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Purpose
This guidance should be used in conjunction with the Model Attendance Management Policy and Procedure for Schools, Colleges and Academies.
Short Term / Frequent Absence

Short term / frequent absence is defined as regular periods of absence from work usually on health grounds.  This is normally 3 or more absences, but will depend on the circumstances.
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Long Term Absence

Long term absence is defined as a continuous absence from work for 4 weeks or more which is medically certified and attributable to an underlying medical condition or specific reason.
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Recording and Monitoring of Employee Attendance
All employee absence should be reported, recorded, monitored and analysed.  Employee attendance records should include absences for both whole and part days due to:
· Sickness (whether medically certified or self certified);
· Industrial injury (recorded separately);
· Medical and other appointments;
· Disability-related absence;
· Any other self certificated absence which can generally be described as “sickness”.

Other leave of absence (e.g. compassionate leave) which do not form part of sickness absence records for staff, should be recorded separately.

Information to support the reporting, notification and recording of sickness absence is contained at Appendix A.
Effective record keeping is an essential management tool for monitoring employee absence.  It provides essential information to enable managers to:
· Assess levels of absence against key indicators;

· Manage sickness absence effectively and increase attendance levels by supporting staff to remain at or return to work;
· Identify problems so that they can be managed at an early stage;

· Make informed decisions so that there is no risk to the health, education and welfare of pupils;
· Identify trends and any underlying issues which may need to be addressed on an individual and/or group level.
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Return to Work Meetings

The purpose of this discussion is to:

· Welcome the employee back to work;
· Ensure that the employee is fit to return to work;
· Discuss the reason for the absence;
· Address any problems that may be causing or contributing to the absence (e.g. workload, work relationships, etc.);
· Agree return to work arrangements including work priorities for the post absence period;
· Brief the employee on anything that occurred during their absence;
· Discuss the employee’s attendance record and alert them to any action that may need to be taken (e.g. informal improvement plan, Occupational Health referral);
· Complete and sign off the self certification form.
As the return to work meeting is informal, the employee does not have the right to be accompanied.  In many cases the meeting may be as brief as a quick chat to ensure that the employee is fit to return to work and welcome them back.  
Return to work meetings should normally take place on the employee’s first day back, regardless of the length of the absence.  If the discussion takes place over the telephone, arrangements will need to be made for the employee to complete the relevant sections of the self certification form.  If the employee’s manager is absent on their return, responsibility for carrying out the return to work meeting should be passed to another manager.  
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Maintaining Contact During Employee Absence

Throughout any period of absence it is important for regular contact to be maintained with the employee in order to offer them appropriate support and assistance.  An important aspect of effective absence management is communication but this must be reasonable and appropriate.  The extent and frequency of the contact will need to be judged case by case and in accordance with the employee’s wishes.  
Reasonable and appropriate communication should be established early on in all cases and, if agreed, maintained throughout.  Normally the responsibility for this lies with the employee’s line manager.  In some cases, because of the nature of the illness, it may be necessary to agree that contact with the employee will be made indirectly through a third party (e.g. Trade Union representative, partner, or close relative). 

However it is managed, the important principle is that some level of contact with the employee is maintained whether this is by letter, e-mail, telephone, or home visits.  This will ensure that all parties are kept informed of progress regarding particular issues including a timescale for return.  A brief record of the contact made should be kept.  
Although communication is a two way responsibility between the manager and the employee, it may need to be accepted that the individual does not wish for or is unable to cope with direct contact from the school and in such cases advice should be sought from HR Services.

Further information and advice on maintaining contact can also be found in the Line Manager Guide on Mental Ill Health and Supporting Employees. 
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Support Mechanisms

Managers may wish to explore the following support mechanisms, depending on the nature of the case:  

Employee Welfare Service 

Employees should be reminded about the availability of the Employee Welfare Service but they cannot be forced to make contact.  The service can offer support on a range of issues (e.g. financial worries, family concerns, work-related problems) and can also signpost employees to other specialist services.
Occupational Health Referral

Occupational Health should be seen as a preventive service with professional expertise to help managers and employees with interventions that may prevent an absence or speed up a recovery.  A referral to Occupational Health can be made at any time.  The employee does not need to be off sick or on long term absence.  Often an early referral can provide both the manager and the employee with the necessary advice to prevent a period of absence from occurring.  

Health and Safety Workplace Risk Assessment
If the employee identifies work-related factors which they feel are contributing to their attendance level then it will be necessary to consider how to address these factors.  It may be appropriate to undertake a risk assessment or make some adjustment to the employee’s working environment.  Health and Safety professionals may be able to provide support and advice on cases or a referral to Occupational Health may be considered.  Further information and advice on conducting risk assessments can be found in the Risk Assessment Guidance Notes.
Reasonable Adjustments
Where the employee has a condition which may be considered a disability, managers have a duty to consider reasonable adjustments.  This can include adjustments to the role and to the absence management process itself.  Further advice can be obtained from HR Services.

Therapeutic Return to Work
After a long term absence, employees may benefit from returning to work on a phased basis.  In these cases, managers should refer to the Therapeutic Return to Work Procedure.

Reduction in Working Hours

In order to support an employee’s return to work, it may be appropriate to consider a reduction in their working hours.  This would need to be mutually agreed and can be on a temporary or permanent basis.  The employee’s contract of employment will then need to be changed accordingly.   
Redeployment

It may be appropriate to consider redeployment into an alternative vacant post, either on a permanent or temporary basis, to enable the employee to return to or remain at work.  This should be undertaken in conjunction with the formal absence management procedure.  Where it is agreed by both the manager and the employee that suitable alternative employment would be an option to resolve the situation, the employee should be supported towards achieving this (e.g. reasonable time off to undertake training or seek alternative employment).  If the employee is appointed to another post, it will be the pay and conditions of the new post which will apply.  There will be no entitlement to pay protection or additional travel expenses.  Further information and advice is available from HR Services.
Consideration of Ill Health Retirement

Depending on the nature of their absence, the employee may be considering applying for ill health retirement.  If so, advice can be sought by the employee, or by the manager on their behalf, from HR Services.  Additional support may be available from the employee’s Trade Union.  In such cases, employees will need to be assessed by an Occupational Health Professional.  A potential application on the grounds of ill health retirement should not necessarily delay the timing of any meetings.  
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Informal Action

Where an employee’s attendance level requires further attention/investigation, they should be advised that a meeting will be arranged to agree an informal improvement plan and set a review period.  The employee should be provided with a copy of the Attendance Management Policy and Procedure.

