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NOTE:  Copy and paste to letterhead and include the appropriate details within the brackets



Dear [Name],

Return to Supporting Attendance and Wellbeing policy

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

We have previously discussed your attendance resulting in our meeting on [insert date of previous meeting].  The outcome of this meeting was that as your attendance had improved, regular review meetings were no longer required. As you were advised at that time, if there were concerns regarding your  of sickness absence during the 12-month period following the end of attendance monitoring (the 12 months being from the end of the last review period); you could be returned to the procedure at the Level which you left.

Over the past [number] weeks, you have been absent from work on [number] occasions for a total of [number] days.  As you have been unable to sustain improvement in your attendance, I am writing to inform that you will return to the Supporting Attendance and Wellbeing procedure at the end of Level [insert 1, 2 or 3].  

Please choose the relevant paragraphs depending on Level
Level 1 and 2 
You are therefore required to attend a meeting with me to discuss your sickness absence record and identify measures that could be taken to help improve your attendance at work.  At the meeting you will be given opportunity to provide a full response as to why the improvement in your attendance has not been sustained and to put forward any other relevant information. 

There are two possible outcomes to the meeting, as follows:-


1. A decision may be made to set a further review period at Level [1 OR 2 (delete as appropriate)] where further information or monitoring is considered necessary.  

2. Where it is evident that you have not sustained an improvement in your attendance you may progress to Level [2 OR 3(delete as appropriate)] of the Supporting Attendance and Wellbeing procedure.

The meeting has been arranged for [TIME] on [DATE] in [LOCATION].  You may be accompanied by a trade union representative or work colleague.  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.


Level 3
You will be requested to attend a [Capability or Conduct (delete one*)] Assessment Meeting.  You should be aware that termination of employment could be a possible outcome of that meeting, although other reasonable options will also be considered. 

The meeting will be chaired by a senior manager who will write to you separately to inform you of the date, time and location of the meeting.  

I enclose a copy of the Supporting Attendance and Wellbeing policy for your information. If you have any questions on this letter, please do not hesitate to contact me.

Yours sincerely




[NAME]
[JOB TITLE]


Cc   HR Service Centre – for employee’s personal file







