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PRIVATE AND CONFIDENTIAL		

TO: Name
         Role


Dear (Name)

RE: Absence Management - Invite to Absence Counselling Interview - Stage [ 2, 3, 4]


Following your recent period of absence and subsequent return to work interview, I have arranged to meet with you for an Absence Counselling Interview on [date] at [time] at [venue]. Please be reminder that you have the right to be accompanied to this meeting.

This meeting will be held under Stage [2, 3, 4] because your absence has reached, 3 or more occasions of absence in any rolling 12 months and we will discuss your absences on the following dates:

· [Dates of absence]
· 
This means you did not meet your improvement plan at the previous stage.

Whilst it is recognised that employees may occasionally be absent from work due to sickness or injury, the aim is to encourage regular attendance at work, minimise absence levels, and provide you with appropriate levels of support.

The meeting will give you the opportunity to tell me about your absences and we will discuss expectations for the coming months. One outcome is that you may be supported with an improvement plan, which would run from the date you returned to work. 


Yours sincerely


LINE MANAGER
Title

cc: HR
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