FT3 Form


Pro-forma for Fixed-Term staff Appeal Meetings

Notes and instructions:

i. To meet our legal obligations and to comply with good practice, employees have the right to appeal against the ending of their fixed-term contract.  

ii. This pro-forma has been designed as a definitive summary of the appeal meeting to be maintained by the Appeal Officer (normally the line manager of the person who carried out consultation with the employee on the ending of their fixed-term contract at Step 2 of the Procedure for the Expiry of Fixed-term Contracts) 
iii. Copies of this pro-forma should be given to the individual, Human Resources and be made available for scrutiny by an advising TU representative on request.

iv. Appeal meetings should be regarded as confidential.

v. 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
	     

	Employee’s Position
	     

	Appeal Officer’s name
	     


Part 2: The Reason for Appeal:

	
	Record of reasons, discussion, and comments

	The employee should present the reasons for their appeal:

· The manager who conducted the Step 2 meeting, may need to be invited to the appeal hearing to answer questions or respond to the employee’s appeal case.

· Ensure the employee has the opportunity to fully state their case and ask questions.
· If further information is needed (for example, about a possible redeployment opportunity), you should adjourn the meeting. 


	     


Part 3: Appeal Outcome

	
	Record of reasons, actions, and any response from the employee

	Outcome of the Appeal:

· Record your decision and explain clearly the reason(s) for this decision.

· If the appeal is being rejected, explain the objective justification why the employee’s fixed-term contract is ending.

· State any actions that have arisen out of the appeal (e.g. if the appeal is upheld, HR will need to write to the employee confirming contractual arrangements).

	     


Part 4: Additional assistance 

If continued employment within the Department / Faculty / School is not practicable, what further steps can be taken to assist the member of staff which were not identified at the Step 2 meeting?

	
	By whom
	By when

	Guidance on access to careers information? Please give details:      
	     
	     

	Other (specify)      
	     
	     


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

 
	

	Signature (Appeal Officer)
	
	Date
	

	Signature (Employee)
	
	Date
	


