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RECORD OF INFORMAL ABSENCE REVIEW MEETING
(Please PRINT)
	Employee’s Name:
	Employee Number:

	Designation:

	Place of Employment:


	Informal Absence Review Meeting:

	Date of meeting:

	Matters Discussed:

	

	

	

	

	

	Action required by employee:

	

	

	

	

	Action required by manager (if any):

	

	

	

	Monitoring arrangements:

	

	

	Review date:
	


	Employee’s signature:
	Date:


	Manager’s Name (please PRINT):

	Designation:

	Signed:
	Date:


	This record to be treated as confidential and kept by the manager on employee’s personal file.

The purpose of this record is to enable managers to successfully monitor and improve individual sickness absence levels and for the council to address any particular needs of the employee.

Employees are entitled to view their individual absence records through their line manager or HR Services

Details of how the council will process the personal information it holds on you can be found at Contract of Employment Privacy Notice


DATA LABEL: PROTECT / PRIVATE & CONFIDENTIAL


