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NOTE:  Copy and paste to letterhead and include the appropriate details within the brackets.  Optional sections are highlighted

Dear [Employee Name],

I am writing to invite you to a Supporting Attendance and Wellbeing Outcome Meeting, which will take place following the completion of your [number of weeks] week review period. The purpose of this meeting is to review your attendance record and wellbeing, and to discuss the progress made during this time. We are committed to supporting you in achieving and maintaining the expected standards of attendance and overall wellbeing at work.

During the meeting, we will review your attendance over the review period, discuss any support you may require, and consider any medical or personal circumstances that may have impacted your attendance. We will also outline the possible next steps, which include:
· End the monitoring period, if the required improvements in attendance have been made during the review period.
· Extending the review period, should some improvement have been made but the required standard has not yet been fully met; this may also be considered if annual or special leave has affected the review period, or if further medical information is required to make a decision.
· Progressing to Level [2/3] of the Supporting attendance and Wellbeing Policy if the necessary improvements have not been achieved.

You are therefore asked to attend a meeting with me on [DATE] at [TIME] in [LOCATION].  If you would prefer a virtual meeting or telephone conversation instead, please let me know and this can be arranged.

You may be accompanied at the meeting by a trade union representative or work colleague.  Please confirm you can attend this meeting and let me know if you wish to be accompanied and if so, by whom.  If for any reason you are unable to attend the meeting, I should be grateful if you would contact me as soon as possible in order to arrange an alternative date/time.

If you are medically unfit and therefore unable to attend the above review meeting, you may wish to submit written information to your manager regarding your reasons for absence and any supportive measures you wish to have considered to assist you in improving your attendance. 



Yours sincerely,
[Manager Name]
[Manager Job Title]

