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Dear NAME, 

Absence Management: Invitation to Wellbeing Support Meeting

Further to our phone call on (date) regarding your current period of absence / following your recent period of absence, I am sorry to hear that you are still unwell (delete if short term absence and change to black font). I informed you that I would like to meet with you for a wellbeing support meeting to see how you are feeling and to discuss any ways in which I can be of support. 

May I suggest we meet at VENUE on DATE at TIME so we can discuss your absence/attendance record.  If this time, date or location is inconvenient for you, please let me know.

Wellbeing support meetings are held with employees who incur 3 separate absences or the absence(s) have lasted for a total of 8 calendar days or more in any rolling 12 month period, where there is a pattern or trend emerging, or there is a cause for concern in regard to their health or affecting their ability to do their job.

Your absence record shows that you have been absent on the following occasions: 

	From
	To
	Reason for absence

	
	
	

	
	
	


		
I am enclosing for your attention a copy of the Absence and Wellbeing Procedure which outlines the process to be followed.  

Although this is an informal meeting, should you wish to be accompanied by a trade union representative or work colleague please let me know. 

Please could you call me on NUMBER to confirm your attendance and whether you will be accompanied by DATE. I look forward to seeing you on DATE. 

Wellbeing:
I understand that this process may be causing additional pressures on your mental wellbeing and I would like to make sure you’re aware of the support that is available to you. You have full access to Cumbria Fire & Rescue Service’s counselling service. This is an independent and confidential service and if you think it would be of use to you, you can either self-refer or you can contact myself to make the referral. Self-referrals can be made using the Occupational Health Portal available on Sharepoint.
 
Alternatively, you have access to a number of support networks such as the Firefighter Charity. This information can be found on the CFRS website: https://www.cumbriafire.gov.uk/cfrs-wellbeing-hub

If you require a copy of this document in different formats such as large print, Braille, audio or in a different language, please let me know so I can arrange this for you. 

If you require any reasonable adjustments in order to attend and take part in the meeting, please let me know.


Yours sincerely

ELECTRONIC SIGNATURE

(name)
Title
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