SUPPORTING ATTENDANCE AT WORK – MANAGER’S TOOKIT

STANDARD TEMPLATE LETTERS

Standard Template 11 

Outcome of Capability Assessment Meeting (dismissal)
Ref: [insert employee number]

Date [insert date]

Strictly Private & Confidential: 

To be opened by Addressee only

[insert name & address]

Dear [insert name]

CONFIRMATION OF DISMISSAL ON THE GROUNDS OF UNSUSTAINABLE ABSENCE
JOB TITLE: [insert job title for ALL employees posts the absence is referring to]
I refer to the Capability Assessment Meeting held on [insert date].  Due to Government health restrictions in response to the COVID19 pandemic, this meeting was conducted by video/telephone (delete as appropriate) conferencing. You were accompanied by [insert name]/you confirmed that you were happy not to be accompanied. (delete as appropriate) Also present were [insert names & titles of others who were in attendance] 
The meeting was arranged to discuss:

· your absence record over the previous 12 months rolling period\your continuing absence since [insert date] due to [insert reason(s)] (delete as appropriate)
· your full absence record during your employment with the Council

· the content of the medical report received following your appointment with the council’s Occupational Health Adviser 
· the continuation of your employment with the Council and any evidence which you wished to present which was relevant to the consideration of this
We discussed how you were feeling and you advised [insert summary of discussion]

The reports from Occupational Health were discussed and I confirmed that the medical report advised that your absence is due to an underlying health condition\is not the result of an underlying health condition (delete as appropriate).

In addition, we discussed the advice received from Occupational Health in relation to any adjustments/supports that could be offered to support your return to work/attendance at work (delete as appropriate) and you advised [insert details discussed].
I asked if there was any additional information that you wished to be considered in relation to your absence(s) and you advised that [insert summary of discussion]
Having considered your level of sickness absence, the Occupational Health reports, and your comments, I advised that the Council could not continue to sustain your current level of sickness absence. Therefore, I confirmed that your employment with the Council would be terminated on the grounds of unsustainable levels of absence effective from [insert date of meeting]
You will receive [insert weeks] pay in lieu of notice and will receive payment for any outstanding annual leave.
As discussed you have the right to appeal against your dismissal to the Council’s Appeals Committee. Should you wish to exercise this right you should submit your appeal in writing to the Head of Corporate Services, West Lothian Civic Centre, Howden South Road, Livingston, West Lothian, EH54 6FF within 10 working days of this letter.

Yours sincerely
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