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Dear [Name],

Confirmation of Outcome of Appeal – Supporting Attendance and Wellbeing policy

On [insert date of letter], you appealed against the decision of the [Capability OR Conduct (delete one)] Assessment Meeting that your employment be terminated on grounds of [lack of capability due to ill health OR misconduct relating to your failure to fulfil your contractual responsibilities as a result of the extent of your sickness absence (delete one)]. 

I heard the appeal on [insert date] in the presence of [insert names, including companions if applicable].  This letter confirms my decision.

Outcome of Appeal 

Having given full consideration to the issues that emerged during the course of the appeal hearing, I am writing to confirm my decision, namely that the decision to terminate your employment stands* / is revoked* (specify if no action is to be taken or what the alternative action is if that is to apply) .

Reasons for my decision 

My reasons for arriving at this decision are, and the factors that I considered relevant were:    

· (To insert reasons and relevant factors)

Optional paragraphs (where employee is reinstated).

Attendance improved
I am satisfied that your level of attendance has sufficiently improved. You will therefore move out the procedure and monitoring will end.

As I have made you aware, it is important that you make every effort to sustain this improved level of attendance. If, at any point during the next 12 months, your attendance returns to an unsatisfactory level, you may return to the formal Supporting Attendance and Wellbeing Policy, to the same level where you left. In that event, you may be invited to attend a [Capability OR Conduct] assessment meeting at Level 3 of the Policy.

I will ask your line manager to contact you directly to make arrangements for your return to work.  

OR

Review Period Extended
I have decided to extend the Level 3 review period for a further [number] months to [insert reason e.g. give you a further opportunity to demonstrate the required improvement/seek additional medical information].  This is due to [insert reason].

You will therefore be invited to re-attend a [Capability OR Conduct] Assessment Meeting at Level 3 of the Supporting Attendance and Wellbeing Policy to discuss your attendance levels.  The chair of the meeting will contact you in due course.  

I will ask your line manager to contact you directly to make arrangements for your return to work.  

You have now exercised your right of appeal under the procedure and the decision is final.

Yours sincerely,



[NAME OF OFFICER CONDUCTING MEETING]
[JOB TITLE]
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