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Fixed Term Contract Policy 
 

 

Policy Statement 

This policy applies to all grades of staff with a fixed term contract (FTC) of employment.  It is 
designed to ensure fairness, consistency and also that the University complies with any 
relevant legislation, such as the Fixed Term Employees (Prevention of Less Favourable 
Treatment) Regulations 2002.  
 
When fixed term contracts are due to end, it is incumbent on the University to ensure staff are 
appropriately informed.  The University has legal obligations in this respect, but also 
appreciates the impact that this may have upon staff, their line manager and the colleagues 
with whom they work.  This policy provides guidance and support to all parties in the 
management of Fixed Term Contracts. 
 
Please note that where references to the Head of Department (HoD) are made, the HoD may 
have delegated such authority, and in such cases the delegated person should be substituted.  
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Principles 

 Under the Fixed-term Employees (Prevention of Less Favourable Treatment) 
Regulations 2002, there is a legal right for staff on FTCs to receive the same terms 
and conditions of service as comparable non fixed term staff unless there is objective 
justification not to do so. 

 Staff on FTCs should also be afforded the same career development opportunities as 
non fixed term staff unless there is objective justification not to do so.  

 All staff with four years’ service or more, on successive FTCs, will have their contracts 
and funding streams reviewed, to assess the contract provision they should be 
afforded. 

 Staff who are made permanent must have accessed the role via a competitive 
recruitment process and consultation should take place with the HR Business Partner.   

 Where staff remain dependent on external funding, the source and duration of funding 
supporting their employment should be made explicit at the outset of the contract 
and/or re-appointment. 

 Where staff convert to non FTCs and remain dependent on external funding, it should 
be noted that if that funding expires, and all other options have been exhausted, their 
contracts may be terminated by reason of redundancy.   

 The University will consult with the members of staff and apply the redeployment policy 
(subject to qualifying criteria) should external funding expire. 
 

Use of FTCs 

 
There will be occasions where the initial or continued use of fixed-term contracts is justified.  
Before any post is advertised consideration must be given to determine whether a FTC or non 
FTC would be appropriate. 
 
The use of a fixed-term contract may be justified by reference to one or more of the 
following reasons: 
 
Appointments on a fixed-term basis may be justified in the following circumstances:  

 Where there is a demonstrable case that the University requires short term specialist 
skills or experience not already available in the University. 

 Where the University can demonstrate a specific project that will only last for a limited 
term and/or is limited by funding. 

 To cover staff absence as appropriate (for example, to cover for maternity/adoption 
leave, long term sickness, research leave, sabbatical or secondment). 

 Where the student, or other business, demand can be clearly demonstrated as 
particularly uncertain, e.g. to meet fluctuating demand for short courses or particular 
modules. 

 To fill specific posts that the University can demonstrate as developmental. 

 For an interim period (for example, pending the restructuring of a department and/or 
recruitment to a specific post). 

 Where there is no reasonable prospect of short-term funding being renewed or other 
internal/external funds becoming available. 

 
This list is not exhaustive and there may be other circumstances in which the use of a FTC 
may be justified.  
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Appointment of fixed term staff 

Upon appointment, along with their contract, all fixed term staff will be provided with a copy of 
this policy. To ensure effective, meaningful consultation and relevant notice periods are 
provided, and to meet legislative requirements as detailed earlier, the contract review process 
begins well before the expected contract end date.  Providing a copy of the policy upon 
appointment ensures that staff are aware of the process and therefore aims to minimise 
uncertainty, especially for those on relatively short contracts who will be contacted quite soon 
after starting their employment.   
 

Funding information 

Should changes in external funding occur which necessitate contractual changes, including 
extensions, the PI or HoD should provide HR Business Support Service (HR BSS) with the 
following information: 
 

 Awarding body; 

 Grantholder(s) – including confirmation of authorisation if applicable; 

 Treasurer’s Code; and 

 Confirmation of PVC authorisation.   
 
If the position is core funded by the University, then authorisation should be sought from the 
HoD/PVC. The HR BSS team will then process the change.   
 
If any work is not a continuation of the current project / role, this must be discussed with the 
HR Business Partner (HRBP) first.   
 

Expiry of fixed term contracts  

The ending of a fixed term contract is a dismissal, usually by reason of redundancy so a fair 
process must be followed.  The University will fully explore all funding options with staff before 
confirming any redundancy.  
 
Process for ending Fixed Term Contracts for Grades 1-5 (with 1 month’s contractual 
notice period)  NB timescales will be adjusted dependent on length of service and therefore 
contractual notice period 

 
Around 3 months’ before the end of the FTC, an email will be sent to the PI / Line Manager 
by the HR BSS team to seek information regarding the contract position.  
 
After the PI/Line Manager has clarified the situation and informed the HR BSS team, any 
information will be forwarded to the HoD and HRBP who will review the position, and identify 
the reasons for the end of the FTC and if there are any options to renew.  If there are no 
options to extend or renew at that point then the HoD can authorise the possible redundancy.   
 
