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INSERT DATE		 

INSERT NAME
INSERT ADDRESS

Dear INSERT NAME

STAGE 2 ABSENCE REVIEW MEETING

In accordance with the Trust’s Supporting Attendance at Work Policy you are required to attend a Stage 2 Absence Review Meeting at TIME on DATE at VENUE.

The reason for this meeting is to review your absence record as you have [ had 2 spells of absence within the 12 month monitoring period / been absent for more than 8 working days within the 12 month monitoring period / remained absent at the Follow Up Meeting ]* and there are no mitigating factors as identified in the Policy. 

At this meeting our discussion will include the reason(s) for your absence, any support you may require and we will also consider whether a follow up meeting should be arranged.  

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

(Stress absence only and if not already completed at Stage 1) In line with the Trust’s Supporting Wellbeing at Work Standard, as your absence is in relation to Personal stress/Work related stress/Personal & Work related stress* (delete whichever does not apply) the attached Workplace Wellbeing Action Plan requires to be completed.  Can you please review and we will discuss and complete this during your absence review meeting.*

The Trust recognises that the health & wellbeing of their employees is extremely important and through the Employee Assistance Programme, employees have access to free, confidential impartial advice from qualified Counsellors, if required.  A 24/7 helpline is available to all employees by calling 0800 023 9324 or online at https://eastayrshire.vivup.co.uk
I would be grateful if you would confirm your attendance by contacting me.  However, if you are unable to attend then please let me know as soon as possible and we can agree a suitable alternative.

Yours sincerely



Insert Name
INSERT DESIGNATION  
*delete as appropriate
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