Fixed Term Contract – Consultation Meeting Pro Forma

	Name of person holding meeting (your name)
	

	Name of employee
	

	Name of other persons present and their role
(eg trade union rep)
	

	Date of meeting
	

	Reasons for non-renewal explained by manager
	

	Comments/suggestions made by employee
	

	Response(s) to comments/suggestions made by employee
	

	Your decision
	 FORMCHECKBOX 
 Employment ends on date previously notified in the employee’s current contract

 FORMCHECKBOX 
 Other:


Signed: ……………………………………………………… Date: ……………………………………………….
