Template Letter from Manager to Member of Staff – Invite to consultation meeting
Private & Confidential
Name

C/O School/Department
DATE

Dear 

YOUR FIXED TERM CONTRACT ENDING ON [Date]
You will be aware that we are approaching the end of your fixed-term contract and at this point it is not clear whether we will be able to extend your employment beyond the [DATE].
I am in the process of exploring the position in relation to your existing role and the likelihood of whether funds are, or will become, available to extend your current contract.  I would therefore like to invite you to a meeting so that we may discuss this further I have made a provisional appointment for us to meet in [place] at [time] on [date] with [name of any persons attending]; however, if this is inconvenient, please do not hesitate to contact me. You may if you wish be accompanied at this meeting by a work colleague or an accredited trade union representative.

Should we ultimately be unable to offer any extension of your current role, you may be aware that Keele University has a Redeployment Procedure, which will assist us in trying to source alternative positions within the University.   We will discuss this option and any other alternatives to terminating your employment in our meeting.

You should be aware that if we are unable to secure further funding or source an alternative position within the University then your employment will terminate on DATE.
If you have any queries regarding this letter, please contact me.

Yours sincerely

[                                ]

cc: 
Head of School/PI [as appropriate]


HR
