Invite to review OH report - ill health /medical capability

PRIVATE AND CONFIDENTIAL
Dear 

Following your recent appointment on «DATE» with «NAME», I am writing to you today to confirm that I have received the occupational health report. I understand that you have been provided with a copy. 

(Take out as appropriate)You have been assessed as still unfit / likely to be permanently incapable to carry out your job role of «JOB TITLE».

I would therefore now like to arrange a meeting with you to discuss your sickness absence and the medical report. (Take the following out as appropriate) During the meeting I would also like to explore the potential availability of alternative job roles and the possibility of making reasonable adjustments to your current job that may assist you in your return to work.
You have the right to be accompanied at this meeting by a trade union representative or a representative of your choice. It is your responsibility to arrange the attendance of such a representative.

I suggest for the meeting to take place on «DATE» at «TIME» in «VENUE». Please let me know as soon as possible if this is not convenient.

Please contact me on T. «TEL NO» if you have any queries regarding this letter
Yours sincerely
«NAME»
«JOB TITLE»
Attendance Guidance: This model letter should be used by the manager to invite employee to review OH report 











