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Policy Statement

The Policy

The school is committed to maintaining the health, safety and welfare of its

staff.

The school will promote good attendance at work through the creation of a positive healthy environment. Staff with health problems will be dealt with confidentially and sensitively.

The school will use its best endeavours to continue to employ staff who experience health problems wherever possible.

Principles

•
Good attendance is valued and all opportunities should be taken to acknowledge and recognise this.

•
Raising matters relating to employees attendance does not imply any distrust of staff or their conduct.

•
Management will maintain accurate records of absence and respond to attendance issues appropriately and sensitively.

•
The School has a legal duty of care to employees and will approach sickness absence in a fair and consistent way.

•
Any information concerning an employee’s health will be treated with respect and confidentiality.

•
Under the Disability Discrimination Act (DDA) Management will make all reasonable efforts to allow employees who are disabled, or who become disabled, to continue their employment.

•
Regular attendance at work is part of the  employee’s contract of employment and if the employee is medically unfit to work termination of the contract may be the only course of action

Management  Responsibilities

•
To take action to prevent sickness absence by considering all aspects of the work environment (working conditions, job design, welfare, communication, induction, training, health and safety, occupational health support etc.) 

•
To inform all employees of the detail of the Attendance Management Procedures

•
To record all sickness absence and ensure the rules and conditions of the sickness scheme are followed and that all employees are informed of these rules.

•
To monitor and review all sickness absence (including patterns of absence) and undertake return to work interviews where appropriate.

•
To manage sickness absence sensitively and confidentially.

•
To maintain reasonable and sensitive contact with employees throughout a period of sickness absence

•
To support employees in the joint responsibility of identifying strategies to resolve issues of attendance.

•
To identify an intermediary to forward relevant information to the employee whilst the person is absent 

Employee Responsibilities

•
To attend work when fit to do so 

•
To comply with the rules of the sickness absence scheme including notification of absence

•
To communicate/meet with management during extended periods of absence or in the circumstances where an employee is medically unable to do so, make arrangements for an intermediary e.g. Trade Union Representative, Human Resources Adviser, family member. 

•
To consider accessing support from the Occupational Health Unit

•
To attend medical appointments with the Authority’s Occupational Physician as required.

•
To acknowledge a joint responsibility for their level of attendance.

1.
MONITORING AND REVIEWING ABSENCE

1.1
Establish a consistent approach to monitoring and reviewing absence, using pre-determined review points.

Best Practice Advice:

Suggested review points include:

•
4 working weeks continuous absence

•
5 or more absences in a 6 month period 

•
10 or more working days absence in a 6 month period 

•
when operational needs dictate

These review points should only be used as an indication to management that an employee’s absence levels have reached a point where there may be a cause for concern and as such a need to investigate.

The review points themselves should not be used as an automatic mechanism against employees who exceed them, it may well be that they bring to light welfare/support requirements for the employee. Also in cases such as flu epidemics it is not appropriate to take any further action.

1.2
Determine course of action and implement.

Contact your Human Resources Adviser who will advise on an appropriate course of action

           Best Practice Advice:

It is acceptable to determine not to take any action if this is deemed to be most appropriate given the information to hand.  Remember that it is not necessary or appropriate to treat every situation the same but to determine the course of action on the individual circumstances of the case.

Where action is planned, ensure that this is discussed with the employee and followed through and that the employee is kept informed at all stages.

1.3   Continue to monitor and review absences in line with the above guidelines, agreeing dates of review meetings if appropriate.

2       CONTACT ON AN EMPLOYEE`S RETURN TO WORK 

2.1
There should always be contact on an employee’s return to work.

Best Practice Advice:

It is good practice to see an employee on their return to work after illness .Clearly the nature and content of the interview will vary dependent on the length and reason for absence.

Some meetings will be of a general nature (‘hello, how are you, good to see you back and pleased you are feeling improved/better’). Others will need to be more detailed and include such areas as:

Welcoming the employee back

Confirming the employee has been authorised fit to return to work

Confirming the reason for absence

Explaining how the employee’s work has been covered in his/her absence

Going through work the employee needs to pick up and seeking resolutions to any outstanding work related matters

Enquiring if there are any other issues that may have contributed to the absence (work related or problems outside of work)

The interviews must be conducted in a sensitive and courteous manner to reduce stress(for both parties).The purpose of the meeting is to integrate the employee back into the work place and to assist in the reduction of absences in the future where this is possible.

Agree any follow up that may be appropriate including monitoring of the situation to ensure that the return to work is proceeding satisfactorily and the employee is settling back well into the post again.

