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Dear NAME,

Absence Management: Outcome of Wellbeing Support Meeting

I am writing to confirm the outcome of the Wellbeing Support Meeting I held with you on DATE at VENUE. The purpose of the meeting was to discuss with you your ongoing absence from work. Also present at this meeting was (name/post title/ TU rep / Co-worker) or you chose not to be support by a TU representative or work colleague (delete as appropriate).

I explained that you’d been invited to the Wellbeing Support Meeting due to having NUMBER days and/or NUMBER instances of absence within a rolling period of 12 months. This is in line with the Absence and Wellbeing policy which you should have received with your invitation letter to this meeting. If you would like me to send you another copy, please do not hesitate to request one. Alternatively, you can access the policy online by visiting https://www.cumbriafire.gov.uk/absence-and-wellbeing-all-staff.

Following your return to work on DATE you attended a Return to Work meeting on DATE where you were informed this Wellbeing Support Meeting would be arranged. 

During the Wellbeing Support Meeting, we discussed the reasons for your absence and the progress you are making. Your response was RESPONSE. 

We discussed how all employees have a personal responsibility to improve and maintain attendance levels so I asked you to detail the measures you have taken / you will take in the near future to aid your recovery and assist your return to work. The measures you have taken / will take are as follows:

· Action
· Action
· Action

We also discussed whether there was any actions I could take away from the meeting to provide additional support to you such as: 

· Action
· Action
· Action

I hope that the measures we have agreed will support you to maintain positive attendance at work. I need to note that if you experience further sickness absence(s) which breach the attendance expectations below, you will be invited to a formal Stage 1 meeting chaired by the Station Manager (or corporate equivalent) in line with the Absence and Wellbeing procedure.  The attendance expectation points are:

· absence totalling 8 days or more (in a 12 month period); and / or 
· 3 separate absences (in a 12 month period); and / or
· a pattern or trend of absence giving cause for concern.
· a concern in regard to health or affecting ability to do the job. 

These points will not include your absence record to date.

I explained that it was important that if you continue to experience problems that affect your attendance record you discuss this with me, so that we can identify whether any further support could be made available to you.

I hope that this clarifies the points we discussed and that there is a significant and sustained improvement in your attendance level. If I can offer any further support please do not hesitate to contact me.

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 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


Yours sincerely

ELECTRONIC SIGNATURE

NAME
Crew or Watch Manager (or Corporate Equivalent)

CC:
HR for Personnel Filing
Trade Union Representative (where relevant)
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