Capability Hearings – Chairperson’s Checklist


	Step	
	Complete 
	Comments


	Record start time:
	
	

	Participants in attendance? 
· Employee
· Employee’s representative
· Management representative
· HR Adviser 
· Legal Adviser (if present)
	
	

	Introductions
	
	


	Companion present?
Who will present employee’s case?

Employee happy to proceed without companion? 

	
	


	Purpose of hearing confirmed
	
	


	Process confirmed 
	
	


	Management’s case presented
	
	


	Questions of management’s case
· Employee/ companion
· Chair
· Adviser(s) 
	
	


	Employee’s case

	
	


	Questions of employee’s case
· Management representative
· Chair
· Adviser(s)
	
	

	Management summary (no new information included)
	
	

	Employee summary (no new information included)
	
	

	Check employee considers they have had a fair hearing
	
	

	Adjournment (will decision be made today?)
	
	


	Record time adjournment starts
	
	

	Discussion with adviser re: decision where relevant
	
	


	Record time adjournment ends
	
	

	Reconvene – advise of decision and any expectation re: performance, etc.
	
	

	Next steps explained
· Letter within 5 working days
· Right of appeal (if dismissed)
· Any other issues
· Dismissal – arrangements re: collecting personal belongings, return of Council belongings; termination paperwork to be completed. 
	
	

	Record hearing end time
	
	

	Issue letter within 5 working days of hearing.

Ensure employee’s manager is aware of outcome and is aware of any action they are required to take as a consequence of the hearing (eg, further monitoring/ termination form). 
	
	

	Ensure Myview is updated with documentation
	
	




