 INTERNAL MEMORANDUM

GOLDSMITHS

UNIVERSITY OF LONDON

To:   All Academic and administrative heads of departments
c.c. Warden,  Pro Wardens, Departmental Administrators
From:  Johanna May, Deputy Director of Human Resources 

13 August 2007
STAFF ON FIXED TERM CONTRACTS (INCLUDING VISITING TUTORS) – GUIDANCE 2007-08
This circular gives guidance on the employment and termination of staff on fixed term contracts, including Visiting Tutor staff.  It updates guidance given in previous years and is divided into three parts:
Part 1 - Eligibility for permanency

Part 2 - Template contracts for Visiting Tutor and Associate tutor staff

Part 3 - Terminating fixed term contracts – the Statutory Disputes Procedure
The main changes to the advice given in previous years are summarised below (and are reflected in the main body of this circular, where indicated).

1. Redundancy consultation process (see paragraph 16)

In cases where the dismissal (non renewal of the fixed term contract) is due to redundancy, an additional consultation meeting must take place before the implementation of the three step dismissal procedure 

2.
Reduction of 25% to be based on total contracted hours with the College (see paragraph 21)

It is now made specific in the guidance that the 25% reduction in work that can trigger a redundancy payment or compensation for diminution of earnings, must be a reduction over the total contractual hours that an employee has with the College, if they have more than one contract, rather than just a 25% reduction on one contract
3. Pay arrangements for VTs and ATs changed from pay on claim to payment upfront  in equal monthly instalments (see paragraph  15 and changes to VT and AT template contracts at appendices A and B)

The payment arrangements for AT and VT posts will now change from pay on claim to payment  monthly in arrears.  This is an arrangement that has applied in PACE during the year 2006-7 and will now be applied to the whole of the College.

4. Justification for ongoing fixed term contacts see (paragraph 4)
Previous guidance has highlighted the need to supply a valid justification for continuing to issue fixed term contracts beyond the four year period after which permanency can be claimed.  However the employment rights of both fixed term and permanent employees (and the procedures for ending their contracts) are now identical, hence conceding permanency has no substantive effect on the employment relationship.

5. Amendment to template contracts and pro forma letters (see appendices A, B and D)

Some small amendments have been made to the template for  VT contracts in relation to the notice period and to the pro forma letters attached at appendix D.
.  
PART 1 - STAFF ON FIXED TERM CONTRACTS - ELIGIBILITY FOR PERMANENCY

1. Heads of Department have previously been advised about the implications of the Fixed Term Employee Regulations.

2. In brief these mean that staff with more than four years’ continuous service gained through a series of fixed term contracts  can now claim permanency on the next renewal of contract .  The College could resist such a claim if there would be a justifiable reason for continuing to issue fixed term contracts even beyond the four year period.
3. Justifiable reasons for continuing to issue a fixed term contract are those described on the fixed term contract justification form which is completed to support the issue of a fixed term contract i.e.
· the post requires specialist expertise or recent experience not already available within the College in the short term

· to cover staff absence as appropriate (e.g. parental and adoptive leave, long term sickness, sabbatical leave or secondment)

· the contract is to provide a secondment or career development opportunity

· input from specialist practitioners

· the student or other business demand is  uncertain 

· there is no reasonably foreseeable prospect of short-term funding being renewed nor other external or internal funding being available or becoming available.  (Where the short-term funding has already been renewed, continuing the use of the fixed-term contract would need to be justified by objective reasons).  
4. In the light of the fixed term worker regulations, it has previously been agreed that staff on fixed term contracts who have accrued four years’ service should be deemed to be holding a permanent post (if there is no objective justification for the post remaining fixed term) Hence temporary staff with more than four years’ continuous service should normally be issued permanent contract on the expiry of their current temporary contract, if the work is ongoing on the same terms.  Since the employment rights for temporary and permanent staff are now identical (and the procedures for terminating a temporary and permanent contract are also identical) there is effectively no advantage to the College in trying to maintain a justification for a post remaining on a temporary basis beyond four years.
Translation of Visiting Tutors into permanent (Associate Tutor) contracts
5. In  cases where former Visiting Tutor staff are now to be made permanent, a modified contract should be issued redefining them as permanent Associate Tutors. A template contract is attached at appendix A. 

