[image: ]Location
Date 





										


To: Employee Name
     Job Title



Dear Employee Name,  


Re: Absence Counselling Confirmation of decision - Stage (2,3,4)

Further to our meeting on XXX, where you chose to be accompanied/ not to be accompanied, we discussed your recent level of absence of (number of absences) instances and (number of days absent) day (list the dates) since the Oral Counselling on (date).

As a result of our discussion, you will be issued with a first/final/dismissal Formal Counselling, which will be recorded on your file for 12 months.

Please note that any further incidents of absence within a period of 12 months may trigger the next stage of the absence counselling process.

You have the right to appeal against this decision in accordance with the appeals procedure (within 5 working days, giving reasons in writing).


Yours sincerely,



Line Manager
Job Title
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