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Fixed term contract (FTC) expiry 
Consultation meeting form

1. Employee’s details
	Employee’s name (in CAPITALS):

	Current contract expiry date:
	Meeting date:

	Department:

	Job title:

	Name of Manager / PI:


2. Introduction
	2.1. Confirm the expiry date of the current fixed term contract:

	2.2. Establish the employee’s intentions:
a)  If the employee intends to leave the University at the end of their current contract and does not wish to participate in the consultation process, they should be asked to confirm this by signing the form on the ‘Information for Staff’ sheet. Forward a copy to the HR Office.
b)  If they wish to continue their employment with the University, discuss the possible options with them as outlined in section 3 below.

	2.3. If there is pool of candidates for redundancy, inform the employee of the selection criteria and how it will be fairly applied to them.


3. Possible options for consideration
	Options for consideration
	Note of discussion/explanation given

	Open contract

This should be the first option considered. If it is not viable, explain why to the employee.
	

	An extension to the existing contract

· If it is not viable, explain why to the employee.

· If this is a possible option, indicate the likely length of extension and the objective justification for the contract to continue on a fixed-term basis 
	

	Redeployment

· If other posts are available in the department, or are likely to become available, discuss them with the employee.
· If redeployment within the department is not possible explain why and discuss whether they would wish to be considered for any suitable vacancies that may become available in other departments.

· Explain that the employee needs to register to receive the redeployment e-bulletin via hr-redeployment@york.ac.uk.
	


4. Support
	If it is not possible to offer the employee an open contract or an extension to their existing contract it is important that they are offered support in obtaining other suitable alternative employment.

	Discuss and agree any training that would assist redeployment.
	

	Discuss and agree any assistance in applying for suitable alternative employment (e.g. updating CV).
	


5. Conclusion
	Ensure the employee has had the opportunity to make suggestions for continuing their employment and, if so, how.

	Ensure the employee is clear about the consequences if their employment is not extended.

	Where applicable agree a date for a further meeting (e.g. to respond to any suggestions for avoiding the termination of the employment) Where there is a pool of candidates a further meeting would be required to discuss the marking against the selection criteria which has been applied to them and to inform them that they have been selected for redundancy.

	Remind employee that the University provides access to an Employee Assistance Scheme, through CIC who can be contacted on 0800 085 1376.  This is a free, confidential information support and counselling service available to provide 24 hour support to all staff.


For further guidance on managing fixed term contracts, please refer to the University’s online guidance: https://www.york.ac.uk/admin/hr/contracts-and-appointments/fixed-term-contracts/consultation/
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