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Chair 
· Open meeting/complete introductions.


· Has the employee a representative (Trade Union or work colleague). If not do they wish to continue with the meeting?

· Confirm that the meeting will be held under the NHSBT’s Attendance and Sickness Absence Management Policy
· If this is a virtual meeting – have all parties agreed to this?
Manager 

Situation to date is as follows;

· Details of job role and department.
· Confirm date sickness absence started.
· Since then you have been seen by Occupational Health on ….. occasions.
· Confirm if other periods of sickness associated with reason for this period of long term sickness…..

Chair


· Can you confirm (to the employee) that this an accurate summary of the position?

· Occ health last report of ……………….. stated unfit to return to work in long-term and on regular basis…..

· As discussed in Final Absence Review Meeting we discussed …………. (include details that confirmed unable to return to work in the foreseeable future or unable to return to work).
· Confirm if no further adjustments suggested by occupational health on how we could facilitate a return to work for you.

· Confirm that in the Final Absence Review Meeting they confirmed that they are unable to return to work and confirmed that they wished to apply for IHR which would mean agreement to end their employment. Does employee agree?
· For the reasons discussed and detailed in the Management report and the fact that Occ Health cannot provide a return to work date for you, I am confirming that NHSBT end your employment. This is on the grounds of capability due to medical incapacity to enable you to progress your IHR application. 

· As per your contract of employment you will receive ……………….. weeks notice period effective from today’s date.

· Confirm any outstanding annual leave entitlement.
· Confirm any NHSBT property needs to be returned and whether able to take this now, if not agree when this will be returned and to who.
· How to communicate to the team? Does the employee want to come into work and say goodbye?
Next steps

Confirm the outcome of the meeting.  The details of the outcome will be provided in writing to you within 7 calendar days.

Right to appeal 

You have the right to appeal this decision.  If you wished to do this you would need to put your intent to appeal in writing and submit it within 7 calendar days of the date of the outcome letter.  Further details will be outlined in the outcome letter I will send to you.

Any questions?
Thank colleague for (how many years’ service) and contribution to the service during this time.
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