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1. Preface 
 

Before adoption of these procedures Governing Bodies need to consider the Staffing 
Regulations 2003 (http://www.opsi.gov.uk/si/si2003/20031963.htm), which provide for initial 
dismissal decisions normally to be made by Headteachers.    In rare cases the application of 
the Absence Control Procedures can result in the consideration of an employee’s dismissal, 
therefore it needs to be determined at what level such decisions will be made.  Having 
consulted the regulations and made a decision as a Governing Body on the level of 
delegation to be given to the Headteacher on questions of recruitment and dismissal, this 
needs to be minuted. 
 
The dismissal procedure in Section 5 provides for the delegation of initial decisions to the 
Headteacher or for this to be retained by Governors.  In many schools it will be the 
Headteacher who conducts the absence control procedures with staff, particularly for smaller 
schools, in which case the Governing Body will find it more appropriate not to delegate the 
decision to dismiss. 

 
 

2. Short-Term Intermittent Sickness / Absence 
Procedure 

 
 
Introduction 
 
This policy and procedures associated apply to all staff at the school employed through the 
Governing Body.  The aim of this procedure is to provide the Authority/School with a fair and 
consistent means of dealing with employees identified, as having a sickness or absence 
problem through appropriate three monthly monitoring reports.  At all times appropriate 
Managers will need to ensure that all matters referred to in this procedure are handled 
sensitively and held confidential. 
 
The Authority/School is fully committed to the health and welfare of all employees and it is 
not the intention of this procedure to deter those who are genuinely sick from taking 
appropriate sick leave.  Management has a responsibility for the health and welfare of their 
employees while at work.  After any absence on approach from the manager, to ascertain 
recovery and explore any follow-up action, presents an informal opportunity to exercise 
interest in the welfare of employees. 
 
Three monthly monitoring reports will identify those employees with a level of absence which 
needs to be addressed.  

http://www.opsi.gov.uk/si/si2003/20031963.htm
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Formula for Determining Absence Level Points Score 

 
N = Number of days absent 
 
T = The number of separate incidences of absence (times) 
 
The suggested trigger for initiating Absence Control Procedure is 35 points.   
A score is reached by N x  T = in a 12 month rolling period 
E.g .  
 

1. Absences of 4 days, 2 days, 1 day 
 Number of days = 7   number of   
           incidences 3  
 7 x 3 = 21 
 

Therefore no absence monitoring 
interview unless there are other 
contextual reasons 

2. Absences of 4 days, 4 days, 4 days, 4  
           days  
 Number of days = 16    number of 
           incidences 4 
 16 x 4 = 64 
 

Absence monitoring interview triggered 

3. Absences of 1 day, 1 day, 1 day, 1 day, 1  
      day, 1  day      

Number of days = 6 number of incidences  
6   
6 x  6 = 36 

 

Absence monitoring interview triggered 

4. Absences of 1 day, 2 days, 7 days 
 Number of days = 10 number of incidences 
           3 
 10 x 3 = 30 
 
 

No interview triggered, unless there are 
contextual reasons for meeting 

 
It is not intended that a points total of less than 35 should be taken as indicating that an 
employee’s level of absence is wholly satisfactory.  The score of 35 is intended to be used as 
a guide and attaining a lower score may still mean there is room for further reduction of 
absence, depending on the causes and context. 
 
These absences will not normally include absences granted through the Leave of Absence 
Policy, but managers should be aware of the impact of a combination of both categories of 
absence  It is important that absences are correctly coded to ensure absences are dealt with 
appropriately 
 
Those employees identified by the three monthly report will be interviewed by the appropriate 
Manager.  Employees will have the opportunity for a trade union representative, friend or 
colleague to be in attendance at all interviews. 
 
The purpose of the interview may include and will be limited to:- 
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(a) discussing the individual's absence record; 
 
(b) clarifying the reason for the periods of absence, and ascertaining whether or not there 

are related reasons e.g. domestic problems, demands of the post, etc.  The following 
courses of action may be considered:- 

 
(i) inform the employee that no further measures will be implemented as the manager 

is satisfied with the explanation of the necessary for the absence; 
 

(ii) inform the employee that his/her absence may be monitored for the next three 
months; 

 
(iii) requiring, for a period of three months, the production of a NHS medical certificate 

from the first day of each period of sickness absence.  (Costs incurred will be 
reimbursed in full by the school). 

