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INSERT DATE

STRICTLY PRIVATE AND CONFIDENTIAL

ADDRESSEE ONLY
INSERT NAME
INSERT ADDRESS

Sent by Email to: (If applicable)
Dear NAME
Sickness Absence and Attendance at Work Procedure – Stage 3 Hearing

Further to our Stage 2 Final Formal  Review meeting held on INSERT DATE I write to advise you that a Stage 3 hearing has been arranged in accordance with the Trust’s Sickness Absence and Attendance at Work procedure as follows:  A copy of the procedure is enclosed with this letter for your information.

Date:

(INSERT)

Time:

(INSERT)

Venue: 
(INSERT)

Reporting Arrangements 

The hearing will be chaired by myself and I will be supported by INSERT NAME from Human Resources.  The management statement of case detailing your absences and action taken to date will be presented by INSERT NAME, who will be accompanied by INSERT NAME OF HR ADVISOR.  

You have the right to be represented at this hearing by your trade union representative or to be accompanied by a workplace colleague. It is your responsibility to make arrangements for representation should you so wish.

Please find enclosed a copy of the management statement of case which will be discussed during the hearing.  A second copy can be provided for your representative upon request.

If you would like to submit any documentation prior to the hearing for the panel to consider please ensure this is sent to INSERT NAME OF HR MANAGER SUPPORTING PANEL CHAIR 5 calendar days prior to the hearing. 

At the hearing you will be given every opportunity to discuss and present any information you feel should be taken into account by me before a decision is made.  It is my duty to inform you that the potential outcomes from this Stage 3 hearing are termination of your contract of employment or, as an alternative to dismissal, the decision may be taken to extend the Stage 2 review period if appropriate.

Please confirm your attendance within seven days of the date on this letter via e-mail INSERT EMAIL or telephone INSERT NUMBER.

If you or your representative are unable to attend this hearing, you are required to provide me with an alternative date within seven calendar days of the date arranged for the hearing.

Should you consider you require any adjustments in order to attend the meeting/hearing, please contact me immediately so that the necessary arrangements can be made.

If you are unable to attend, or have any queries with the content of this letter, please do not hesitate to contact me on INSERT NUMBER.

Yours sincerely

 

 

 

 

 

NAME

Panel Chair

TITLE

Cc      
NAME, Senior Human Resources Manager 

          
MANAGER NAME, TITLE

          
NAME, Human Resources Adviser
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