MODEL LETTER 13
Warning Letter in Cases of Long-Term Absence
Private and Confidential

[Name]

[Address]

[Date]

Dear

I refer to our meeting on [insert date] in the presence of [insert attendees].

At the meeting we discussed your current health and I warned you that in view of the length of time you have been absent and under the school’s Attendance Management Procedure the governors of [insert name of school] may wish to consider your capability to undertake your duties as a [insert position] in school and therefore as a result of this, your continued employment.

I realise this is a difficult period of time for you and I would like to reassure you that the school and the Schools HR Adviser  will continue to be in contact with you and offer support.

Yours sincerely

Senior Management Team/Head Teacher (delete as appropriate)