Summarise the interview /discussion and give a copy to the employee. 

3. 
SHORT-TERM ABSENCES 

3.1
Informal Discussion

Managers have a duty to bring matters which may be of concern to an employee’s attention.

In the first instance if there is a concern about short term absences it is appropriate to talk to an employee on a strictly informal basis prior to the process detailed below. In many instances this informal discussion will resolve the concern  

3.2 
Initial Consultation and Review

3.2.1 
Where there is an on going concern:

3.2.2
Meet the employee to discuss the number of absences, the reasons for the absences and their timing, if appropriate, and any external factors affecting absence. The employee should be invited to explain the level of absence (and to clarify/dispute the facts) including any personal/domestic situations which may be affecting attendance .Agree a review date if appropriate. 

Best Practice Advice

Early action such as this can be useful a number of ways.  It demonstrates the school’s interest in the welfare of the employee, whilst providing a mechanism for helping management to assess the need for further intervention/support.

If handled effectively, this action can often lead to the successful resolution of absence problems and secures the message that management takes this issue seriously – both in the interests of the employee and the school .

The employee may be accompanied by a trade union representative or a work colleague if they so wish.

Notes of the meeting should be given to all parties 

3.2.3
Feed the information gathered during the initial consultation into the

monitoring and review process to maintain up to date records and to allow assessment to be ongoing.

3.2.4
Ensure the implementation and review if any action was identified during the consultation process ( eg referral to the Occupational Health Unit ).

Best Practice Advice:

Continuing action may include a further meeting with the employee to address progress since the last consultation as well as ensuring that any necessary up to date medical reports are obtained if appropriate.

AT THIS STAGE THE CONCERNS WILL EITHER RELATE MAINLY TO ATTENDANCE CONCERNS (SEE SECTION 3.3) OR ILL HEALTH CONCERNS (SEE SECTION 4)

 3.3
Attendance Concerns


          
Formal Consultation Review

3.3.1
Convene a formal meeting with the employee where serious management concerns remain if the informal consultation process has failed to improve attendance. Throughout the interview management will need to be sensitive to the possible state of the employee’s health if clear medical information is not yet available.

Best Practise Advice:

The headteacher or a nominated senior manager usually conducts this meeting.

Management should write to the employee giving reasonable notice of 
the meeting (5 working days) and including:

•
Date, time and choice of venue 

•
Purpose of meeting and details/dates of absence

•
The right to be accompanied by a trade union representative or work colleague

(Sample letter shown in Appendix 3).

  
During the meeting suggested areas to cover are:

•
Consideration as to whether referral to the Occupational Health Unit would be appropriate if this has not already taken place and there is lack of clarity about the employee’s state of health.

•
Discussion about changes to the workplace/job, if appropriate.

•
Looking at the details of absence including the patterns of absence

•
Any area the employee wishes to discuss affecting the level of attendance  (including matters outside of work )

3.3.2   Update the sickness monitoring information and ensure that any 

     
action specified is carried out. 

3.3.3
Review progress, as agreed, and either:-

inform the employee in writing that the formal review is at an end if the management concern has ended; 

              or

3.3.4
Convene a further formal review meeting to determine the appropriate   course of action.

3.3.5
If by the end of the second review there is still a concern and/or management are unable to sustain this level of absence it may be appropriate for the manager to refer the concern about the level of absence to a disciplinary hearing.  This is only likely to be appropriate if management believe absence is unjustified or unauthorised or if the employee indicates that they have no intention of attempting to resolve the problem.  

3.3.6
NB   If no long-term improvement is possible for health reasons, then a disciplinary hearing is not appropriate as it is pointless to issue a warning to improve.

However if the school is unable to sustain this level of absence the matter may have to be referred to a medical capability hearing or ill-health retirement may be appropriate.

LONG-TERM (OR ONGOING)ABSENCES

This section relates to long term absences (or intermittent persistent

absences due to underlying health problems)

4.1
MAINTAINING CONTACT

4.1.1 
Where the employee has an on going sickness absence , maintain contact throughout, as appropriate, ensuring sensitivity.   

The employee has a responsibility to send in sick notes as required. The employee should also maintain contact with the school. If they are medically unable to do so they should make arrangements for an intermediary eg Trade Union Representative, family member, Human Resources Adviser.  

