Invite to ‘Stage 1’  or ‘stage 2’ Formal Improvement Plan letter

Private and Confidential 
Employee Name 

Email: 

Insert Date 


Dear XX 

Re: Invite to Stage 1 / stage 2 Absence Meeting 

I am writing to confirm that I would like to meet with you in order to review your sickness absence record as your level of sickness has now triggered a first / second formal meeting in line with the XX Sickness Absence Policy. As such a meeting has been arranged to take place, the details of which are as follows:

Date:

Time:

Location:

At this meeting, I will be discussing my concerns with you in relation to your attendance levels and the impact of this upon the organisation and the department. However, this meeting will also provide you with a chance to talk about your sickness record and any health problems you may wish to tell me about. This meeting is an ideal time to bring to my attention any other factors (i.e. personal or domestic circumstances) which may be affecting your attendance levels in order that we can discuss and explore any support or actions that need to be taken in the future. During this meeting we will work to establish a formal improvement plan.

I have enclosed a copy of the XX Sickness Absence Policy for your information. 

In line with the XX Sickness Absence Policy you are welcome to be supported by a trade union representative, work colleagues or friend not acting in a legal capacity and it is your responsibility to arrange this. However, should you wish to bring someone to support you please advise me of this in advance.  Please note that a member of the Diocesan HR team may also be present.  

I would be grateful if upon receipt of this letter you can confirm your attendance, by contacting me on <insert number>. 

If you have any questions or concerns in advance of the meeting, please do not hesitate to contact me.

Yours sincerely,


Line Managers Name 
Line Managers Title 

CC:	Diocesan HR Team 

Enc:	XX Sickness Absence Policy 
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