 
(iv) dependent upon the circumstances consideration should also be given to referring 

the employee to the County Council's Occupational Health Physician or Welfare 
Service.   

 
If there has been no significant improvement following the three monthly review, as soon as 
practically possible, a further counselling interview should be arranged.  Detailed guidance on 
the conduct counselling interview is provided on page 32, in the Advice and Guidance 
Section. 
 
Where relevant the purpose of this further interview will be to: 
 
(1) discuss with the employee his/her absence record; 
 
(2) ascertain what steps the employee has taken to improve his/her attendance; 
 
(3) consider current available medical and welfare information.  If the employee's absence 

record suggests that a report from the Occupational Health Physician or Welfare 
Officer is warranted, suspend the interview and refer the employee.  Where an 
employee refuses to undergo further medical examination he/she should be advised 
that a decision may be taken on the information already available; 

 
(4) reinforce the expectation regarding attendance at work and the operational effects of 

the absence. 
 
(5) At this stage management is required to make a decision on the basis of the above:- 
 

(a) whether there is a genuine ill-health reason for the absences or whether this 
constitutes incapability at this stage (including whether adjustments under 
Disability Discrimination Act (DDA) should be made); or 
 

(b) whether the possibility of redeployment (in school) should be considered 

 
(c) whether the absences are not genuine and disciplinary action may be 

appropriate; 
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(d) if none of the above are clear, consideration should be given to a further review 
period. 

 
After the second review period the employee will transfer to Step 3 of the procedure for 
dealing with Long-term Absence, and  
 
In dealing with matters referred to in this procedure, appropriate Managers should refer as 
necessary to the Advice, Guidance and Information for Managers/Governors section of this 
document.  If there are any queries about the application of this procedure please contact the 
Children and Younger Adults Department HR Service.     
 
The Leave of Absence Policy outlines the circumstances in which leave of absence, with and 
without pay, may be granted to all employees. 
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Please see page 61 for flowchart entitled  
Short-Term Intermittent Sickness Absence 
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4. LONG-TERM ABSENCE WITH SICKNESS  
 
Introduction and Considerations 

 
Employees are sometimes off work for significant periods of time due to ill health.  The 
procedures outlined in the Absence Control Management Guidelines and this Appendix are 
intended to enable a school to address these situations in a supportive way while recognising 
they cannot be prolonged indefinitely.  Following a period of support and review the 
Governors may feel they wish to consider dismissing an employee on the grounds of ill -
health capability.  There may be a number of reasons for this, including the need to attract a 
permanent replacement and minimise ongoing disruption to classes.  While there are no 
specific rules about the length of time that should elapse before Governors consider 
dismissal on the grounds of ill-health capability, the key consideration is whether, in the 
circumstances, the Governors could reasonably be expected to wait any longer.  Governors 
should note they do not have to wait until any sick pay entitlement has been exhausted, to 
consider dismissal.  It must also be emphasised that dismissal is not obligatory once any sick 
pay entitlement has been exhausted. In any case the Absence Control Management 
Guidelines indicate that dismissal on grounds of ill-health, following a long-term absence 
would only take place before the expiry of sick pay where there is a clear diagnosis that 
sufficient improvement for a sustained return to work will not occur within the foreseeable 
future.  Paid sickness leave is intended to provide for a period of recovery.   
 
Governors need to be aware that when dealing with possible problems relating to absence 
due to the ill-health of an employee they must have regard to their obligations under the 
Disability and Discrimination Act of 1995 and 2005.  The Acts place a duty on LAs and 
Governing Bodies not to discriminate against current employees on grounds of disability.  To 
enable a disabled person to do their job, Governing Bodies may have to make reasonable 
adjustments to employment arrangements on their premises.  The definition of disability 
under the Acts includes people with progressive conditions such as cancer, multiple sclerosis 
and HIV infection.  All of these could lead to long-term absence on the part of staff.  
Governing Bodies may have to make reasonable adjustments to their employment 
arrangements or premises if substantial disadvantage to a disabled person exists.  
Governors can seek advice from the CAYA HR Service.  Guidance on managing disability in 
schools and promoting disability equality is available on teachernet. 
(http://www.teachernet.gov.uk/wholeschool/disability/disabilityandthedda/).   
 
