MODEL LETTER 8

Invitation to Hearing with the Head Teacher/Staff Dismissal Committee
Private and Confidential

[Name]

[Address]

[Date]

Dear

Re:
Sickness Absence Hearing

For Short-term Sickness Absence

Following our meeting of [insert date] when I issued you with a second notification of concern under the school’s Attendance Management Procedure I am writing to inform you that as your sickness absence has remained above the trigger level or you have had further sickness absence (delete as appropriate) you are required to attend a meeting with the head teacher/governors of the Staff Dismissal Committee (delete as appropriate).

OR

For Long-term Sickness Absence

Following our meeting of [insert date] when we discussed your health.  I warned you that in view of the length of time you have been absent and under the school’s Attendance Management Procedure the head teacher/Staff Dismissal Committee (delete as appropriate) may wish to consider your capability to undertake your duties as a [insert position] in school.  

This meeting has now been arranged and will be held on [insert date] at [insert time] at [insert venue].  Specifically the meeting will consider your sickness absence record and your future employment.  I must warn you that the outcome of the meeting could result in your dismissal from your post as [insert position].

Attached for your information are copies of the documentation that will be considered at the hearing.  If there is any documentation that you would like to submit to the head teacher/Staff Dismissal Committee (delete as appropriate) will you please let me have this by [insert date] so that I can circulate copies.

You have the right to be represented at the meeting by your trade union representative or work colleague.

Yours sincerely

Senior Management Team/Head Teacher (delete as appropriate)
