account any representations you may make at this meeting.  If you wish, you may be accompanied by a work colleague or trade union representative at this meeting. 

I would be grateful if you could confirm your attendance at the meeting on receipt of this letter and notify me of the representative’s name if you will be accompanied at the meeting.
I would also like to remind you that the School advertises staff vacancy opportunities on its website at: www.soas.ac.uk/jobs.

If you have any queries, please do not hesitate to contact me on [Ext]
Yours sincerely
[Name]

[Job title]


cc: HR Department 
