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APPENDIX 4 
GROUNDS FOR EXPIRY OF CONTRACT

	
	
	

	Private & Confidential
	
	

	
	
	

	
	Date



Your Ref

Our Ref

Enquiries to

Extension

Direct Line 

Email
	


Dear {insert name}

EXPIRY OF FIXED TERM {INSERT JOB TITLE} CONTRACT – MEETING 
I am writing to remind you that your contract with us is due to end on {insert date}.  (Note – this is the ideal place to insert a personalised “thank you for your hard work” comment for the individual).

The reason that your contract is coming to an end is that you were appointed to the {insert job title} position on a fixed term basis due to {insert reason for contract}.  The fixed term nature of your contract with NHS Fife was detailed in your letter of appointment dated {date}.

I would like to invite you to attend a meeting with me {insert date time and venue} to confirm the details of the expiry of your contract.  (Note – if this is the second offer of a time and date confirm that the recommendation to terminate the fixed-term contract will be made in their absence should they not attend).
I must also advise you of your right to be accompanied by a Trade Union / Professional Organisation representative or current NHS Fife work colleague, and if you wish to exercise this right you should make the necessary arrangements.  If you are unable to attend, please contact me as soon as possible to arrange an alternative date and time.  (If applicable - **, HR Officer will be in attendance to offer me Workforce Directorate advice).
I appreciate that ending your contract in this way may seem unnecessarily formal and complicated, however, the Employment Act 2002 requires NHS Fife to ensure that a fixed term contract is ended by “dismissal” and that a meeting is held to give you the opportunity to raise any points or objections in terms of the grounds for this action.  This letter and my request for you to meet with me are designed to ensure we meet these requirements.  However, should you wish for your contract to be terminated automatically on {insert date of ending of contract} without the need for this process, please let me know in writing as soon as possible.  You would not forfeit your right to appeal against the termination of your contract by choosing this option.

Following our meeting and before terminating your contract of employment, I will ask {insert name of dismissing officer – either a Head of Service, H&SCP or Director of Acute Services or a NHS Fife wide Director} to take into account any points you feel should be considered and to confirm the outcome in writing.  

Please let me know if you have any questions around the process and I will be pleased to help.

Yours sincerely

{INSERT NAME 

And Job Title Of Manager}

cc 
Workforce Directorate 
TU Rep
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