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NO 

Manager has concerns 
regarding 

performance/level of 
absence 

Discussion with 
individual indicates that 
problems are due to ill-

health 

HR arranges 
Occupational Health 

referral 

OH report confirms that 
performance/absence is 

result of ill-health? NO 

YES 

Set up short-term or 
long-term capability - 
health hearing (see 
potential outcomes) 

Individual notified of 
decision in writing within 

5 working days 

Individual must appeal 
within 5 working days if 

chooses to do so 

Appeal hearing normally 
held within 15 days 

Individual notified of final 
decision in writing within 

5 working days 

Consider the matter 
under the disciplinary 

procedure 

Employee refuses 
to attend OH 

referral 

Consider the matter on 
the basis of the available 

information 

Consider the matter 
under the disciplinary 

procedure 

Available information 
confirms that 

performance/absence is 
result of ill-health? 

YES 

NO 

Can the issue be 
addressed informally? 

Take appropriate steps 
to address the issue 

informally. 

Issue resolved? 

YES 

No further action 
required 

NO 

YES 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

     Summary of Capability-health procedure for Academic Support Staff 
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Evidence that the absence was 
exceptional and will not recur? Yes 

No 

Any further reasonable adjustments that 
will improve the individual’s ability to 

continue in current position on 
substantive basis? 

Yes 

Adjustments successful in 
enabling individual to continue 
working in current position on 

substantive basis? 
Yes 

No No 

Issue first capability - health 
warning with improvement plan 

and timescales for review. 

Terms of improvement 
plan met? 

No 

No further action – confirm in writing 

Confirm adjustments in writing 
with review period and timescales 

No further action – 
confirm in writing 

Seek further medical advice to 
decide whether to extend review 

period or convene a further 
hearing. 

Seek further medical advice to 
decide whether to extend review 

period or convene a further 
hearing. 

Issue final capability - health 
warning with improvement plan 

and timescales for review (where 
first warning has already been 

issued. 

Termination of contract on 
grounds of ill-health (where final 

warning has already been issued). 

Terms of improvement 
plan met? 

No 

Seek further medical advice to 
decide whether to extend review 

period or convene a further 
hearing. 

Yes 
No further action – 
confirm in writing 

Yes 
No further action – 
confirm in writing 

Potential Outcomes of a Short-term Capability - Health Hearing 
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Introduction and 
explanation of 

procedures by Line 
Manager 

 
 Line Manager details instances of absence, explains 

reasons for concern and steps taken to address 
situation including reference to any medical 

information 

Opportunity for 
employee (and/or 
companion) to ask 
questions of the 

manager 

Employee (and/or 
companion) to make 

comments in response to 
manager’s statement and 
raise any relevant factors. 

Opportunity for 
manager to ask 
questions of the 

employee 

Employee has 
opportunity to provide 

summary of main 
points raised 

Manager has 
opportunity to provide 

summary of main 
points raised 

Meeting is adjourned 
whilst the manager 
reaches a decision 

Meeting is reconvened 
to communicate 

decision to employee 

Conduct of Short-term Capability - Health Hearings 
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Is the individual able to return to 
his/her current position and/or 

substantive duties on an agreed 
date in the near future? 

Are there any reasonable 
adjustments that can be made to 
enable the individual to return to 

their current position on a 
specified date in the near future? 

 Yes 

No 

Yes 

Is the individual sufficiently fit to 
be able to carry out work 
elsewhere in the School? 

No 

Yes 

Is ill-health retirement a 
possibility? Yes 

No 

Termination on ill-health 
grounds. 

Application successful? 

No 

Yes 

Alternative work found? 

Yes 

No 

No 

Yes 

No 

Return to work plan successful 
in enabling individual to return to 

current position? 

No further action – confirm in 
writing 

Confirm adjustments in writing, 
with return to work plan 

Capability - Health 
Procedure closed 

Support to be given in trying to 
secure alternative work 

Individual begins 
alternative job with 

trial period  

Alternative work 
successful in 

resolving absence/ 
performance 
problems? 

Capability - Health 
Procedure closed 

Yes 

No 

Support individual in making an 
ill-health retirement application 

Individual retires 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Summary of Potential Outcomes of a Long-term Capability-Health Hearing 
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Introduction and 
explanation of 

procedures by Chair 

Presentation of written 
statement by Line 

Manager 

Opportunity for Chair, 
then employee (and/or 

companion) to ask 
questions of the manager 

Employee (and/or 
companion) presents 
case in response to 

manager’s statement 

Opportunity for Chair, 
then manager to ask 

questions of the 
employee 

Employee (and/or 
companion) has 

opportunity to provide 
summary of main points 

raised 

Manager has opportunity 
to provide summary of 

main points raised 

Meeting is adjourned 
whilst the Chair reaches 

a decision 

Meeting is reconvened to 
communicate decision to 
employee and manager 

Line Manager may call witnesses either 
during written statement or following 

questioning 

Following witness statements, opportunity 
for the Chair then the employee (and/or 

companion) to ask questions of the witness 

Line Manager may call witnesses either 
during written statement or following 

questioning 

Following witness statements, opportunity 
for the Chair then the employee (and/or 

companion) to ask questions of the witness 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Conduct of Long-term Capability - Health Hearings 
 