6. There is no need to complete ECF forms for the transfer of former VT long term staff to permanent status and the budget heading will remain the same.  
All other staff in established posts on fixed term contracts
7. If a member of staff on a standard academic, research, teaching or professional or support contract is now to be made permanent by virtue of having four or more years' continuous service, the Head of Department is asked to complete an ECF form which will be authorised through the agreed process and a permanent contract will then be issued to the employee concerned.
Temporary staff with less than four years’ service transferring to permanency

8. We are aware that we need to develop a policy for assimilating temporary staff with less than four years’ service into a permanent post if the circumstances of the case justify this.  In conjunction with the trade unions we are drawing up guidelines about the circumstances in which it would be justifiable for fixed term staff with less than four years’ service to be assimilated into a newly permanent post.  In the meantime you are asked to refer any such cases where permanency is proposed to the Human Resources department.
Cases where claim for permanency is refused
9. Employees who believe they have a case for permanency have to write formally to make such a claim.  Heads of Departments who receive such requests should refer these to Human Resources as soon as possible since by law these have to be answered within a certain period.  Human Resources will consult with you on the response to be given.
Implications of revised assimilation procedure
10. Now that the College has a procedure which gives the right to temporary staff to be assimilated into permanent posts it clearly means that the recruitment, performance management and training and development  of those staff needs to be rigorous since there is, in many cases, the possibility that the temporary member of staff could become permanent.

PART 2 - TEMPLATE CONTRACTS FOR VISITING TUTOR AND ASSOCIATE TUTOR STAFF 2007-08
11. Attached are template contracts to be used for Visiting Tutor staff during the 2007-08 session and for Associate Tutor staff  (i.e. the permanent staff on the same terms and conditions as Visiting Tutor staff) from the 2007-08 session onwards.  
12. The Visiting Tutor contact template is at appendix B.  The Associate Tutor contract template is at Appendix A.  (The standard covering letter is attached at appendix A1 and reflects the change in payment arrangements – see paragraph 15 below).
13. A spreadsheet giving the breakdown of holiday pay within the hourly rate is attached at Appendix C.  

14. These documents are also available on the Human Resources K drive (in “Policies and Guidance – Visiting and Associate Tutors” .

Payment of salary upfront rather than pay on claim
15. The template contracts now state (see clause 5 in AT contract and clause 6 in VT contract) that payment will not be on claim but that salary will be paid in equal monthly instalments over the period specified in the contract.  It is for the department initiating the contract to specify how many payments should be made over the term of the contract (or the academic year) and when these should begin.  For example one department might wish a contract for a VT who is to work for the duration of the academic year to be paid in 12 equal monthly payments starting in October.  Another department might be aware that staff would prefer 10 payments (although the contract could still be for the whole academic year), starting in September.    Adjustments to the monthly pay will be made in the following month.  This system has been trialled in PACE for the last year and has been seen as beneficial to the department (cutting down paperwork) and for staff who are receiving regular payments into their banks without further effort on their behalf.  Once a month one sheet of amendments to contracts is signed off by an authorised signatory and put through to Salaries and Wages for implementation.
An example of a spreadsheet, showing how the adjustments may be notified to Salaries and Wages is attached as Appendix E.   The contract variation letter (attached at Appendix F and also on the K drive) should also be issued to the employee in the case of any contractual change.  Any work added during the term of the contract will be paid in equal instalments over the months remaining.
PART 3 - TERMINATING FIXED TERM CONTRACTS – THE STATUTORY DISPUTES PROCEDURE

Redundancy consultation

16. If the reason for the non renewal of the fixed term contract is redundancy (see below para 20  for the definition of redundancy) there is a  legal obligation to consult with each employee to explore any options for avoiding and/or mitigating the redundancy, including the possibility of redeployment to another post.   Since individual departments will not have knowledge of all vacancies and  potential vacancies within the College, there should be liaison with HR at an early stage to explore the wider possibilities of redeployment.     This is an additional, preliminary stage to the three stage dismissal procedure detailed below and should ideally be carried out in a face to face meeting offered to the employee with a senior manager.   If there are a number of fixed term contracts due to expire at the same time and there is a requirement only to retain some of the staff (i.e. if there is a redundancy selection process required), it will be necessary to be absolutely clear  about the criteria used to select one employee rather than another.  This should also be discussed in the consultation meeting.

