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<Department>
<Site Location>
Blackpool Victoria Hospital
Whinney Heys Road
Blackpool
Lancashire
FY3 8NR

Telephone: <Telephone Number>
<Firstname>.<Surname>@nhs.net
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DATE

Private and Confidential

Name 
Address
Address
Address

Dear NAME,

Invite to Second Attendance Review Meeting

Further to your Welcome Back to Work Discussion on DATE, in which you confirmed you felt well enough to return to work and we discussed what further support we could offer you to help you maintain your attendance. 

I would therefore like to invite you to a Second Review Meeting to further discuss your absences and ensure all relevant support has been implemented. Your wellbeing support action will be reviewed, replaced, amended or extended. 

As you are aware the Trust monitor all sickness and you were placed on Informal Counselling on DATE and at this time your absence levels were XX days lost on XX occasions. It was agreed that your absence levels would be monitored from DATE to DATE.

You were then placed on Initial Attendance Review on DATE and at this time your absence levels were XXX days lost on XXX occasions. It was agreed that your absence levels would be monitored from DATE to DATE.

Since then you have had a further XXX days on XXX occasions of absence which is concerning. 










Over the last 12 months you have been absent on the following occasions:


	Dates from and to:
	Number of working days lost:
	Reason for absence:

	
	
	

	
	
	

	
	
	

	
	
	



The meeting is scheduled to take place on: 

DATE:
TIME:
VENUE:

The meeting will be chaired by XXXX.

At this meeting you may be accompanied by a a work colleague or a representative of a nationally recognised NHS negotiating body trade union official. 

Further support is also available to you via the Occupational Health department via www.bfwh.nhs.uk/oneHR. Alternatively you can contact the Employee Assistance Programme, which is a free 24 hour personal support service for employees.  The telephone number 03303 800658 or https://vivupbenefits.co.uk/. 

[bookmark: _Hlk108187281]In the meantime, if you have any queries relating to this letter or if you are unable to attend the meeting, please do not hesitate to contact me.

Yours sincerely,



NAME
TITLE

cc. Personal File




Chairman: Steve Fogg	
Chief Executive: Trish Armstrong-Child

RESEARCH MATTERS AND SAVES LIVES – TODAY’S RESEARCH IS TOMORROW’S CARE
Blackpool Teaching Hospitals is a Centre of Clinical and Research Excellence providing quality 
up to date care. We are actively involved in undertaking research to improve treatment of our patients. A member of the healthcare team may discuss current clinical trials with you.
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