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	Please reply to:
	Head of Service/Head teacher 

	Direct Line:
	INSERT 


Private and Confidential

                                                           Date
Name
INSERT JOB TITLE 
Dear  
I write to confirm the outcome of your meeting with (Managers Name). At the meeting it was confirmed that your fixed term contract as X post will terminate as was originally notified, on the date XX.  As discussed, the fixed term contract is not to be extended or renewed so the role will cease.   

I am advised that you confirmed at the start of the consulation period that you wished to be considered for redeployment elsewhere within the School/Council and I know that (Manager’s Name) will continue to explore whether there are any appropriate opportunities available. 

As was discussed with (Manager’s Name) at your meeting, regrettably opportunities are rare but every effort will be made to assist you in finding alternative work and this will continue up to the expiry of your contract on the Date XX. 

Unless alternative work can be found your fixed term contract will expire on the Date XX and your P45 will be issued. 

As an employee with Local Government Service in excess of 2 years at your fixed-term contract expiry date you will be entitled to a payment of £xxxxxxx. There is no tax liability on this payment, subject to a maximum payment of £30,000: amounts in excess of this are taxable. Any holiday pay that may be due to you is subject to the normal deductions for tax and national insurance. Payment would be made in Date XX.  (Para only applicable if 2 years service)
As the end of a fixed term contract is a form of dismissal you will have the right to appeal; if you wish to do so, however you will need to register your appeal against dismissal within five working days of receipt of this letter, clearly stating your grounds of appeal.

NOTE: Please note that only a HOS or HT can dismiss – hence them signing the final letter) 

You should address your appeal to:

Nikki Craig / Chair of Governors X school (amend as required below)
Head of HR, Town Hall, St. Ives Road, Maidenhead, Berkshire SL6 1RF

E-mail: nikki.craig@rbwm.gov.uk
Yours sincerely
Head of Service/Head Teacher 

X  