As this is an informal meeting, the employee does not have the right to be represented by a work colleague or Trade Union representative.  However, if the manager feels that the employee would benefit from being accompanied then this should be accommodated wherever possible.

At the meeting the manager should:  

· Provide the employee with a summary of their absence record, highlighting any significant patterns or characteristics.  The return to work meeting notes included on the self certification forms can be used as a prompt to cover all of the points that need to be discussed. 

· Identify the level of attendance which is not being met; 

· Ask the employee to give their explanation as to any reasons why their current attendance is not meeting expectations and explore any factors that may be having an impact, i.e. domestic circumstances, underlying health problem;

· Explore what support or assistance can be provided to ensure that the employee is able to maintain an acceptable attendance record;

· Discuss the contents / recommendations of the Occupational Health report (if applicable);

· Agree how the employee’s attendance record might be improved, which could include actions by either or both parties;

· Draw up an informal written improvement plan which will be put in place to support the employee.  This must identify the level of improvement required and the timescale for achievement (4-6 weeks);

· Agree the date and time of the end review meeting.  Managers are also recommended to hold at least one mid-review meeting.  The date and time of this meeting should also be agreed with the employee.

· Inform the employee that failure to improve to the required attendance level within the agreed timescale could result in a Formal Attendance Management Meeting (Stage 1) being convened.
The Improvement Plan 
The contents of the improvement plan should:

· Seek to address the areas of concern;

· Detail the expected level of attendance;

· Identify support mechanisms;

· Specify the timescales for monitoring and review.

An example of a completed improvement plan can be found at Appendix B.

A copy of the agreed improvement plan should be provided to the employee.
At the end of the review period, the manager should meet with the employee and confirm whether or not they have met the required standard of attendance.  If there are ongoing concerns about the employee’s level of absence, the manager should notify the employee that they will now be managed under the formal stages of the Attendance Management Policy and a Formal Attendance Management Meeting will be arranged.
On occasion, it may be appropriate to progress a case to Stage 1 (Formal Attendance Management Meeting) before the end of the improvement plan review period.  Examples of instances when this might be applicable include where an Occupational Health report is received that states an employee will not be fit to return within the required timescale, where a fit note is submitted covering a period which extends beyond the end of the plan, or where the employee has a number of short term absences during the first few weeks of the plan which would therefore result in them failing the absence target.  In these circumstances, managers are advised to seek advice from HR Services before informing the employee. 

Although this is the informal stage of the policy, brief notes of the meetings should be taken to record what has been discussed/agreed.    

There may be occasions where managers feel that an informal improvement plan and review period is not necessary (e.g. where absences are pregnancy-related).  In such circumstances managers are advised to discuss the case with HR Services prior to informing the employee.  
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Stage 1 - Formal Attendance Management Meeting
If at the end of the informal review period, there are ongoing concerns regarding an employee’s attendance record, the manager will arrange for the employee to attend a Formal Attendance Management Meeting.  The purpose of this meeting is to discuss the employee’s attendance level, establish the facts and allow the employee to respond to concerns about their attendance.  Notes should be taken at the meeting.
The Formal Attendance Management Meeting will usually be conducted by the employee’s line manager.  The employee should be informed in writing of the requirement to attend the meeting giving at least 10 working days notice.  The meeting should be held on a day and time when the employee normally works so that it does not interfere with childcare or other commitments. 

The letter must include details of the ongoing concerns regarding the employee’s attendance and confirm the record of monitoring / progress to date.  A copy of the informal improvement plan agreed previously should also be included.  The employee has the right to be accompanied at the meeting by a work colleague or Trade Union representative.  A template letter is attached at Appendix C.
At the meeting the manager should include in the discussion the following:  

· Identify the level of attendance which is not being met (making reference to the outcome of the informal improvement plan and review period); 

· Ask the employee to give their explanation as to any reasons why their current attendance is not meeting expectations and explore any factors that may be having an impact, i.e. domestic circumstances, underlying health problem;

· Explore what support or assistance can be provided to ensure that the employee is able to maintain an acceptable attendance record;
· Discuss the contents / recommendations of the Occupational Health report (if applicable);

· Agree how the employee’s attendance record might be improved, which could include actions by either or both parties.
If it is decided, during the meeting, that there are attendance issues which need to be addressed, the manager should also cover the following:
· Draw up a formal written improvement plan which will be put in place to support the employee.  This must identify the level of improvement required and the timescale for achievement (4-10 weeks);

· Inform the employee that failure to improve to the required attendance level within the agreed timescale could result in a final warning being issued at the end of the review period.

· Agree the date and time of the Formal Review Meeting (Stage 2).  Managers are also recommended to hold at least one mid-review meeting.  The date and time of this meeting should also be agreed with the employee.
The employee should receive written confirmation of the outcome of the meeting and a copy of the notes.  A template letter is attached at Appendix D.  

The Improvement Plan 

Details of what should be included in the improvement plan can be found in the Informal Action section of this guidance.  An example of a completed improvement plan can be found at Appendix B.

A copy of the agreed improvement plan should be sent to the employee.
On occasion, it may be appropriate to progress a case to Stage 2 (Formal Review Meeting) before the end of the improvement plan review period.  Examples of instances when this might be applicable include where an Occupational Health report is received that states an employee will not be fit to return within the required timescale, where a fit note is submitted covering a period which extends beyond the end of the plan, or where the employee has a number of short term absences during the first few weeks of the plan which would therefore result in them failing the absence target.  In these circumstances, managers are advised to seek advice from HR Services before informing the employee. 

There may also be occasions in the case of long term absence where medical reports indicate that a return to work is not possible within a reasonable timescale.  In these circumstances, managers should ensure that all avenues of support such as ill health retirement and redeployment have been exhausted.  If this can be demonstrated, the formal procedures will commence at Stage 4. 
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Stage 2 - Formal Review Meeting
A Formal Review Meeting will be held at the end of the Stage 1 review period. 
The purpose of this meeting is to review the formal improvement plan that was agreed at the Formal Attendance Management Meeting (Stage 1) and to assess if there has been an improvement in the employee’s attendance.  Notes should be taken at the meeting.

