
OFFICIAL SENSITIVE 

Please ensure employee and manager sign the form and a copy is provided to the 
employee 

   
                                                                       Attendance Review Meeting Record Form / Human Resources 

1. Give individual reasonable written notice ( Template Letter available on Monitor) 
2. Plan ahead what points you wish to make 
3. Ensure you have appropriate information to hand, Schools Managing Absence 

Policy, Individual Attendance Record 

ATTENDANCE REVIEW MEETING RECORD FORM 

NAME OF EMPLOYEE INTERVIEWED  DATE        /       /   

SCHOOL  PAY NO  

NAME OF THOSE PRESENT  

 

 

 
STATED REASON(S) FOR MEETING  
(LIST SICKNESSES): 
(See Managers Toolkit) 

• Discuss the attendance 
record 

• Attendance dropped to a 
level causing concern 

• Attendance since last review 
( if applicable)  

 

CONTRIBUTORY FACTORS 
IDENTIFIED: 

• Explore underlying reasons 
for absence 

 

CAN THE COUNCIL HELP? 
• What support the 

organisation can provide? 
• Explore ways of improving 

attendance, Occupational 
Health / Counselling/ 
Change Work Pattern, 
Reduce Hours 

 

IMPLICATIONS OF FURTHER 
ABSENCES: 

• Further Attendance Review 
meeting 

• Sickness Capability Panel 
• Disciplinary Policy 
• Performance Improvement 

Procedure 
• Impact on service and 

colleagues 
 

Please outline to the employee the possible implications/ 
outcomes of further absences :- 



OFFICIAL SENSITIVE 

Please ensure employee and manager sign the form and a copy is provided to the 
employee 

   
                                                                       Attendance Review Meeting Record Form / Human Resources 

OUTCOME / TARGET PROPOSED: 
 
 
 
 
 
 

 

I have advised that every reasonable attempt to assist the employee to achieve the 
desired level of attendance will be made, but further absence could mean that the 
matter will ultimately be referred to a Sickness Capability Panel where a decision on 
continued employment could be one possible outcome.   
 
The employee has confirmed to me that he/she understands the possible consequences 
of further absences. 

Please tick 
to confirm 
 
YES   
 
 
 
YES   

DATE OF NEXT REVIEW MEETING: (AGREED TIMSCALE)               /          /  

SIGNED - LINE MANAGER: 
 

SIGNED EMPLOYEE INTERVIEWED: 
 

 

 

 

 


