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Contract End Date Notifier
Setup Guide for HR Admins & System Owners
This guide walks you through everything you need to do to set up automatic Slack notifications for employees whose contracts or employment agreements are approaching their end date — step by step, no technical knowledge required.
What this automation does
Once set up, it automatically scans your Workable account on a schedule you choose (e.g. every Monday and Friday). When it finds an employee whose contract ends within your chosen notice period (default: 30 days), it sends a private Slack message to their direct manager and your designated HR admin. If a contract end date has already passed without being updated, it flags that too.
1. Before You Start
Make sure you have the following ready before beginning. Tick each one off as you confirm it.
■  A Workable account with Admin access. You need Admin rights to authorise the connection.
■  Workable HRIS is active on your account (not just the ATS). The automation reads employee records from HRIS.
■  At least one employee in Workable HRIS with a contract end date filled in. (If none exist yet, add one test employee before continuing.)
■  A Slack workspace where your team communicates. You do not need to be a Slack admin.
■  The HR admin's work email address — the person who should receive all contract notifications alongside the direct manager.
■  A Slack channel name to use as a fallback (e.g. #hr-notifications). You will create this channel in Step 4.
■  A computer (Mac or Windows) with the Claude Cowork desktop app installed and signed in.

	■  If you are not sure whether HRIS is active on your Workable account, go to your Workable dashboard. If you see a 'People' tab in the main navigation, HRIS is active.



2. Install Claude Cowork
Claude Cowork is the desktop application that runs the automation. Skip this section if you already have it installed and signed in.
     Download the app
Go to claude.ai in your web browser. Sign in or create a free account if you don't have one yet.
Look for the download link for the Claude desktop app (also called Cowork). Download and install it on your computer.
     Sign in
Open the Claude Cowork app. Sign in using the same account you created on claude.ai.
You should land on the main chat screen. If you do, you are ready to continue.
3. Connect Your Workable Account
This step gives Claude read-only access to your Workable employee data so it can check contract end dates. Claude cannot make any changes to your Workable account.
     Open Connectors
In Claude Cowork, open Settings (usually a gear icon or your profile picture in the corner).
Find the section called Connectors or Plugins.
     Connect Workable
Find Workable in the list of available connectors and click Connect.
You will be taken to a Workable sign-in page. Sign in with your Workable Admin credentials.
Click Authorise when prompted. You will be returned to Claude Cowork automatically.
You should now see Workable listed as Connected in your connectors list.

	■  Make sure you sign in to Workable using an account with Admin permissions. If you use a non-admin account, the automation will not be able to read all employee records.



4. Connect Slack
This step lets Claude send Slack messages on your behalf when a contract is approaching its end date. Messages will appear as coming from your Slack account.
     Connect Slack
Still in Settings → Connectors, find Slack and click Connect.
You will be redirected to Slack to authorise access. Sign in and click Allow.
Once authorised, Slack will appear as Connected in your connectors list.

	■  Because messages are sent from your Slack account, you will not receive a Slack notification if you are also the direct manager of an expiring employee. Everyone else will receive normal Slack notifications.



5. Create the Fallback Slack Channel
The automation sends direct messages to managers and HR admins. If someone cannot be found in Slack, the notification goes to this fallback channel instead. You will also use it to keep a central log of all alerts.
     Create the channel in Slack
In Slack, click the + icon next to 'Channels' in the left sidebar.
Choose Create a channel. Give it a clear name such as #contract-alerts or #hr-notifications.
Set the channel to Private — only relevant people should see contract end date notifications.
Invite your HR admin and any other relevant people to the channel.
Write down the channel name — you will enter it during setup in the next section.
6. Install the Automation Skill
A skill is a small file that tells Claude exactly how to run the contract end date automation. You install it once and it stays available for all future conversations.
     Obtain the skill file
You will receive a file called contract-end-date-notifier.skill from your Workable contact or internal shared drive. Save it somewhere easy to find on your computer.

     Install the skill
In Claude Cowork, open Settings → Skills (or Plugins).
Click Install Skill and select the contract-end-date-notifier.skill file.
The skill should appear in your installed skills list. Confirm it shows as active.
7. Run the Setup Conversation
This is the only part where you type anything. Claude will ask you a few simple questions and configure the automation for your company automatically. It takes around 5 minutes.
     Start a new conversation
Open a new chat in Claude Cowork.
Type exactly:
	"Set up the contract end date notifier for my Workable account"



Claude will greet you and begin asking questions one at a time.
     Answer the setup questions
Claude will ask you the following questions. Your answers are saved automatically.
	Question
	What to enter
	Default

