MODEL LETTER 3

Issue of First Notification of Concern
Private and Confidential

[Name]

[Address]

[Date]

Dear

Re:
Sickness Absence Interview

Following your sickness absence interview on [insert date] in the presence of [insert attendees] I am writing to confirm that you were issued with a first notification of concern under the school’s Attendance Management Procedure.

[Insert details of discussion and any points put forward by the employee or his/her representative.]
As discussed, particular effort is required from you to reduce your level of absence and failure to do so may ultimately lead to your dismissal for capability due to poor attendance.

As advised, this first notification of concern will remain on file for six months and if your absence has reduced below the trigger level after six months the notification of concern will be regarded as having lapsed.

You may appeal against this notification of concern.  If you wish to exercise that right you must notify me, in writing, within ten working days of the date of this letter stating briefly the grounds of your appeal.  I will arrange for your appeal to be heard by a committee from the governing body.  You may be represented by your trade union or a work colleague. 

Yours sincerely

Senior Management Team/Head Teacher (delete as appropriate)