Best Practice Advice:

To ensure good practice and compliance with employment law, contact should be maintained between the employee and the manager after the notification of absence.  Initial contact may be   by telephone or letter (personally or through an intermediary) after which it is advisable to arrange a meeting to establish the facts relating to the absence. The employee may wish to have someone present at the meeting such as trade union representative, work colleague, family member, friend. Your Human Resources Adviser may also be available to attend the meeting.

At the meeting a suggested format for management is:

•
opening greet the employee and enquire about their health discuss topical information relevant to the job to create a less formal atmosphere

•
consultation establish a two-way discussion about the condition, length of absence, the ability of the individual to do their job and possible solutions, including alternative work arrangements 

•
agreement jointly determine arrangements for future contact and

•
assessment timescales, Occupational Health intervention, where appropriate, and potential solutions for the future etc.

•
conclude emphasise the necessity for maintaining links between the employee and school.

4.1.2
Feed the information gathered during the meeting into the monitoring and review process to maintain up to date records and to allow assessment to be ongoing.

4.1.3
Ensure implementation and review of any action identified during the meeting is undertaken.

Best Practice Advice:

Continuing action may include a further meeting/or discussion with the employee to address progress since the last contact.

4.2.
RETURN TO WORK PRACTICE

4.2.1
For employees who have become or are likely in the near future to become well enough to return to work, management should consider what support may be suitable to provide to the employee returning to work.

Best Practice Advice:

For absences of a prolonged nature, it may be appropriate to consider support mechanisms to help secure a successful return to work.  Options for consideration include:

•
Phased return to work – to increase the likelihood of a successful, long-term return, Occupational Health can assist schools in determining appropriate arrangements. Schools and employees need to be aware that the employee must have a final sick note and that the employee receives full pay throughout the period of reintroduction.

•
Occupational Health support – both prior to and during the phased return if necessary.

•
Workplace adjustments.

For further advice, contact your Human Resources Adviser.  

•
NB.  The SMG insurance scheme makes provision for a phased return and forms for this purpose can be obtained from OH.  If you are insured with another company, you may want to contact them to see if such an arrangement is available through them also.

4.2.2
Where reasonable adjustments would enable an employee to return to work (or remain at work without risk to health), consider introducing appropriate changes.

[Under the Disability Discrimination Act (DDA) 1995, there is a legal obligation on employers to consider reasonable adjustments].

Best Practice Advice:

Where an employee has been visiting Occupational Health, the unit may send a report to school recommending the appropriate course of action, including adjustments.  

However, at any time, school itself may feel that it is appropriate to consider adjustments, they should seek support and advice from Occupational Health and their Human Resources Adviser.  It is appropriate to give consideration to such matters on an ongoing basis in order to support staff and to provide a work environment which is safe and supports their long-term attendance. This will also help to reduce the risk of litigation against the school from an employee under the DDA following the dismissal or resignation on health grounds.  This may include undertaking an assessment of the workplace and the duties of the employee (the Health and Safety Section can advise schools on the undertaking of a `risk assessment’) where there is any indication that the individual may be suffering health problems as a result of their work.  

The Occupational Health Unit can offer valuable support to schools, including an assessment of an employee’s ability to undertake their current job as well as looking at reasonable adjustments to the job or workplace which may assist in the  return to work/ help to prevent recurrence of symptoms.  

Under the Act, reasonable adjustments should be made .The adjustments need to be undertaken in consultation with the employee and their trade union representative. They include :

•
altering premises

•
allocating some duties to another employee

•
transferring the employee to fill an existing vacancy

•
altering working hours

•
changing the person’s place of work

•
supplying additional training

•
acquiring or making changes to equipment

•
providing a reader or signer

In determining the `reasonableness’ of adjustments to work, advice may be sought from the school’s Human Resources Adviser.  Where the decision includes financial considerations, such as new equipment and staffing cover, the Human Resources Adviser/Occupational Health can assist schools in attempts to access financial assistance from the DST – Disability Service Team (previously known as PACT – Placement Assessment Action Team).

4.2.3
Where medical opinion is that an employee is unable to undertake their existing job on medical grounds – whether permanent or otherwise (and there are no reasonable adjustments that could be implemented), consider alternative employment within the school with a view to redeployment. 

If no vacancies/alternative work is available within school, consider proceeding to section 5. Consideration should also be given to ill health retirement if appropriate.

Best Practice Advice:

This information may come from the individual’s GP/consultant directly, but it is more likely that Occupational Health would advise school on this matter.  Management will be required to take action where medical advice is that the employee’s condition is permanent.  However, management may also consider that action must be taken when an employee’s absence is resulting in serious operational difficulties but where the employee’s condition is not deemed permanent. You are strongly advised to contact your Human Resources Adviser who will provide support and guidance at such a time.