The meeting should be held on a day and time when the employee normally works so that it does not interfere with childcare or other commitments.  
The employee should be informed in writing of the requirement to attend the meeting giving at least 5 working days notice.  A copy of the improvement plan agreed at the Formal Attendance Management Meeting (Stage 1) should also be included.  The employee has the right to be accompanied at the meeting by a work colleague or Trade Union representative.  A template letter is attached at Appendix E. 

If the decision is made to progress to a Final Review Meeting (Stage 3), it is recommended that the manager agrees the date and time of this meeting with the employee (and their representative) at the Formal Review Meeting (Stage 2) to ensure availability of all parties.  Managers are also recommended to hold at least one mid-review meeting.  The date and time of this meeting should also be agreed with the employee.
The employee should receive written confirmation of the outcome of the meeting and a copy of the notes.  A template letter is attached at Appendix F.  If the employee has been issued with a further formal improvement plan then a copy should also be included, along with details of the employee’s right to appeal against the final warning.
On occasion, it may be appropriate to progress a case to Stage 3 (Final Review Meeting) before the end of the improvement plan review period.  Examples of instances when this might be applicable include where an Occupational Health report is received that states an employee will not be fit to return within the required timescale, where a fit note is submitted covering a period which extends beyond the end of the plan, or where the employee has a number of short term absences during the first few weeks of the plan which would therefore result in them failing the absence target.  In these circumstances, managers are advised to seek advice from HR Services before informing the employee. 

The Improvement Plan 

Details of what should be included in the improvement plan can be found in the Informal Action section of this guidance.  An example of a completed improvement plan can be found at Appendix B.

If an Occupational Health referral has not already been arranged then managers are advised to complete one as part of the improvement plan at this stage.    

Right of Appeal     

Details of the employee’s right of appeal are contained in the Attendance Management Policy.  Template letters for inviting an employee to an appeal hearing and confirming the outcome can be found at Appendix L and Appendix M.

Stage 3 - Final Review Meeting

The Final Review Meeting will be held at the end of the Stage 2 review period.

The purpose of this meeting is to review the formal improvement plan that was agreed at the Formal Review Meeting (Stage 2) and to assess if there has been an improvement in the employee’s attendance.  Notes should be taken at the meeting.

The meeting should be held on a day and time when the employee normally works so that it does not interfere with childcare or other commitments.  
The employee should be informed in writing of the requirement to attend the meeting giving at least 5 working days notice.  A copy of the improvement plan agreed at the Formal Review Meeting (Stage 2) should also be included.  The employee has the right to be accompanied at the meeting by a work colleague or Trade Union representative.  A template letter is attached at Appendix H. 
The employee should receive written confirmation of the outcome of the meeting and a copy of the notes.  A template letter is attached at Appendix I.
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Stage 4 - Attendance Management Hearing

If the employee fails to make sufficient improvement by the Final Review Meeting (Stage 3) then an Attendance Management Hearing will be convened to consider the case.
Documentation
The manager will write to the employee to notify them of the details of the hearing (date, time, venue, etc.) giving them a minimum of 10 working days notice.  A template letter is attached at Appendix J.  The hearing should be held on a day and time when the employee normally works so that it does not interfere with childcare or other commitments.  Whenever possible the date should be arranged in consultation with the employee and their representative.  

A copy of any paperwork which the manager intends to refer to at the hearing must also be enclosed.  This could include:

· Brief details of the employee’s role and their employment with the School / College / Academy (include a copy of the employee’s job description);

· Details of the employee’s attendance record (including the number of days lost, dates and reasons for absence);

· How the employee’s absence compares with others;

· Copies of self-certification forms (including notes from return to work meetings);

· Notes of meetings;

· Letters confirming the outcome of meetings;

· Copies of improvement plans;

· Copies of Occupational Health reports; 
· Copies of fit notes / medical documents.
The employee must be informed of their right to be accompanied by a work colleague or Trade Union representative.

It is important that the employee is made aware that if they fail to attend on a given (or rearranged) date without an acceptable reason, the hearing may go ahead in their absence.  In these circumstances, the panel or delegated person are advised to contact HR Services for advice before progressing with the hearing.  

The letter to the employee must also request that if they intend to refer to any documentation at the hearing, a copy of this must be sent to the panel or delegated person at least 5 working days before the date of the hearing.

Witnesses

It is the responsibility of the manager to ensure that they invite any witnesses (if required) to attend the hearing.  

Likewise, it is the employee’s responsibility to ensure that they invite any witnesses (if required) to support their case at the hearing.   Please note that the employee’s Trade Union Representative / work colleague can act on behalf of the employee to arrange their attendance at the hearing if permission from the employee has been granted.  

Witnesses should only be present at the hearing whilst questions are being asked of them by the employee, their representative, manager and panel members.  

Conduct of the Hearing
1. The panel or delegated person will introduce those present and outline the procedure to be followed.  An employee who is not accompanied will be reminded of their right to representation by a work colleague or Trade Union Representative.
2. The manager presenting the case (i.e. the Presenting Officer) will outline their case (or reasons for considering the termination of the employment).  They should refer to documents circulated beforehand to evidence their views.
3. The employee and/or their representative may question the Presenting Officer.
4. The panel or delegated person may question the Presenting Officer.
5. If applicable, the Presenting Officer will invite management’s witness (one by one) to the Hearing.  The witness will be questioned initially by the Presenting Officer, then the employee and / or their representative may question the witness followed by questions from the panel.
6. The employee and/or their representative will outline their case (or the reasons for considering the continuation of the employment).  They may refer to documents circulated beforehand but the presentation should not include the introduction of evidence through witnesses.
7. The Presenting Officer may question the employee and their representative.
8. The panel or delegated person may question the employee and their representative.
9. If applicable, the employee or their representative will invite the employee’s  witness (one by one) to the Hearing.  The witness will be questioned initially by the employee and / or their representative, then the Presenting Officer may question the witness followed by questions from the panel.

