HR5 - APPENDIX 7 
CONFIRMATION OF TERMINATION OF CONTRACT
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Your Ref

Our Ref

Enquiries to

Extension

Direct Line 

Email
	


Dear {insert name}

CONFIRMATION OF TERMINATION (DISMISSAL) FROM FIXED TERM {INSERT JOB TITLE} CONTRACT

(choose either 1 or 2 below)

1) As you know, your fixed term appointment to the post of {insert job title} is due to expire on {insert date}.  I understand that you had a meeting with your manager {insert name of manager} on {insert date} to discuss the grounds for the termination of your contract.  

(choose a or b below as appropriate)

· a) At the meeting you did not raise any points about the grounds for the decision 
and accept the reasons given by your manager.  

· b) At the meeting you raised [the issue of {insert issue} / a number of issues] (*delete as appropriate) in relation to the termination of your contract.  I have given full consideration to the point/s you raised and my response is detailed below
· {insert points raised and response to these}

2)  As you know, your fixed-term appointment to the post of {insert job title} is due to expire on {insert date}.  I understand that you did not have a meeting with your manager {insert name of manager} to discuss the grounds for the termination of your contract because

(choose a or b below as appropriate)

· a) you did not attend the 2 scheduled meetings your manager arranged for you on {insert 2 dates of meetings}

· b) you indicated in writing to {insert manager’s name} that you were fully aware and in agreement with the reasons your contract was being terminated.

It is, therefore, my decision to confirm that your last day of work with NHS Fife will be {insert end of contract date} unless suitable alternative employment is identified during the redeployment access period. The access period for this redeployment search period is {insert number of weeks contractual notice e.g. 4 weeks} and will run concurrent with your contractual notice period {insert number of weeks contractual notice e.g. 4 weeks} in line with NHS Fife’s Redeployment and Fixed Term Contract policies. 

The reason for this decision is {insert reasons as detailed in original letter from manager}.

*(choose from either)…..

*In accordance with your terms and conditions of service you are entitled to receive payment for {detail annual leave} hours annual leave.  You will receive this in your final pay.  Your final date of employment with NHS Fife will therefore be {insert date}.

*In accordance with your terms and conditions of service and as you have overtaken your contractual entitlement to annual leave you are required to pay back {insert number of hours} annual leave.  This will be deducted from your final pay.  Your final date of employment with NHS Fife will therefore be {insert date}.

In accordance with your contractual terms and conditions of service you are entitled to * weeks pay in lieu of notice. *and [this will be paid to you in a lump sum payment, which will be subject to tax and national insurance contributions] (only insert if contractual notice has not been given to employee).  

NHS Fife’s Payroll Department will issue you with your P45 in due course.

You have the right of appeal against this decision.  In order to do so, you should write to the EDG member for the directorate within 10 working days of receipt of this letter, stating fully the reasons and grounds for your appeal.

*1 Thank you very much for your hard work with NHS Fife, your contribution was greatly appreciated. 

*1 (or amend to suit individual circumstances)

Yours sincerely

{INSERT NAME 

And Job Title Of Dismissing Manager}
cc 
Line Manager

Workforce Directorate
TU Rep
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