Dismissal on any grounds will have a significant effect on the individual concerned, not least 
of which is potential future employment in a similar capacity.  It is therefore important that all 
options are explored and governors give serious consideration as to the appropriateness and 
consequences of their actions relating to long-term sickness.  Advice should be sought from 
the Strategic Director for Children and Younger Adults, or representative, in all cases.  
Governors should be aware that individual employees may take their cases to Employment 
Tribunal and where the advice of the Strategic Director Children and Younger Adults has not 
been sought or followed, the Authority may not be able to support a Governing Body.  In such 
circumstances, any costs agreed by the Tribunal may fall to the individual school. 
 
All employees may wish to be represented by a Trade Union or Professional Association 
representative, or friend, at any or all stages of the procedure.  Employees should be advised 

http://www.teachernet.gov.uk/wholeschool/disability/disabilityandthedda/
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to contact their representative and be made aware of their right of representation, should 
dismissal be a consideration. 
 
There are a number of factors Governors must take into account when considering whether 
dismissal on grounds of ill-health capability is appropriate.  These include:- 
 
a) The nature, length and effect of the illness or disability. 
 
b) The employee’s past and likely future length of service with the   organisation. 
 
c) The importance of the job and the feasibility of employing a temporary replacement. 
 
d) The effect continued absence or illness is having or might have on pupils’ education 

and attainment and the effect on other employees. 
 
e) The general effect on the organisation. 
 
f) Whether sick pay is being provided, although it would be unfair to dismiss only 

because the sick pay entitlement has expired. 
 
Governors must also ensure that there has been:- 
 
i) A fair review by the employer of the employee’s attendance record, prognosis and 

potential return to duties. 
 
ii) An opportunity for the employee to make representations. 
 
iii) Appropriate warnings of potential outcomes, including dismissal on grounds of  ill-

health capability, if there have been no significant changes in circumstances or the 
situation. 

 
Governors should be aware that ACAS recommends that employers give careful 
consideration to the following factors, especially as they may have to satisfy an employment 
tribunal as to the fairness of their decision:- 
 
1. The extent to which the school has been disrupted organisationally, educationally and 

financially by the long-term absence.  Whether there is an immediate crisis or whether 
the school could continue for some time without a replacement, with temporary staff or 
some re-organisation,  

 
2. The opinion of the employee's general practitioner and the Authority’s Occupational 

Health Physician, as to if and when a return to work may be possible or probable and 
whether a full recovery is likely, or a return to the same work is inadvisable or 
impracticable. 

 
3. Whether or not the employee could return if some assistance were provided. 
 
4. Whether re-organisation or redefinition of duties would achieve an earlier return to 

work. 
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5. Whether alternative, reduced duties or less stressful work is available, with re-training 
if necessary. 

 
6. Could rearrangement of duties within the staffing establishment produce a more 

suitable job? 
 
7. The length of time the member of staff has been employed by the Authority? 
 
8. Is early retirement, perhaps with an enhanced pension or an ex-gratia payment 

available and been considered by the Governors and employee?  In the case of 
teachers, whether an application has been submitted and decided by the Teachers’ 
Pension Agency. 

 
9. Have all possibilities been discussed with the employee and his or her representative? 
 
Ofsted Inspections occasionally identify a school as requiring Special Measures or serve 
them with a Notice to Improve.  Also, the Local Authority may have concerns about a school.  
In these circumstances particular regard will be given to the impact absences have on the 
Governors’ and Local Authority’s strategy for improving standards at the school.  If the 
continued absence of an employee is potentially impairing the ability of the Governing Body 
and the Local Authority to remove the school from the Causing Concern category, the priority 
given to any effect on pupils’ education and on other employers, over other factors, is likely to 
be increased.   
 
It is important that appropriate documentation is kept at all stages of the procedure, 
particularly the agreed outcomes of all meetings.  The agreed outcomes of all review 
meetings will be communicated, in writing, to the employee as soon as practicable after the 
review meeting. 
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Long-term Sickness Absence and Persistent Short-
term Intermittent Sickness Absence 

 
 
It is implicit within these procedures that the Governing Body will, in consultation and 
cooperation with the LA, do all it can to support any member of staff who is absent due to ill 
health.   
 
