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INSERT DATE		 

INSERT NAME
INSERT ADDRESS

Dear INSERT NAME

STAGE 1 FOLLOW UP MEETING - OUTCOME

In accordance with the Trust’s Supporting Attendance at Work Policy you attended a Stage 1 Follow Up Meeting on DATE.

At the meeting we discussed [insert details of any further/continued absence and] the support required since your Stage 1 Absence Review Meeting/previous Stage 1 Follow Up Meeting* on xxx.   *We also discussed [insert how goals set out in action plan have been met, if applicable], as per the attached Follow Up Absence Review paperwork.

ABSENCE REVIEW FORM* (Only include if form not signed)
Please find enclosed your Stage 1 follow up absence review form from this meeting to be signed and returned. Should you have any queries or changes regarding the details of this form, please amend accordingly and return to myself on the details above, no later than Date (2 weeks from date of letter). 
If there are no changes notified by Date (2 weeks from date of letter) the assumption will be that you are confirming the outcome review form does not require any amendment and is a true and accurate reflection of the meeting.
Option 1*

It was agreed that a further Follow Up Review Meeting would be arranged in 4 / 8 / 12* weeks. You were advised that your absence levels will also continue to be monitored for the remainder of the 12 month period commencing from [insert date of Stage 1 Absence Review Meeting or remove this sentence if out with monitoring period].  If you have further absence levels within your 12 month monitoring period which meet a trigger as specified in the Policy, and there are no mitigating factors, a Stage 2 Review Meeting will then follow. 

Option 2*

It was agreed that a further Follow Up Review Meeting was not required. However, you were advised that your absence levels will continue to be monitored for the remainder of the 12 month period commencing from [insert date of Stage 1 Absence Review Meeting or remove this sentence if out with monitoring period]. If you have further absence levels within your 12 month monitoring period which meet a trigger as specified in the Policy, and there are no mitigating factors, you will be invited to a Stage 2 Review Meeting. 

Option 3*

It was confirmed that you will now be invited to a Stage 2 Absence Review Meeting 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. 

Please do not hesitate to contact me should you have any queries in relation to this matter. 

Yours sincerely



Insert Name
INSERT DESIGNATION  

*delete as appropriate
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