LETTER 1 – INVITE TO FIXED TERM CONTRACT MEETING

Address
Date
Dear 

 

I would like to meet with you to discuss your fixed term contract, which is due to end on [DATE]. 

I have arranged a meeting as follows:

DATE:
TIME:
LOCATION:

Should this date and time be unsuitable, please let me know at your earliest opportunity. 

At this meeting I would like to discuss your contract and the options available to me. If it is not possible to confirm your ongoing employment on a fixed term basis with XXX school, I will confirm this to you at the meeting where possible. Any decisions will be formally confirmed in writing following this meeting. 

You are entitled to be accompanied by a trade union representative, a work colleague or an official employed by a trade union at this meeting. Please confirm if you will be accompanied prior to the meeting.

Should you have any queries then please do let me know.

Yours sincerely



[Headteacher/Manager Name]
[Job Title]

