Invite to final long term sickness meeting letter

Private and Confidential
Name

Email: 

Date 

Dear <Employee Name>, 

I am writing in connection with your long-term sickness absence record.  

(manager presenting case), (managers job title), and (HR support), (job title) have demonstrated within a management case report why it is believed you have reached the final stage of the long term sickness process under the Sickness Absence Policy. 

I have given the management case report my full consideration and I have convened a panel hearing to consider your case, the details of which are as follows:

Date:	
	
Time:		 

Venue: 	 

This hearing will be held under the terms of the Sickness Absence Policy, a copy of which is enclosed with this letter.  Also enclosed is a copy of the management report.

(name of presenting manager) and (name of HR support) will be attending to present the management case.  I shall be accompanied on the panel by (detail other panel members and their job titles).

As part of the long-term sickness panel hearing, you will have the opportunity to respond to the management case. Therefore, it is advised that you prepare what you would like to present to the panel before the date of the hearing and send it to me by <insert date>. You will also have the opportunity to ask the management side questions. The panel will also have the opportunity to ask you and the management side questions.

As you know, you are also entitled to be represented at this hearing by a trade union representative, colleague or friend not acting in a legal capacity. 

You should be aware that if the decision of the panel is that you have reached the final stage of the long-term sickness process, then a potential outcome of the meeting will be to issue you with notice to end your contract with DBF on the grounds of capability due to ill health. 

I should be grateful if you would let me or (name of HR support) (email address) know by (provide deadline) whether you will be attending.  If I do not hear from you or you do not attend, the hearing will proceed in your absence.

If you have any queries about the contents of this letter or about the meeting on the (detail hearing date), or if there is anything we can help you with then please do not hesitate to contact me or (name of HR support) on (email). 

Yours sincerely

Managers Name 
Managers Title 


Cc: HR
	
Enc: 	Management Case
           	Sickness Absence Policy
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