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Dear [Employee Name],
Formal Sickness Absence Management Meeting
Following a period of monitoring through the informal sickness absence management procedure over the period of {dates} your attendance remains unsatisfactory. I now write to invite you to a Formal Sickness Absence Management meeting to discuss continuing concerns.
I will be chairing the meeting and a representative from Human Resources will also be present.  A work colleague or a trade union representative may accompany you to this meeting, please make these arrangements yourself. 
Please find attached information regarding your sickness absence.
At this meeting I will be discussing the reason for your continued absence, previous informal reviews and actions to improve attendance. This formal meeting could lead to a first formal written warning.
[I would also like to discuss the recommendations made by {your doctor on the most recent “fit note” that you supplied to us} OR (the Occupational Health doctor’s report, a copy has been enclosed for your information}].
   The meeting will be held on {date} at {time} in {venue}.  
If for any reason you cannot attend this meeting please contact me as soon as possible on the telephone number below to arrange an alternative date and time.
The above is in accordance with Harlow Council’s Sickness Absence Management Policy, and a copy is enclosed.

If you have any concerns relating to this meeting, please contact me on the telephone number shown below.
Yours sincerely,
[Manager Name]






cc. Human Resources
[Manager Job Title]
Tel: 01279 4460[  ]      Fax: 01279 44[  ]
E-mail: [
]@harlow.gov.uk
   Encl.
