Arranging welfare visit  

PRIVATE AND CONFIDENTIAL

Dear

(Take out if not appropriate) I am writing to you today as I have been unable to contact you by telephone.

As you have been absent from work due to sickness for a little while now I would like to meet with you to discuss your progress and, if appropriate, to bring you up to date with what is happening at work.

It would therefore be helpful if we could arrange a meeting either at your home, in the office, or an appropriate neutral location.
Please contact me in the next few days so we can arrange to meet.
I hope you are making a good recovery.
Yours sincerely

«NAME»
«JOB TITLE»
Attendance Guidance: This model letter should be used by the manager to arrange a welfare visit 











