MODEL LETTER 9

Result of Hearing with the Head Teacher/Staff Dismissal Committee
Private and Confidential

[Name]

[Address]

[Date]

Dear

Re
Sickness Absence Hearing

I refer to the meeting with myself/the Staff Dismissal Committee (delete as appropriate) arranged under the school’s Attendance Management Procedure on [insert date] in the presence of [insert attendees].  The meeting was to discuss your proposed capability dismissal.

[Insert details of discussion and any points put forward by the employee or his/her representative.]
I/The Staff Dismissal Committee (delete as appropriate) considered all the information presented at the meeting and the current medical advice from the school’s Occupational Health advisor.

I am writing to confirm that it was my decision/the decision of the Staff Dismissal Committee (delete as appropriate) to terminate your contract of employment on the grounds of your capability to undertake your duties as a [insert position] at this school due to your absence(s).

My reasons are [insert reasons for dismissal].

I will/I am asking the Head Teacher (delete as appropriate) to notify the LA to terminate your employment on the grounds of capability.

If you wish to appeal against this decision you may do so in writing to me at the above address within ten working days of receipt of this letter stating briefly the grounds of your appeal.  The appeal will be heard by the Dismissal Appeals Committee and you may be represented, if you wish, by your trade union or a work colleague.  If you are successful at appeal, the notice of dismissal will be withdrawn.

Yours sincerely

Head Teacher/Chair of the Dismissal Committee (delete as appropriate)
