LETTER 3   - Fixed Term Contract Step 3 Appeal

(insert today’s date here)

PRIVATE & CONFIDENTIAL

Name

Address

Dear

RE: Appeal Against the Termination of Your Fixed Term Contract

Thank you for your letter dated <insert date here> where you lodged your appeal against the termination of your fixed term contract of employment, following our meeting on <insert date>.

You confirmed that your grounds of appeal are <state what they are here>

The appeal will take the form of a review of your grounds of appeal, as well as the reasons given by your manager for the termination of your fixed term contract of employment. The appeal will be undertaken by <name of the next senior manager> and will take place on:

<date>

<time>

<venue>

Accompanying me at the appeal hearing will be <name the attendees & job titles here>

If you wish, you may be accompanied at this appeal hearing by a trade union representative or workplace colleague not acting in a legal capacity. It will be your responsibility to check the availability of any representative or colleague you wish to bring to the hearing, and to inform them of all the arrangements. 

Should you wish to submit any further information or documentation in support of your case, this should be forwarded to <Name of Human Resources Representative> at the Human Resources Department, Lakeside Offices, University Hospital of Wales, by no later than <date>.  

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

Yours sincerely,

Name

(Title)

(Division)

cc
the other attendees (e.g. Senior Manager/HR Rep)
