ROI Letter offering to extend or renew fixed-term employment

[Insert name]

[Insert address]

[Insert date]

Dear [insert name],

I am writing to confirm the outcome of our meeting on [insert date] regarding your fixed-term employment.

[Select from the paragraphs below and delete as appropriate]

You were made aware at the outset of your employment with us that your fixed term is due to end on [insert specified end date]. 

[OR]

You were made aware at the outset of your employment with us that we required your services for a temporary period [whilst one of our employees was absent]. It was agreed that your contract would end when that employee returned to work.

[OR]

At the beginning of your employment, you were informed that your services were needed for a temporary period to work on [insert details of project or task]. It was agreed that your contract would end on completion of this [delete as appropriate — project/task].

[Select from the paragraphs below and delete as appropriate]

The current circumstances mean that we have a continuing fixed term need for the performance of your role because [insert reason]. As a result, I can confirm that we are in a position to extend your fixed-term employment for a further period of [insert number] [delete as appropriate — weeks/months]. We expect that this need will continue until [insert new end date] and consequently this is the new expected date of termination of this fixed-term contract.

[OR]

Due to the current circumstances, we require the performance of [insert new role]. Consequently, I am pleased to confirm that we are able to renew your fixed-term employment. The reason for the fixed-term nature of this contract is[insert details]. The renewal is effective from [insert date] and the contract will last until [insert end date]. Because this is a different role to the one you were originally employed to undertake, I have enclosed a copy of the terms and conditions attached to the new role with this letter.

[OR]

The current circumstances mean that we have a need for the temporary cover of role normally carried out by an employee who is temporarily absent from work. As a result, I can confirm that we are in a position to renew your fixed-term employment by offering you the position of [insert job title].

The renewal is effective from [insert date] and the contract will last until the absent employee returns from work. We expect that the employee will return on [insert date] but this may be subject to change. 

As this position differs from the one for which you were initially hired, I have included a copy of the terms and conditions relevant to the new role with this letter.

[OR]

The current circumstances, [insert details], mean that we are in a position to renew your fixed-term employment by offering you the position of [insert job title] in which you will be required to [insert details of project or task].

The renewal is effective from [insert date] and the contract will last until the [delete as appropriate — project/task] is complete, which we envisage will be in approximately [insert number of weeks/months/years]. This may, however, be subject to change and we reserve the right to terminate your contract when the [delete as appropriate — project/task] is complete even if this is earlier than expected. I have enclosed a copy of the new contract of employment containing the terms and conditions attached to the role with this letter.

The nature of the extension to your contract as set out above mean that we are unable to offer you a contract of indefinite duration.

Renewing your fixed-term contract will mean that your service with the Company will be treated as continuous, and you currently have [insert details] continuous service with the Company.

We have, to the best of our current knowledge, set out the approximate end date to your fixed-term contract. However, we reserve the right to terminate this contract earlier than any date set out above. In these circumstances, you will be given notice of termination in line with your contract of employment. You may also terminate the contract by giving notice in line with your contractual terms.

Once this fixed-term contract has concluded, we may consider offering you continued employment if any becomes available, however, we are unable to make any guarantees at this stage.

[Optional — where a new contract is issued] I would be grateful if you would sign the enclosed copy of this letter and return it to me by [insert date] to indicate your acceptance of this offer.

For the avoidance of doubt, the law on unfair dismissal does not apply the termination of a fixed-term contract where the reason for termination is its natural expiry.

Please do not hesitate to contact me if you have any queries regarding this appointment.

Yours sincerely,


[Insert name]
[Insert job title]