Persistent Intermittent Sickness Absence 
 

Where the process for addressing short-term intermittent absences has been applied to a 
member of staff for two review periods there will be a transfer to Step 3 of the procedure, 
which is also utilised for addressing long-term absence. 
 
This will follow consideration of the appropriateness of the other options detailed in the 
procedure for addressing short-term intermittent absences and determining that they are 
inappropriate or have not resulted in sufficient improvement in attendance.  (As detailed 
starting on P35  Advice, Guidance and Information Section). 
 
The minimum period between the step meetings will be 2 months, instead of the one month 
for long-term absence, and the priority of each meeting will be to identify and initiate practical 
steps to support the employee’s sustained attendance and to set expectations for 
improvement. 
 
If, therefore, the relevant level of improvement in attendance is not met, and this is not the 
result of particular extenuating circumstances, then the procedure will move to the next step.   
 
Long-term Absence Procedure 
 
Also the Governing Body will take, as far as is practicable, reasonable measures to assist a 
return to work at the earliest opportunity.  In this respect progress from one step to the next is 
not seen as automatic.  The first priority of each step is to agree an expected date for return 
and an appropriate work schedule. The Governing Body will, however, also be mindful of its 
responsibilities and obligations to pupils and other staff as well as its duty to ensure the 
effective and efficient management of the school.  If, therefore, an expected date for return 
and appropriate work schedule is not agreed the procedure will move to the next step. 
 
 
STEP 1 
(Refer to 
Absence Control 
Guidelines)  

Absence of 1 month identified: 
 

 Informal contact with employee. 

 Assessment of situation. 

 If work related issues may be 
contributing to absence early meeting 
to discuss may be appropriate. 

 If employee may be suffering from 
stress or mental health condition 
early referral to Employee Welfare 
Service should be considered. 

 

 
 
 

 
Agree expected 
date for return and 
appropriate work 
schedule. 
 
No further action 
unless 
circumstances 
change.  
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If an expected date of return is not 
agreed or met: 
 
Agree further assessment in one month. 
 

 
 
 

 
 

First Review Period 

 
 

                                                                     

STEP 2 

(Refer to 
Absence Control 
Guidelines) 

Absence of  2 months: 

 

 Informal contact with employee. 

 Assessment of situation. 
 

 

 
 
 

 
Agree expected 
date for return and 
appropriate work 
schedule. 
 
No further action 
unless 
circumstances 
change. 

 
If an expected date of return is not 
agreed or met: 
 

 Agree further assessment in one 
month. 

 Other agreed action may include: 
i)  Referral to Employee Welfare   
      Service. 
ii)  Possible referral for In-Service    
     Medical  Examination.  

 

  
 
 

Second Review Period 
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Any transfer from short-term intermittent absence will take place at this step. 
 

STEP 3 
(Refer to Absence 
Control 
Guidelines) 

Continued absence of at least 3 months, OR 
transfer from short-term intermittent absence 
procedure:          
 

 First formal meeting of the Headteacher or 
relevant SLT member with the employee 
and/or their representative, to discuss 
contents of medical and/or other reports.  A 
representative of  the Governing Body 
and/or the LA may also be invited. 

 Assessment of situation.  

 
 
 

 
 
Agree expected 
date for return and 
appropriate work 
schedule. 
 
No further action 
unless 
circumstances 
change.  

> If an expected date of return is not agreed 
or met (for those with continuous absence),  
OR 

> where pattern of persistent intermittent 
absence has not sufficiently improved: 

 

 Agree further assessment in at least one 
month or other appropriate time (2 
months for intermittent absence). 

 Other agreed action may include: 
i) Agree appropriate programme of 

support for timetabled improvement 
and anticipated return to work,  
or for sustaining of attendance, 

     set target level of attendance to be   
achieved. 

ii) If appropriate, suspend from duties 
pending full medical clearance. 

iii) Arrange a further employee welfare 
service contact/visit and/or medical 
reports (Occupational Health 
Physician and General Practitioner). 

iv) Consideration of ill health retirement. 
 
