Letter - Appeal Outcome – overturning issue of improvement notice 
[date]
[Employee’s name]
[Employee’s address]
Dear [name]
I write further to the appeal hearing held on [date] and conducted by [name].

For the record [name] attended as Company witness/note taker and [name] attended as your companion/you declined to have a companion present.

I am writing to confirm my decision to overturn the [first/second/final*] attendance improvement notice issued by [name of decision maker] on [date of  attendance review hearing].

My decision is that [there were no/insufficient grounds for issuing you with an attendance improvement notice/there were mitigating factors that should have been taken into consideration.*]
The reason[s] for this is/are [insert reasons for decision]. 

[The First attendance improvement notice issued on [insert date of original notice] has been deleted from your record and you will revert to the informal counselling stage of the Attendance Review Process.*] [OR]
[You be re-issued with a [first/second/final] attendance improvement notice.*]

[This notice issued by me on appeal will be placed on your personnel file and disregarded after a period of six* months provided that there is an immediate, significant and sustained improvement in your absence.**]

[This notice issued by me on appeal will be placed on your personnel file and disregarded after a period of twelve months provided that there is an immediate, significant and sustained improvement in your absence.***]

There is no further right of appeal from my decision.
Yours sincerely

[name]
[job title]
* complete/delete as appropriate

** if a first or second attendance improvement notice is being issued
*** if a final attendance improvement notice is being issued. 
