LETTER 2 -  Fixed Term Contract Step 2 Dismissal

(insert today’s date here)

PRIVATE & CONFIDENTIAL

Name

Address

Dear

RE: Confirmation of Meeting to Discuss Termination of Fixed Term Contract of Employment

Thank you for attending the meeting on <date>where you were accompanied by <state name & title here> (or you were advised of your right to be accompanied, but declined). Also in attendance was (name of management rep or HR rep). The purpose of this meeting was to discuss the reasons for the termination/early termination of your fixed term contract of employment, which were (outline these here).

As previously advised (delete where not appropriate), we have searched for and have identified a suitable redeployment opportunity/a number of suitable redeployment opportunities for you within the UHB, the details of which are below <list opportunities below>:

I would be grateful if you would consider this opportunity/these opportunities and advise me by <set deadline> of whether you wish to pursue them further.

OR 

(As we have been unable to find suitable redeployment opportunities for you)  I am writing to confirm that your employment will end on (last contracted day in work) as discussed. You do however have the right to appeal within 14 days of receipt of this letter. Any appeal should be in writing to (next senior manager’s name) giving the reasons for your appeal. 

I would like to take this opportunity to thank you for your work and contribution to the <name of the service/dept/directorate/division here>

If you have any questions about this process please contact me on <telephone number>.

Yours sincerely,

(Title)……………..

(Division)…………..

cc 
HR representative

TU rep