In respect of alternative work within the school avoid assumptions of an employee’s ability – i.e. a teacher need not necessarily be considered for teaching posts only and vice versa as individuals may often possess skills and experience which they may not be fully utilising at that time.

5.
DISMISSAL ON THE GROUNDS OF MEDICAL CAPABILITY

5.1.
When considering dismissal in the case where an employee’s absence can no longer be sustained ( in discussion with your Human Resources Adviser) it is essential to collate management information regarding the  absence and request up to date medical information.

Best Practice Advice:

As part of the school’s ongoing communication with the employee, it is required  that  you notify the employee that you would like them to attend the  Occupational Health Unit again for up to date medical information if a current report is not available. 

5.2 
Meet with the employee to discuss the necessity for an Occupational Health report (your Human Resources Adviser will attend wherever possible). At the meeting the employee must be made aware that dismissal is a possibility. The employee may be accompanied by a trade   union representative or a work colleague if they so wish. A letter should be sent to the employee after the meeting confirming the details discussed. 

Best Practice Advice:

Legal advice is very clear that whenever dismissal is being considered, the employee should be informed of this verbally and in writing.  However, there is clearly a need for this meeting to be handled sensitively and sympathetically.  

Discussion with the employee should focus on: 

-
ascertaining the employee’s views on their health/ possibility of a return to work/ fitness for any other work

-
the potential for redeployment within the school (including employment in an alternative capacity), or reduced hours

-
discuss ill health retirement if appropriate

-
discuss the possibility of a governors meeting to determine medical capability which may result in dismissal.

-
Inform the employee that they have the right to provide their own

medical advice 

5.3
Once the Occupational Health report is received, a further meeting should be held with the employee to discuss the findings of the report, listen to the employee’s response and inform them of the next stage.

It is likely that the matter will be referred to the Discipline, Grievance and Dismissal Committee of the Governing Body to consider dismissal on the grounds of medical capability where Occupational Health has stated that:

•
the employee is permanently unfit to work, or 

•
they are not able to provide evidence of when the employee would be able to return to work, or 

•
they cannot confirm that the employee will be able to provide reliable service.

Best Practice Advice:

Prior to the meeting, it is advisable to write to the employee to notify them of the meeting, at which they may be accompanied by a trade union representative or a work colleague.  School management should seek advice from their Human Resources Advise, who will also attend the meeting wherever possible..

At the meeting with the employee where the decision is to proceed to a hearing, it is advisable to inform the employee of the procedure at the hearing and of their right to be represented by up to two trade union representatives or work colleagues, as well as the financial implications for the employee in terms of notice pay ( and if applicable  holiday pay and /or pension details ).  

School management should ensure that the case is not discussed with governors prior to the hearing to avoid prejudicing the decision of the Committee/s.

5.4
Hold the governors meeting to determine the employee’s medical capability.

The employee should receive written notification of the meeting, giving a minimum of 7 working days notice (see sample letter Appendix 4).Documents to be presented by management should also be included with the letter.

The employee has the right to be represented at the meeting by up to 2 trade union representatives or work colleagues if desired. 

Best Practice Advice:

A running order for the meeting is covered in Appendix 5.  

It is recommended that the headteacher provide evidence based upon a systematic and fair assessment of the absence.  

(In the event that an employee is dismissed and makes a claim to an Employment Tribunal for unfair dismissal, this evidence will form a vital part of the employer evidence to show that our actions were fair under the Employment Rights Act 1996 ). The school must also be able to demonstrate that requirements under the DDA have been met, where appropriate.)

            Such information may include:

•
details of the length and type of absence 

•
comparable statistics on school absence

•
up to date medical reports or a `best assessment’ of the situation in the unlikely event that the employee refuses to consent to providing medical evidence

•
evidence of consideration of adaptations and alternative employment

•
information relating to the strains on efficient management within  school as a result of the employee’s absence.

5.5
Following the decision of the governors, either:

•
Write to the employee to inform them of the governor’s decision to dismiss on medical capability grounds, encompassing their right of appeal, copied to your Human Resources Adviser.

Best Practice Advice:

Whilst the governors make this initial decision to terminate employment (see Appendix 6 sample letter from governors), the LEA as the employer  has the legal responsibility of actioning the termination by issuing a letter from the Director of Education and Schools( with the exception of Voluntary Aided and Foundation Schools where the governors are the employer ) .  This will be done as soon as possible and no later than 14 days from receipt of notification from the school. The notification will be sent following the employee stating they do not wish to appeal, the appeal process or after the 28 day appeal period if the employee does not inform the school whether or not they wish to appeal.

