MODEL LETTER 6

Invitation to a Second Meeting after Reaching Trigger Level
Private and Confidential

[Name]

[Address]

[Date]

Dear

Re:
Sickness Absence Interview

Following our meeting of [insert date] when I issued you with a notification of concern under the school’s Attendance Management Procedure, I am writing to inform you that as your sickness absence has remained above the trigger level or you have had further sickness absence (delete as appropriate) you must be formally interviewed again.  You should be aware that this meeting could result in formal action being taken in the form of a second notification of concern.

The purpose of the interview is to discuss your level of sickness absence, the causes of it, identify any support and seek to resolve any issues where possible.  I have attached a copy of your absence record for your reference as well as a copy of the school’s Attendance Management Procedure.

The interview will be held on [insert date] at [insert time] at [insert venue].  You may wish to be represented by your trade union or a work colleague.

Yours sincerely

Senior Management Team/Head Teacher (delete as appropriate)
Enc
