Appendix B – Consultation Invite Letter Fixed Term/ Temporary Contract

Private and confidential                                                    Employee no]
[Employee name]
[Address]

[Date]

Dear [Name]

Consultation on the end of your Fixed Term/Temporary Contract

As you are aware you are employed on a Fixed term/Temporary contract which is due to expire on [Date]. 

We have discussed informally the approaching expiry of your contract, and as yet, no firm options for your continuing employment have been identified. Consequently, at present it is expected that your current contract will terminate on the expiry date, as a result of [insert original reason for contract initially being fixed term/Temporary and why this has now come to an end]. 

I would like to invite you to a meeting on [date, time, location] so that we can discuss the options that may be available to you, which may include: 

· renewal or extension of the Fixed term/Temporary contract.
· exploring opportunities within the Authority/School and (where eligible) added to the Authority’s redeployment register. 

If no alternatives can be found, the expiry of your current contract would result in the termination of your employment.

As this is a formal consultation meeting, you are entitled to be accompanied by a work colleague or Trade Union representative, if you would like to do so.

I understand this can be an unsettling time If you would like any further information or if you have any immediate questions, please do not hesitate to contact me. 


Yours sincerely

[Name]
[Job Title]

CC: HR Business Partner
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