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Model Letter FTC6
	Topic:
	Notice of Assessment Meeting

	From: 

	The manager undertaking the review

	To:

	Employees with at least 1 year’s service whose contract is being reviewed

	When:
 
	Normally at least 5 working days before the hearing; and normally during the third month before the contract is due to end


Dear [employee’s name],

Meeting to review your fixed-term contract 

As set out in your contract of employment, your fixed-term appointment as [post] in the [dept] is due to end on [date].  I have therefore been investigating the prospects for the College to renew or extend your contract, or to make it permanent.

I have formed a preliminary view on this matter and would like to discuss it with you in person. I will be assisted at the meeting by [another appropriate person, maybe from the HR department, or if Finance is an issue, the Finance Department]

Summary of proposed action with reasons:

After careful consideration [and any other actions taken, financial advice sought, etc.], my preliminary view is that [tell the employee what you are proposing to do]. 

The reasons for this are as follows. [Say what they are. The Code of Practice on reviewing fixed-term contracts sets out the acceptable reasons for a decision not to renew a fixed-term contract. If your decision is to offer a further fixed-term contract, Appendix 2 of the Code of Practice lists the appropriate reasons for which the College uses fixed-term contracts. Make sure that the reason(s) you give falls into one or more of these categories and can be objectively justified. Explain the objective justification to the employee at the meeting].

Purpose of the meeting

The purpose of the meeting is to allow me to discuss the proposals with you and decide what action is appropriate after listening to any matters you wish to raise.

You will have the opportunity to:

1. hear the reason for the proposals 

2. put your side of matters and raise any concerns

3. ask relevant questions

4. be represented: you can bring any other person with you to the meeting

Date and location of meeting:

[Say where and when, normally after consulting the employee, thus:]

I have consulted you about an appropriate time for the meeting and have therefore arranged it for (time and date) at (address). 

Documents, establishing matters of fact

I wish to refer to the attached documents at the meeting: 

[List them and attach them if there are any, otherwise strike out]

If you wish to refer to any other documents, or if you wish to bring another person to give evidence for you on a matter of fact, please submit the document or give the identity of the person to me at least 2 working days before the meeting is due to take place. 

Your responsibilities

If you wish to take advice and to be represented at the hearing, it is your responsibility to arrange this. If you are having any difficulty in attending the meeting, please let me know in good time and continue to keep me informed.

Yours sincerely,

Senior manager (with authority to hear the case).

Copy to

Personal file, employee’s manager, employee’s representative (if known).
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