17. If time allows it is, of course, good practice in all other cases to have this preliminary communication e.g. to advise an employee covering the absence of a permanent member of staff that that member is returning (which is not in itself a redundancy dismissal).  
18. Statutory procedures apply to the dismissal of all staff  including staff on fixed term contracts.    In law the expiry of a fixed term contract without renewal is a dismissal.

19. The requirements of the statutory disputes procedures specify that in every case where dismissal is contemplated  an employee must be:

· Stage 1 –  notified in writing of the reason why dismissal is contemplated and invited to a meeting to discuss the matter

· Stage 2 –given the opportunity to state their case at the meeting, be notified of the employer’s decision and of the right to appeal against the decision if he or she is not satisfied with it (they also have the right to be represented at the meeting)

· Stage 3 - given the right to state their case at an appeal hearing if they wish, (at which they may also be represented), after which the employer will advise them of their final decision

Identifying the reason for dismissal

20.The expiry of a fixed term contract without renewal is not in itself the reason for the dismissal – there are six legally acceptable reasons for dismissal and to ensure that dismissal on these various grounds is fair in all the circumstances, certain processes have to be undertaken by the employer apart from the three stage procedure set out above.  The reasons and the processes are as follows:

· a reason relating to the capability or qualifications of the employee (e.g. they do not do the duties of their job to the standard required). If the employee is failing to meet the standards required, this should be brought to their attention as soon as possible, they should be made aware of the required standards, given any reasonable necessary assistance to achieve these, given timescales to improve.  In almost all cases it will be necessary to invoke disciplinary procedures and provide interim warnings before the three stage dismissal process

· a reason relating to the conduct of the employee (e.g. they are rude to students or never turn up for their classes).  Again the employee has to be warned of his/her failure in performance, made aware of the required standards and the improvement necessary.  Further failures (or serious failures initially) in performance or a worsening in the situation will almost always require disciplinary action and provision of interim warnings before the three stage dismissal process

· that the employee’s post is redundant (e.g. the particular course they teach is being closed or the student numbers reduced, meaning there is a reduction in the teaching staff needed also). The employer has to consult with the employee as early as practicable once the potential redundancy is known, invite the employee’s views on alternative ways to handle the situation that has led to the redundancy (e.g. closing a particular course) and seek redeployment for the employee where practicable. This consultation should occur before the three stage dismissal process begins.

· for statutory reasons (e.g. the expiry of a work permit)
· for some other substantial reason. This is usually very difficult to justify and further advice from the Human Resources Department is recommended in such cases
· retirement at normal retirement age – this is an area now governed by statute and detailed in the Employed beyond retirement age procedure located on the HR K drive and on the relevant section of the web
Redundancy compensation

21.The College will pay statutory redundancy payments where there is a cessation of work and compensation for diminution of earnings where there has been a significant diminution in the number of hours offered and the employee is question has two years’ or more continuous service The College has previously regarded a reduction of 25% on a regular pattern of work as being the level that would justify payment for diminution of earnings.  However the 25% reduction has to be over the total contracted hours with the College.  In other words if someone has an ongoing contract or contracts with the College they will not be compensated for the loss of less than 25% of their total work.  However a consultation process should be carried out with the employee so they understand the reason for the reduction. Further advice should be sought from Human Resources on individual cases in this category and the redundancy compensation due in each case.
Procedure to be followed by head of department in the case of non renewal of a fixed term contract – the three stage process

22.Heads of Departments need to ensure that all fixed term staff (including VTs) who are likely not be to offered employment in 2007-08 are given:  

Stage 1 - the earliest indication in writing that this is the case (see Model Letter 1 attached).  It is particularly important that the fullest information possible is given for the reasons for the proposed non renewal of contact.  The letter offers a date for the meeting (which should be within 10 working days) and advises on the right to be accompanied