	Which field holds the contract end date?
	Say standard if you use Workable's built-in 'Employment Expiry Date' field. Say custom if you created your own field, and tell Claude its name.
	Standard

	How many days' notice do you need?
	Enter a number, e.g. 30 for one month's notice, 14 for two weeks.
	30 days

	HR admin email address?
	Enter the work email of the HR admin who should receive all alerts alongside the manager.
	None — required

	Fallback Slack channel?
	Enter the channel name you created in Step 6, including the # symbol.
	None — required

	How often should it scan?
	Choose a schedule, e.g. Monday and Friday at 9am, every weekday, or once a week on Monday.
	Mon & Fri, 9am

	Send a follow-up if no action is taken?
	Say no for now. You can enable this later at any time.
	Off



     Confirm and finish
Once you have answered all questions, Claude will summarise your choices and ask you to confirm. Review them and type yes to confirm. Claude will then:
· Connect to your Workable account and scan for employees with end dates.
· Build the Slack notification logic.
· Create the scheduled task so the bot runs automatically going forward.
· Send you a confirmation that everything is live.
8. Verify It Is Working
After setup completes, do a quick test to confirm notifications are being sent correctly.
     Run a manual test
In Claude Cowork, open a new chat and type:
	"Run the contract end date notifier once manually right now"



Claude will scan your account and report what it found. If any employees are within your notice window, notifications will be sent immediately.
     Check Slack
Check the direct messages and the fallback channel you created. If an employee was found within the notice period, you should see a notification.
If no employees were found, Claude will tell you. This is normal if no contracts are approaching their end date — the bot is running correctly.
9. What Happens Automatically After Setup
Once the bot is live, you do not need to do anything. It runs in the background on the schedule you chose.
	Situation
	What the bot does

	Contract ending within your notice period
	Sends a Slack DM to the direct manager and HR admin.

	Contract ending within 7 days
	Sends an urgent-tone DM flagging that immediate action is needed.

	Contract end date has already passed
	Flags the employee to the manager and HR admin as overdue — the record needs updating in Workable.

	Manager cannot be found in Slack
	Posts to the fallback channel and mentions the manager's name so someone can follow up.

	Employee already notified this cycle
	Does nothing — no duplicate messages.

	Contract extended (end date updated in Workable)
	Resets automatically. The employee will be re-evaluated at the new date.



10. Changing Settings Later
You can update any setting at any time without starting from scratch. Open a new chat in Claude Cowork and use one of these phrases:
	Change HR admin
	"Reconfigure the contract end date notifier"
— Claude will re-ask all setup questions. Your existing notification history is preserved.

	Change the notice period
	"Update the contract notifier — change threshold to 14 days"

	Change the schedule
	"Update the contract notifier — run it every weekday instead"

	Reset a specific employee
	"Reset the contract notifier for [employee name]"
— clears their notification history so they can be re-alerted.

	Enable follow-up nudges
	"Update the contract notifier — enable follow-up after 7 days"



11. Troubleshooting
Problem: The bot stopped sending messages
Solution: Your Workable or Slack connection may have expired. Go to Settings → Connectors and check that both show as Connected. If either shows as disconnected, click it and reconnect. The scheduled task will resume automatically.
Problem: Someone is not receiving notifications
Solution: The email address on their Workable employee record and their Slack profile email may not match. Ask them to check both and make sure they are identical.
Problem: A manager with no Slack account
Solution: Their notification will appear in the fallback channel with their name included. Someone with access to that channel will need to notify them manually.
Problem: An employee appears in alerts but shouldn't
Solution: The contract end date field in Workable has been filled in for that employee. If they are not a fixed-term employee, remove the end date from their HRIS record and the bot will stop flagging them.
Problem: An employee is not appearing in alerts but should be
Solution: Check that their contract end date is filled in correctly in Workable HRIS under the Employment section. Also confirm that the employee status is set to Active.
Problem: You want to pause the bot temporarily
Solution: Open a new chat in Claude Cowork and type: "Pause the contract end date notifier". To resume, type: "Resume the contract end date notifier".
12. What Claude Can and Cannot Do
	Claude CAN
	Claude CANNOT

	Read employee records from Workable HRIS
	Edit, delete, or change any data in Workable

	Send Slack messages from your account
	Send messages as a bot or different user

	Run automatically on a set schedule
	Run without an active Claude Cowork session on your machine

	Notify managers and HR admins
	Take action on a contract (extend, terminate, etc.)

	Detect mismatched or overdue records
	Find users whose Workable and Slack emails do not match



	■  This automation was built using the Workable MCP + Slack MCP integration on Claude Cowork. For questions about this setup, contact your internal Claude or Workable integration owner.
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