2 months’ before the end of the FTC, if there is no change in the decision to renew the 
contract,  HR BSS will send out a letter (along with the offer to access the redeployment 
register if the individual has over 24 months service), to offer the individual the opportunity for 
a consultation meeting between HR and the staff member. The member of staff may be 
accompanied by a Trade Union representative or a University colleague at any meetings.    
 
The PI/Line Manager may still have regular update meetings with the member of staff to keep 
them abridge of any development in further funding or extension to the end of contract date.   
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Dates and discussion points of any consultation meetings should be captured on the record of 
meetings template.  
 
If there continues to be no change in circumstances then 1 month before the end of the FTC, 
a further letter will be issued by HR BSS confirming the contract end date who will then follow 
the HR process to make the staff member a leaver on the contract end date. 
 
Process for ending Fixed Term Contracts for Grade 6 
 
Around 5 months’ before the end of the FTC, an email will be sent to the PI / Line Manager 
by the HR BSS team to seek information regarding the contract position.  
 
After the PI/Line Manager has clarified the situation and informed the HR BSS team, any 
information will be forwarded to the HoD and HRBP who will review the position, and identify 
the reasons for the end of the FTC and if there are any options to renew.  If there are no 
options to extend or renew at that point then the HoD can authorise the possible redundancy.   
 
4 months’ before the end of the FTC, if there is no change in the decision to renew the 
contract,  HR BSS will send out a letter (along with the offer to access the redeployment 
register if the individual has over 24 months service), to offer the individual the opportunity for 
a consultation meeting between HR and the staff member. The member of staff may be 
accompanied by a Trade Union representative or a University colleague at any meetings.    
 
The PI/Line Manager should still have regular update meetings with the member of staff to 
keep them abridge of any development in further funding or extension to the end of contract 
date.  Dates and discussion points of any further consultations meetings should be captured 
on the record of meetings template.  
 
If there has been no change in circumstances then 3 months’ prior to end of contract HR BSS 
will issue the Notification of End of Fixed Term Contract letter.  
 
If there continues to be no change in circumstances then 1 month before the end of the FTC, 
a further letter will be issued by HR BSS confirming the contract end date who will then follow 
the HR process to make the staff member a leaver on the contract end date. 
 
Process for ending Fixed Term Contracts for Grades 7 and above  
 
Around 8 months before the end of the FTC, an email will be sent to the PI / Line Manager by 
the HR BSS team to seek information regarding the contract position.  
 
After the PI/Line Manager has clarified the situation and informed the HR BSS team, any 
information will be forwarded to the HoD and HRBP who will review the position, and identify 
the reasons for the end of the FTC and if there are any options to renew.  If there are no 
options to extend or renew at that point then the HoD can authorise the possible redundancy.   
 
7 months’ before the end of the FTC, if there is no change in the decision to renew the 
contract,  HR BSS will send out a letter (along with the offer to access the redeployment 
register if the individual has over 24 months service), to offer the individual the opportunity for 
a consultation meeting between HR and the staff member. The member of staff may be 
accompanied by a Trade Union representative or a University colleague at any meetings. 
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The PI/Line Manager should still have regular update meetings with the member of staff to 
keep them abridge of any development in further funding or extension to the end of contract 
date.  Dates and discussion points of any further consultations meetings should be captured 
on the record of meetings template.  
 
If there has been no change in circumstances then 6 months’ prior to end of contract HR BSS 
will issue the Notification of End of Fixed Term Contract letter.  
 
If there continues to be no change in circumstances then 1 month before the end of the FTC, 
a further letter will be issued by HR BSS confirming the contract end date who will then follow 
the HR process to make the staff member a leaver on the contract end date.  
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Process Flowchart for fixed term contracts up to 4 years continuous service  
 

 



 
 

         Human Resources & Organisation Development 
 

  

 

Fixed Term Contracts V1.0 Page 7 

Annual Review of Contractual Status for FTC staff 

As part of the annual planning cycle, and as part of our legal requirement, the University must 
review the contractual status of all staff that will have accrued four years’ continuous service 
on successive FTCs that year.   
 
In January each year HR BSS will provide the Divisional Head and HoDs with a list of FTC 
staff that will accrue four years’ service in that calendar year; consideration must be given to 
transferring these staff onto non-FTCs. If this is not possible, objective justification must be 
given by the HoD as to the reason. 
 
HoDs must undertake a risk analysis for each case and incorporate any recommendations for 
conversion to non-fixed term status as part of the departmental plan (as budget holder, the 
PVC must provide formal financial approval for the contractual change before the non-FTC 
contract can be issued). 
 
Each year departments, as part of their planning round, must forward to HR BSS appropriate 
financial approval for conversion to non-FTC to HR BSS for the necessary contract changes to 
take place; this should include level and duration of current funding as well as indicating if the 
funding is time limited funding or no limit funding  
 
Non-FT contracts will then be issued by HR and the non-FTC letter of appointment will ensure 
the duration and source of funding is explicit to the post holder. 
 
