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TERMINATION LETTER (EXCESSIVE ABSENTEEISM)

Date

Employee Name

Address

Dear [Employee Name],

As stated in previous personnel file documentation, your record of absence from work has kept you from performing the full schedule of assignments that would fulfill your position.  Your last chance agreement indicated that a continuation of that pattern of absence would lead to my recommendation for your termination.  You signed that agreement.

A current review of your attendance indicates that you have been absent from work for [Number] days since [Date].

In view of your poor attendance record, I am recommending to the Human Resources Director, by copy of this letter, that your employment with the company be terminated effective [Date], as per company policy.

Should you desire to meet with either myself or your HR representative, or any other member of management, for the purpose of further discussing this intended action, please notify us within [Number] working days after receipt of this letter.

Sincerely,

Manager

CC: Personnel File

       HR Director

       President