Letter warning that failure to attain/maintain 
the required level of attendance may lead to 
consideration by the Headteacher/Governing 
Body of whether the employee’s continued 
employment at the school can be sustained. 

                
 
 

Third Review Period 
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STEP 4 Continued Absence at least one month since step 
3 meeting, OR for persistent intermittent absence, 
minimum 2 months since Step 3 meeting.    
  

 Second formal meeting of the Headteacher or 
relevant SLT member with employee, and/or 
their representative, and a representative of  
the LA.  A representative of the Governing 
Body may also be invited. 

 Assessment of situation. 
 

 Agreed expected 
date for return and 
appropriate work 
schedule. 
 
No further action 
unless 
circumstances 
change. 

 
> If an expected date of return is not agreed 

or met (for long-term continuous absence) 
OR 

> where pattern of intermittent absence has 
not sufficiently improved: 

 Agree further assessment in at least one 
month  (2 months for intermittent 

absences) or  

 Other agreed action may include: 
i) Agree appropriate programme of   

support for timetabled improvement 
and anticipated return to work,  
or, for sustaining of attendance,  
set target level of attendance to be 
achieved.  

ii) If appropriate, suspend from duties 
pending full medical clearance. 

iii) Arrange a further employee welfare 
service contact/visit and/or medical 
reports (Occupational Health 
Physician and General Practitioner) 

iv) Consideration of ill health retirement. 
v) Issue formal warning letter.  

                                  

  
 
 

Fourth  Review Period 
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STEP 5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued absence of at least one month since 
step 4 meeting,  
OR  
where a pattern of persistent intermittent absence 
has not sufficiently improved, a minimum of 2 
months since Step 4 meeting.                                 

 Further formal meeting* of the Headteacher or 
relevant SLT member with employee, and/or 
their representative, and a representative of the 
LA.  A representative of the Governing Body 
may also be invited. 

 Assessment of situation. 
                                        

 Agree expected 
date for return and 
appropriate work 
schedule 
 
No further action 
unless 
circumstances 
change. 
 
. 

 
> If an expected date of return is not agreed or 

met (for long-term continuous absence)  
     OR  

> where pattern of intermittent absence has not 
significantly improved: 

 Agree further assessment in at least one 
month (2 months for intermittent absences) 
or other appropriate time. 

 Other agreed action may include: 
i) Agree appropriate programme of support 

for timetabled improvement and 
anticipated return to work  
or for sustaining of attendance,  
set target level of attendance to be 
achieved. 

ii) If appropriate, suspend from duties 
pending full medical clearance. 

iii) Arrange a further employee welfare 
service contact/visit and/or medical 
reports (Occupational Health Physician 
and General Practitioner). 

iv) Consideration of ill health retirement. 
v) Issue formal warning letter. 
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*If a formal warning was issued at the previous 
review this may be a final formal meeting of the 
Headteacher with the employee, their 
representative, and representative of the LA. A 
representative of the Governing Body may also be 
invited.  In these circumstances if the absence 
continues, or an acceptable level of attendance is 
not maintained (intermittent absence cases), a 
further assessment period may not be set and the 
employee may be issued with a further (final) 
warning letter. 
 
They may be informed that the situation may be 
referred  
 
a) to the Headteacher, where an SLT member 

has conducted the procedure to date. 
b) To the Governing Body, where the 

Headteacher has conducted the procedure. 
 

  
 

Fifth Review Period 
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STEP 6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a)    Where a member of the Senior Leadership 
team, other than the Headteacher, has been 
conducting the procedure to this point the SLT 
member will arrange a minuted meeting with 
the Headteacher and formally ask for a 
decision on the options (i) or (ii) below. 

 
b)    Where the Headteacher has conducted the 

application of the procedure so far he/she will 
consult with the Governing Body to determine 
option (i) or (ii). 

 
Please see page 20 for advice on the conduct of 
the consultation  

a) by the SLT member with the Headteacher, 
or 

b) by the Headteacher with the Governing 
Body. 

 

The options to consider are: 
 

i) Further Review period.  (Repeat Step 5). 
ii) Potential dismissal on grounds of Ill Health 

Capability. 
 
