STAGE 3 – INVITE TO CAPABILITY / CONDUCT ASSESSMENT MEETING
NOTE:  COPY AND PASTE TO LETTERHEAD AND INCLUDE THE 

APPROPRIATE DETAILS WITHIN THE BRACKETS
Dear <…>,
Stage 3: <Insert Capability OR Conduct> Assessment Meeting – Supporting Attendance and Wellbeing policy 

I refer to the meeting held at Stage 3 of the Supporting Attendance and Wellbeing Policy on <insert date>, concerning your sickness absence(s).  At that meeting your line manager set a review period to enable you a further opportunity to achieve an improvement in your attendance.

Now that the review period has ended, it is necessary for you to attend the above meeting to consider whether the required improvement in attendance has been achieved during the Stage 3 review period.  The meeting has been arranged for <TIME> on <DATE> in <LOCATION>.     

You have the right to be accompanied at the meeting by a trade union representative or work colleague.   I will chair the meeting and will be accompanied by a People and Organisation Adviser.   Your line manager will also attend to present a report on: 

· Your sickness absence record

· The management of your absence(s) up to and including the Stage 3 review period 

· Any measures that have been taken to assist you to improve your level of attendance, including details of the consideration or implementation of any reasonable adjustments to duties, work practices or premises required under the Equality Act (omit these words if not applicable)
There are three possible outcomes to the meeting, as follows:-

1. Where you have achieved the required improvement, normal monitoring of your attendance will apply.

2. A decision may be made to set a further review period where further information or monitoring is considered necessary.  

3. Where your attendance has not improved during the Stage 3 review period, it will be necessary to consider whether it is appropriate to terminate your employment, due to you being unable to fulfil your contractual responsibilities as a result of the extent of your sickness absence. However, I would emphasise that if this outcome is being contemplated other reasonable options will be considered at the meeting, as an alternative to termination of employment, before any final decision is made.

Details of any conditions in relation to the above outcomes will be contained in the outcome letter following the meeting and will be in accordance with the procedure.

I intend to conduct the meeting using the following procedure:

1. Firstly, I will explain the purpose and format of the meeting and deal with any procedural issues that may arise.
2. I will then ask the manager who conducted the absence management meetings to present a report on your sickness absence record and on how your absence has been managed to date, including any measures taken to assist you to improve your attendance record. The manager will confirm whether the required improvement in attendance was achieved during the Stage 3 review period. 

3. I will also refer to the content of the latest occupational health medical report and any other relevant previous reports <OPTIONAL insert – delete if not required I can confirm that the occupational health service has verified that you do not meet the eligibility criteria for ill health retirement>. (omit this entire paragraph if not applicable)
4. You and / or your companion will then have the opportunity to ask any questions of the manager.

5. I will then give you the opportunity to respond and to present your case, indicating whether you have any suggestions to put forward as an alternative to termination of employment and whether you have any evidence, including contrary medical evidence (omit these words if not applicable), you wish to present and be taken into account.

6. Where applicable, I will consider any suggestions you put forward and any other information you present, including any contrary medical evidence (omit these words if not applicable) (an adjournment may be required at this point).

7. My colleague and I will then ask any questions of you and the manager and there will be an opportunity for a general discussion during which both you and the manager can raise relevant issues not covered earlier.

8. You will be given the opportunity to conclude your response by highlighting any aspects you consider to be particularly relevant or anything further in support of your case.

9. I will allow adjournments during the course of the meeting where I deem they are necessary.

10.  At the end of the meeting an adjournment will occur.  During the adjournment, I will consider all relevant issues that emerge from the meeting. I will then decide on the outcome of the assessment meeting.

11. I will notify you of my decision in person whenever possible and confirm it in writing, along with the reasons for arriving at that decision.  I would hope to reach a decision within 24 hours of the meeting although the length of the adjournment will of course depend on the type and extent of the range of issues that I need to consider.

You are expected to take all reasonable steps to attend the meeting as arranged. I have to advise you that should you, in my view, fail to attend the meeting without good and sufficient reason; it is likely that it will proceed, and a decision will be taken in your absence.

If the companion you select is unable to attend on the above date you have the opportunity to suggest another date. However, this alternative date must suit everyone involved and be no more than five working days after the original date – otherwise you will need to select another companion to accompany you or attend the meeting unaccompanied.

I have enclosed a copy of the report prepared by your manager which includes any additional evidence to which they will be referring at the meeting. If you would like to submit any further information in support of your case, then you should forward this to me at least 24 hours in advance of the meeting.

Please telephone me as soon as possible to confirm that the above date and time for the meeting is suitable and whether you will be accompanied and, if so, by whom.

I trust this satisfactorily explains the stage you are at in the procedure and how the meeting will proceed but please contact me if you have any questions.

Yours sincerely

NAME OF MANAGER CONDUCTING MEETING

JOB TITLE
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