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Appendix 7

LONG TERM ABSENCE REVIEW MEETING GUIDANCE DOCUMENT
Preparing for Long Term Absence Review Meeting

· Gather relevant information, including copies of sickness absence records, trend information, return to work forms, occupational health information, Self Certification Forms and Medical Certificates.
· Arrange an appropriate date time and venue and confirm in writing to the employee giving 7 calendar days’ notice of the meeting. The individual has the right to be represented by a Trade Union representative or accompanied by a workplace colleague. Template Invite letter (Appendix 8).

During the Long Term Absence Review Meeting

· Make the relevant introductions and inform colleague that this is a Long Term Absence Review Meeting under the Trusts Sickness Absence, Health and Wellbeing  Policy and explain the purpose of the meeting.
· Discuss the details of the absence including the nature of the health condition and any  on-going problems associated with the absence. Explore medical treatment/advice received/awaiting.
· Give colleagues an opportunity to respond and to provide an update on their condition and explore any support that is being or could be provided..
· Discuss any contributory factors that are affecting attendance including lifestyle, are there any work related issues, are there any known underlying health conditions, is the health condition disability related. (Appendix 10 & 11).
· Agree where appropriate any support that could assist colleagues in returning to work. Consider if further support is required via the Occupational Health and Wellbeing Service. 
· Colleagues can access further support by visiting the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet. You can receive psychological wellbeing support from Network of Support Services (NOSS) and the Staff Psychological Wellbeing Service. Please contact the service directly if you wish to take up this confidential support. Enclose a copy of the Supporting you Through Work-Related Concerns/Supporting our NHS Staff Booklet [delete as appropriate] booklet for your information. 
· Confirm the colleagues sick pay position and clarify the ongoing nature of absence e.g. are further fit notes expected or due or is a return to work expected in the near future. 
· Agree relevant actions/support to be taken by colleague and line manager. Options to consider may include:
· Return to work on a phased return
· Reasonable adjustments
· Temporary redeployment
· Permanent redeployment
· Set a review period to meet again.
· Confirm in writing the details of the discussion and any agreed actions or support to be provided. Template outcome letter at Appendix 9.  
· If a return to work is not looking likely in the longer term it may be appropriate to discuss options including Ill Health Retirement or progressing to a Long Term Absence Hearing – but this should be done in discussion with Human Resources first. 
· See (Appendix 10) for further guidance on Wellbeing and support available.
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