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Appendix 6
Outcome of Formal Attendance Review meeting  
This is a template; where there is bold font you should adapt the wording to the individual circumstances that you are dealing with and remove the bold font and brackets before sending. 

	

DATE



PRIVATE AND CONFIDENTIAL
ADDRESSEE ONLY

NAME
ADDRESS

	<Service>
Worcestershire Acute Hospitals NHS Trust
3 Kings Court
Worcestershire Royal Hospital
Charles Hastings Way
Worcester
WR5 1DD

Tel: < Manager’s Tel Number>
Email: < Manager’s Email Address>



Dear Name

Stage 1 Formal Attendance Review Meeting (or)  Stage 2 Formal Attendance Review  Meeting Outcome Letter (amend as appropriate)
I refer to our meeting on [date] in which we reviewed your attendance record in accordance with the Trusts Sickness Absence, Health and Well-Being Policy. You were supported by [union representative/colleague] and ……. from the HR department was present. (If employee did not bring a representative or work colleague to the meeting say ‘You chose not to bring a representative or work colleague to this meeting’).
In the meeting I explained that I have concerns regarding your health and well-being and attendance as a result of sickness absence and we took the opportunity to consider the options available in order to enable you to fulfil your duties and / or improve and support your attendance at work.  
Having discussed your absence record, your level of attendance is below that which is required and is impacting on service delivery.  Over the last [insert number] months your absence record due to sickness absence has been as follows:
	Dates 
	Reason for Absence

	
	

	
	



You stated that the reasons for these absences were and / or I outlined my concerns to you as follows:
· Summarise concerns about aspects of attendance/sickness absence/whatever is causing concern (including no of episodes, any identified patterns and the impact this is having on the department / ward).
· explained the difficulties faced when you fail to attend work and the effect that this has on the effective provision of service delivery

Medical advice received from Occupational Health to date states that (Summarise the main points of this if appropriate)
I asked you if any of these absences or the issues discussed were related to an on-going medical condition, and you stated that they
· were not related: State whether you need OH advice at this stage or whether you do not and why.

OR
· were related: You stated that (insert what employee said regarding their condition). State whether you need OH advice at this stage or whether you do not and why.

I also asked you if there were any underlying work related problems or support the Trust could offer you to facilitate a reduction in your current sickness levels or support your condition you said that there *was/was not (please state what the employee said).  

We agreed that your current level of sickness absence (although not disputed as genuine) was unacceptable and unsustainable by the Trust and in order to address these issues we agreed that there needs to be a significant improvement in your attendance at work. Your absence will be monitored in line with the Trust trigger points:
The Triggers for a further Attendance Review meeting are:
· 2 further episodes in any rolling 6 month period for the duration of the stage 1 warning.
· 3 further episodes in the 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 has been issued.

(Please state what the agreed action would be including the right to bring the next meeting forward should there be a further deterioration in attendance.) Example actions: 

· Change shifts/ off duty /cease of agency/ extra shifts 
· Flexible working to cope with short term domestic issues 
· Any training requirements 
· A proposed resolution to any problems with other staff members
· Working conditions
· Attendance on Self Care Course
· Accessing information via the Occupational Health & Wellbeing Intranet pages
· Signpost support by visiting the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet. Colleagues can receive psychological wellbeing support from Optima Health and the Staff Psychological Wellbeing Service. This service can be contacted directly if colleagues wish to take up this confidential support. Enclose a copy of the Supporting you Through Work-Related Concerns/Supporting our NHS Staff Booklet [delete as appropriate] booklet for your information

In view of the level of your absence due to sickness I issued you with a Stage 1 Formal Warning (or) Stage 2 Formal Warning, with immediate effect (amend as appropriate).  

If issuing a Stage 1 Formal Warning:
The warning being that failure to achieve and sustain the required improvement in attendance will result in further formal action which could ultimately result in the termination of your employment with the Trust.  You were advised that if the required improvement is not achieved and sustained this will lead to a further meeting where a Stage 2 Formal Warning may be issued in accordance with the Trust’s Sickness Absence, Health and Wellbeing  Policy.

If issuing a Stage 2 Formal Warning:
The warning being that failure to achieve and sustain the required improvement in attendance will result in further formal action.  You were advised that if the required improvement is not achieved and sustained this will lead to a Stage 3 Sickness Attendance Hearing which could result in the termination of your employment with the Trust.

I trust that this warning will lead to the improvement required in your attendance and that no further formal action will be necessary. This warning will remain on your file for a period of 12 months.
You have the right to appeal against this decision. The appeal will be heard in accordance with Stage 3 of the Trusts Grievance Policy. 
If you have any queries on this matter, please do not hesitate to contact me.  I hope that you feel that this letter is reflective of our discussions.  I would ask that you sign and return one copy of this letter by [insert date], keeping the other for your records.
Yours sincerely




[Insert name]
Manager
	 
Enclosure


I agree that this is an accurate reflection of the discussion on [insert date] and the agreed outcomes.
Signed …………………………………………………………………………………………………………
Date …………………………………………………………………………………………………………
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