Date
Name 
Address 

Dear Name,

Reference: Welfare Meeting Invitation 
I write further to the receipt of your latest Medical Certificate on Date and as a result of your continued sickness absence from work which commenced on Date due to condition.
I was sorry to hear of your recent health issues and would like to take this opportunity on behalf of the Company to convey our well wishes to you. 

Due to the nature of your sickness absence and due to the fact that you have now been unable to 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 intentions. As a key member of our team, you will undoubtedly appreciate our concerns as to your general state of wellbeing, and therefore a meeting could prove to be beneficial to both parties to discuss a way forward in this matter.
We must advice you that in these circumstances the Company will need to assess whether you are able to return to work, and if so, establish possible timescales in order that the business is able to plan its work schedules.  
As a result, it is also envisaged that a meeting could explore the possibility of organising an occupational health assessment in order that an independent medical opinion can be sought with a view to ascertaining any reasonable adjustments that could be implemented to help facilitate your return to work.  

Should the Company be unable to establish whether you will be able to return to work in the position as employed, or make reasonable adjustments to facilitate your return, a decision relating to your future employment would need to be made.  

We would welcome the opportunity to discuss the matters raised above in more detail and propose that a meeting be held on DATE at TIME in LOCATION.
I would be obliged if you could contact me directly on XXX on receipt of this letter to confirm the suitability of these arrangements. If the above scheduled meeting presents any transport problems for you, again, I would ask that you let us know in order that transport can be arranged.
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 or a recognised trade union representative.  

I look forward to hearing from you.

Yours sincerely
Name 

Position

