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Staff Dismissal Panel – Ill Health Capability

Order of Proceedings

Chairs of Staff Dismissal Panels should use this Order of Proceedings as a guide to help set out the process to be followed during a formal dismissal hearing.
1. The Chair will open the hearing and introduce those present, explain its purpose and how the hearing will be conducted. The purpose of the hearing is to establish:

· the facts in relation to the recommendations from the Headteacher, and the impact upon the School.
· the continued future employment of the employee based on the Report submitted
2. The Chair will introduce the persons present and explain their respective roles in the hearing. The employee is entitled to be accompanied by a trade union representative or a work colleague, if they wish.
3. The Chair will confirm that tape recordings will not be permitted and ask that all mobile phones are switched off for the duration of the hearing. 
4. The Chair will explain to the employee that they may take their own notes of the hearing, should they wish to do so.
5. The Chair will set out the process to be followed at the hearing. 
6. The Chair will ask the Headteacher, to set out the key facts established in the Ill Health Capability Report.
7. The employee will be given a full and fair opportunity to present their case, the employee may do this personally, or the employee’s chosen companion (if present) may do this on the employee’s behalf.
8. The Panel and the HR Business Partner will have an opportunity to put any questions to the employee for points of clarification. Although the employee may confer with their chosen companion (if present) at any time during the hearing, the Chair has the right to ask the employee personally to answer any question put to them.
9. At any point during the hearing, the Chair may adjourn the hearing if it appears necessary to do so, including for the purpose of gathering further information.

10. The employee, or their chosen companion on their behalf, will be given the opportunity to summarise the points they wish to make,  and make any final points that they wish to be considered by the Panel. 
11. The Chair will inform the employee on when a decision will be made.

12. The Chair will adjourn the hearing to consider their decision in private with the Panel and the HR Business Partner. All other persons (including the Headteacher) will be asked to leave the room. If the Panel requires additional time to consider their decision, the hearing will be adjourned for the required period of time, determined by the Chair. The Chair will communicate to the employee the arrangements for the adjournment. 
13. Once the Panel has made their decision, the hearing will be reconvened to inform the employee of their decision and the outcome. 
14. The Chair will inform the employee that they have the right of appeal against the decision and the timescale in which to submit their appeal, should they wish to do so.
15. The decision will be confirmed in writing within a reasonable timescale (usually within five working days). Should circumstances prevent the Chair from confirming the outcome within this timescale, this will be explained to the employee.
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