	Appendix 8


Invite to First Long Term Absence Review Meeting / Ongoing Review Meetings
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. 

Please provide 7 days’ notice of the meeting to the colleague, unless they agree to waive this notice. 


DATE 

STRICTLY PRIVATE & CONFIDENTIAL
Name
Address


Dear 

Formal Long Term Absence Review  Meeting

(If first meeting) Further to our telephone conversation (it’s worth letting the member of staff know to expect a letter) I would like the opportunity of meeting to discuss your current absence and to explore any support you may benefit from in improving your health / or preparing for your return to work.
Or

Further to our meeting on date, where we agreed to meet again (if 16 week or 12 month formal review meeting -  clearly state this in the letter)

 Or

I am in receipt of a report from Occupational Health dated … and would like the opportunity of discussing its contents with you. 


I have made arrangements for us to meet on date at time/ venue. (at least 7 calendar days written notice should be afforded for all formal meetings).  If you would prefer for the meeting to take place virtually, via video conference facility, i.e. via Microsoft Teams, please let me know and we can make these arrangements accordingly.

This meeting will be held in accordance with the Trusts Wel- Being and Attendance Policy which is available on the intranet.  If you would like me to provide you with a copy of this policy ahead of our meeting, please let me know.

Also attending will be …. from the Human Resources Department (where applicable).  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, I would advise that you are responsible for contacting them and advising them of the meeting arrangements and therefore you should contact them immediately. 

I would be grateful if you could confirm in advance that you will be attending by calling [name] (job title) on [ext number].  Please report to [venue] on arrival.   If you have any difficulty in attending the appointment please contact me as soon as possible so that we may reschedule.

Finally, do not hesitate to contact me if you wish to discuss any aspect of this letter.
 
Yours sincerely


[insert name]
Manager



