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Appendix 9

Outcome of Long Term Absence Review Meeting 															
Template
This is a template; where there is bold font you should adapt the wording to the individual circumstances  that you are dealing with and remove the bold font and brackets before sending. 

(Date)

Strictly Private & Confidential
Name
Address


Dear 

Long Term Absence Review  Meeting  - Outcome Letter.

Thank you for attending the long term absence review meeting on (date) to discuss your ongoing health situation. The meeting was held under the Trusts Sickness Absence Health and Wellbeing Policy. Also present at the meeting was/were ………. from the HR Department and your representative (name).  (If employee did not bring a representative or work colleague to the meeting say ‘You chose not to bring a representative or work colleague to this meeting’).

Include as applicable …..The purpose of the meeting was to formally discuss some concerns I had regarding your health and well-being and your continuing sickness absence and to consider the likely duration of your absence and/or to consider the outcome of your recent occupational health appointment . 

Include the details of the discussion at the meeting e.g. You explained to us that you were not feeling well and that you were suffering with  xxxxxxxxx.  You explained that you were  ………….. xxxxxx.. You also said that ………………….

Include any further details discussed so that you detail everything that was said at the meeting……………….e.g.. date seeing GP, date of current doctors note, date of future medical appointments, confirmation of sick pay entitlements, support already in place or to be provided, any agreed adjustments or actions etc…

Include as applicable ……You had attended an appointment with Occupational Health on (date) and due to your on-going medical condition the advice from Occupational Health states that xxxxxxxxxx. 

I asked you if the Trust could support you in any further way currently and you replied that xxxxxxx.

I outlined that support can also be found by visiting the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet. You can receive psychological wellbeing support from Optima Health and the Staff Psychological Wellbeing Service. Please contact the service directly if you wish to take up this confidential support. I enclose a copy of the Supporting you Through Work-Related Concerns/Supporting our NHS Staff Booklet [delete as appropriate] booklet for your information.


It was agreed that ……..(Include if/when agreed to meet again and any actions agreed e.g. referral to Occupational Health, phased return etc……..

If you have any queries or you require further support in the meantime please do not hesitate to contact me,

Yours sincerely



[Insert name]
Manager


Copy:-
HR colleague
Staff Side Rep (if appropriate) 
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