Outcome of ‘Stage 1’ Meeting letter

Private and Confidential 
Insert Employee Name 

Date 

Dear XX

Re: Outcome of Stage 1 Absence Meeting

I write following our meeting on <insert date> in which we discussed your attendance record, which amounts to <insert number> working days lost due to sickness absence during the last 12 month rolling period.

The purpose of this meeting was to discuss the reasons for your absences, discuss methods of support, and to agree an improvement plan in order that you can return to being a regular attender. 

During this meeting you were supported by / chose to be unrepresented.  

I advised that your sickness absence has exceeded an acceptable level as outlined in the Sickness Absence Policy and that I was concerned by your inability to sustain a regular attendance at work. 

Summarise all discussion points from the meeting which may include some or all of the following: 

· Any personal problems or work related problems.
· Disclosed underlying issues.
· Support offered by managers and whether accepted/declined.
· The need to change terms and conditions of employment as support.
· Feelings at the present time.
· Impact of absence on the department.
· Any advice received from Occupational Health. 

Where Occupational Health referral is to be completed - During this meeting, we discussed the reasons for your absence and you advised that you have <insert details of underlying health condition>. We agreed that that in line with this information a referral to Occupational Health to seek further medical advice would be helpful. Once I am in receipt of this information, we agreed to meet again to further discuss your absence record. 

During this meeting I explained that I needed to see an improvement in your attendance. I stated that I realise that you can’t predict when you may be ill, however I informed you that you needed to achieve the required level of attendance.   You were advised that you will remain on Stage 1 for 6 months and during this time your targets are: 

· XX

The date of this Stage 1 meeting will expire in 6 months’ time on <insert date>. Should you meet the above plan you will return to being a regular attender.  

You should be aware that if you do not meet the plan within 6 months then you will be escalated to Stage 2 of the XX Sickness Absence Policy. If you are unable to meet the target at Stage 2 then you may be dismissed on the grounds of capability – due to ill health.  This is clearly a situation that we wish to avoid and I hope does not arise, but it is only fair that I am completely transparent about all possible outcomes. 

I trust this accurately reflects the discussions held, however should you have any concerns with this letter or if you have any questions or are unsure about any aspect of the process then please do not hesitate to contact me <insert number>. 

Yours sincerely, 


Line Managers Name 
Line Managers Title 

CC:	Diocesan HR Team
Enc:	Sickness Absence Policy 
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