Appendix 5


Invite to Stage 1 / Stage 2 Formal Attendance Review Meeting 
This is a template; where there is bold or red font you should adapt the wording to the individual case that you are dealing with and remove the bold or red font and brackets before sending. 

DATE – Please provide colleague with 7 days’ notice of the meeting, unless they are in agreement to waive this notice.

STRICTLY PRIVATE & CONFIDENTIAL
Name
Address

Dear 

Stage 1 Formal Attendance Review Meeting (or) Stage 2 Formal Attendance Review Meeting (amend as appropriate)

I refer to our discussion on [date] in which we reviewed your attendance record in accordance with The Trusts Sickness Absence, Health and Well-Being Policy.  I wish to advise you that I have reviewed your recent attendance which has shown that you have reached a Trust trigger point as detailed in the Trust’s  Sickness Absence, Health and Well Being  Policy. 

Arrangements have therefore been made for a Stage 1 (or) Stage 2 (amend as appropriate) Formal Attendance Review Meeting on date at time/ venue. (at least 7 calendar days’ written notice should be afforded for all formal meetings) This meeting has been arranged under the Trust’s Sickness Absence, Health and Well Being Policy a copy of which is available on the Trust’s intranet.

The purpose of the meeting is to formally discuss your health and well-being and concerns I have regarding your attendance and the impact it is having on your ability to attend work.  We will consider whether any actions previously agreed have been successful in supporting you to fulfil your duties and sustain your attendance to work and what further action is appropriate at this stage. 

(Stage 2 only) Also attending will be …… from the Human Resources Department.  You are entitled to bring a work colleague or staff-side representative to the meeting. If you wish to be accompanied by a staff-side representative, you are advised that you are responsible for contacting them and advising them of the meeting arrangements and therefore you should contact them immediately. 

I would also advise you that you are specifically expected, and contractually obliged, to attend this meeting.  If this date and time is not convenient please contact [name] (job title) on [ext number] to arrange an alternative date and time to meet.  Please report to [venue] on arrival.  

Finally, if you have any queries regarding this matter please do not hesitate to contact me.
 
Yours sincerely



[insert name]
Manager
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