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Dear 

INFORMAL LONG TERM SICKNESS ABSENCE REVIEW STAGE 1
Thank you for meeting with me on attending [insert date] regarding your current sickness absence.  You were accompanied by [name job title] I am writing to summarise our discussions.
You have been off sick since [insert date] due to [insert reason].  You explained that since we last met your medical practitioners’ prognosis was: [insert prognosis] and that your current expected absence will last for [insert date] when you expect to return to work.  
In the meantime, we discussed a referral to Occupational Health on [date] to identify any further support that may assist you during your absence.  We also agreed that a referral to Occupational Health l is required before your return to work to confirm your fitness to return and where necessary identify any suitable adjustments that may be required to support you.

Thank you for copies of your Fit Notes which I have received and provided copies to payroll.  As you know continuous Fit Notes are required to cover all periods of this absence are required to ensure payment of Occupational Sick Pay.

We have agreed that the next date for a meeting will be [insert date] and this will be a Formal Long Term Sickness Absence Review in accordance with our Attendance Management Policy which ca be found 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
Appendix I Informal Long Term Sickness Absence Review Outcome
1