Stage 2 – an opportunity to make any representations at the meeting and ask any questions.   This discussion should also explore whether their specialist background could be employed elsewhere in the Department or College as a whole . If the employee does not wish to attend the meeting, please keep a record of this. After the meeting the employee must be advised of the Department’s decision and of the right to appeal against the decision if they are not satisfied with it (see model letter 2 in appendix D). This is the dismissal letter and departments will be responsible for drawing this up from a template (Model Letter 2 attached) for Human Resources to issue. Please discuss with your Human Resources Adviser if you have any queries.

It is recommended that this meeting take place with a senior academic  member of the department, e.g. the course convenor or programme leader, leaving the Head of Department to conduct the appeal stage, if required. In cases of potential redundancy the person conducting the meeting should have obtained from Human Resources an estimate of the compensation that would be payable to the employee and this should be notified to the employee at the meeting. Please allow two weeks for these figures to be provided.

Stage 3 – the opportunity of an appeal hearing – which it is suggested is conducted by the Head of Department.  If the employee does not wish to appeal, they should inform the employer.

23.For those VTs /fixed term contract staff who are to be offered re-engagement but with substantial reductions in hours (as defined in paragraph 21 above), the approach outlined above should be used.  

24.There is no need to write to an employee who has previously indicated that they do not wish to be re-engaged on the expiry of their current fixed term contract – please try and obtain  this in writing from the employee themselves (a one-line email will suffice) otherwise make a note of any conversation you have had to this effect.

25.  It is important that Departments advise Human Resources urgently of all cases of proposed non re-engagement of staff on fixed term contracts or of significant reductions in the level of work offered.  We will advise you of any redundancy compensation due and on the application of the statutory dismissal procedures.  We also have a statutory duty to notify redundancies to the Secretary of State where 20 or more employees are to be made redundant within 90 days or less  and to consult with the appropriate trade union representatives.  This notification/consultation must take place at least 90 days before the first of those dismissals takes place and will be undertaken by Human Resources on the basis of information supplied by departments.
26. Broadly this procedure should apply to fixed term staff/VTs who have previously been offered a one year contract.  We would not normally expect staff who have contracts for periods shorter than this to be offered the same level of consultation although they should nevertheless be informed of your intentions. If you have any doubts in a particular case do please consult your Human Resources Adviser.  We are happy to advise on anything you put in writing if the model letters attached do not fit a particular set of circumstances.

Queries

27.If you have any queries on the contents of this memo please refer them initially to the Human Resources Adviser assigned to your department.
APPENDIX A1

STANDARD LETTER OF APPOINTMENT



(Sent on department’s headed paper)

To:  Name and home address

Date

Dear

I am pleased to offer you employment as a Visiting Tutor/Associate Tutor (delete which is not applicable) at Goldsmiths, University of London in the Department of XXXX.

Two copies of a Statement of Terms and Conditions of Service are attached.  You are asked to sign and return one copy to XXX, the Administrator of the Department of XXXX, as soon as possible.

I also enclose a bank form, a record form and a superannuation form which I would ask you to complete and return together with your signed contract to XXX.  Payment of your salary depends on the completion and return of these forms. N.B.  If this information has already been obtained and is unchanged at the point the new contract is issued, it will not be necessary to request it again but a copy of the original forms should be annotated to indicate the data is still current.  

 Will you please also supply XXX with a copy of your current CV, your e.mail address if you have one, again – if this data is still current is will not be necessary to request it in the case of the issue of each contract (plus one passport sized photograph only if required by the department.)
Yours sincerely,

Chris Pearson

Director of Human Resources

APPENDIX A






ASSOCIATE TUTOR

STATEMENT OF TERMS AND CONDITIONS OF SERVICE 

(Human Resources comments/guidance in bold italics in brackets)

Item Code


Analysis Code



1
Name

.......................................................... (to be completed by Department)
2
Job title

You are employed as an Associate Tutor by Goldsmiths, University of London in the (to be completed by Department) department

3  
Commencement of contract 
This contract will commence on (to be completed by department ) and your service in the department since X date (date to be completed by the department in liaison with Human Resources/Payroll, if necessary)  is deemed to be continuous previous employment in relation to this contract.  (N.B.  date for commencement of new permanent contract should be continuous with previous service, if applicable)

4
Place of work


You may be required to work at any Goldsmiths, University of London location.