10. The Presenting Officer may make brief concluding remarks.
11. The employee and/or their representative may make brief concluding remarks.
12. Before deciding whether or not an employee’s contract of employment should be terminated, the panel or delegated person will satisfy themselves that every effort has been made by both the School/College/Academy and the employee to make viable alterations to the working arrangements of the employee concerned (including redeployment).  If the employee has a disability then the panel or delegated person will satisfy themselves that all reasonable adjustments have been identified and considered.
13. The Presenting Officer, the employee, their representative and the note taker will leave the room.
14. Having deliberated on the matters placed before them, the panel or delegated person will reach their decision and then recall and advise those attending the hearing of the outcome.
Potential Outcomes

The panel or delegated person may find that:

· The employee’s level of attendance is acceptable.  The attendance management procedure will therefore cease and informal monitoring will recommence.  However, if the improvement is not sustained for 12 months then the manager will recommence at Stage 4 of this policy;
· The employee’s level of attendance is not acceptable, but there are reasons in the case which warrant a further improvement plan or the explanation of alternatives to dismissal before recovery at Stage 4.  It is expected that a further hearing date will be arranged in line with the new improvement plan.

· The employee’s level of attendance is not acceptable.  If the panel or delegated person is satisfied that the employee has been given every opportunity to improve their attendance but the required standard has still not been reached, they will dismiss the employee with notice.
Notification of the Outcome

The outcome of the hearing will be confirmed by letter.  A template can be found at Appendix K.  If the employee has been dismissed, the letter should include the reason for the dismissal and the employee’s termination date.  It should also include details of the employee’s right to appeal against the decision.  A copy of the notes from the hearing should also be provided.
Local Authority Schools must also notify the Local Authority of the dismissal.  The Local Authority is required to dismiss the employee within 14 working days of the date of notification.  

Right of Appeal     

Details of the employee’s right of appeal are contained in the Attendance Management Policy.  Template letters for inviting an employee to an appeal hearing and confirming the outcome can be found at Appendix L and Appendix M.
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Attendance Issues and Disability

When reviewing an employee’s sickness record consideration should be given to whether any or all of the absence is related to an employee’s disability. 

When an employee has a disability the School/College/Academy has a duty to make ‘reasonable adjustments’ to assist the employee in improving their attendance and not place them at a disadvantage.  If at any stage a disability becomes apparent, reasonable adjustments must be considered. 

Reasonable adjustments could include: 

· Flexible working arrangements;

· Specialist equipment (possibility of funding through Access to Work);

· Redeployment into an alternative role;

· Using discretion in relation to the ‘indicators’, to allow the employee more time off before proceeding to the next stage of the procedure (advice should be sought from Occupational Health on the likely level of absence); 

· Allowing the employee to take Disability-Related Special Leave for reasons connected with rehabilitation, assessment, treatment or servicing of necessary equipment or disability aids; 
· Allowing a longer timescale for review of reasonable adjustments (e.g. modifications to working pattern or provision of special equipment); 

· Allowing a longer period of time to seek redeployment; 

· Amending the process to alleviate any other disadvantage.

It is difficult to specify the amount of variation required as each employee’s disability is different.  Advice should be obtained from HR Services and Occupational Health before reasonable adjustments are implemented. 

Once agreed ‘reasonable adjustments’ should be progressed as soon as possible.  They will usually be given at least 3 months or more to work and will be subject to regular monthly reviews.  Dependent upon the circumstances, in some cases adjustments may need to be permanent.

Further information and advice on making reasonable adjustments can be found in the Guide to Supporting Disabled Employees.
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Pregnancy-Related Absence
Sickness absence which is pregnancy-related should be clearly recorded.  If an employee has a high level of absence related to this, managers should meet with the employee at the earliest opportunity to discuss what support could be provided to help them to improve their attendance.  This should be reviewed on an ongoing basis.  Managers are also advised to undertake a pregnancy risk assessment and, if necessary, seek advice from Occupational Health.
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Occupational Health Referral Process
Occupational Health referrals should be considered at every stage of the process and to enable Occupational Health to provide an effective service, as much information as possible must be provided about the employee and the reason for the referral.  
The information required by HR Services for the referral includes:
· Date(s) and reason(s) for absence;
· Details from their fit note (if currently off sick);
· Details of any medical treatment currently being received;

· Details of any support already provided or requested;

· Details of any reasonable adjustments already in place or requested;
· A copy of their job description.
Managers should ensure that they discuss the contents of any referral with the employee before submitting it to HR Services.  Occupational Health will share a copy with the employee at the appointment so it should not contain any surprises.  
Occupational Health will arrange an appointment for the employee with either an Occupational Health Practitioner or Physician.  If an employee has difficulty travelling to the Occupational Health unit they should speak to their manager who will be able to arrange transport.  If an employee is too ill to visit the unit a home visit can be requested.  Home visits however are very expensive as the doctor’s travelling time is charged for.  They should therefore only be requested in extreme cases. 

Where an employee refuses to provide medical advice or to undergo a medical examination, they should be reminded of the requirements under their conditions of service (teaching staff only) and informed that any decision relating to their situation will be taken on the basis of information available (all employees).

Following the appointment, Occupational Health will write to the referring officer with their advice and recommendations.  If you are the referring officer, it will normally be necessary for you to discuss the advice and recommendations with your HR Adviser to ensure consistency of approach and to enable HR to consider any wider implications that may be associated with the advice. 

On receipt of the report, managers should arrange to meet with the employee as soon as possible to discuss its contents.  A copy should be provided to the employee for their information.  As a result of the advice provided it may be necessary to review and amend any agreed improvement plan.  If this is the case, the employee should be provided with an updated copy.
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Links to the Disciplinary Policy and Procedure

Where absence patterns emerge, or where it is believed that absences are not attributable to genuine sickness, this will be investigated through the Disciplinary Policy and Procedure. 
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Appendix A - Reporting of Sickness Absence

It is essential that all managers are familiar with and fully understand the School/College/Academy’s procedures for reporting, recording and monitoring sickness absence and that they are clear about their responsibilities for ensuring that employees are aware of and comply with the procedures.

Managers who have responsibility in relation to this policy will need to be given guidance and where appropriate training.

It is essential that all employees are informed of and comply with the procedure for notifying any absence.  It is recommended that they are informed of the procedure during induction training and that the details are included in any employee handbook.
Managers should ensure that medical information about employees is treated in absolute confidence and should be shared with colleagues on a need to know basis only.

