Sickness Absence – Stage One Review Meeting Invite (Short & Long Term)

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 Review Meeting Invite (Short & Long Term) 

Further to the stage one absence meeting held on DATE where we discussed in detail your sickness absence and set a TARGET/OR A RETURN-TO-WORK DATE, it has come to my attention that this has not been met.  

As mentioned previously, as your employer we have a duty of care to manage sickness absence consistently for all staff and ensure that you have been given the appropriate information at all stages of the procedure. 

As stated in the Schools Sickness Absence Policy the employer and employee both have responsibilities that need to be adhered to; please read the enclosed/attached policy to ensure that you are familiar with your responsibilities.

You have now been on sick leave during the following periods:

	First Day – Date
	Last Day - Date
	Reason
	Total Number of Days

	?
	?
	?
	?

	?
	?
	?
	?

	?
	?
	?
	?



You will be aware that we have sickness absence triggers of:

· [bookmark: _Hlk485935920]Three separate occasions of absence within any 12-month rolling period; or
· Seven days of absence within any 12-month rolling period or
· Twenty 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.

The level of your absence has met/exceeded the trigger (ENTER TRIGGER), so I feel it is appropriate to draw your attention to this matter. 

I am therefore writing to inform you that you are required to attend a Stage One Absence review meeting: 

		on DATE              
		at Time am/pm 
		at Location

On your arrival, please ask for Name.
In attendance at the meeting will be:
· Name, Head Teacher/School Business Manager
· Name, Minute Taker

Although this is an informal meeting, you are welcome to bring a Trade Union Representative or Work Colleague to support you. However, it is your responsibility to arrange their attendance. 

Please note that although you may choose your representative you are advised that, other than in exceptional circumstances, the meeting will not be delayed allowing you to arrange the attendance of a particular officer.  

Due to this meeting being a reschedule of the original meeting (DATE) this meeting will go ahead in your absence. (where applicable)

The purpose of this meeting is to:
· Explore the reasons for your absence, your current health and wellbeing.
· Review any medical information, including any report from Occupational Health (when a referral was required) 
· Discuss further remedial approaches to the problem e.g., consultation with specialists, changes in working hours etc and agree a plan of action.
· Discuss how your persistent/continued absence is impacting your work and colleagues.
· Discuss the next steps in terms of the Schools Sickness Absence Procedure

This meeting is being informally conducted in line with the Schools Sickness Absence Policy and I have enclosed the following for your information:
· Schools Sickness Absence Policy
· Sickness Absence and Reporting Arrangements for Schools FAQ 
· Occupational Health Report (where applicable)

I have a duty to remind you that your persistent/continued sickness absence may lead to the termination of your employment on the grounds of ill health capability.

As an employee, you have responsibilities under the Schools Sickness Absence Policy, including the responsibility to attend meetings, when you have been given the appropriate notice. This is deemed to be a reasonable management request; failure to attend meetings could result in disciplinary action or suspension of pay.

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: 			Wisdom: Learn, Grow, Thrive ( (employee code: 
MHA246004)

I would like to take this opportunity to confirm that all matters discussed under the Schools Sickness Absence Policy are and should remain confidential.

Yours sincerely



Name
Post Title 

CC 		Name, Trade Union


