LETTER 4  -  Fixed Term Contract Final Termination

(insert today’s date here)

PRIVATE & CONFIDENTIAL

Name

Address

Dear

RE: Termination of Your Fixed Term Contract of Employment

An appeal hearing was held on <date.> to discuss the termination/early termination of your fixed term contract.  I heard your case supported by <insert name of HR Rep/Manager>.  You were accompanied by <state name of trade union representative or workplace colleague here>. 

<if individual was not represented, state the following: you were unaccompanied at the appeal hearing despite being reminded of your right to representation). 

After careful consideration, a decision was taken to uphold the reasons for the termination of your fixed term contract of employment. These reasons were <give reasons for end of fixed term contract of employment>. 

I would like to thank you for your service to the University Health Board and wish you all the best in your future career.

Yours sincerely,

(Title)……………..

(Division)…………..

cc 
name of HR representative

name of trade union representative