HoDs must inform HR BSS of any FTC staff with four years’ service that cannot be converted 
to non-fixed term status and provide objective justification, in line with the guidance above, for 
the fixed term continuing.  
 
HR will write to staff who cannot be converted to non-fixed term status, copying in the HoD/PI, 
presenting the reasons for the continuation of their fixed term contract status. 
 

Review Process 

If employment is to remain fixed term after four years’ continuous service on successive FTCs, 
or a fixed term contract is to end, the member of staff will be notified in writing.  
 
If the individual disagrees with either above decision he/she has the right to request a review 
by the PVC or Head of Function. The individual should write to the PVC within 14 calendar 
days of receipt of the letter from HR, stating why they disagree with the decision. 
 
If the PVC has been involved in the decision making process, he/she will forward the letter of 
appeal to the DVC for consideration.  The PVC (or DVC) will review the case and provide a 
written decision.  
 

Monitoring of Funding    

It is still necessary to monitor the funding arrangements of externally funded staff converted to 
non FTCs; shortfalls in funding must be identified early enough to allow meaningful 
redundancy consultation to take place should the contract come to an end. 
 
Each department must nominate an individual to monitor external funding, e.g. Departmental 
Administrator and to keep HR BSS informed of any changes. 
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HoDs must seek appropriate approval to allow employment of externally funded non FTC staff 
to continue, highlighting the source, duration of funding and any other relevant information.  If 
this is approved, confirmation will be requested by HR BSS, the HR and payroll records will be 
updated, the individual will be informed of the new source and duration of funding and the 
employment will continue. 
 
If no information is forthcoming from a department six months in advance of the current 
funding expiring, HR will assume that the post is under threat of redundancy and appropriate 
notice of intent to terminate the contract will be issued in line with the procedure detailed 
above. 
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Process Flowchart for fixed term contracts after 4 years continuous service  
 

 
 

 
 
 
 
 



 
 

         Human Resources & Organisation Development 
 

  

 

Fixed Term Contracts V1.0 Page 10 

Guidelines for Employees and Managers  

It is appreciated that the expiry of FTCs can be difficult issue to discuss as we do not wish to 
worry colleagues, especially when discussion can take place before funding arrangements 
have been confirmed.  However, managers have a legal duty to consult with staff coming to 
the end of a contract and to keep them informed, providing the relevant notice periods.   
 
All staff being appointed on a fixed term contact will be informed of the process upon joining 
the University so the meetings and issuing of letters should not come as a surprise but 
Managers are encouraged to reassure our staff that the reason for the detail within the letters, 
for example, is to ensure that they are fully informed.   
 

Questions and Answers 

Do I need a reason not to renew a fixed-term contract? 
 
Perhaps surprisingly, the expiry of a fixed-term contract constitutes a dismissal of the 
employee. Fixed-term contract employees have the right not be treated less favourably than a 
permanent employee because of their fixed-term contract status. You should, therefore, 
identify a potentially fair reason for the dismissal, and follow a fair procedure. 
 
Is the fixed-term contract employee entitled to a redundancy payment? 
 
If the reason for non-renewal is redundancy and the employee has two years’ continuous 
service, they will qualify for a statutory redundancy payment under the University’s 
redundancy regulations. 
 
I have two part-time contracts with the University, one of which is fixed term and due to 
end.  What am I entitled to? 
 
You will still be provided with the notifications and support as detailed within this policy but will 
not have redeployee status as you will remain employed by the University following the end of 
your fixed-term contract.  You will be advised on an individual basis whether you are entitled 
to a redundancy payment.  Please note that if a staff member is employed on multiple fixed 
term contracts with varying end dates, they will receive notification letters for each contract 
separately at the appropriate time.   
 
I require a certificate of sponsorship – how does this affect me?   
 
Members of staff who require certificates of sponsorship can only apply for positions in the 
same type of work/role.  It must be the same type of work as when you originally submitted 
your limited leave to enter the UK, for example research or lectureship based.  You will be 
eligible for redeployment (subject to qualifying criteria) but only in relation with the same type 
of work.   
 
Should you wish to apply for other positions which are not the same type of work then you 
would need to satisfy the labour market resident test and would need to apply via external 
advert and not the redeployment register.      
 
Could I be redeployed? 
 
The redeployment policy applies to all members of staff who have at least 24 months' continuous 
service.  More information can be found in the link below. 
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https://www.dur.ac.uk/hr/policies/redeployment/ 
 
I find out next month whether the funding I am working to is being renewed, why do I 
need to have a meeting now? 
 
The University is legally obliged to keep you informed towards the end of your FTC and to 
provide you with the relevant notice period.  If funding is confirmed, this process will be 
stopped but it must continue until then to ensure that you are kept up-to-date about your 
position.     
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