6.4.12
Investigating poor performance due to ill health

	Employee name: MACROBUTTON NoMacro ( [insert name]
Employee no.: MACROBUTTON NoMacro ( [insert no.]
Date of investigation: MACROBUTTON NoMacro ( [insert date of investigation]

	Present

(Write down the names of people present at the investigation as well as their role.)

MACROBUTTON NoMacro ( [insert name]
MACROBUTTON NoMacro ( [insert role]
MACROBUTTON NoMacro ( [insert name]
MACROBUTTON NoMacro ( [insert role] 

MACROBUTTON NoMacro ( [insert name]
MACROBUTTON NoMacro ( [insert role]
MACROBUTTON NoMacro ( [insert name]
MACROBUTTON NoMacro ( [insert role]
MACROBUTTON NoMacro ( [insert name]
MACROBUTTON NoMacro ( [insert role]


	Ask the following questions of the incapacitated employee/manager (whichever is applicable):
	Yes

 FORMCHECKBOX 

	No

 FORMCHECKBOX 



	Have you had sufficient time to prepare for this meeting? 

If the answer is no, grant a postponement.
	
	

	Date set for continuation of the investigation: MACROBUTTON NoMacro ( [insert date]
	
	


	Did you receive a notice to attend this meeting and did the notice inform you that you are entitled to representation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Ask management what the reasons are for requesting this investigation into the employee’s non-performance due to ill health:

MACROBUTTON NoMacro ( [insert details]
MACROBUTTON NoMacro ( [insert details]
MACROBUTTON NoMacro ( [insert details]
MACROBUTTON NoMacro ( [insert details]
	
	


	Do you (the employee) agree or disagree with management’s statement? Explain: 
	Agree

 FORMCHECKBOX 

	Disagree

 FORMCHECKBOX 



	MACROBUTTON NoMacro ( [insert explanation]
	
	


	What caused the incapacity?   

MACROBUTTON NoMacro ( [insert details]

	As an employee, how do you think we can resolve the situation?

MACROBUTTON NoMacro ( [insert details]
MACROBUTTON NoMacro ( [insert details]
As the manager, how do you think we can resolve the situation?

MACROBUTTON NoMacro ( [insert details]
MACROBUTTON NoMacro ( [insert details]


	Evaluate both parties’ suggestions, and ask relevant questions including the following:

	In the case of either permanent or temporary disability, ask the employee:

How long will you be absent from work? MACROBUTTON NoMacro ( [insert details]
Describe the extent of your injury: MACROBUTTON NoMacro ( [insert details]
Is the disability likely to be permanent or temporary in nature? MACROBUTTON NoMacro ( [insert details]

	In the case of temporary disability, ask the manager:

Can a temporary replacement be sought? MACROBUTTON NoMacro ( [insert details]

	If the disability is of a more permanent nature, ask the employee:

Are you capable of performing your job? MACROBUTTON NoMacro ( [insert details]
If the employee is unsure, then ask to what extent he or she is capable of performing the job.

MACROBUTTON NoMacro ( [insert details]

	Can the employee’s working environment be adapted to accommodate the disability?

Employee’s response: MACROBUTTON NoMacro ( [insert details]
Manager’s response: MACROBUTTON NoMacro ( [insert details]
Are there any duties/tasks which can be temporarily or permanently modified to accommodate the disability?

Employee’s response: MACROBUTTON NoMacro ( [insert details] 

Manager’s response: MACROBUTTON NoMacro ( [insert details]
Are there any alternative jobs which the employee can perform?

Employee’s response: MACROBUTTON NoMacro ( [insert details]
Manager’s response: MACROBUTTON NoMacro ( [insert details]

	Note: Only once all suitable alternatives have been examined, may you consider dismissal.

	__________________________ 
____________________________ 
_______________

Chairperson signature
Position/designation
Date

	I have been handed a copy of this document and was informed of its contents.

_________________________ 
_______________

Employee’s signature                
Date
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