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Dear [name],

Level 1: Attendance Review Meeting – Supporting Attendance and Wellbeing policy

I am writing to you as your absence levels have met one of the Absence Review Levels identified in the Supporting Attendance and Wellbeing Policy.

You are therefore required to attend a meeting with me on [DATE] at [TIME] in [LOCATION].  If you would prefer a virtual meeting or telephone conversation instead, please let me know and this can be arranged.

The main purpose of the meeting is to discuss the reason(s) for your absence and to consider measures to support you to improve your attendance going forward.  We will review the absence(s) which have resulted in this meeting and consider whether it is appropriate for a referral to Occupational Health to be made.  

We will also complete a Support Plan to identify any supportive measures that can assist you. [Required for long term absence] 

You may be accompanied at the meeting 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 date/time.

If you are medically unfit and therefore unable to attend the Attendance Review Meeting, you may wish to submit written information regarding your reasons for absence and any supportive measures you wish to have considered to assist you. 

I enclose a copy of the Supporting Attendance and Wellbeing Policy for your information.  I trust this letter explains the purpose of the meeting and how it will be conducted, but if you have any questions please do not hesitate to contact me.

Yours sincerely

[NAME]
[JOB TITLE]

Cc HR Service Centre – for employee’s personal file

