Sickness Absence - Stage One – Outcome Letter Template

Please save a copy of this template, before making any amendments, so that it can be used in the future for other cases.
Please ensure that the text of the letter is cut and pasted on the School’s/Establishment’s Headed Paper, you may amend as necessary, especially highlighted text, depending on the detail.
The letter and the envelope should be marked ‘Private and Confidential.’
Can the letter please be hand delivered or posted by recorded delivery, by regular post-delivery and emailed (confidential), where possible to ensure that the employee cannot indicate that this communication has not been received.
Important reminder, where the letter is an invite letter to a formal meeting where the employee is entitled to a Trade Union Representative or a Workplace Colleague of their choice, the school is responsible for the following:
1. That a minute taker is available at the meeting
2. That all relevant documents are sent out with invite letter within the appropriate notice period (depending on the nature of the meeting between 5 – 10 working days) for the meeting
3. That a room is available, where the meeting can be held without interruption in a confidential environment 
4. That the employee receives notification of the meeting 
5. It may be sensible to notify (if known) the employee’s trade union representative 
HR are not responsible for coordinating the meeting arrangements but will assist in exceptional circumstances. 















Private and Confidential

Name 
Address
Address
Address
Address

Dear Name
Sickness Absence – Stage One Meeting – Outcome

[bookmark: _Hlk485160433]I am writing to confirm the outcome of the Stage One Sickness Absence Meeting held in your absence on Date at School. 

In attendance at the meeting was Headteacher/School Business Manager and LBBD Schools HR Advisory Service.  Please note as advised in my letter dated Date, failure to attend this meeting would result in the meeting taking place in your absence and you being notified of the outcome by writing. Unfortunately you did not attend or notify the School that you would not be attending.

The purpose of the meeting was to discuss:

· Your current health 
· Reasonable adjustments 
· How do we facilitate a return to work? (look at support etc.)
· How do we ensure you can sustain a good attendance record?
· Referral to Occupational Health
· Remind you of the Schools Absence Reporting Procedures.
· Inform you that the process is live for 12 months.
· Set a new target/Agree return to work date.	
· Proceed to the next stage of the procedure.	
· [bookmark: _Hlk168323213]Medical redeployment - subject to availability and medical opinion	
· Medical retirement - Subject to medical opinion
· Next stage of Sickness Policy invoked, then contract of employment may be terminated.

As you did not attend the meeting, we were not able to discuss your current health or any reasonable adjustments that can be made. We were also unable to facilitate a return to work or discuss what support measures the school can be put in place for your consistent attendance at work.  

I am taking this opportunity to let you know that we have a duty of care to you, that under the Schools Sickness Absence Policy the employer and employee both have responsibilities that need to be adhered to; please read the policy to ensure that you are familiar with your responsibilities.

As a reminder the sickness absence trigger points are as follows:
· 3 separate occasions of absence within any 12-month rolling period; or
· 7 days of absence within any 12-month rolling period or
· 20 days continuous certificated absence (long-term sickness); or
· 10 days continuous certificated absence (long-term sickness), where the absence is in relation to stress and/or back complaints; or
· any absence or pattern of absence that causes concern.

We would normally have considered setting a target or a return-to-work date, depending on the circumstances therefore in accordance with the sickness absence procedure a return-to-work date of DATE has been set.

I need to inform you that your continued absence beyond this date may lead to the next stage in the sickness absence procedure. This will mean that Stage Three of the Policy may be invoked which will mean that the Head Teacher will make a recommendation for dismissal to a panel of Governors on the grounds of medical incapacity. Please ensure that you read and digest the Sickness Absence Policy.

At the meeting today we would also have discussed Medical Redeployment (subject to availability and medical opinion) and Medical Retirement (subject to medical opinion).  

Please note the end period on your last Medical Certificate was the DATE, there has been no communication to advise of your intention to return to work or whether you will be sending another medical certificate. Any medical certificates sent should cover all absence periods taken from the day after your last certificate expired, including weekends; this is a condition of your employment. If we do not receive a medical certificate by DATE, this will be considered Absence With-Out Leave and therefore without further notice your pay may be suspended. 

As a reminder, all employees must follow the Sickness Absence Reporting and Recording Arrangements. 

I would like to take this opportunity to wish you a speedy recovery and should you have any queries, or concerns, please do not hesitate to contact me on Telephone Number.  I look forward to seeing you at work on DATE at the latest, if there are any issues prior to this date please contact me immediately.

You may wish to take the opportunity to contact the Council’s Employee Assistance Programme (EAP) as a source of support, in addition to support from your Trade Union. The contact details for Health Assured are:

Website link: 		Wisdom (healthassured.org)
Telephone number: 	0800 028 0199
Phone App: 			My Healthy Advantage (employee code: MHA246004)



Yours sincerely

Name
Post Title 

CC 		Name, Trade Union
		


