
SUPPORTING ATTENDANCE AT WORK – MANAGER’S TOOKIT

STANDARD TEMPLATE LETTERS

Standard Template 5
Instruction to attend a Capability Assessment Meeting (continuous and intermittent)
Ref: [insert employee number]

Date [insert date]

Strictly Private & Confidential: 

To be opened by Addressee only

[insert name & address]

Dear [insert name]

CAPABILITY ASSESSMENT MEETING

JOB TITLE: [insert job title for ALL employees posts the absence is referring to]
I refer to the sickness Stage 2 meeting held on [insert date].  Since this meeting, your absence levels have reached the corporate action trigger points and a subsequent Review Panel was convened on [insert date].  The conclusion of this Review Panel meeting is that in accordance with the Supporting Attendance at Work Policy you are required to attend a Capability Absence Meeting
The purpose of the meeting is to discuss:

· Your absence record over the previous 12 months/Your continuous absence since [enter absence start date] due to [enter absence reason] (delete as appropriate)
· Your full record of your absence during your employment with the council a copy of which is enclosed
· 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 you wish to present which is relevant to the consideration of this

· any interventions the service may be able to offer you to assist in improving your attendance and sustaining your continued employment with the council, subject to the ability of the service being able to accommodate 

For conducting in person select the following paragraphs 
This Capability Assessment Meeting will be held on (date) at (time) at (location).  It is important that you are able to attend this meeting, however should you be unavailable please contact myself asap on xx to discuss further.

You are entitled to be accompanied at this meeting by a trade union official or some other person of your choice. 

For conducting using MS Teams select the following paragraphs 

This Capability Assessment Meeting will be conducted by MS Teams which is accessible through an internet link or by telephone, details of which are below.  You do not need a MS Teams account or download the app to access this.

You are required to be available on {date and time}.  To access this meeting please click the link below or type the details into your URL on your web browser.

(enter MS Teams link)

To access MS Teams by telephone call (enter telephone number) and when prompted enter the following code in your keypad (enter code).

You entitled to be accompanied to this meeting by a trade union official or some other person of your choice.  They can access this meeting using either or the methods listed above.

It is important that you make yourself available to attend this meeting.  However, should you be unavailable at this date and/or time, or you require further information/support, please contact me as soon as possible on [insert telephone number] to discuss further.

For conducting using IPT telephones and Council mobile select the following paragraphs
This Capability Assessment Meeting will be conducted by telephone conference call.  

You are required to be available on (date and time).  I will call you on (enter telephone number) at this time to conduct the interview, it is important that you are available to take my call.

You are entitled to be accompanied to this meeting by a trade union official or some other person if your choice.  If you wish to accompanied, please provided me with the telephone number of this person and ask they are available at the date and times quoted above.  I need this number to facilitate a conference call so therefore it is important that you provide that in advance of the meeting.

It is important that you make yourself available to take this call.  However, should you be unavailable at this time, or the telephone number quoted above is inaccessible, or you require further information/support please contact me as soon as possible on [insert telephone number] to discuss further.

Select one of the three options above as appropriate and delete the relevant alternative option paragraphs
During this meeting, in-depth discussions will take place about all available option and it is very important that you are aware that one of the potential outcomes of those deliberations could result in the termination of your employment with the Council. 

It is important however, that you are aware this is not a disciplinary hearing.  

Yours sincerely
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