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Dear [Employee Name], 
Informal Sickness Absence Management Meeting
I am writing to invite you to an informal sickness absence management meeting.

This meeting will enable us to discuss your absence record, explore the reasons for your absence, identify any areas for support and set targets for improvement.
At this meeting targets of improvement will be agreed and a review meeting will be arranged within a three month period to review your progress (or sooner should serious concerns arise before, at which point formal action may be taken under the policy).

   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.