It is important, to enable sickness benefit to be paid, that the following reporting procedure be adhered to: -

First Day

Employees or someone on their behalf must contact their manager or nominated person, normally no later than one hour prior to their normal starting time on the first day of absence and provide information about work plans for that day.  The timescale for reporting may be varied by the School/College/Academy and this should be included in the Handbook.  Where contractual or operational reasons make this impractical, employees will be advised of other reporting requirements.  Brief details of the reason for absence, the date the absence began and if possible some indication of a return to work date should be given so that the self certification form can be completed by the nominated person who will meet with the employee on their return to work so that the form can be completed.  The actual date that the employee becomes unfit is required.  This could be a non-working day.

If the absence is the result of an accident, injury or an assault sustained at work, then this information must be made known to the employee’s line manager as soon as is reasonably possible.  In this context the employee should indicate if the incident has been reported and to whom.  This information will need to be requested in accordance with the agreed procedure on the reporting of accidents of employees.

Managers should agree with employees how often they are to make contact if the absence is likely to continue beyond one day.  This will usually be on a daily basis so that cover arrangements can be made.
Eighth Day and beyond

If the sickness absence extends beyond seven calendar days, the employee must obtain a Fit Note, to cover the remainder of the period of illness and unless indicated in the interim certification, a “signing off” note indicating fitness to resume work.  The first Fit Note must be dated no later than the eighth calendar day of absence (including Saturdays, Sundays and Bank Holidays) and submitted to the manager as soon as possible.  Any further certificates issued by the GP must also be submitted as they become due.

Industrial Injury

Injuries which occur in the course of work should be reported and recorded as appropriate on the Accident/Incident Report Form, as required by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).  Some injuries may only become obvious a day or so later, but must still be reported, recorded and the appropriate form completed.  This will also apply to injuries that become obvious at a later date.

Appendix B - Example Improvement Plan

PERFORMANCE IMPROVEMENT PLAN - ATTENDANCE


DATE OF PLAN: 30th January - 30th March 2012
	Employee: 
	Mary Roberts


	Manager: 
	Ken Smith

	

	Areas of Concern
	What needs to be achieved
	How this will be achieved
	Who is responsible
	Timescales

	Continued long term absence from work (absent since 7th November 2011).
	Return to work within improvement plan timeframe (on therapeutic or substantive hours).  On going reduction in absences. 


	Mary to attend work as required.

	Mary
	9 weeks and ongoing

	
	To consider if any adjustments are required to support Mary’s return, either in working hours or duties.

	Referral to be made to Occupational Health.

	Ken
	9 weeks and ongoing

	Mary has said that she is still suffering from low mood, has trouble sleeping and interacting on a daily basis.

	Mary to contact her GP to seek advice as necessary and to keep Ken informed of any medical issues that he needs to be aware of.
	Mary to update Ken following her GP appointment next week.

	Mary
	9 weeks and ongoing

	
	To consider a self referral to the Employee Welfare Service.

	Mary to contact the Employee Welfare Service as required.

	Mary
	9 weeks and ongoing

	Maintain contact during Mary’s absence
	Ensure that regular contact is maintained throughout Mary’s absence from work.

 
	Ken to contact Mary on a weekly basis by phone.  Mary to contact Ken as necessary to update him on progress.


	Ken / Mary
	9 weeks


I agree that I will commence this plan with effect from [date] and I understand that failure to achieve the required level of improvement will result in me progressing to Stage [number] of the Attendance Management Policy and Procedure.

I also understand that, should I achieve the required level of attendance and therefore formal procedures will cease, failure to maintain this improvement for 12 months may result in formal procedures recommencing. 

Any further support identified: 
Review dates: [enter date(s) of mid-review meeting(s)]
[Formal/Final] Review Meeting Date: 4th April 2012
Signed:


Employee: _________________________________
Manager: _______________________________







Mary Roberts





Ken Smith
If you do not return a signed copy of this plan within 7 days it will be assumed that you are in agreement with its contents. 

Appendix C - Invitation to Formal Attendance Management Meeting (Stage 1)
Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
Following our meeting under the informal stage of the Attendance Management Policy and Procedure on [date] when I advised you that I had ongoing concerns regarding your attendance, I am writing to confirm that it will now be necessary to manage your attendance under the formal stage of the procedure.  A copy of the Attendance Management Policy and Procedure is enclosed for your information.
To date you have been issued with an informal improvement plan, a copy of which I have enclosed for your information.  Despite your attendance being monitored over the [number] week period of the plan and support being provided to help you to improve your attendance, I still have the following concerns which I wish to discuss with you at a Formal Attendance Management Meeting (Stage 1): 

[List areas of concern]

The purpose of the meeting is not only to discuss the shortfalls in your level of attendance but to review and revise the improvement plan issued previously.  You will have the opportunity to provide an explanation as to any reasons why your attendance is not meeting expectations.  

There are three potential outcomes of the meeting:

· There are insufficient grounds for pursuing the attendance issue.  The attendance management procedure will therefore cease and informal monitoring will recommence;

· An adjournment is necessary (e.g. to undertake further investigations or consider additional information);

· There are attendance issues to be addressed, which may warrant a warning if the required improvements are not made following the review period.  A formal written improvement plan and review period will be set.

The meeting will take place at [time] on [date] in [venue].  As this is a formal meeting, you are entitled to be accompanied by a work colleague or Trade Union representative.

I would be grateful if you would please confirm if you will be available to attend the meeting.  

Please do not hesitate to contact me if you have any queries regarding the contents of this letter.

Yours sincerely 
[Name]

[Job Title]
Appendix D - Outcome of Formal Attendance Management Meeting (Stage 1)

Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
Following the Formal Attendance Management Meeting (Stage 1) on [date], I am writing to confirm the outcome of our discussions.

At the meeting we reviewed the progress that you made previously against the contents of the informal improvement plan agreed on [date].    

[Insert here further details about what was discussed and agreed during the meeting]

[Delete options below as appropriate]

Option One
As I advised at the meeting, there are insufficient grounds for pursuing the attendance issue.  The attendance management procedure will therefore cease and informal monitoring will recommence.
Option Two

As I advised at the meeting, it is necessary for our discussions to be adjourned so that [enter details, e.g. to undertake further investigations or consider additional information].  I will write to you in due course to reconvene the Formal Attendance Management Meeting.

Option Three

As I advised at the meeting, there are attendance issues which need to be addressed.  We therefore agreed a formal written improvement plan to support you to improve your attendance, a copy of which is enclosed for your approval.   