Advice should be sought from the Strategic 
Director, Children and Younger Adults Department 
or representative as to the appropriate course of 
action in the circumstances in all cases. 

         

 
If the employee is an accredited TU Representative it is necessary to discuss/inform the full-
time district or area official before action is taken.  

 

5. Dismissal Procedures 
 
Where the case is referred for consideration of potential dismissal an agreed dismissal, 
procedure will be followed and will include: 
 
1. Delegation of the responsibility for hearing the case to:- 
 

(a) the Headteacher to make the initial decision, if the procedure so far has been 
conducted by another SLT member.  It is advised that even where the Governing 
Body has decided the Headteacher will make this decision at least one Governor is 
included in the process, if dismissal is a likely outcome, as allowed by the Staffing 
Regulations 2003 
  http://www.uk-legislation.hmso.gov.uk/si/si2003/20031963.htm.  

 
 
 
 (b) a Governors’ Committee, where the Headteacher has conducted the procedure to 

this point.  The Committee should not include any governor who has been  
involved in any previous stage of the procedure. 

 

http://www.uk-legislation.hmso.gov.uk/si/si2003/20031963.htm
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 At least ten working days’ notice will be given for the hearing and documentary 
evidence will be provided at that time, or at least five working days before the hearing. 

  
 The Headteacher/SLT member or nominated representative will present the case. 
 
 The employee and their representative will have the opportunity to ask questions.  The 

Headteacher/Committee will have the opportunity to ask questions. 
 
 The employee and/or representative will present their response. 
 
 The  SLT member/Headteacher or nominated representative will have the opportunity 

to ask questions.  The Headteacher/Committee will have the opportunity to ask 
questions. 

 
 The SLT member/Headteacher or nominated representative will sum up. 
 
 The employee and/or representative will sum up. 
 
 The person presenting the case, the employee and representative will withdraw. 
 
 The Headteacher/Committee will consider all the evidence and decide the outcome.  

The options will be: 
 

i) A further review period with any appropriate warning (repeat stage 5) 
 
ii) Dismissal. 

 
 The outcome of the hearing and their right of appeal will be communicated to the 

employee within twenty four hours. 
 
2. The Right of Appeal to remaining Governors. 
 
 The appeal will be heard by governors who were not members of the Governors’ 

Committee and who have not been involved in any previous stages of the procedure.  
At least five working days’ notice, or by mutual agreement, will be given for the appeal 
and all documentary evidence will be provided at that time.  The employee must lodge 
an appeal within ten working days of receiving written notice of the outcome of the 
initial hearing and detail the grounds of the appeal. 

 
 The Governors will consider all the evidence and decide the outcome of the appeal.  

The options will be: 
 

i) To uphold the appeal and advise on a further review period with any 
appropriate warning. 

 
ii) Not to uphold the appeal and uphold the decision to dismiss the employee. 

 
The decision of the appeal to governors will be final and communicated in writing to 
the employee within twenty-four hours. 
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If the decision is not to uphold the appeal, and agreed that the employee be 
dismissed,  the governors will inform the LA within twenty-four hours. 

 
  
3. An appropriate notice period. 
 
 The LA will dismiss the employee on the grounds of Ill-Health Capability, with an 

appropriate notice period, within 14 days. 
 
The advice of the Strategic Director Children and Younger Adults or representative will 
be provided at all stages of the dismissal procedure. 
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Guidance for Headteacher on Consultation with the Governing Body and the 
Dismissal Procedure  
 

In supporting the Headteacher the HR Officer will provide: 
 

 All standard letters required 

 Draft timetable included on page 23 

 Documentary evidence –advice on Statement of Case plus notes of the formal meetings, 
medical reports and timeline of events 

 Support to the Headteacher in presenting the case. 
 
In addition another member of CAYA HR team will be present to represent the Strategic 
Director, at both the hearing and appeal, to advise the Headteacher/Governors. 
 
All hearings held as part of this process should be minuted.  Governors need to make 
arrangements for a suitable person to be available to clerk these hearings. 
 
Consultation with the Governing Body 

 
a)  The consultation with the Headteacher by the SLT member must be at a formal minuted 

meeting.   
 
b)  The consultation with Governors needs to take place at a full meeting of the Governing 

Body.   
 
