Date
Name
Address 
Dear Name,

Reference: Welfare Meeting Invitation 
I write to confirm receipt of your medical certificate on Date which validates your continued absence from work due to condition.

Firstly, may I take this opportunity on behalf of the Company to formally convey our well wishes to you. I appreciate that the last few months have been a difficult time for you and your family and it is hoped that your condition improves in the near future.  

Due to the nature of your absence and due to the fact that you have now been unable to attend work for a number of weeks, we would like to arrange a meeting with you in order to discuss your current state of health and future working intentions. 
We would welcome the opportunity to discuss the issues raised above and propose that a welfare meeting be held at time on date in location. 
You are entitled and encouraged to be accompanied at this meeting by a companion. The companion must be a fellow work colleague of your choice, a recognised trade union representative or a close relative or friend.  

I would be grateful if you could contact me on XXX on receipt of this letter in order to confirm your attendance at this meeting or to arrange an alternative appointment. 

I look forward to hearing from you.

Yours sincerely

