Sickness and sick pay: Request for an employee's attendance at a meeting following a period of absence (letter)

Letter wording:
[Date]

Dear…

Following your return from [sick leave] on [date], I should be grateful if you would come and see me in my office at [time] on [date].  As you know, all employees are required to attend a meeting on their return from [sick leave] in order to discuss the reasons for their absence, their current health and any issues relevant in the circumstances.

If for any reason you are unable to attend the meeting, I should be grateful if you would contact [me] as soon as possible in order to arrange an alternative time.

Yours sincerely

]

When to use this document

Use this letter when an employee has newly returned from sick leave as part of management's normal procedure for monitoring sickness absence.

