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Strictly Private & Confidential

Add Name
Add Address
Add Postcode

Add Date

Dear NAME
Referral For Occupational Health Assessment – Long Term Absence
I refer to my letter of DATE enclosing your occupational health referral paperwork. The reason for this request was to;
· implement the right reasonable adjustments for disabled people at work
· maintain H&S regulations
· control risk to mental health
· help employees struggling with their physical and/or mental health
· establish the likelihood of your being able to resume working in the foreseeable future; 

Occupational Health is a type of medical service and during an assessment, the occupational health advisor may ask you about your health, any treatment you are having and any concerns you may have about returning to work. If further information is required, occupational health may need to obtain your consent to contact your GP.

Add next paragraph if the employee has not consented to referral
Despite my previous request to return the referral paperwork to me by DATE, I note that we have not received anything from you OR you have confirmed that you are not prepared to attend an appointment with occupational health.
Teaching staff only
It is a condition of the teacher’s sick pay scheme (see 8.1(iv) of the burgundy book) that you attend an occupational health referral in cases of prolonged or frequent absence.  Refusing to attend, without good reason may therefore lead to your sick pay being stopped.
Kindly return the completed paperwork to me within the next 7 days or your sick pay may be stopped from the insert date 8 days from the date of letter.  
Support staff only
It is a condition of the sickness scheme for support staff (see 4.2 of the Green Book) that you attend a medical examination with a medical practitioner nominated by the school/academy when requested.  Refusing to attend, without good reason is a potential disciplinary matter.
Kindly return the completed paperwork to me within the next 7 days or contact me to explain any concerns that you have.  If you fail to respond, the school may consider treating this as a disciplinary issue, which it would want to avoid at this time.  
As previously explained to you, failing to attend an appointment with occupational health may be less beneficial to you as the school/academy does now need to know if and when you are likely to return to work and any adjustments that can be made to assist you.  
You may wish to discuss this matter with your union representative, and we would be pleased to hear from them. In the meantime, if you have any concerns or questions, or if there are unforeseen circumstances which the school/academy does not yet know about, please contact me on Email OR Telephone by DATE.
Yours sincerely
headteacher/principal/nominated manager
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