5
Rate of pay


Your rate of pay is £X (to be completed by Department who may also wish to specify the grade being paid here) per hour and in addition you will be paid £Y per hour holiday pay (to be completed by department).  Your total hourly paid is therefore £Z per hour (department to add details of grade, if wished).   These are the rates applicable from September 2007.Your salary is payable monthly in arrears in XX  (department to specify number of payments here) equal instalments starting from XXXXXXX (department to specify month of starting payments here)  credited to your bank account by BACS on the 12th of each month.  Any amendments to the monthly pay (e.g. deductions due to work not undertaken) will be made in the following month.  (Note:  if you are already a salaried employee or become a salaried employee within the duration of this contract, payments will be made in line with existing arrangements i.e. on 24th of each month)
6
Hours of work

The  minimum hours to be worked per annum will be (to be completed by Department) hours.  

7
Sickness, maternity entitlements

Associate Tutors will be entitled to Statutory Sick Pay and to Statutory Maternity Pay where the qualifications for entitlement are met.  Payment of Statutory Sick Pay is dependent on production of a self-certificate from the first day of absence and a doctor’s certificate from the 8th calendar day of absence.
8           Pensions

As an Associate  Tutor you are entitled to apply for membership of the Universities Superannuation Scheme (USS). 

Entry is optional and all eligible employees will not be admitted to the scheme unless they notify the College in writing that they wish to participate. A form is attached to enable you to let Payroll know whether or not you wish to join USS.  You are advised to read the attached information before you make your decision.8

9
 Holiday entitlement

The rate of pay quoted above  specifies an element of holiday pay. You are expected to take holiday at a time when you are not required to perform the duties outlined in this contract.  

10
Duties of the post


The duties of the post include teaching (details such as the title/description of the course, when it takes place, normal hours of teaching etc. should be inserted at this point) and such other academic activities as may be determined by the Head of Department such as marking, preparation, tutorial teaching, setting exam scripts, attendance at staff meetings, supervision of students as required etc. .  (N.B.  Duties required of  Associate Tutors should be different from those required of permanent staff on established contracts, in accordance with guidance previously issued by Human Resources).)
11
Termination of employment 

This contract may be terminated at any time by the College on giving one week’s notice of termination, except that employees with two or more years’ continuous service are entitled to one weeks’ notice for each year of continuous employment up to a maximum of twelve weeks’ notice.

In the case of gross misconduct employees may be summarily dismissed without notice or pay in lieu of notice.


Employees are required to give one month’s written notice of termination of employment.


Associate Tutors are required to retire on 31 August i.e. at the end of the session, following their 65th birthday.


12
Disciplinary matters


Any disciplinary matters will be dealt with by the Head of Department using the principles outlined in the ACAS Code of Practice.

13
Grievance


Any grievance relating to employment should be taken up with the Head of Department initially and will be processed using the principles outlined in the ACAS Code of Practice.

14
Statement of acceptance

I wish to accept this offer of a contract as stated in the attached letter of appointment and statement of terms and conditions of service.

Signed:………………………………

Name: ………………………………

Date: ……………………………….

APPENDIX B



VISITING TUTOR
STATEMENT OF TERMS AND CONDITIONS OF SERVICE




(Human Resources comments/guidance in bold italics in brackets)

Item Code


Analysis Code



1
Name

.......................................................... (to be completed by Department)
2
Job title

You are employed as a Visiting Tutor by Goldsmiths, University of London in the (to be completed by Department) department

3. Continuous service

Your service in the department since X date (date to be completed by the department in liaison with Human Resources/Payroll, if necessary)  is deemed to be continuous previous employment in relation to this contract.

4
Duration of contract


This contract is for the period X to Y.


