STRICTLY PRIVATE & CONFIDENTIAL

	<<Address 2>>
	<<Department>>

	<<Address 3>>
	<<Address 1>>

	<<Postcode>>
	<<Address 2>>

	
	<<Address 3>>

	
	<<Postcode>>

	
	

	
	Direct Line:
	

	
	Date:
	


Dear <Title / Surname>
Attendance Meeting - Outcome
Thank you for meeting with me and <insert HR Representative Name> on <DD/MM/YYYY> to discuss how you can be supported <during your absence> or <to return to work>

At the meeting I was <supported by [Name and Job Title of HR representative] >. At the meeting you <were represented / accompanied by > <were not represented or accompanied and you were happy to proceed on that basis>.

Here is a summary of the discussion and actions agreed: 

· <insert bullet point summary>

If you have any queries or would find it helpful to discuss these issues further, please do not hesitate to contact me. 

Yours sincerely

< Line Manager Name>

< Job Title>

<Cc HR Representative Name including contact details
> 

<Trade Union Representative>
