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Dear (insert name)
SHORT TERM SICKNESS ABSENCE REVIEW – STAGE 2 and 3
This is to confirm the outcome of our meeting on (insert date) when we met to discuss your attendance record since our previous meeting on (date).
I informed you that during this period you had taken a further (insert number) days’ absence on (insert number) occasions and that as a result your level of attendance at work continued to be unsatisfactory.

I explained to you that I remained concerned about (you/your health) and also the fact that your sickness absence is currently exceeding the expected standard in the department (insert what was discussed in meeting). 

During our previous meetings I asked whether there are any underlying medical problems or other issues that you wished to discuss which may be affecting your ability to attend work on a regular basis.  You stated that there was nothing you wished to discuss with me (or) You stated that (insert what was discussed by employee and what action was agreed in relation to this).

EITHER:

I reviewed the medical report obtained from Occupational Health and considered the points that you raised during the meeting, specifically (insert details).  We discussed whether there were any adjustments that would help you to attend work and (insert details of discussion and action agreed).
OR:

Since reviewing a medical report from Occupational Health on (date) we have implemented (a number of) adjustments including (set out details), however, these do not appear to have had a significant impact on your ability to attend work regularly.  We discussed whether any further adjustments should be made and you told me that (insert details of discussion and any action agreed).  

We considered whether it would be possible to move you to an alternative role where your level of attendance could be more easily accommodated but (we have been unable to identify such a role/you did not wish to transfer to any of the roles we discussed).

Either (Stage 2 Outcome Letter)

As we discussed, your attendance will continue to be monitored for a period of (insert number) weeks/months, during which time I hope to see an improvement.  I explained to you that should your attendance not meet the standards expected during or at the end of this period, I may need to refer you to the next stage in the in the procedure of the Attendance Management Policy. If absences continue during the monitoring period I will need to bring this meeting forward.  

Or (Stage 3 Outcome Letter)

As we discussed, your attendance will continue to be monitored for a period of (insert number) weeks/months, during which time I hope to see an improvement.  I explained to you that should your attendance not meet the standards expected during or at the end of this period, I may need to refer you to the next stage in the in the procedure of the Attendance Management Policy which may result in your employment being terminated on the grounds of capability due to attendance. If absences continue during the monitoring period I will need to bring this meeting forward.  

You have a right to appeal against the outcome of this meeting in accordance with the Trust’s appeal policy. Should you wish to do so, your appeal application should be sent to (next in line manager name and job title) within 10 working days of the date of this letter. 

Yours sincerely

Name

Job Title
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