(To be completed by Department.  Specify the time that this contract covers here.  A clear beginning and end date should be given.  It is not necessary to quote the whole of the academic year if it is not applicable.) 


You should note that as this is a fixed-term position the College cannot guarantee that there will be any further work or a renewal of the contract beyond its end date.  It is the College’s policy to advertise all permanent positions; there is no expectation that a fixed term position will lead to a permanent position.
Contracts are issued on a fixed term basis because the demands of the department for certain skills and expertise will depend from year to year on student numbers, types and the demand for programmes. Any renewal of the contract will depend upon the need for certain skills and qualities and the performance, attendance and conduct of the Visiting Tutor during the period of the contract.

It is in the nature of the work of a Visiting Tutor that if there is any renewal of this contract it may be on different terms with different hours of work offered.
ADD WHEN A CONTRACT IS BEING OFFERED TO A POSTGRADUATE STUDENT

Your are offered this employment in order that your studies may be supported and to assist enhancement of your career profile.  The position only exists whiles you are enrolled as a student at Goldsmiths, University of London and engaged in postgraduate research in the Department of XXXX and within the terms of the department’s specific professional development provision for postgraduate research students.  Otherwise the position will be offered to another student.  (Departments may wish to spell out here the details of their particular provisions for the employment of postgraduate students).
The College is entitled to discontinue the position at any time subject to providing the appropriate notice.  (Note:  to ensure consistency contracts should not be extended beyond the stated period of the studentship unless the employee is offered a completely different contract at the end of their studentship).

5
Place of work


You may be required to work at any Goldsmiths, University of London location.

6 Rate of pay

Your rate of pay is £X (to be completed by Department who may also wish to specify the grade being paid here) per hour and in addition you will be paid £Y per hour holiday pay (to be completed by department).  Your total hourly paid is therefore £Z per hour (department to add details of grade, if wished).   These are the rates applicable from September 2007.Your salary is payable monthly in arrears in XX (department to specify number of payments here) equal instalments starting from XXXXXXX (department to specify month of starting payments here)  credited to your bank account by BACS on the 12th of each month.  Any amendments to the monthly pay (e.g. deductions due to work not undertaken) will be made in the following month.  (Note:  if you are already a salaried employee or become a salaried employee within the duration of this contract, payments will be made in line with existing arrangements i.e. on 24th of each month)
7
Hours of work

The maximum hours to be worked during the period of the contract will be (to be completed by Department ) hours.  

8
Sickness, maternity entitlements

Visiting Tutors will be entitled to Statutory Sick Pay and to Statutory Maternity Pay where the qualifications for entitlement are met.  Payment of Statutory Sick Pay is dependent on production of a self-certificate from the first day of absence and a doctor’s certificate from the 8th calendar day of absence.

9
Pensions

As a visiting tutor you are entitled to apply for membership of the Universities Superannuation Scheme (USS). 

Entry is optional and all eligible employees will not be admitted to the scheme unless they notify the College in writing that they wish to participate. A form is attached to enable you to let  Payroll know whether or not you wish to join USS.  You are advised to read the attached information before you make your decision.

10
Holiday entitlement

The rate of pay quoted above  specifies an element of holiday pay. You are expected to take holiday at a time when you are not required to perform the duties outlined in this contract.  

11
Duties of the post


The duties of the post include teaching (details such as the title/description of the course, when it takes place, normal hours of teaching etc. should be inserted at this point) and such other academic activities as may be determined by the Head of Department such as marking, preparation, tutorial teaching, setting exam scripts, attendance at staff meetings, supervision of students as required etc. .  (N.B.  Duties required of Visiting Tutors should be different from those required of on established contracts, in accordance with guidance previously issued by Human Resources).)
12
Termination of employment 


The contract will terminate automatically on the date specified at 4 above,

Otherwise this contract may be terminated at any time during the contract by the College on giving one week’s notice of termination, except that employees with two or more years’ continuous service are entitled to one weeks’ notice for each year of continuous employment up to a maximum of twelve weeks’ notice.

In the case of gross misconduct employees may be summarily dismissed without notice or pay in lieu of notice.


Employees are required to give one month’s written notice of termination of employment.


