Invite to attendance hearing


PRIVATE AND CONFIDENTIAL
Dear 
Attendance Hearing 
Further to your stage three attendance review meeting on «DATE» and letter dated <<DATE>> I am writing to invite you to an Attendance Hearing.  I have received the attendance report and I have enclosed a copy for your records.

The meeting will take place on «DAY, DATE» at «TIME» in «VENUE», and forms the final stage of the Highland Council’s attendance management process.

I will be chairing the meeting and «name», from HR, <<name>> attendance manager and «name of note taker», note taker will also be present. 

We will be discussing your attendance levels and progress made in relation to your Attendance Improvement Plan and what support has been provided.
It will be important that you raise any issues that you may have and that may affect you in the workplace.
You have the right to be represented at the hearing by a Trade Union representative or another representative of your choice. Please note that it is your responsibility to arrange for the attendance of your representative. I would be grateful if you could inform me prior to the hearing who will be representing you.
Please note that after consideration of all the facts in relation to your attendance, if it is found that you are not capable of reaching an acceptable level of attendance, you may be dismissed from the Council on the grounds of capability as a result. 

Please confirm your attendance to this hearing on «TEL NO» 
Yours sincerely

«NAME»
«JOB TITLE»
Encl.

Absence Record

Attendance Improvement plan 

Attendance Guidance: This model letter should be used by the designated officer to invite the employee to an attendance hearing (potential dismissal meeting)


 











