Royal Borough of Windsor and Maidenhead                      Information and Guidance for Managers
Meeting With the Employee Formally To Discuss the Occupational Health Report 

This document contains guidance and information for managers with regards to holding a formal meeting under Part 2 of the RBWM Sickness Absence Procedure, Section 6 – Meeting with the Employee to Discuss the Report.  However, if there is anything that this document does not include please contact a member of the HR Business Partner team or e-mail them at HR.BusinessPartners@RBWM.gov.uk.  
Before the meeting the manager should ensure that: 

· a member of the HR Business Partner Team is aware of the case details as they should be in attendance at the meeting and therefore discussions should have occurred in advance of the meeting 
· they are familiar with Part 2 of the RBWM Sickness Absence Policy and Procedure which can be found on the Sickness Absence section on Hyperwave 
· an invite letter has been issued to the employee (having discussed this before within the individual) that:

· allows at least 5 working days notice of any meeting
· advises the meeting location, date and time ensuring that it is held during the employee’s normal working hours

· allows the opportunity for the employee to be accompanied by a trade union representative or work colleague.  A friend or family member is not permitted unless there are explicit reasons.
· they have arranged for a note taker to be present at any meeting.
· they have prepared for the meeting (following conversations with HR) and know what points they are going to cover including:

· a time line of events 

· sickness absence spreadsheet
During the meeting the manager should ensure that:
· they lead the meeting, HR are there to assist and to provide advice at any stage

· introduce everyone present at the meeting 
· ensure that if the employee wishes for anyone to attend that couldn’t, that they are happy to proceed 

· ensure that the employee received a copy of the Sickness Absence policy and procedure prior to the meeting (should be sent with invite letter)
· they listen to the employee and take anything new into consideration
· advise on the next steps following the meeting 
After the meeting the manager should ensure that:
· the note taker has typed up the minutes of the meeting and that these are sent to the manager for checking  (The individual, once reviewed would receive a final copy) 
· The staff member may and can request amendments that are factual, therefore the minutes may reflect changes. 
· complete an outcome letter using the template provided by the HR Business Partner Team
· get the outcome letter checked by a member of the HR Business Partner Team

· issue the letter to the individual

· any further course of actions as agreed is undertaken. 
If in doubt at any stage, please speak direct with one of the HR Business Partner team members. 
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