The Headteacher/Governing Body should be informed by the SLT member/Headteacher of 
no more information than: 
 

 An employee (the person should normally remain anonymous) has been absent since 
DATE due to illness. 

 Step 5 of the Procedure for Dealing with Long-term Sickness and Ill-Health Capability has 
been reached without a date for a return to work being identified and appropriate 
warnings have been issued. 

 The employee has received support from the Welfare Service as outlined in the procedure 
and reports from the Occupational Health Department obtained. 

 

The options for the Headteacher/Governing Body to consider are: 
 

 Refer back for a further review period.  Repeat Step 5. 

 Referral for consideration of potential dismissal on grounds of Ill-health Capability. 
 
The SLT member/Headteacher should clarify that in referring the case to the Governing Body 
for a decision, their view is that there is no indication resolution to the absence will be 
reached in the predictable future and the impact of the absences on the functions of the 
organisation is of significant detriment. 
 
 
 
If the decision taken is potential dismissal, either :-  
 

a) the SLT member will prepare the case to be determined initially by the Headteacher or 
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b) the Headteacher will present the case and the responsibility will be delegated to a 
Governors’ Committee.  The Committee should not include any governor involved in a 
previous stage of the procedure (other than attendance at the full Governors’ 
Meeting). 

 
Please ensure that nominated Governors are available for the Hearing, as specified on the 
timetable. 
 
Ill-Health Capability/Dismissal Hearing – Headteacher or Governors’ Committee 
 
Where this is heard by a Governors’ Committee, the Chair of this meeting will also need to be 
available for the potential Appeal Hearing (date on timetable). 
 
The letter (model available) to the employee informing them of the meeting should: 
 

 Give 10 clear working days’ notice of the meeting. 

 Have a copy of the draft timetable enclosed 

 Have the documentary evidence enclosed (alternatively this can be forwarded separately, 
but no later than 5 working days before the meeting) 

 Be signed by the SLT member/Headteacher  
 
The Headteacher/Governors on the first Committee should be sent: 
 

 The Procedure Dealing with  Long-term Sickness and Ill Health Capability 

 Documentary evidence and Statement of Case 

 A copy of the letter to the employee. 
 
Please note that if the decision is taken to dismiss, the Chair of the Governors’ Committee 
will need to be available to sign the appropriate letter the day following the hearing. 
 
Appeal Hearing 

 
In the event of the employee appealing against the initial decision, no Governor hearing the 
appeal should have been involved in a previous stage of the process (other than attending 
the full Governors’ meeting).   
 
All remaining available Governors (excluding those involved in the formal meetings or original 
hearing) should hear the appeal.  (A decision may be taken that staff governors will not be 
included, if the Governing Body determine this is appropriate). There should be at least the 
same number as for the first Committee and preferably more. 
 
The Headteacher/Chair of the first Committee also needs to attend the hearing in order to 
respond to any relevant questions.   
 
 
Governors hearing the appeal should be sent: 
 

 The procedure for dealing with Long-term Absence. 

 Documentary evidence 

 A copy of the letter to the employee 

 Employee’s statement of case (if available and with the employee’s agreement). 
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 Minutes of the First Hearing. 
 
The Chair of the Appeal Committee will need to be available the day following the appeal 
hearing to sign the appropriate letter. 
 
The order of business in the appeal hearing may begin with the appellant stating their case, 
rather than the Headteacher, depending on the grounds of the appeal. 
 



 

23 

 

Draft 
 
Employee’s Name 
 
School 
 
Capability Timetable (Appendix __) 

 

 
    Date    Action  

 
 
1   Notification of Hearing     Headteacher 
 
 
2   Capability Hearing Headteacher or 1st Committee – this 

may be the Personnel Sub-Committee 
     
 
    
3   Outcome of Meeting      Chair of 1st  
     Notified       Headteacher Sub-Committee 
 
 
     If required 
6  Appeal Lodged         Employee/Representative 
 
 
7  Appeal Hearing        Committee of Governors  
  
 
        
8  Outcome of Appeal     Chair of Governors 
    Notified 
 
   If required 
9  Notice issued       LA 
 
 
10 Dismissal      
  


