Dear [Insert Name],

Attendance Management – Welfare and Absence Review Meeting 

I hope you are starting to feel a little better [or insert other suitable wording … eg refer back to previous conversations].

As you have been absent from work due to sickness since [insert date], I would like you attend a meeting at [insert location] on [insert date] at [insert time].

OR
  
I would like to visit you at [insert location] on [insert date] at [insert time].  [insert details of anyone else who will be in attendance].  

The purpose of the visit is to discuss your health, any other relevant issues, the length of absence and your prospects for a return to work.   I am also keen to explore any changes or support that may be possible to enable you to return to work within the near future, so it would be helpful if you could give this some consideration before our meeting [amend para as appropriate].

If this appointment is not suitable, or if you would prefer to meet at another location please contact me on [insert contact number] as soon as possible, so that alternative arrangements can be made.  

You may be accompanied by a trade union representative or work colleague at this meeting if you wish.  If you would like to be accompanied, you will need to let your representative know the details of the meeting.

I enclose a copy of the Council’s Attendance Management Policy for your information.

I would like to emphasise that you play an important role in the delivery of our services and your attendance, health and wellbeing is critical to this – not only to the Council, but to our citizens and communities, and to your managers and colleagues.  

I do hope that you are making good progress and Iooking forward to seeing you.  In the meantime, if you have any queries or concerns, please feel free to get in touch with me. [or add suitable personalised statement]

Yours sincerely



[insert name]
[insert post title]

cc 	[insert name], HR Consultant (if likely to attend)
Enc	Attendance Management Policy