I would be grateful if you could sign and return one copy of the plan to indicate that you agree to the measures and targets contained in it.  The other copy is for you to retain.  If there is anything in the plan that you do not understand or disagree with, please do not hesitate to contact me.  If I have not received a signed copy of the plan within 7 days of you receiving this letter, I will assume that you are happy with the contents.
As agreed at the meeting, I will schedule a Formal Review Meeting for [date] at [time] to discuss progress and identify whether our agreed measures have made a positive impact on your attendance levels.  I will write to you in due course to confirm the details.
You should be aware that if your attendance has not improved to the required standard by the end of the review period, you will be issued with a final written warning which will remain on your file for 12 months.  

A copy of the notes taken at the meeting is enclosed for your information.

Please do not hesitate to contact me if you have any queries regarding the contents of this letter.

Yours sincerely 
[Name]

[Job Title]
Appendix E - Invitation to Formal Review Meeting (Stage 2)

Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
Further to the Formal Attendance Management Meeting (Stage 1) on [date], I am writing to confirm the details of the Formal Review Meeting (Stage 2) arranged for [time] on [date] in [venue].  

The purpose of this meeting is to review your progress against the formal written improvement plan that was agreed at the Formal Attendance Management Meeting (Stage 1).  A copy of this plan is enclosed for your information. 

As this is a formal meeting, you are entitled to be accompanied by a work colleague or Trade Union representative.

You should be aware that if your attendance has not improved to the required standard, you will be issued with a final written warning which will remain on your file for 12 months.  

I would be grateful if you would please confirm if you will be available to attend the meeting.  

Please do not hesitate to contact me if you have any queries regarding the contents of this letter.

Yours sincerely 

[Name]

[Job Title]

Appendix F - Outcome of Formal Review Meeting (Stage 2)

Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
Following the Formal Review Meeting (Stage 2) on [date], I am writing to confirm the outcome of our discussions.

At the meeting we reviewed your progress against the contents of the improvement plan which was agreed at the Formal Attendance Management Meeting (Stage 1) on [date].   

[Delete options below as appropriate]

Option One
As I advised at the meeting, I am pleased to be able to confirm that you have achieved the required level of improvement in your attendance.  The attendance management procedure will therefore cease and informal monitoring will recommence.

I hope that you will continue to maintain this improvement.  As discussed at the review meeting, if you fail to sustain this improvement for a 12 month period then it may be necessary to recommence managing your attendance at Stage 2 of the Attendance Management Policy and Procedure.

Option Two

As I advised at the meeting, I am pleased to be able to confirm that you have made some improvement towards achieving the required level of attendance.  We therefore agreed that we would extend your formal improvement plan by [number] weeks.  The review period will therefore now end on [date].  

As agreed at the meeting, we will hold a further Formal Review Meeting (Stage 2) on [date].  I will write to you in due course to confirm the details.    
Option Three

As I advised at the meeting, you have failed to achieve the required level of improvement in your attendance.  It will therefore now be necessary to issue you with a final written warning which will remain on your file for 12 months.

At the meeting we agreed a further formal written improvement plan to help support you to improve your attendance, a copy of which is enclosed.  I would be grateful if you could sign and return one copy of the plan to indicate that you agree to the measures and targets contained in it.  The other copy is for you to retain.  If there is anything in the plan that you do not understand or disagree with, please do not hesitate to contact me.  If I have not received a signed copy of the plan within 7 days of you receiving this letter, I will assume that you are happy with the contents.
As agreed at the meeting, I will schedule a Final Review Meeting (Stage 3) for [date] at [time] to discuss progress and identify whether our agreed measures have made a positive impact on your attendance levels.  I will write to you in due course to confirm the details.
You should be aware that if, at the end of the review period, the required improvement has still not been made, an Attendance Management Hearing will be arranged, at which stage you may be dismissed. 
As you have the right to appeal against the final warning, I have included for your attention a copy of the Appeal Procedure along with an appeal registration form.  If you wish to appeal this decision, please complete and return the appeal registration form to me within 5 working days of receiving this letter. 

A copy of the notes taken at the meeting is also enclosed for your information.  

Please do not hesitate to contact me if you have any queries regarding the contents of this letter.

Yours sincerely 
[Name]

[Job Title]
___________________________________________________________________
I acknowledge receipt of the letter dated [date] confirming the outcome of the Formal Review Meeting (Stage 2) on [date].  [I understand that I have been issued with a final written warning which will remain on my file for 12 months.]
Signed: _______________________________

Date: __________________
Print Name: ___________________________

Appendix G - Final Written Warning Template

ATTENDANCE MANAGEMENT PROCEDURE - FINAL WRITTEN WARNING

Name:  




Job Title:
 


1. Date Issued  

This warning was issued at a Formal Review Meeting (Stage 2) on [date].

2. Status of Warning  

This is a final written warning issued under the Attendance Management Policy and Procedure.

3. Nature of Offence  

You were issued with this warning as you had failed to achieve the required level of improvement in your attendance. 
4. Improvements Required  
At the Formal Review Meeting a further formal improvement plan was agreed to support you to improve your attendance.  You are therefore required to achieve the improvements as set out in the plan and to maintain this improvement in your attendance for a 12 month period.    
5. Support to be Given  

Details of the support that will be provided to you are set out in the agreed formal improvement plan.  If you feel that additional help or support could be provided, please speak to your manager.

6. Retention of Warning on Personal File   

A copy of this warning will be kept on your personal file for 12 months from [date of Formal Review Meeting].
7. Consequences of Failure to Maintain   

Failure to achieve and maintain the requirements set out in paragraph 4 above will result in an Attendance Management Hearing (Stage 4) being convened.  If the panel or delegated person is satisfied that you have been given every opportunity to improve your attendance, but the standard has still not been reached, your contract of employment will be terminated.  

Acknowledgement of Final Written Warning

I acknowledge that I have been given a final written warning under the Attendance Management Policy and Procedure.  I have read and understood the contents of this warning and the other documentation which is enclosed.

Signed: ___________________________

Date: _________________
Print Name: ________________________
Appendix H - Invitation to Final Review Meeting (Stage 3)

Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
Further to the Formal Review Meeting (Stage 2) on [date] at which you were issued with a final written warning, I am writing to confirm the details of the Final Review Meeting (Stage 3) arranged for [time] on [date] in [venue].  

The purpose of this meeting is to review your progress against the formal written improvement plan that was agreed at the Formal Review Meeting (Stage 2).  A copy of this plan is enclosed for your information. 

