Appendix 4
STAGE ONE/TWO FORMAL ATTENDANCE REVIEW MEETING GUIDANCE DOCUMENT
Preparing for Stage One/Two Formal Attendance Review Meeting

· Gather relevant information, including copies of sickness absence records, trend information, return to work forms, occupational health information, Self-Certification Forms and Medical Certificates.
· Arrange an appropriate date time and venue and confirm in writing to the employee giving 7 calendar days’ notice of the meeting. The individual has the right to be represented by a Trade Union representative or accompanied by a workplace colleague. Template Invite letter (Appendix 5).

During the Stage One/Two Formal Attendance Review Meeting

· Make the relevant introductions and inform colleague that this is a Stage One/Two Formal Attendance Review meeting held under the Trusts Sickness Absence, Health and Well-being Policy and explain the purpose of the meeting.
· Discuss the details of the absences including the nature of the health condition and any on-going problems associated with the absence. Explore medical treatment/advice received/awaiting.
· Give colleagues an opportunity to respond and provide an update on their condition and explore any support that is being or could be provided.
· Discuss any contributory factors that are affecting attendance including lifestyle, are there any work related issues, are there any known underlying health conditions or is the health condition disability related. (Appendix 10 &11).
· Agree where appropriate any support that could assist colleagues in improving attendance. Consider if further support required via the Occupational Health and Wellbeing Service. Further support can also be accessed the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet. You can receive psychological wellbeing support from Network of Support Services (NOSS) and the Staff Psychological Wellbeing Service. This service can be contacted directly if colleagues wish to take up this confidential support. 
A copy of the Supporting you Through Work-Related Concerns/Supporting our NHS Staff Booklet [delete as appropriate] booklet for your information can be enclosed.
· Agree relevant actions/support to be taken by colleague and line manager. This could include:
· Change of shifts/ off duty /cease of agency/ extra shifts 
· Flexible working to cope with short term domestic issues 
· Any additional training requirements 
· A proposed resolution to any problems with other staff members
· Review of working conditions
· Accessing information via the Occupational Health & Wellbeing Intranet pages
· Signposting that support can be found by visiting the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet. You can receive psychological wellbeing support from Network of Support Services (NOSS) and the Staff Psychological Wellbeing Service. Please contact the service directly if you wish to take up this confidential support. I enclose a copy of the Supporting you Through Work-Related Concerns/Supporting our NHS Staff Booklet [delete as appropriate] booklet for your information
· See Appendix 10 for further guidance on the Wellbeing and support available.
· Inform the colleague that their absence will continue to be monitored in line with the Trust trigger points (explain these as detailed in the Trust’s Sickness Absence, Health and  Well-being Policy).
· Stage One/Two formal warning may be issued and advice colleague that an improvement in attendance is required. Explain failure to improve attendance could result in more formal actions being taken and implementing Stage Two/Three of the process. Explain the triggers for a further Formal Attendance Review meeting as below:
•	2 further episodes in 6 months after a Stage 1/2 warning has been issued.
•	3 further episodes in 12 months after a Stage 1/2 has been issued.
•	Where a pattern of absence is obvious e.g. sickness surrounding weekends, annual leave, bank holidays, particular shift patterns after a stage 1/2 has been issued.

· Explain the warning will remain live on file for 12 months. This will be confirmed in writing to colleague detailing the discussions and agreed support and actions and a signed copy placed on colleagues personal file. Template letter (Appendix 6.)

· Explain there is a right of appeal and colleagues must write within 14 calendar days of receiving the outcome letter and must detail what grounds the appeal is based. The appeal will be handled in accordance with Stage 2 of the Trust’s Grievance Policy.




