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	Salisbury NHS Foundation Trust

Salisbury District Hospital

Salisbury

Wiltshire

SP2 8BJ

Telephone: 01722 336262

Ext. 


Dear 

SUMMARY OF SHORT TERM ABSENCE COUNSELLING 
Thank you for attending the above meeting which took place on (insert date).  This letter is to summarise the discussion that took place.

I started the meeting by reviewing with you your attendance record for the last 12 months as follows:-

	Dates
	Duration
	Reason

	
	
	

	
	
	

	
	
	


You confirmed that this record was correct.
We talked about these absences and the reasons for them and whether there was more that could be done to support you.  A possible referral to Occupational Health was also discussed. I reminded you that during your return to work interviews I have explored with you any underlying medical problems or other issues that you wished to discuss which may be affecting your ability to attend work on a regular basis.  You stated that there was nothing you wished to discuss with me (or) you stated that (insert what was discussed by employee and what action was agreed in relation to this).

In light of these discussions I informed you that I would be making a referral to Occupational Health and we agreed to meet again once I am in receipt of their advice.

I stated my concern that this level of attendance does not meet the standards expected within the department.  In accordance with the Trust’s policy your attendance will continue to be monitored. We agreed on the following actions and support to facilitate an improvement in your attendance:

• 


•


Should your level of attendance not improve it may be necessary to proceed to the formal stages of Attendance Management Policy.  The Attendance Management Policy and Procedure can be found on via the Trust Intranet under Microguide. Operational HR Policies)
If in the meantime you have any queries or require any additional support please do not hesitate to contact me.

Yours sincerely,
Name

Job Title
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