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<First name> <Surname><Dept name>
<Address line 1>
<Address line 2>
<Address line 3>
London <Postcode>
Telephone: 020 XXXX XXXX
Fax: 020 XXXX XXXX
Email: 1stname.2ndname@nhs.net
elft.nhs.uk


<Address Line 1>
<Address Line 2>
<Address Line 3>





Date                                                                     

Dear [insert name]

Re: Further Long Term Sickness Review Meeting 

[bookmark: _GoBack]I write to invite you to the Further Long Term Sickness Review Meeting held under the Trust’s Managing Sickness & Absence Policy. This is further to the first formal sickness review meeting that was held on <date>.

The purpose of the meeting will be to discuss your continuing absence from work since <date> and your most recent Occupational Health assessment, dated <date>. We will also discuss the prognosis, the anticipated date of return (if any) and the steps the Trust might consider to enable you to return to work.  

The meeting has been arranged for <time> on <date> at <venue>.  Upon arrival, please report to <name>. 

<Name>, People Relations Adviser will also be in attendance at the meeting.  You may, if you wish, be accompanied by a recognised Trade Union Representative, or workplace colleague not acting in a legal capacity and the onus is on you to arrange this.

I would be grateful if you would confirm your attendance by contacting me on the above telephone number or email by <date>.

Please do not hesitate to contact me if you require any further information prior to our meeting.

Yours sincerely


[bookmark: _Hlk85115374]Name
Job Title

[bookmark: _Hlk85115270]Cc People & Culture Department 
Enc. Managing Sickness & Absence Policy
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Chair: Eileen Taylor
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