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6. Where an employee has already been subject to an Attendance Review and 
subsequently has a further period of absence from work within 12 months which means 
they are still at or over the 6 day trigger level, the manager would normally move to the 
First Formal meeting. However, depending on the individual circumstances the manager 
may decide that this is inappropriate in which case another Attendance Review Meeting 
must be held.  

 
7. There must be at least one Intermediate Meeting, however, the manager can use 
his/her discretion and decide to conduct more than one Intermediate meeting where they 
believe it to be appropriate depending on the circumstances of the case. 

 
8. In cases which managers judge to be particularly serious, it is possible to miss out a 
stage in the procedure.  In these circumstances advice should be sought from Human 
Resources. 

 

 

11. Employees have the right to be accompanied by a trade union representative or work 
colleague at the 1st Formal and Intermediate Meeting(s) and have the right to be 
represented at the Final Meeting.   
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6.1  On the return to work from any period of sickness absence a Return to Work form 
must be completed by the employee and the employee’s manager. 
 
6.2  This then provides the basis for an initial review with the employee concerned.  It is 
important that a manager raise any concerns about the employee’s absence levels at an 
early stage so that appropriate measures can be taken. 
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 There will normally be one 
Intermediate Meeting, however, the manager can use his/her discretion and decide 
to conduct more than one Intermediate meeting where they believe it to be 
appropriate depending on the circumstances of the case) OR 
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he employee can suggest an 
alternative time and date, which will be agree, so long as it is reasonable and is ideally not 
more than ten working days after the original date.  (Note – it is acknowledged that on 
occasions because of diary commitments ten working days is not practicable but as a 
general principle this target should be achievable on most occasions).
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