The normal age of retirement of a Visiting Tutor shall be 65, retirement to coincide with the end of the contract during which the 65th birthday falls.

13
Disciplinary matters


Any disciplinary matters will be dealt with by the Head of Department using the principles outlined in the ACAS Code of Practice.

14
Grievance


Any grievance relating to employment should be taken up with the Head of Department initially and will be processed using the principles outlined in the ACAS Code of Practice.
15
Statement of acceptance

I wish to accept this offer of a temporary contract as stated in the attached letter of appointment and statement of terms and conditions of service.

Signed:………………………………

Name: ………………………………

Date: ……………………………….

APPENDIX C 
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APPENDIX D
Model Letter 1:

For Visiting Tutors (or staff on fixed term contracts) whom it is proposed not to re-engage or where a substantial reduction in hours is to be offered:

Dear …,

I am writing {further to the recent communication/meeting with XXX if applicable} to let you know that regrettably, we propose not to offer you work/to offer you substantially fewer hours in the academic year 200X – Y /on the expiry of your current contract.

The reason(s) for this are as follows …

E.g.:

· the external funding from …  ceases or is likely to cease on that date and no other source of funding to support your post is available

· the project you are working on will cease on that date …  

· the need to cover for the  temporary absence of a member of staff  will cease on that date 

· the need for your specialist skills will cease on that date

I should like to give you the opportunity to discuss this with me.   The offer of a meeting is now a statutory requirement and this is why we are writing formally to you now.   I have accordingly provisionally arranged a meeting on X date, Y time, Z venue.  You may, if you so wish, be accompanied at this meeting by a friend who would normally a member of the College, or a trade union representative.

I should be grateful if you could let me know whether you do wish to attend the meeting as above, or not and, f you will be accompanied, by whom.

Yours sincerely,

(signed) Programme Co-ordinator/Course Leader etc.

Model Letter 2:

For Visiting Tutors, staff on fixed term contracts who will not be re-engaged:

Dear


I am writing further to our discussion on X date.  Having considered this matter further, regrettably I must confirm that I am not able at this stage to offer you work in the academic year 200X-0Y.

This is because (give detail of reason(s) here e.g. )
· the external funding from …  ceases or is likely to cease on that date and no other source of funding to support your post is available

· the project you are working on will cease on that date …  

· the need to cover for the  temporary absence of a member of staff  will cease on that date 

· the need for your specialist skills will cease on that date

· course restructuring, subject no longer required, falling demand for course/subject option).

If you have continuing concerns about this matter, you have the right to have a personal hearing with the (Head of Department) at which you may also be accompanied by a friend, who would normally be a member of the College, or a trade union representative.

If you do wish to invoke this right of appeal you should do so by writing to (HOD) within ten working days of the date of this letter.

In the meantime I would like to offer my thanks for the work you have done for the College over the last Y years and wish you all the best for the future.

(signed) Programme Co-ordinator/Course Leader etc.

Appendix E
	
	August 2007 Contract Amendments
	
	
	
	

	Month/Year
	Surname
	First Name
	Contracted No. Hours
	New Yearly Total
	New Monthly Schedule

	Aug-07
	Jones
	Ted
	18
	£869.60
	same

	Aug-07
	Smith
	Bill
	180
	£10,274.04
	October - September

	Aug-07
	Bale
	Charlie
	280
	£13,698.79
	same

	Aug-07
	Ford
	Ken
	81
	£3,386.06
	same

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX F 

 CONTRACT VARIATION LETTER

Note:  This letter can also be used for payment of exam work where this is not specified in the original contract.  Please establish rate of pay to be paid for such work.

Name

Address

Date

Dear 

Part-time teaching hours

This is to confirm that I have been advised by the Department of *********** that your contract has been increased as follows:

Ay present you are contracted to undertake ***** hours in the period *******.

Your contract is now amended to include ***** hours at Grade **** for ******** duties for the period ****** to *******.

The new total of hours contracted is therefore as follows:XXXXX

If you have any queries concerning your contract please contact **********.

Yours sincerely

Chris Pearson

Director of Human Resources

cc. Payroll







