Letter - First Attendance Improvement Notice
[Date]
[Employee’s name]
[Employee’s address]
Dear [Name]
I write further to the attendance review hearing held on [date] and conducted by [Name].
For the record [name] attended as Company witness/note taker and * [name] attended as your representative/you declined to be accompanied.

At the hearing you were advised that your level of attendance was unsatisfactory [despite receiving counselling on [insert dates]]. I am writing to confirm my decision to issue you with a first absence improvement notice. 
The reason for this notice is: *[specify]
The improvement required is: *[specify OR you are required to make an immediate, significant and sustained improvement in your levels of attendance at work.]
Your absence will continue to be reviewed during the next six* months.  If during that period you have any further absence and you hit another trigger level under the absence management procedure this may result in further action being taken under the procedure.

This notice will cease to have effect after a period of six* months provided that your attendance has improved to a satisfactory level and that improvement has been sustained.

If you wish to appeal against this notice you have the right to do so by making any appeal in writing stating the reasons for your appeal to [name, job title] at [address] within five* working days of receiving this decision. 
Yours sincerely

[Name]
[job Title]
*Amend/complete as appropriate