As this is a formal meeting, you are entitled to be accompanied by a work colleague or Trade Union representative.

You should be aware that if your attendance has not improved to the required standard, an Attendance Management Hearing will be convened to consider the case.  A possible outcome of this hearing may be the decision to terminate your contract of employment.

I would be grateful if you would please confirm if you will be available to attend the meeting.  

Please do not hesitate to contact me if you have any queries regarding the contents of this letter.

Yours sincerely 
[Name]

[Job Title]

Appendix I - Outcome of Final Review Meeting (Stage 3)

Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
Following the Final Review Meeting (Stage 3) on [date], I am writing to confirm the outcome of our discussions.

At the meeting we reviewed your progress against the contents of the improvement plan which was agreed at the Formal Review Meeting (Stage 2) on [date].   

[Delete options below as appropriate]

Option One
As I advised at the meeting, I am pleased to be able to confirm that you have achieved the required level of improvement in your attendance.  The attendance management procedure will therefore cease and informal monitoring will recommence.

I hope that you will continue to maintain this improvement.  As discussed at the review meeting, if you fail to sustain this improvement for a 12 month period then it may be necessary to recommence managing your attendance at Stage 3 of the Attendance Management Policy and Procedure.

Option Two
As I advised at the meeting, you have failed to achieve the required level of improvement in your attendance.  It will therefore now be necessary to arrange an Attendance Management Hearing, at which stage you may be dismissed.  I will write to you in due course to confirm the details.
A copy of the notes taken at the meeting is enclosed for your information.  
Please do not hesitate to contact me if you have any queries regarding the contents of this letter.

Yours sincerely 
[Name]

[Job Title]
Appendix J - Invitation to Hearing (Stage 4)

Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
Further to my letter dated [date] confirming the outcome of the Final Review Meeting (Stage 3), I am writing to confirm arrangements for the Attendance Management Hearing.

The hearing will take place at [time] on [date] in [venue] and will be heard by [name(s)].  Also present will be [name] to take notes.  On arrival you should report to [location] and ask for [name].
I will be present at the hearing to present the management case.  Enclosed is a copy of the documents that will be referred to at the hearing. 
During the course of the hearing you will have the right to hear and question all the evidence presented.  You will also have the opportunity to present your case. 

The purpose of the hearing is to consider the steps taken to improve your attendance and your progress against the improvement plans put in place previously.
If the panel or delegated person is satisfied that you have been given every opportunity to improve your attendance, but the standard has still not been reached, your contract of employment will be terminated.

As this is a formal meeting, you are entitled to be accompanied by a work colleague or Trade Union representative.

I would be grateful if you would please acknowledge if you are able to attend the hearing and whether you will be calling any witnesses to support your case so that necessary arrangements can be made.  [For your information, I will be calling [name] as a witness].  If you are unable to provide names of witnesses at this point in time, these may be submitted to [name] no later than 5 days before the hearing. Any documentation that you wish to provide should also be submitted to [name] no later than 5 days before the hearing.

Please note that it is your responsibility to invite any witnesses (if required) to support your case at the hearing.  Your Trade Union representative or work colleague may act on your behalf to contact these witnesses if permission from yourself has been granted.
Should you or your representative require any special arrangements in order to attend the hearing, please contact me on the above number as soon as possible so that I can facilitate these for you.

Please do not hesitate to contact me if you have any queries about the contents of this letter.

Yours sincerely

[Name]

[Job Title]

__________________________________________________________________

I acknowledge receipt of the letter dated [date].
I will/will not be attending the Attendance Management Hearing arranged for [date] (if not attending please provide a reason and note that if this is not an acceptable reason the hearing may go ahead in your absence).  Please note that if you do not respond to confirm your attendance before the hearing date it will be assumed that you will be attending.
I will/will not be calling witnesses (please provide names of any witnesses you intend to call).

Signed: _____________________________
Date: ______________
Print Name: __________________________

Appendix K - Outcome of Hearing (Stage 4)

FOR ACADEMIES, VOLUNTARY AIDED, FOUNDATION AND TRUST SCHOOLS:
Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
I am writing to confirm the outcome of the Attendance Management Hearing (Stage 4) held on [date] which was heard by [name(s)].  Also present were [name] as your representative and [name] as note-taker.

The purpose of the hearing was to consider the steps made to improve your attendance and your progress against the improvement plan put in place following the Final Review Meeting (Stage 3) on [date].

Option One

Having considered the evidence provided at the hearing, [I / the panel] have decided that there is no case to answer and that your attendance meets the expected level.  The attendance management procedure will therefore cease and informal monitoring will recommence.  However, if the improvement is not sustained for 12 months then the manager will recommence at Stage 4 of the Attendance Management Policy and Procedure.

Option Two

Having considered the evidence provided at the hearing, [I / the panel] have decided that your level of attendance is not acceptable, but there are reasons in the case which warrant [a further improvement plan / alternative to dismissal] before recovery at Stage 4.  

Therefore, please find enclosed a copy of the agreed formal written improvement plan to support you to improve your attendance.  I would be grateful if you could sign and return one copy of the plan to indicate that you agree to the measures and targets contained in it.  The other copy is for you to retain.  If there is anything in the plan that you do not understand or disagree with, please do not hesitate to contact me.  If I have not received a signed copy of the plan back within 7 days of you receiving this letter, I will assume that you are happy with the contents.  

As agreed at the hearing, I will schedule an Attendance Management Hearing for [date] at [time] to consider your case.  A possible outcome of the hearing may be the decision to terminate your contract of employment.  I will write to you in due course to arrange the details.  

Option Three
Having considered the evidence provided at the hearing, you have been given a full opportunity to improve your level of attendance and have failed to do so.  [My / The panel’s] decision is therefore that you will be dismissed on the grounds of unsatisfactory attendance. 

As this is not summary dismissal, you are entitled to [duration] paid notice from the date of the hearing and therefore your employment will terminate on [date].  You [are/are not] required to work this notice.  Your P45 will be forwarded to you shortly.
You are required to return any property which is still in your possession and [name] will be in contact with you to arrange this.

I have enclosed a copy of the Appeal Procedure along with an appeal registration form.  You have the right to appeal against this decision and should complete and return the appeal registration form to myself within 5 working days of receiving this letter. 

