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INSERT DATE		 


INSERT NAME
INSERT ADDRESS

Dear INSERT NAME

STAGE 3/FURTHER STAGE 3* ABSENCE REVIEW MEETING - OUTCOME

In accordance with the Trust’s Supporting Attendance at Work Policy you attended a Stage 3/further Stage 3* Absence Review Meeting on DATE.

The reason for this meeting was to review your absence record as you have [ had 2 spells of absence within the 12 month monitoring period / been absent for more than 5 working days within the 12 month monitoring period / had further absence during your xx month monitoring period / remained absent at the Follow Up Meeting ]* and there are no mitigating factors as identified in the Policy. This is further to your initial Stage 3 Absence Review Meeting held on XXX* (remove if not applicable) Stage 2 Absence Review Meeting held on XXX and your previous Stage 1 Absence Review Meeting on XXX. [Also detail any follow up reviews]. 

At the meeting we discussed the reason(s) for your absence and support required/provided, (please insert details of discussion, eg any Early Intervention, referrals to OH, any advice given re counselling support or other wellbeing support, any physio referrals, any further support employee receiving out with EAC or any discussions around reasonable adjustments or redeployment/Ill health/capability, if applicable).    

I also advised you that the following information would be considered during the Stage 3 / further Stage 3* Absence Review meeting;

· Up-to-date Occupational Health report
· Details of previous Absence Reviews held
· Details of other arrangements made by your manager to support you
· Details of discussions on adjustments, phased return or redeployment where appropriate
· Ill health retirement where appropriate 
· Any issues previously raised or comments expressed by you or your representative

At the Stage 3 / further Stage 3* Absence Review Meeting you were also offered the opportunity to provide any further relevant information by you or your representative [ detail any further information provided ].  




Option 1* - Return to Work

It was confirmed that you are now/will be* fit to undertake the duties of your post and have returned/will return* with effect from XXX. It has been agreed that a phased return to work will be appropriate [ please insert details where required ]*. It was agreed that a further meeting would take place in 4 / 8 / 12* weeks to review whether your return to work has been sustained. If you have then successfully achieved a return to work you were advised that your absence levels will continue to be monitored for the remainder of the 12 month period commencing from [insert date of stage 2 absence review]. Please be advised that where an unsatisfactory attendance record continues and an improvement has not been achieved or sustained, consideration may be given to termination of your employment on the grounds of capability due to ill health.

Option 2* - Further Information 

I refer to the additional information that you provided and can advise that the meeting has been adjourned to allow further clarification to be obtained [ insert details ]. I will contact you again in early course to reconvene the meeting.

Option 3* - Extension to Review Period 

It was agreed that in the circumstances of your case [ please provide further details ] that the review period would be extended for a further 4 / 8 / 12* weeks at which time a further meeting will take place to consider the position. If I am then satisfied that no further review is required at that stage your absence levels will continue to be monitored for the remainder of the xx month period commencing from [insert date of stage 2 absence review]. Please be advised that where an unsatisfactory attendance record continues and an improvement has not been achieved or sustained, consideration may be given to termination of your employment on the grounds of capability due to ill health.

Option 4* - Redeployment 

It has been indicated by Occupational Health that it is unlikely that you will be able to return to your current post. 

Therefore as discussed, you will now be placed on the Trust’s Redeployment Register. It was agreed that XXX, HR Business Partner will provide you with a Personal Profile Form which you should complete and return as soon as possible.  The information provided by you will be used to identify any possible vacancies for which you may be suited.

A follow up meeting with XXX, HR Business Partner will be arranged on receipt of your Personal Profile Form to discuss any potential vacancies and to organise a work trial if appropriate.

Option 5* - Ill-Health Retirement

You are a member of the Local Government Pension Scheme/Teachers’ Superannuation Scheme* and you have indicated you wish to be considered for early retirement on the grounds of ill-health. An Occupational Health appointment will therefore be organised to assess your suitability for ill-health retirement. On receipt of the Occupational Health report, a meeting will be arranged with your line manager and EAC Human Resources to discuss the outcome. 



Please be advised that should your application for ill-health retirement be unsuccessful and where an unsatisfactory attendance record continues and an improvement has not been achieved or sustained, consideration may be given to termination of your employment on the grounds of capability due to ill health.

Option 6* - Capability Dismissal

You were previously advised that where an unsatisfactory attendance record continued and an improvement had not been achieved or sustained a possible outcome of the Stage 3 / further Stage 3 Absence Review Meeting may be termination of your employment on the grounds of capability due to ill health.

As you are not a member of a Pension Scheme/have had an unsuccessful application for ill-health retirement/consideration for ill-health retirement is not appropriate in your circumstances* it has now been confirmed that your employment as a XXX has been/will be terminated on the grounds of capability due to ill-health with effect from XXX.

[ Please detail salary payments due including any pay in lieu of notice or outstanding annual leave ]. 

The Payroll Section will process this into your bank account in due course and will also forward your P45 to you.

[ Please detail appeal process under Pension Regulations only where applicable and if not already advised ]. 

[ Options 1,3,4 and 5 only ] You have the right to appeal the outcome of the meeting and if you choose to do so, this must be made within 14 calendar days from receipt of this letter to XXX (Chief Officer) fully stating the grounds of your appeal. You will be given the opportunity to explain your reasons at an appeal hearing, at which you may be represented by your Trade Union or a work colleague. An appeal form is available from Human Resources or via the intranet. 

[ Option 6 only ] If you consider your termination of employment to be unfair in the circumstances, an appeal to the Trust Board Appeals Panel may be lodged, in writing, to XXXX, Director: Corporate Activities, within 14 days of receipt of this letter. An appeal form is available from the Corporate Team or via the intranet. May I take this opportunity to thank you for the service you have given to Ayrshire360 and to wish you all the best for the future.

Please do not hesitate to contact me should you have any queries in relation to this matter. 

Yours sincerely




Insert Name
INSERT DESIGNATION  

*delete as appropriate
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