[image: ]

PRIVATE AND CONFIDENTIAL

Absence Trigger Review Meeting Invitation
Letter Template
Absence & Wellbeing  |  White Cube Consulting
This letter template is for inviting an employee to an absence trigger review meeting - a supportive conversation to discuss their absence record after it has reached an agreed trigger point. This is not a disciplinary letter and must not be presented or received as one. Customise all bracketed fields before sending.
▪ Template Letter

[Organisation Name]
[Organisation Address]
[Date]
[Employee Full Name]
[Employee Address / or: By hand / By email]
Dear [Employee First Name],
▪ Invitation to Absence Review Meeting
I am writing to invite you to an absence review meeting to discuss your attendance record. This is a supportive conversation - it is not a disciplinary meeting, and attending this meeting will not result in disciplinary action.
The meeting has been arranged because your absence record has reached a trigger point under our Absence Management Policy. As outlined in the policy, when absence reaches this level, we arrange a meeting to discuss the situation, understand whether there is anything affecting your health or wellbeing that we should be aware of, and explore together what support we can offer.
If you believe a disability or long-term health condition may be relevant to your absence record, please let us know in advance of the meeting.
▪ Meeting Details
	Date
	[Date]

	Time
	[Time]

	Location
	[Meeting Room / MS Teams / Phone - confirm]

	Meeting Chair
	[Name and Job Title - your line manager / HR]

	Also attending (if applicable)
	[Name and role - or leave blank]

	Duration
	Approximately [e.g. 30-45 minutes]





▪ Your Absence Record
For reference, your absence record over the past [e.g. 12 months / rolling period] is as follows:
	Number of absences
	[Number of episodes]

	Total days absent
	[Number of days]

	Dates of absence
	[List or 'see attached']

	Trigger reached
	[Describe - e.g. three or more episodes in a rolling 12-month period / [X] or more days]


▪ What We Will Discuss
The purpose of the meeting is to:
-  Discuss your recent absence and understand the reasons behind it
-  Ask whether there is anything affecting your health or wellbeing that the organisation should be aware of or can support
-  Consider whether any reasonable adjustments to your role, hours or working environment could be helpful
-  Discuss any support available - including our Employee Assistance Programme (EAP) or Occupational Health referral if appropriate
-  Agree, where possible, steps that will support your attendance and wellbeing going forward
▪ Your Right to Be Accompanied
You are welcome to bring a work colleague or trade union representative to accompany you at this meeting if you would find that helpful. Please let me know in advance if you would like to do so, so that appropriate arrangements can be made.
▪ Please Note
If you are currently unwell and unable to attend this meeting, please contact [name / HR] as soon as possible so that we can rearrange. If you have any concerns about this meeting or would like to discuss the process before attending, please do not hesitate to contact [name / HR] on [contact details].
We look forward to meeting with you and to working together to provide any support that may be helpful.
Yours sincerely,
▪ [Name]
[Job Title]
[Organisation Name]
[Tel / Email]


▪ Completion Notes - For HR / Manager Use
Complete this section for your own records before sending the letter. Retain a copy on the employee's personnel file.
	
Letter sent by
	
[Name]

	
Date sent
	
[Date]

	
Sent by
	
☐ Post   ☐ Email  ☐ Hand delivered

	
Acknowledged by employee?
	
☐ Yes - date: _______________   ☐ No - follow-up required

	
Right to be accompanied communicated?
	
☐ Yes

	
HR informed?
	
☐ Yes   ☐ N/A - HR is leading



Pre-Send Checklist
Before sending this letter, confirm: (1) that the absence record figures are accurate; (2) that the trigger point reached is correctly described; (3) that the meeting details are correct; (4) that the tone is supportive, not punitive - this is a wellbeing conversation, not a disciplinary one. If in doubt about any aspect of the process, consult HR before sending.
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