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	Please reply to:
	Manager   

	Direct Line:
	


Private and Confidential

(Letter to be ready for meeting along with the consultation document 

or this to be issued directly after)  








DATE 

Name 
Job Title 

Dear X 
Re: Non renewal of fixed term contract
Further to recent discussions that you have had with your service/manager (or our discussions if the HOS /Head teacher) consultation in relation to your fixed term role will commence on XX date: the consultation period will end on XX date.  
If at the end of the consultation period, the decision is made to not renew or extend your current fixed term contract, the contract as was previously advised to you would cease effective  XX date. 
At this point, we continue to have a responsibility to find an alternative employment, where possible, for you. To help us identify any post we would ask you to provide information on your current skills, experience, training received and work preferences. Attached is a skills profile document for completion, should you so wish to complete, as this will provide further assistance with this process. We will of course be available to discuss the format and process in more detail. We would continue to seek redeployment up until the end date of your fixed term contract as well as ensuring your awareness of all vacancies.
I would emphasise that the intention is that redeployment will always be regarded as the favoured option.  However, if it is confirmed that your contract will terminate on X date and you have not secured another job with the School/Council or with another Local Authority or other employer listed in listed in part II of schedule II of the Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999 as amended, within four weeks of the end of your fixed term contract, you would be entitled to a redundancy payment based on your continuous service in local government. (LAST PARA ONLY APPLICABLE IF 2 YRS SERVICE ) 
I have to advise also you that if you are offered an alternative role and you decline to accept it, you may lose your right to a redundancy payment. (AS ABOVE - if service exceeds 2 YRS) 
The Council/School will also do what it can reasonably to assist you practically in other areas, including providing you with time off to look for work, and access to support /help with CVs and interview skills.

You may also wish to take advantage of the confidential counselling service provided.  This service provides a comprehensive information and advice service. This can be accessed by contacting “Care first” on 0806 1682143
In the meantime, if you have any queries about this letter or the process, please do not hesitate to contact in the first instance your Manager, Head of Service, or myself.
Yours sincerely
NAME 
MANAGER /HOS /SCHOOL
Royal Borough of Windsor and Maidenhead










