MODEL LETTER 2

No Further Action
Private and Confidential

[Name]

[Address]

[Date]

Dear

Re:
Sickness Absence Interview

Following your sickness absence interview on [insert date] in the presence of [insert names of attendees] I am writing to confirm that no further action will be taken at this time.

We discussed the support available [insert details of Employee Assistance Line/referral to Occupational Health etc].

We agreed that you will try and keep your sickness absences under the trigger level and we will meet on [insert date] to review the situation.

Yours sincerely

Senior Management Team/Head Teacher (delete as appropriate)
