Letter inviting employee to sickness absence meeting
Private and confidential

[NAME]

[ADDRESS]

[Also by email to: [•INSERT]]

[DATE]

Dear [NAME],
Sickness absence meeting
[• Insert introduction, for example: Thank you for your time earlier today OR I am in receipt of your fit note dated [•DATE], which signs you off work for the period up to and including [•DATE]].  
[•As you know, we OR We] are concerned at your levels of sickness absence, and in particular [•INSERT DETAILS].  [•We have discussed this previously and I have explained the importance of ensuring you are given appropriate support, whilst at the same time we need to ensure the organisation's commercial needs are being met.]

In light of your [•ongoing absence OR continued intermittent absence], I now need to invite you to a formal meeting [• confirm the relevant policy and stage under stage one of  our sickness absence policy].  I have arranged for the meeting to take place on [•DATE] at [•TIME] in [•LOCATION].  [•I] will conduct the meeting and [•NAME OF NOTETAKER] will be in attendance to take notes.  You may bring a colleague or trade union representative to the meeting as your companion.  Please let me know by no later than [•TIME] on [•DATE] if you are able to attend the meeting, and the name of your companion if applicable. If you require us to make any adjustments in order to facilitate your attendance at the meeting, please also let me know what is required at the same time, so that arrangements can be made.
The purpose of the meeting will be to discuss the following with you: 

· [• insert details of what needs to be discussed, for example: [•the [•enclosed] medical report dated [•DATE] prepared by [•INSERT NAME];]

· [•your [•recent] attendance levels and the reason(s) for your absence;]

· [•whether you require any support in order to facilitate your return to work and what that support might look like;] 

· [•whether any reasonable adjustments can be identified to enable you to increase your attendance levels;] [•and]
· [•the likely timescales for your return to work on a sustained basis.]
If there is anything you would like to discuss in addition to the items above, please do let me know.  

If you have any questions in respect of this letter, please let me know.  Otherwise, I look forward to hearing from you by the time and date above in order to confirm your attendance at the meeting.  

Yours sincerely,
[NAME]

[POSITION]

[NAME OF EMPLOYER]
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