School management/governors should be aware that all employees dismissed on the grounds of medical capability are entitled to receive their contractual notice pay (and that some employees will be entitled to holiday pay).  For further clarification, discuss this with your Human Resources Adviser.

Or

•
Consider what action, if any, is needed if the governors have decided not to terminate.

Best Practice Advice:

 
Your Human Resources Adviser will provide guidance if necessary.  

5.6
If the employee submits a letter of appeal, convene an appeal hearing following the same procedure as the original hearing.

6.
ILL HEALTH & CAPABILITY

6.1   
When an employee is under capability procedures and ill health absence starts before performance can be assessed, the only   reasonable option is to instigate the ill health procedures and seek medical advice to assist in determining the appropriate way forward  

Best Practice Advice   

Capability procedures can only be completed in the absence of an employee where the monitoring and assessment of performance has reached a stage where the absence of the teacher would not significantly affect the outcome. Monitoring and assessment does need to be based on evidence of performance at work which clearly requires the teacher to be present at work

APPENDIX 1 - RULES & ENTITLEMENT OF THE SICK PAY SCHEME

REPORTING ARRANGEMENTS (Employee)

1st day sickness

Report to nominated member of staff in school immediately.  (If this occurs during the school holidays and there are no members of staff in school, you should contact the Payroll section directly to inform of your illness.)

4th day sickness

Contact school again, detailing the nature and likely duration of the illness. 

8th calendar day and thereafter

Submit a doctor’s note to school.

Returning to work

Before returning, if the absence has been for 14 days or longer, obtain a note from the GP for fitness to resume duties.  In the case of teachers absent for 3 months and over who are suffering from a depressive/psychological illness, the note from a GP should also state fitness to resume teaching duties. 

On your return, contact the named member of staff in school and complete the Sickness Self Certification Form as directed.

PAY ENTITLEMENT UNDER THE SICKNESS SCHEME

Teachers

During 1st years service *
= 25 working days full pay, 50 working days half pay

During 2nd years service 
= 50 working days full pay, 50 working days half pay

During 3rd years service
= 75 working days full pay, 75 working days half pay

During 4th year &  above
= 100 working days full pay, 100 working days half pay

All other staff

During 1st years service*
= 1 month full pay,
2 months half pay

During 2nd years service   
= 2 month full pay,
2 months half pay

During 3rd years service   
= 4 month full pay,
4 months half pay

During 4th & 5th years service 
= 5 month full pay,
5 months half pay

5 years service and above
= 6 month full pay,
6 months half pay

* Applicable after 4 months service.  There may be some entitlement prior to 4 months – information available from HR Service.

APPENDIX 2 – MEDICAL SUSPENSION

Contact your Human Resources Adviser immediately when a situation arises which may require suspension on medical grounds.  Such situations include:

•
Pulmonary tuberculosis (a teacher must be suspended from school)

•
Epilepsy (requiring suspension from PE if any attack has taken place or whilst a medical investigation is underway)

•
Psychiatric disorder (including alcohol and drug abuse)  

•
where there is a difference of medical opinion between an employee’s doctor and Occupational Health (to allow an independent 3rd party medical opinion to be sought).

Best Practice Advice:

Alternatively, if you have a concern that causes you to consider suspension, it is important that you do not make this decision in isolation and that you seek advice before acting.  Reasons for such a decision may include consideration for the protection of the person’s own health, as well as the health, welfare and education of pupils and staff who may be put at risk by the medical condition of an employee.

Occupational Health may make the recommendation to school, via your Human Resources Adviser, to suspend an employee.

An employee who is suspended on medical grounds remains on normal pay throughout the period of the suspension.

NB For more detailed information on medical suspensions contact your Human Resources Adviser or  see “The Conditions of Service for Teachers in Locally Managed Schools “ 

Meet with the employee and representative if possible, to action the suspension.

Best Practice Advice:

Such a meeting should be handled sensitively and provide the employee with an opportunity to discuss their point of view/evidence before management takes the decision to action the suspension.  It is advisable to show your concern for the welfare of your employee and to discuss appropriate support etc.

· Put into action any agreed processes, such as OH intervention.

· Continue to monitor and review, including OH support if applicable.

· Lift the suspension if appropriate and communicate this to the employee.

