Invitation to consultation sample letter

Dear [name]

Re: Consultation on the end of your fixed term contract 

As you are aware your fixed term contract is due to cease on [date] because [reason, eg no further funding is available]. As a result of this we need to consult with you about your position. To start off this process, I would be grateful if you would call [me/your Supervisor/PI] to arrange a convenient time to meet before [minimum date required]. You are entitled, if you wish, to bring a work colleague or a union representative with you to this consultation meeting.
At your consultation meeting, we will discuss the reason for the potential end of your fixed term contract as well as redeployment opportunities and support available to you. You may find it useful to look at the University's Redeployment support webpages in advance of the meeting.
You will find details of job vacancies within the University advertised on the Job Opportunities webpage.  You can sign up to receive weekly updates directly to your email address. 

 
The University can provide assistance in preparing job applications, CVs and cover letters and advice about job or training opportunities at the University.  If this is of interest to you, please refer to the services listed below 
 
· Personal and Professional Development | (cam.ac.uk)  (details of staff development and career planning activities) 
 
· Supporting Cambridge University staff | Careers Service (University Careers Service site providing support for staff  
 
· Careers support for postdocs | Careers Service (cam.ac.uk) (University Careers Service site providing support for post doc researchers) 
 
· Postdoc Academy | (cam.ac.uk) (Support for post docs) 
 
· jobs.ac.uk (external site with HE sector vacancies) 
Your Supervisor/PI is aware that you may need to attend interviews within normal working hours and will also give you assistance and advice to help you obtain further employment.

During this consultation period I would be happy to offer assistance in helping you to find a new position, please do not hesitate to ask if you have any questions. 

Yours sincerely

Name

Role title

