Official

Official

            	 
[image: ]Ayrshire360
Corporate Activities
Wallace Chambers
16 John Dickie Street
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Xx/xx

INSERT DATE		 

INSERT NAME
INSERT ADDRESS

Dear INSERT NAME

RESCHEDULED STAGE 2 ABSENCE REVIEW MEETING

I refer to my letter of INSERT DATE and note that you failed to attend/were unable to attend* your Stage 2 Absence Review Meeting originally scheduled for INSERT DATE due to INSERT REASON. 

This Absence Review Meeting has been rescheduled and you are required to attend at INSERT TIME on INSERT DATE at INSERT LOCATION.

The reason for this meeting is to review your absence record as you have [ had 2 spells of absence within the 12 month monitoring period / been absent for more than 8 working days within the 12 month monitoring period / remained absent at the Follow Up Meeting ]* and there are no mitigating factors as identified in the Policy. 

At this meeting our discussion will include the reason(s) for your absence, any support you may require and we will also consider whether a follow up meeting should be arranged.  

You may be accompanied by your Trade Union Representative or a work colleague and should make the appropriate arrangements if you so wish.

Please note attendance at absence reviews is essential in accordance with the Supporting Attendance at Work Policy and if you fail to attend without good reason, this could result in sickness allowance payments being withheld. 

As it is in both our interests for this meeting to take place without delay then I confirm this should only be rescheduled normally on no more than one occasion by either party. 

Please confirm your attendance by contacting me and if you have any queries please let me know as soon as possible.

Yours sincerely


Insert Name
INSERT DESIGNATION  
*delete as appropriate
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