Outcome of Stage 3 attendance review meeting 

PRIVATE AND CONFIDENTIAL
Dear 
Attendance Review – Stage 3
Following our third formal attendance review meeting on «DATE» during which we reviewed progress in relation to your attendance improvement plan, which was agreed at our meeting on «DATE», and progress discussed at our meeting on «DATE» I am writing to you today to confirm our discussions.

(Take paragraph out if not appropriate)
I was delighted to note that there had been a considerable improvement in your attendance levels since our last meeting. You informed me that this was due to «ADD DETAILS». As a result we agreed that although I would continue to monitor your attendance levels there was currently no requirement for further action. However, you were informed that should your attendance levels drop again in the future a further formal meeting will be arranged. 
(Take paragraph out if not appropriate)
We discussed that although slight improvements in your attendance had been noted since our last meeting your level of attendance remained unacceptable. As a result and having carefully considered all the information available to me I have decided to progress to a Attendance Hearing to review your employment on the grounds of capability due to your unsatisfactory attendance levels. 
(Take paragraph out if not appropriate)
I was disappointed to note that there had been no real improvement in your attendance levels and that further sickness absence has occurred since our last meeting. You informed me that this was due to «ADD DETAILS». However, having carefully considered all the information available to me I have decided to progress to an Attendance Hearing to review your employment on the grounds of capability due to your unsatisfactory attendance levels. 

(Take paragraph out if not appropriate)
I was disappointed to note that there had been no real improvement in your attendance levels and that further sickness absence has occurred since our last meeting. You informed me that this was due to «ADD DETAILS». In order to get up to date medical information I will therefore now refer you for a further occupational health appointment. Following the receipt of the occupational health report I would like to meet with you again to discuss the report. However, please note that following that discussion I may decide to I have decided to progress to an Attendance Hearing to review your employment on the grounds of capability due to your unsatisfactory attendance levels. 

You will be invited to an Attendance Hearing and will receive confirmation of this in writing and you have the right to be represented at the hearing by a Trade Union representative or another representative of your choice. (Take paragraph out if not appropriate)
Please contact me on T. «TEL NO» if you have any queries regarding this letter.
Yours sincerely
«NAME»
«JOB TITLE»
Attendance Guidance: This model letter should be used by the manager to inform the employee the outcome of the stage three attendance meeting











