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Outcome of Short-term sickness final hearing letter

Private and Confidential
Name

Email:

Date 

Dear <Employee Name>, 

Re: Outcome of Short -Term Sickness Hearing

I write to [*confirm/advise of] the outcome of the short-term sickness absence hearing that you attended on <insert date>.

The hearing was held in accordance with the Sickness Absence Policy. The Panel comprised of <names/title/departments>. *<Specify names/designations of any others present and their reason for attendance, depending on the circumstances of the case e.g. HR Support, note-taker>. 

Having been invited to bring a companion, i.e. a trade union representative or a work colleague to the hearing you [*choose not to do so/were accompanied by <insert name and role e.g. colleague/trade union representative/friend>]. 

Consideration

Insert a paragraph summarising the main points of discussion at the hearing and factors considered by the panel in reaching their decision. This should include:

· the nature of the attendance/ill health issue, 
· extent of the absence 
· the actions and reasonable adjustments/support which have been considered/implemented and their impact on addressing the issue, 
· the occupational health advice received 
· any other potential reasonable interventions or support to enable their retention if any.
Also summarise the employee’s own case and whether they put forward any special circumstances/information/options that required further consideration and the outcome of this consideration. 

Decision

Having considered the full circumstances of the case the panel decided 

· [*to defer the hearing pending the provision of further medical information] 
· [* that further consideration should be undertaken in relation to redeployment]
·  [*<detail any other specific options agreed>] 
· [*that having explored all possible options, it was concluded that the level of absence has reached an unsustainable level.  Therefore, with regret it was concluded that there was no alternative but to terminate your employment on the basis of capability due to ill health]. 
NOTE: For outcomes other than dismissal due to capability please detail what action was agreed and the plans associated with their implementation, including for example: responsibilities/timeframes/review periods, etc.

[For cases where redeployment is proposed

After discussing the various options, it was agreed that redeployment would be pursued.  Occupational Health confirmed that the following type of role would be suitable should a vacancy become available <insert any details of the type of role or working pattern that would be suitable>. It was explained that if you were redeployed into a post lower than your current salary then your pay would not be protected.  

It was explained that the meeting on <insert date> also represented the start of the redeployment period, which will last for a period of <insert contractual notice period > weeks until <insert last date of contractual notice period>.    

Over the next <insert contractual notice period > weeks you will be advised of any vacancies within the Church. If you meet the minimum criteria for a post the vacancy will then be held and the recruitment process suspended unless interviews have already been arranged and shortlisted candidates informed. In such circumstances you will be considered on the same terms as other shortlisted applicants.  An informal interview will then take place involving the receiving line manager and yourself.  The purpose of the interview is to ensure that you meet the minimum criteria of the job.  If following an informal interview, you are found to meet the minimum criteria then an offer of alternative employment will be made, subject to a four-week trial period.

It was explained to you at the meeting, that you were also being issued with notice to terminate you contract on the ground of capability due to ill-health with effect from <insert date> and you contract will be terminated on <insert date- end of contractual notice period> if it is not possible to redeploy you by the end of the <insert contractual notice period > week redeployment period.

[For dismissal cases only]

I am therefore giving formal notice that your contract of employment will terminate on <insert date> [*at the end of your [number of weeks] notice period.  You have <insert number> days accrued annual leave. This outstanding leave will be paid to you as part of your final salary payment. 

Appeal [only to be inserted when dismissing on grounds of capability]
You have the right of appeal against this decision.  Any appeal should be sent to the Human Resources department at the following address within 10 working days or to humanresources@bristoldiocese.org : 
 
Human Resources 
Diocese of Bristol
First Floor Hillside House
1500 Parkway North
Stoke Gifford
Bristol, BS34 8TU

If you wish to appeal it will be your responsibility to state your case and bring to the attention of the Panel all relevant documentary evidence that should be considered. The decision of an appeal panel is final.  

[For dismissal cases only]
Insert a paragraph as relevant to the circumstances of the case, seeking to close on a constructive/positive note e.g. thanking them for their dedicated service to the Church, wishing them all the very best for their future etc. 

Yours sincerely


Line Managers Name 
Line Managers Title 

CC	HR	

Enc: 	Appeal Policy
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