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(Underlined/highlighted sections denotes departmental amendments)
For telephone enquiries on this matter ring: NAME, Ext: XXXX
STRICTLY PERSONAL

NAME

ADDRESS

DATE

Dear NAME

Re: Fixed Term Contract Individual Consultation Meeting
As you will be aware, your fixed term contract as JOB TITLE in the Department of DEPARTMENT NAME is due to expire on DATE.  I must inform you that [the work for which you were employed will cease on DATE] or [I have been unsuccessful in seeking further funding for your post or it is unlikely that I will be able to secure further funding for your post.]  In accordance with the University’s Fixed Term Contract Consultation Procedure, you are invited you to attend an individual consultation meeting to discuss the future options with regards to your contract.  
The meeting will take place on DATE and TIME in LOCATION.

Or

Please contact me by DATE to arrange a suitable date and time for this meeting.

You are entitled to be accompanied to this meeting by a work colleague or trades union representative.  If you intend to be accompanied to the meeting I should be grateful if you would advise me of the name and designation of the individual accompanying you, prior to your attendance at the meeting.

I should be grateful if you would, on receipt of this letter, [confirm whether you will be able to attend this meeting] or [contact me to arrange a meeting].  If you have any queries about the content of this letter please contact me on my extension number above.

Yours sincerely

NAME (HoD/P.I./Line manager as appropriate)

TITLE
cc:
Human Resources – Business Support
