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

To be issued following Level 3 Attendance Review Meeting  

*where there is no underlying medical condition to explain the level of absence the employee is invited to a Conduct Assessment Meeting.  Where absences are related to an underlying medical condition the employee is invited to attend a Capability Assessment Meeting.



Dear [Name]

Level 3 Review Period - Supporting Attendance and Wellbeing policy  

Thank you for meeting with me on [insert date].

At the meeting I discussed the improvement required in your attendance and we explored whether any further steps could be taken to support you to improve your future attendance.  

I informed you that your attendance will now be monitored during a Level 3 review period of [number of weeks] weeks.  

At the end of the Level 3 review period you will be requested to attend a [Capability or Conduct (delete one)] Assessment Meeting.  You should be aware that termination of employment is a possible outcome of that meeting, although other reasonable alternatives 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.  You should also be aware that the Assessment Meeting may be brought forward prior to the end of the review date, should this become necessary due to the level of absence becoming unsustainable. 

I trust this explains how matters will be taken forward but please contact me if you have any questions on the content of this letter.

Yours sincerely,

[NAME]
[JOB TITLE]



Cc   HR Service Centre – for employee’s personal file

