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CLICK HERE FOR A SIMPLE OVERVIEW OF THE PROCESS  

CLICK HERE FOR FAQs ABOUT SHORT TERM CONTRACTS
CLICK HERE FOR QUICK REFERENCE TO KEY ELEMENTS OF THE POLICY 
CLICK HERE FOR AN OVERVIEW OF ENTITLEMENTS
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QUICK REFERENCE
Summary 

1) In what circumstances can I employ staff on a short term contract? 

2) What entitlements do staff employed on short term contracts with the Council have?

3) How is continuity of service affected by a short term contract? 



4) What are my responsibilities as a manager? 

5) What is the process for the termination of employment? 
6) FAQs about short-term contracts
Summary
This policy enables managers to employ staff on a short term basis, to meet the needs of the service. 
1) In what circumstances can I employ staff on a short term contract? 

You may employ staff on a short term contract for a specified period of time, in circumstances where a permanent member of staff is not needed.  Staff on short term contracts may be necessary in order to provide cover for sick leave, seasonal peaks or special projects which may require an additional resource.  They can be employed until the employee being covered (for example a permanent employee on maternity leave or sick leave) returns to work, or the project is completed.  Where cover is being provided for an absent employee, or where no post exists at present, you will also need to create a supernumerary post in order to recruit someone on a short-term contract.  Click here for details on how to create a supernumerary post.
2) What entitlements do staff employed on short term contracts with the Council have?

Staff on short term contracts should not be treated less favourably than an equivalent employee who is on permanent terms and conditions, unless there is an objective reason for any less favourable treatment (for example disproportionate cost).  Entitlements will vary depending on the length of service with the Council.
3) How is continuity of service affected by a short term contract? 

Continuity of service is not broken when one employment contract ends and is immediately followed by another. In some circumstances, a gap between employment contracts may be deemed a temporary cessation in work and would not therefore break continuity of service which means staff on short-term contracts could build up entitlements. 

Click HERE for Appendix 1: Summary of entitlements

4) What are my responsibilities as a manager when making a short-term offer of appointment? 

You must follow the council’s normal recruitment procedures when recruiting any staff.  This includes 

· getting the necessary authorisation for the post ( Signed RAF)

· advertising for any position needed for more than 3 months, and
· obtaining the normal pre-employment clearances for all appointments. 
On making an appointment find out whether the individual has any continuous service, either with Westminster City Council or from previous local government service. You should also consider 
· Whether or not there are any training and development needs in order to carry out the role

· Reason for offering short-term contract

· Length of contract
· Terms and conditions of the post. Where possible there should be no difference between the terms and conditions of permanent staff and staff on short-term contracts doing broadly similar work.  This includes (on a pro-rated basis where appropriate):

· Annual leave

· Sick pay

· Maternity, paternity and adoption leave and pay

· Access to training and development

· Eligibility for a redundancy payment after 1 year or more continuous service with the council (previous service with another local authority will count if service is continuous)

· Performance management

· Access to current vacancies

5) What is the process for the termination of employment? 

One month prior to the end of the contract, you will need to check whether the contract end date falls within a period of Statutory Consultation over Redundancies.  Click here for the Managing Transition; Short-term contracts Guide, for guidance on circumstances when contracts need to be extended.  

.  

If not, you need to confirm that the individual’s contract will be terminated on the contract end date. You must write to the employee to invite them to a meeting to discuss the fact that their contract will be coming to an end.
The meeting needs to be arranged to allow sufficient time to serve the required amount of notice, which depends on the employee’s length of service. Managers should: 
·  advise the employee  that they have the right to be accompanied at this meeting

·  give the employee reasonable notice of the meeting

· advise the employee  that they are being given notice that  that their contract will come to an end at a given date and will not be renewed 
· State clearly the reason for the termination
·  Advise the employee they have the right of appeal against the decision to terminate their employment

Give the employee written notice of termination confirming all of the above at the meeting
FREQUENTLY ASKED QUESTIONS (FAQS) about Short Term Contracts

Q1) Is the offer of a short term employment contract subject to any conditions?

A1) As with permanent employees, any offer of appointment is subject to the following: 

· Evidence of relevant academic/professional qualifications

· Evidence of current a statutory registration where this is required

· Evidence of right to work in the UK

· Satisfactory references

· Satisfactory medical assessment

· CRB checks (where applicable) 
Q2) Am I entitled to redundancy compensation at the end of my short term contract?

