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	Please reply to:
	Manager   

	`Direct Line:
	


Private and Confidential

DATE 
(Please note at least 5 days notice of meeting should be required to allow a colleague/TU representative to attend) 
Name 
Job Title 

Dear 
Re: Non renewal of fixed term contract
Following on from our conversation I would like to invite you to a meeting on xxx date at xxx place to discuss the non-renewal of your fixed term contract

Please note you may be accompanied at this meeting by a Trade Union Representative or workplace colleague should you so wish.

Further details will be provided at the meeting.
Yours sincerely
NAME 
MANAGER /HOS /School 
Royal Borough of Windsor and Maidenhead

