FT2 Form(SOAS)300305
Pro-forma for Fixed-Term staff consultation meetings

Notes and instructions:

i. To meet our legal obligations and to comply with good practice, meaningful consultation should be held with a fixed-term member of staff to consider the possible options for their future employment with SOAS.  

ii. Consultation should normally begin at least four months before the expiry of a fixed-term contract, and will normally include a series of meetings with the member of staff, in the consultation period up to the end of the fixed term.

iii. This pro-forma has been designed as a definitive summary of consultation meetings to be maintained by the employing faculty / department , and copied to HR Directorate  once it is clear that the fixed term has either expired or a new term / contract has been agreed.

iv. Copies of this pro-forma should be given to the individual, and be made available for scrutiny by an advising TU representative on request.

v. Consultation meetings should be regarded as confidential.

vi. The employee has the right to bring a colleague or trade union representative with them to meetings.

Part 1: Employee details:

	Faculty / Department
	

	Employee’s name
	     

	Position
	     

	Manager’s name
	     



Part 2: The current situation:

The following options should be considered during the consultation process:

	
	Reasons and Comments

	The post being made permanent:
· If this does not appear to be an option, explain why
	     

	The contract being extended:
· If this is an option, please indicate the likely length of extension

· Explain the objective justification for the contract to remain fixed-term.

· If the contract is externally funded, please update the employee on prospects for further funding.
	     

	Redeployment prospects:
If the current appointment is likely to end, then consider: 

· If redeployment is not an option, summarise why.

· If posts may become available, specify what these might be

If suitable posts are already emerging these should be discussed with the employee and summarised here:


	     


	
	Reasons and Comments

	Redeployment opportunities in other Faculties or Departments across the School:
· Bring the person’s attention to the University’s vacancy list, & discuss whether they are interested in any of the posts advertised at www.soas.ac.uk/jobs
· If the person is interested in a vacancy, agree how to proceed and who will contact the HR Department to confirm interest (job ref)

.
	     

	Anticipated expiry of fixed term appointment and right of appeal against that decision:
· Explain the likely reasons for ending the appointment

· Advise the employee of their right to appeal finally to the Director of Human Resources within five working days of receipt of the letter from HR, outlining the grounds of appeal in full.
Appeal hearing (if applicable):
· What date will the appeal meeting take place before the end of the fixed term

· What is the appeal outcome?
· If non – renewal of fixed term is confirmed on appeal make clear that this is the final internal review stage
	     


Part 3: Assistance 

If continued employment within the Department / Faculty / School is not practicable, what steps can be taken to assist the member of staff?

	
	By whom
	By when

	Training to facilitate redeployment? Guidance on access to careers information?Please give details:      
	     
	     

	Other (specify)      
	     
	     


	I confirm that the above discussion(s) have taken place on :
 
	

	Signature (line manager)
	
	Date
	

	Signature (employee)
	
	Date
	


