Format for a ‘Stage 3’ meeting/Final Long Term Sickness meeting 

The hearing must be conducted impartially. The manager conducting the hearing must ensure that the employee is given every opportunity to state his or her case and that, only facts relevant to the case are considered. The conduct of the hearing will be as follows:
· Welcome and introductions. 
· Confirm with the employee that they have received the letter notifying them of the hearing and the associated documentation. Also confirm if the panel received any information/evidence from the employee.
· Confirm with the employee that they understand that this hearing is being held in line with the DBF Absence Management Policy and advise that one potential outcome of the hearing could be dismissal due to capability as a result of ill health.
· Advise that all parties can request a comfort break/ adjournment and any requests should be directed at the Chair.
· Clarify the format of the meeting. 
· The manager will outline the case, including: The nature of the attendance/ill health issue, impact of absences, the actions/support already implemented/considered, the improvements required, the medical evidence.
· The panel will ask any questions in relation to the case presented.
· The employee will be given the opportunity to ask any questions in relation to the case presented.
· The employee will then be invited to state his/her case.
· The panel will ask any questions in relation to the case presented.
· The manager will be given the opportunity to ask any questions in relation to the case presented.
· The manager to be given an opportunity to make a closing statement.
· The employee to be given an opportunity to make a closing statement.
· Ask if the manager and employee has any additional information they would like to add, not already previously raised at the hearing.
· Meeting adjourned to consider the case.
· If the panel is unable to make a decision as further information/time is required, inform the employee as to when they can expect written notification of the decision (or if further action was deemed necessary what this would entail).
· When closing the hearing, ensuring that everyone understands what is going to happen.
· Panel makes a decision. 
· Advise that the outcome of the hearing will be confirmed in writing.
· If applicable employee should be offered a right of appeal and details of whom any such appeal should be addressed. 










