Outcome of Stage 1 attendance review meeting 


PRIVATE AND CONFIDENTIAL
Dear 

Attendance Review – Stage 1
Following our attendance review meeting on «DATE» during which we discussed your absence record and improvement requirements I am writing to you today to confirm our discussions.

(Take paragraph out if not appropriate)You confirmed that although your attendance had been affected by personal circumstances, these have now been resolved and your attendance is therefore expected to improve immediately. Please speak to me should you experience any difficulties in the future that may affect your attendance so that we can explore any support that may be available to you. 

You informed me that your absence is due to (Please add details on employee’s response.)
I offered the following support: (Please add details on support offered.) 

We agreed that «AGREED». (Please add details on improvements expected, support taken, and any other action agreed.)
(Take paragraph out if not appropriate) We further agreed that I will now arrange for a referral to Occupational Health to explore whether any underlying medical issues may be a contributory factor. 
I have enclosed two copies of the agreed improvement plan. Please sign and return one copy and retain the other copy for your record
During the meeting I explained to you that your attendance will be closely monitored for a period of «NUMBER OF MONTHS» months. Thereafter we will have a further meeting to discuss progress in line with the Highland Council’s attendance management process. 
Please contact me on T. «TEL NO» if you have any queries regarding this letter or the enclosed improvement plan.
Yours sincerely
«NAME»
«JOB TITLE»
Encl.

Attendance Improvement Plan (2x)
Attendance Guidance: This model letter should be used by the manager to inform the employee the outcome of the stage one attendance meeting











