BROUGHT FORWARD OUTCOME OF ATTENDANCE REVIEW MEETING
NOTE:  COPY AND PASTE TO LETTERHEAD AND INCLUDE THE 

APPROPRIATE DETAILS WITHIN THE BRACKETS
Dear <…>,
Outcome of Attendance Review Meeting – Supporting Attendance and Wellbeing policy 

I am writing to you regarding your recent sickness absence(s).

At the Stage <insert stage> Attendance Review Meeting held on <DATE> the review period set for an improvement to occur in your attendance was due to end on <DATE>. 

Due to the further occasion(s) of sickness absence which have occurred during this review period, the next Attendance Review meeting has been brought forward and I would now like to meet with you on <DATE> at <TIME> in < LOCATION>.  You may, if you wish, be accompanied by a Trade Union representative or work colleague at this meeting.

At the meeting we will discuss your attendance level during the Stage <insert stage> review period.  At the end of the meeting, I will take a decision as to the outcome of Stage <insert stage>, in accordance with the Supporting Attendance and Wellbeing Policy. 
Please confirm you can attend this meeting and let me know if you wish to be accompanied and if so, by whom.  If for any reason you are unable to attend the meeting, I should be grateful if you would contact me as soon as possible in order to arrange an alternative time.

Yours sincerely,

NAME OF MANAGER 

JOB TITLE
Cc     HR Service Centre – for employee’s personal file