APPENDIX 3 - SAMPLE LETTER:

REQUEST TO ATTEND A FORMAL CONSULTATION ON SICKNESS ABSENCE

Dear

ATTENDANCE AT WORK

This letter is to confirm arrangements that I have made to discuss your attendance at work.  I would like to re-assure you that this is not a disciplinary measure.  The prime object of the interview is to discuss the reasons for your absences and to discover whether and/or how your attendance may be improved, perhaps with the school’s assistance.

I should be grateful if you would attend my office DATE/TIME/VENUE so that we can discuss this matter.

You have the right to be accompanied by a trade union representative or work colleague should you so wish.  I enclose details of the information to be discussed at the interview.

Yours sincerely

APPENDIX 4 - SAMPLE LETTER:
REQUEST TO ATTEND A MEETING TO DETERMINE THE

EMPLOYEE’S MEDICAL CAPABILITY TO UNDERTAKE THE DUTIESOF THEIR CONTRACT

Dear

Meeting to Determine Medical Capability to Undertake Contractual Duties

I am writing to inform you that a meeting to determine your medical capability to undertake the duties of your Contract of Employment will be held on (DATE/TIME/VENUE).

I enclose the written evidence the Headteacher  will be presenting (and the names of any witnesses s/he will be bringing).

You have the right to provide your own medical evidence, if you so wish.  If you decide to do this could you please forward the evidence to the Headteacher (along with other written evidence if any) plus details of witnesses if you are bringing any.

The Governors have the power to dismiss you if they consider you medically incapable of fulfilling your Contract of Employment.

I enclose a copy of the procedure to be followed at the meeting.  You may be represented up to two trade union representatives or a work colleagues if you so wish.

Yours sincerely  

I understand that there will be a meeting of the governors on _____________________ at _____________________ to determine whether or not to dismiss me on the grounds of my medical capability to undertake the duties of my contract of employment. 

I do/do not wish to attend.

Signed ______________________

APPENDIX 5 - RECOMMENDED PROCEDURE FOR A MEETING TO

DETERMINE AN EMPLOYEE `S MEDICAL CAPABILITY TO

UNDERTAKE THE DUTIES OF HIS/HER CONTRACT OF

EMPLOYMENT

1.
The meeting will be held by three governors nominated by the Governing Body to undertake this function. 

2. 
Also present at the meeting will be:

The employee and up to 2 trade union representatives or work colleagues


The Headteacher (or the manager dealing with the case)

A Human Resources Adviser (and the Chief Education Officer Representative plus a representative from legal services if applicable)

Any witnesses, if applicable 

3. 
Whilst the meeting is an important meeting (i.e. to reach a decision on whether or not to dismiss the employee on the grounds of medical incapability), it should be handled as sensitively as possible bearing in mind the employee’s state of health.

The process is as follows:

    
Management present evidence and introduce witnesses if any 

     
Staff side question evidence (and witnesses)

     
Staff side present evidence and introduce witnesses if any 

     
Management question evidence (and witnesses)

     
Management sum up

     
Staff side sum up 

Governors may ask questions at any stage 

4. 
The governors will give their decision and explain the reasons for the               

of the decision. Alternatively they may decide that the member of staff will be informed of the decision and reasons later in writing.

5. 
If as a result of the meeting governors decide  to dismiss the employee,


the employee will have the right of appeal to the Appeals Committee of

the Governing Body. The appeal to be lodged within 28 days of the date of the written decision.

APPENDIX 6 - SAMPLE LETTER:

GOVERNORS RECOMMENDATION TO TERMINATE EMPLOYMENT

ON THE GROUNDS OF MEDICAL CAPABILITY

Dear  

The Governors met on ___________________ to determine your medical capability to undertake the duties of your Contract of Employment.  (You declined to attend the meeting.)

The Governors have recommended that your employment be terminated with the school on the grounds of your (permanent) ill-health, after considering medical advice from the Authority’s Senior Medical Officer.

They have also decided to grant you ______________ weeks pay (in lieu of) notice, payable from the date the Director of Education formally terminates your employment.

(Governors wish to express thanks to the employee for the years of hard work and service to the school and wish them well for the future.)

You have the right of appeal against the decision to the Appeals Committee of the Governing Body.  You may exercise this right in writing to the Clerk of Governors within the next 28 days.

Yours sincerely

I understand that the Governing Body has decided to dismiss me on the grounds of medical capability to undertake the duties of my contract.

I do/do not wish to appeal against this decision.

Signed _______________________

Date _________________________
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