A2) Any employee who has been employed on short-term or fixed-term contracts for 1 year or more has the right to a redundancy compensation payment if the contract is not renewed at the end of the term. See the council’s Redundancy Compensation policy for more information on the entitlement offered.

Q3) Will I be offered Suitable Alternative Employment (SAE) at the end of my short term contract? 
A3) Employees who have been on short or fixed terms contracts for 1 year or more will be offered support to assist them in finding SAE where this is available. During your notice period your details will be placed on the redeployment register, so you can be sent details of all vacancies available in the council during your notice period. You can also register to be in the Council’s Talent Pool. This database provides managers with a central reference point to check available qualifications, skills and experiences of those staff seeking redeployment and compare them against the requirements for any vacancy across the organisation. No manager will be authorised to appoint externally until they confirm there are no potential suitable candidates within the Talent Pool.

Q4) How will I know that my short term contract is coming to an end?
A4) Your contract will specify an end date and may include a reason for the short-term contract eg to cover for the absence of another member of staff. In such a case the contract will state that it will end on the date specified or when individual returns/project comes to an end whichever is sooner.  The decision to terminate your contract will be confirmed to you in writing, after your manager has met with you to give you notice that your contract will be coming to an end at a given date.   You will be informed of the reason why your contract is being terminated. 
Q5) I do not agree with the decision to end my contract. Can I appeal?

A5) If you wish to appeal against the decision to terminate your contract you can appeal.  You will need to appeal to your SEB Chief Officer within 5 days of receiving your notice in writing.  For more information see the Redundancy Appeal procedure.
Q6) I only need someone to cover a post for 2 months. Am I required to follow all the recruitment procedures?
A6) If the appointment is for less than 3 months, you will still need to complete the RAF and have approval to appoint, even if the post is not advertised. If your need is for a short-term appointment for more than 3 months, you must advertise the post, and follow all normal recruitment procedures, including the submission of the Recruitment Authorisation Form  and sign off from the Cabinet Member for Finance and Resources.   .
Q7) Can I extend a short term contract?

A7) Normally a short-term contract is expected to end on the end date specified, or when the short-term reason for the appointment has come to an end eg. employee on maternity leave has returned to work.  Where you can demonstrate exceptional circumstances which justify why a short-term appointment should be renewed beyond the original date approved, you will need to obtain approval from the Cabinet Member for Finance and Resources for a renewal, and submit a new authorised Recruitment Authorisation Form to HRD.
Where the initial short term contract was for a period of less than 3 months, and was not advertised, the appointment cannot be renewed.  Where you consider you can justify a continuing need for the post, you will need to obtain approval from the Cabinet Member for Finance and Resources to appoint to this position for a further period, submit a new authorised Recruitment Authorisation Form to HRD, and advertise the post.

Q8
Are there special arrangements for those engaged on short-term contracts during Transition?

A8
Click here for the Managers Guide to Transition: Short-term Contracts 

SHORT TERM CONTRACTS:

APPENDIX 1: Overview of entitlements for employees on short term contracts
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	Length of Service
	Continuity of service
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	*Unfair dismissal rights
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	**Permanent offer of employment

	Up to 1 year 
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*If you dismiss an employee for exercising, or proposing to exercise, his or her rights under the Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002, they can claim unfair dismissal, regardless of their length of service.   

**Any offer of contract for a period of more than 4 years will automatically be considered an offer of permanent employment.  
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Overview of the process
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Manager identifies need to recruit employee on short- term contract








Normal Recruitment policy and procedure followed 





Are there exceptional circumstances which justify renewing the contract of a post which has been advertised? 





Does the employee have more than 1 year continuous service?





Manager arranges meeting with employee to give notice of termination
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Contract ends at end of notice period 





Redundancy compensation payable 





Manager completes Recruitment Authorisation Form and sends authorised RAF to HRD to issue contract renewal letter. 





Employee receives notice of the end of their contract 





Employee placed on redeployment register for any suitable alternative vacancies





Employee registers for the Talent Pool 





One month before contract end date, HRD confirms termination date of the contract to manager 








Manager completes Leaver Form and asks HRD to issue termination letter





Where the contract period is for more than 3 months, post must be advertised, 
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no





This could include the need to avoid terminating contracts  of over 1 year during any formal Statutory Consultation Period 
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