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

Name

C/O School/Department

DATE

Dear [name]
Re: Proposed Non Renewal of Fixed-term Contract 

I write following our meeting on [date] in which we discussed the proposed non-renewal of your fixed term contract in [School/Department/ Research Institute]. 

You are invited to attend a meeting on [date] at [time] in [venue].  I will conduct the meeting [and  ……………. will also be present to assist].  The purpose of the meeting will be to review our discussions and progress to date regarding the proposed non-renewal of your contract.  

At the present time the implications are that the University will be unable to renew your contract because [……………please state reasons].  At the meeting, you will be given an opportunity to further comment on the proposal and we will also jointly consider whether there are any current viable alternatives to dismissal.  

You are advised that you have the right to accompanied by a work colleague or an accredited trade union representative.  If you wish to exercise this right, please let me have the name of your representative before the meeting.  I would be grateful if you would confirm whether you intend to attend the meeting.  

If you have any queries, please do not hesitate to contact me. 

Yours sincerely

cc Head of School/PI [as appropriate]
     Link HR Manager

