LETTER 1 -  Fixed Contract Step 1 Dismissal

(Insert today’s date here)

PRIVATE & CONFIDENTIAL

Name

Address

Dear…..

Re End of/Early termination of Fixed Term Contract of Employment

As you are aware, your fixed-term contract is due to expire on <date>. On appointment you were made aware that you were employed for the purpose of <state the purpose here>. I am contacting you now to invite you to a meeting on … in … to consult with you about the proposed termination of your employment with the Cardiff and Vale UHB University at the end of your current contract. 
OR

I write to inform you that due to <state reason here>your fixed term contract with Cardiff and Vale University Health Board will end earlier than previously agreed and will now cease on <date>(we will however be seeking alternative employment for you within the Health Board in the meantime). - (Please delete as appropriate as dependant on length of service and vacancies within the UHB).  

The reason(s) for the proposed termination is as follows (please choose from the reasons below and delete those that do not apply): -

· the external funding from … ceases or is likely to cease on that date and no other source of funding to support your post is available.

· the project you are working on will cease on that date

· the need to cover for the temporary absence of a member of staff will cease

· on that date/ the need for your specialist skills will cease on that date. 

You are welcome to bring a trade union representative or workplace colleague not acting in a legal capacity with you to the meeting. It will be your responsibility to make your representative or colleague aware of the arrangements for this meeting and check they are available to attend.  

Please let me know if you are able to make the above meeting. If not, please contact me as soon as possible to agree another time and date. If you do not wish to meet, I should be grateful if you would provide me with written confirmation of this. 
Following the meeting I will confirm whether or not a recommendation to terminate your appointment will be made.
I look forward to meeting with you.

Yours sincerely,

(Name)

(Title)…………

(Division)…….

