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Xx/xx

INSERT DATE		 


INSERT NAME
INSERT ADDRESS


Dear INSERT NAME

RESCHEDULED STAGE 3 ABSENCE REVIEW MEETING

I refer to my letter of INSERT DATE and note that you failed to attend/were unable to attend* your Stage 3 Absence Review Meeting originally scheduled for INSERT DATE due to INSERT REASON. 

This Absence Review Meeting has been rescheduled and you are required to attend at INSERT TIME on INSERT DATE at INSERT LOCATION.

The reason for this meeting is to review your absence record as you have [had 2 spells of absence /been absent for more than 5 working days/remained absent at the Follow Up Meeting]* and are within the 12 month monitoring period which commenced on xxx following your Stage 2 Absence Review Meeting. You also attended a Stage 1 Absence Review Meeting on xxx.

At the Stage 3 Absence Review Meeting, the following information will be considered;

· Up-to-date Occupational Health report
· Details of previous Absence Reviews held
· Details of other arrangements made by your manager to support you
· Details of discussions on adjustments, phased return or redeployment where appropriate
· Ill health retirement where appropriate 
· Any issues previously raised or comments expressed by you or your representative

At the Stage 3 Absence Review Meeting I will also take account of any further relevant information provided by you or your representative. 

I will then consider whether there are any further actions that the Trust can take to assist or support you in continuing your employment e.g. redeployment, extension of review period, ill health retirement.

However if all options have been fully explored then the outcome of this meeting may result in your dismissal on the grounds of capability due to ill health.

You may be accompanied by your Trade Union Representative or a work colleague and should make the appropriate arrangements if you so wish.

Please note attendance at absence reviews is essential in accordance with the Supporting Attendance at Work Policy and if you fail to attend without good reason, this could result in sickness allowance payments being withheld. 
  
As it is in both our interests for this meeting to take place without delay then I confirm this should only be rescheduled normally on no more than one occasion by either party. 

Please confirm your attendance by contacting me and if you have any queries please let me know as soon as possible.

Yours sincerely




Insert Name
INSERT DESIGNATION  


*delete as appropriate
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