
Attendance Review Meetings Guide
A practical guide to help you prepare for and conduct
attendance review meetings in a fair, supportive, and
consistent way.

Attendance review meetings
provide an opportunity to discuss
attendance concerns in a
structured, supportive, and
constructive way.
The purpose of these meetings is
not to challenge whether an
employee was genuinely unwell,
but to review attendance levels,
understand any underlying
issues, and consider what
support or next steps may be
appropriate.

When approached consistently and fairly, attendance review meetings can
help address concerns early, improve communication, and support both
employee wellbeing and operational needs.

What Is an Attendance Review Meeting?
An attendance review meeting is a formal discussion arranged when
attendance levels have become a concern or when an absence trigger
has been reached.
The meeting provides an opportunity to:

Review attendance records
Discuss any patterns or concerns identified
Understand any factors contributing to absence
Explore support options
Agree appropriate next steps

Attendance review meetings are often an important step in addressing
concerns before they develop into more significant attendance issues.



When Should an Attendance
Review Meeting Be Considered?
Every organisation will have its
own approach, but an attendance
review meeting may be
appropriate where:

□ An absence trigger has been
reached
□ Absence levels are increasing
□ A pattern of absence has been
identified
□ Previous discussions have not
resulted in improvement
□ Attendance is beginning to
impact service delivery or
operational requirements

Preparing for the Meeting
Good preparation can help ensure discussions remain focused,
fair, and productive.
Before the meeting, consider:

□ Have attendance records been reviewed?
□ Are there any patterns or trends?
□ Have return-to-work discussions been completed?
□ Have previous concerns or actions been documented?
□ Are there any known health conditions or wellbeing concerns?
□ What is the purpose of the discussion?

Taking time to understand the wider context can help ensure a
balanced and informed conversation.

Reaching a trigger should not automatically result in formal action,
but it should prompt consideration of whether further discussion
is appropriate.



During the Meeting
The discussion should focus on understanding the situation rather than
making assumptions.
Consider:

Explaining the purpose of the meeting
Reviewing attendance levels
Exploring any underlying causes
Discussing support that may be available
Clarifying attendance expectations
Agreeing next steps

Maintaining a calm, open, and professional approach will encourage a
more productive conversation.

Questions to Explore
Open questions can help build
understanding and encourage
meaningful discussion.
Examples may include:

How have things been
recently?
Is there anything contributing
to your absences?
Is there any support that may
help?
Have you sought any medical
advice?
Is there anything you would
like us to be aware of?

The aim is to understand the
circumstances, not to make
assumptions about them.



Agreeing Next Steps
Every situation will be different, but
possible next steps may include:

□ Continued monitoring

□ Additional support

□ Workplace adjustments

□ A review meeting

□ Medical advice being sought

□ Further action in line with organisational procedures

It is important that expectations and agreed actions are clearly
communicated and appropriately documented.

Attendance review meetings can feel challenging, particularly where
discussions involve health concerns, personal circumstances, or recurring
absence. Remember that the purpose of the meeting is to understand the
situation and identify appropriate next steps, not to assign blame.
Focusing on facts, listening carefully, and maintaining a supportive
approach can help keep conversations productive and constructive.
Try to avoid:

❌ Making assumptions about absence
❌ Focusing solely on attendance figures
❌ Comparing employees
❌ Rushing to conclusions
❌ Treating every attendance concern as a disciplinary matter

Common Pitfalls



Taking This Further

Attendance review meetings often form part of a wider attendance
management approach. The Strategic subscription builds on these
foundations with practical implementation guidance, decision-making
frameworks, manager toolkits, and resources designed to help you
confidently navigate more complex absence situations.

Top Tip

An attendance review meeting should never come as a surprise. Regular
communication, return-to-work discussions, and early intervention can
help ensure concerns are addressed before a formal review becomes
necessary.
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