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Individual Consultation; 
Approaching the end of Fixed Term Contract
	1. Who was present at the meeting and in what capacity were they attending the meeting?

	Name:
	
	Capacity:
	

	Name:
	
	Capacity:
	

	Name:
	
	Capacity:
	

	Name:
	
	Capacity:
	

	

	2. Is the member of staff accompanied by a colleague or accredited Trade Union representative? 

	Yes    FORMCHECKBOX 
 (if yes please name above)

No      FORMCHECKBOX 



	3. Outline the current situation to the member of staff and provide a brief summary below:

	Matters to cover
	Detail and Comments from member of staff

	Inform individual of the reason for the proposed termination at the end of the fixed-term contract:

	

	Discuss the possibility of the contract being extended – any potential alternative sources of funding or other ways in which the work might be continued.

Where this is a possible option, please indicate the likely length of extension or whether an indefinite contract is possible.

	

	Discuss the possibility of suitable alternative work, within the host School/Department/RI, which might be/become available:

	

	Advise that there is a University Redeployment Procedure. Would the individual be interested in seeking redeployment possibilities?

	Yes     FORMCHECKBOX 
  – Please ask individual to complete the Job Skills Analysis form

No     FORMCHECKBOX 
  - If no, please detail why:

[e.g. has another job to go to, return to study]


	Inform member of staff that their contract may need to be terminated if no suitable alternatives arise.

	

	Any further comments or views from the individual:

	

	4. Is a further consultation meeting required:

	Yes     FORMCHECKBOX 
   - Proposed date: ……………………

No       FORMCHECKBOX 



	5. Proposed date of decision meeting (should an alternative not be found):

	[Decision meeting is normally held approximately 1 month before the end date]



	6. Confirmation of meeting:

	Signed by Manger/PI:
	

	Print Name:
	

	Date:
	

	PLEASE ENSURE THAT COPIES OF THIS FORM ARE GIVEN TO THE EMPLOYEE AND SENT TO HUMAN RESOURCES
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