Should you decide to appeal, the effect of the dismissal will still stand i.e. you will remain dismissed pending the outcome of the appeal hearing. 

A copy of the notes taken at the hearing is enclosed for your information. 

Please sign and return the second copy of this letter in acknowledgement of receipt. 

Yours sincerely 

[Name of person who heard/chaired hearing]

[Job Title]

I acknowledge receipt of the letter dated [date] confirming the outcome of the Attendance Management Hearing (Stage 4) on [date].
Signed: _______________________________

Date: __________________
Print Name: ___________________________
FOR LOCAL AUTHORITY SCHOOLS:

Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
I am writing to confirm the outcome of the Attendance Management Hearing (Stage 4) held on [date] which was heard by [name(s)].  Also present were [name] as your representative and [name] as note-taker.

The purpose of the hearing was to consider the steps made to improve your attendance and your progress against the improvement plan put in place following the Final Review Meeting (Stage 3) on [date].

Option One

Having considered the evidence provided at the hearing, [I / the panel] have decided that there is no case to answer and that your attendance meets the expected level.  The attendance management procedure will therefore cease and informal monitoring will recommence.  However, if the improvement is not sustained for 12 months then the manager will recommence at Stage 4 of the Attendance Management Policy and Procedure.

Option Two

Having considered the evidence provided at the hearing, [I / the panel] have decided that your level of attendance is not acceptable, but there are reasons in the case which warrant [a further improvement plan / alternative to dismissal] before recovery at Stage 4.  

Therefore, please find enclosed a copy of the agreed formal written improvement plan to support you to improve your attendance.  I would be grateful if you could sign and return one copy of the plan to indicate that you agree to the measures and targets contained in it.  The other copy is for you to retain.  If there is anything in the plan that you do not understand or disagree with, please do not hesitate to contact me.  If I have not received a signed copy of the plan back within 7 days of you receiving this letter, I will assume that you are happy with the contents.  

As agreed at the hearing, I will schedule an Attendance Management Hearing for [date] at [time] to consider your case.  A possible outcome of the hearing may be the decision to terminate your contract of employment.  I will write to you in due course to arrange the details.  

Option Three
Having considered the evidence provided at the hearing, you have been given a full opportunity to improve your level of attendance and have failed to do so.  [My / The panel’s] decision is therefore that you will be dismissed on the grounds of unsatisfactory attendance. 

As this is not summary dismissal, you are entitled to [duration] paid notice from the date of the hearing and therefore your employment will terminate on [date].  You [are/are not] required to work this notice.  The Local Authority will be writing to you to confirm your dismissal. 
You are required to return any property which is still in your possession and [name] will be in contact with you to arrange this.

I have enclosed a copy of the Appeal Procedure along with an appeal registration form.  You have the right to appeal against this decision and should complete and return the appeal registration form to myself within 5 working days of receiving this letter. 

Should you decide to appeal, the effect of the dismissal will still stand i.e. you will remain dismissed pending the outcome of the appeal hearing. 

A copy of the notes taken at the hearing is enclosed for your information. 

Please sign and return the second copy of this letter in acknowledgement of receipt. 

Yours sincerely 

[Name of person who heard/chaired hearing]

[Job Title]

I acknowledge receipt of the letter dated [date] confirming the outcome of the Attendance Management Hearing (Stage 4) on [date].

Signed: _______________________________

Date: __________________
Print Name: ___________________________

Appendix L - Invitation to Appeal Hearing 

Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
Following receipt of your appeal under the Attendance Management Policy and Procedure against your [final written warning / dismissal], I am writing to invite you to attend an appeal hearing.  Your appeal will be heard by [name(s)] at [time] on [date] in [venue].  [Name] will also be in attendance to take notes.  On arrival you should report to [venue] and ask for [name].
You may, if you wish, be accompanied by a work colleague or Trade Union representative.

Enclosed for your attention is a copy of management’s response to your appeal statement, along with supporting documents.  I will be in attendance at the hearing to present the management case. 

The outcome of the appeal hearing will be to either:
· Uphold the original decision taken and maintain any sanction;
· Overturn the original decision and implement a new decision along with any appropriate sanction/action.
Please be advised the decision of the appeal hearing will be final and there is no further right of internal appeal. 

I would be grateful if you would please acknowledge if you are able to attend the hearing and whether you will be calling any witnesses to support your case or providing any additional documentation so that necessary arrangements can be made.  [For your information, management will be calling [name(s)] as their witness].  If you are unable to provide names of witnesses at this point in time, these must be submitted to [name] no later than 3 days before the hearing, together with any additional documentation that you wish to submit. 

Should you or your representative require any special arrangements in order to attend the hearing, please contact me at least 3 days before the hearing so that I can facilitate these for you.

Please sign and return the second copy of this letter as acknowledgement of receipt.

Yours sincerely
[Name of person who heard/chaired hearing]

[Job Title]

__________________________________________________________________

I acknowledge receipt of the letter dated [date].

I will/will not be attending the Attendance Management Appeal Hearing arranged for [date] (if not attending please provide a reason and note that if this is not an acceptable reason the hearing may go ahead in your absence).

I will/will not be calling witnesses (please provide names of any witnesses you intend to call). 
Signed: _


_


Date: _




Print Name: _______________________
Appendix M - Outcome of Appeal Hearing 

Strictly Private and Confidential 

[Name]

[Address]

[Date]

Dear [Name]
I am writing to confirm the outcome of the Attendance Management Appeal Hearing held on [date] which was heard by [name(s)].  Also present was [name] as your representative and [name] as note-taker.
You appealed against the decision made at the [Formal Review Meeting (Stage 2) / Attendance Management Hearing (Stage 4)] on [date].  The reason for your appeal was [reason].
Having considered the evidence provided at the hearing, [I / the panel] have decided to [uphold the original decision to issue you with a final written warning / terminate your employment] or [overturn the original decision to issue you with a final written warning / terminate your employment].  Include details of any additional actions/ recommendations and reasons for decision.] 

The decision of the appeal hearing is final and there is no further right of appeal.

Please sign and return the second copy of this letter as acknowledgement of receipt.
Yours sincerely

[Name of person who heard/chaired hearing]
[Job Title]

I acknowledge receipt of the letter dated [date] confirming the outcome of the Attendance Management Appeal Hearing and I have read and understood the contents.
Signed: _


_


Date: _




Print Name: _______________________
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