aleble

Brighton & Hove
City Council

Policy for the use of fixed-term contracts
1. Introduction

Brighton and Hove City Council (BHCC) recognises that not all employment
opportunities that arise will be of a permanent nature. This document aims to set out
the definitions of fixed-term contracts, describe the situations in which they can be
fairly used and advise on the management of fixed-term con

It is important that managers use the same standards idelines for recruitment,
induction and probation for fixed term posts as for p

2. Definitions

The Fixed-term Employees (Prevention of
2002 came into force on 1 October 2002.

contract of employment that, under its provisi
the normal course, will terminate:

ning how it will terminate in

a) on the expiry of a specific term €
by appropriate notice given by ei
b) on the completion of agpatrticular ta

n, however, be shortened
ied period;

3. Range of job at can be covered
Fixed-term contracts can be used for all roles.

Please note this policy does not apply to the council’s Supported Placement
Programme or work experience placements that are externally funded.

4. Circumstances in which fixed term contracts may be issued or extended

e Covering long term sickness absence
e Covering for maternity/adoption/shared parental leave
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Covering for other long-term absence
Covering pending service redesign
Funding project for a defined time period with a clear start and finish date
Legal right to live and work in the UK for a limited period

5. Circumstances in which fixed term appointments must not be used

a) to ‘test out’ a person in a post;
b) for apprenticeships (there are separate arrangements for apprentices);
c) for work experience opportunities or

d) if someone is employed by an agency or are a contract

6. Management of fixed-term contracts
Responsibilities of Service Leads/Heads of D ine managers

Service Leads/Heads of Departments/Man
following:

ring the

a) the reason for the establishment of the fixe pointment is for one of the

b) an appropriate recruitment prot with the Recruitment and

Selection Policy

a) ? recorded accurately

b) contracts, lette tension and termination are issued following receipt of the
relevant information on PIER and advice is provided to employees and
managers throughout the process

c) sending prompts to managers reminding them of the expiry of fixed term
contracts

d) ensuring employees who qualify are added to the redeployment register two
months prior to the end of the fixed term contract

e) overseeing the redeployment process
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7. Redeployment

The redeployment policy applies to fixed term contract employees if they meet the
requirements set out in the Redeployment Policy.

8. Extending, renewing or ending a fixed term contract

It is the manager’s responsibility to ensure they are aware when a fixed term
contract is due to end and to take appropriate action within a timely manner.

Two months prior to the expiry of a fixed term contract, the |j
receive a reminder the FTC is due to end. It is important
employee in good time? to give an indication of what i
of their fixed term contract.

anager will
anager talks to the
to happen at the end

Extension/ renewal of a fixed-term contract

If it is the intention to extend the current ¢ initi e, the
line manager must do the following:

e (o to the PIER or onto Waye,a staff amendment form

e ensure this is done as early's [ ise uncertainty for the
employee concerned. Pleas pleted by the last
working day prior to the 10% is effective.

While a full and fair process must be followed there is no requirement for the
employee or BHCC to give notice at the end of a fixed term contract where the end
date is set out in the contract.

Ending the fixed-term contract on the basis of being employed under such a contract
will not be fair unless this can be justified and the reason for the appointment of the
fixed term contract, as detailed under point 4, no longer exists.
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If the employee has less than two years’ service at the due end of the FTC
Line managers must do the following:
a) discuss the decision with the employee to ensure they are kept informed
b) complete the Leaver Form on PIER as soon as possible and no later than
the last working day before the 10" of the month before the fixed term

contract is due to end.

If the employee has two or more years’ service at the d d date of the FTC

Line managers must do/be aware of the following:

a) Discuss with HR to determine if consultati

b) The employee will be added to the rede
this process.

c) Write to or email the employee info
proposing a termination of their emp
meeting. Advise them of their right to b nied at this meeting to
discuss this.

d) Hold a meeting with the empl [ nature of their fixed term
contract coming to an end ions for redeployment

e) Outcome of the meeting may L

be terminated.

HCC is

12 Appointing a dual to a fixed-term post that is to be made permanent
Line managers must follow the usual authorisation process if they want to make

a fixed term post permanent. In cases where the employee has more than two
years’ service, the employee on the fixed term contract will be offered a

permanent contract.

In cases where the employee has less than two years’ service the contract will
usually be made permanent subject to the following:

¢ the employee was offered the fixed term contract following a competitive

4
Policy on the Use of Fixed Term Contracts DATE
Document owner: HR Policy & Reward

146



aleble

Brighton & Hove
City Council

process in accordance with the Recruitment and Selection Policy.

e the employee has successfully completed their probationary period.

e the employee is not currently subject to any formal capability of disciplinary
procedures

e the roles and responsibilities of the post remain unchanged.

In the circumstances outlined above the post may go out to redeployment or be
re-advertised before a decision is made. If a line manager would like to consider
this option they must speak to HR.

o
If the decision is made to offer the fixed term employee a permanent contract the
line manager should complete the Staff Amendment form on PIER as soon as

possible

If there are a number of employees undertaking
permanent post, they should all be offered the
selection process.

This is to ensure
e all those employees have the chance to
opportunity and

e there is a clear rationale fo

dered for the permanent

Please seek advice from HR.

When an individue : or successive fixed term contracts for
2 [ to their manager that the fixed term
ontracts which can be objectively
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