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1. NOTIFICATION TO EMPLOYEE OF OHS REFERRAL – SHORT TERM INCIDENTAL SICKNESS

Dear <name>

Sickness Absence – Referral to Occupational Health 

Further to our previous discussions I am sorry that you have been unwell recently and have had to take time off work.  As you are aware, I have reviewed your level of absence and found that over the last 12 months you have had <number> days on <number> occasions.  

I am concerned about your health and the impact this may be having on your ability to carry out your duties effectively.  In line with the School’s Sickness Procedure it will now be necessary to hold a formal meeting with you.  Before this meeting takes place and in accordance with our normal practice, I am referring you to the Council’s Occupational Health Service.  The purpose of the referral is for Occupational Health to advise me on your general fitness to work and whether there are any measures I may need to consider to help you to effectively perform your duties.  A leaflet is enclosed which explains what you can expect regarding this referral and hopefully answers any questions you may have.

Occupational Health may arrange an appointment with you or they may wish to write to your doctor in the first instance.  You are required to attend any appointment made by Occupational Health and I should advise you that failure to attend without an acceptable reason may affect current or future sick pay entitlement and could also result in disciplinary action.  Please complete the enclosed consent form and return to Occupational Health in < the enclosed, pre-addressed envelope> <an envelope marked “Confidential” and addressed to Occupational Health, 6th Floor, Taberner House, Park Lane, Croydon, CR9 3JS>.  This will enable Occupational Health to consult with your G.P. and/or your hospital consultant if applicable.

Once Occupational Health has met with you and/or heard from your doctor, they will provide me with a report regarding your fitness for work and any implications that your health may present in the workplace.  I will then make arrangements to hold a meeting with you under the first formal stage of the Sickness procedure.

Should you have any queries on the process, please do not hesitate to contact me.

Yours sincerely

<name - Line Manager >

Encl: consent form & advice leaflet

2. NOTIFICATION TO EMPLOYEE OF OHS REFERRAL – LONG TERM SICKNESS

Dear <name>

Sickness Absence – Referral to Occupational Health 

Further to our previous discussions I am very sorry to hear that you have been unwell recently, suffering from <nature of illness> and have had to take time off work.  According to our records you have been absent from work since <date> which is a total of <number> days.  

In line with the School’s Sickness Procedure it will now be necessary to hold a formal meeting with you.  Before this meeting takes place and in accordance with the School’s normal practice, I am referring you to the Council’s Occupational Health Service.  The purpose of the referral is for Occupational Health to advise me on your fitness to work, how I may be able to assist your return to work and any measures we may need to consider to help you to effectively perform your duties.  A leaflet is enclosed which explains what you can expect regarding this referral and hopefully answers any questions you may have.

Occupational Health may arrange an appointment with you or they may wish to write to your doctor in the first instance.  You are required to attend any appointment made by Occupational Health and I should advise you that failure to attend without an acceptable reason may affect current or future sick pay entitlement and could also result in disciplinary action.  Please complete the enclosed consent form and return to Occupational Health in <the enclosed pre -addressed envelope><an envelope marked “Confidential” and addressed to Occupational Health, 6th Floor, Taberner House, Park Lane, Croydon, CR9 3JS>.  This will enable Occupational Health to consult with your G.P. and/or your hospital consultant if applicable.

Once Occupational Health has met with you and/or heard from your doctor, they will provide me with a report regarding your fitness for work and any implications that your health may present in the workplace.  I will then make arrangements to hold a meeting with you under the first formal stage of the Sickness procedure.

Should you have any queries on the process or on the details of this letter, please contact me.

Yours sincerely,

<name of line manager>

Encl: consent form & advice leaflet

3. NOTIFICATION TO EMPLOYEE OF OHS REFERRAL– STRESS OR DEPRESSION RELATED OCCASION OF ABSENCE

Dear <name>  

Sickness Absence – Referral to Occupational Health 

I am sorry that you have been unwell recently and have had to take time off work as you were suffering from <stress> <depression>.  As discussed at our recent meeting and in line with the Schools Sickness procedure I am now referring you to the Council’s Occupational Health Service (OHS).  

As you are now aware, in order to fulfil the School/Council’s duty of care to employees, where <stress> <depression> is given as a reason for sickness, employees should be referred to the OHS so that early interventions can take place to address any underlying work-related issues.

A leaflet is enclosed which explains what you can expect regarding this referral and hopefully answers any questions you may have.  Occupational Health may arrange an appointment with you or they may wish to write to your doctor in the first instance.  You are required to attend any appointment made by Occupational Health and I should advise you that failure to attend without an acceptable reason may affect current or future sick pay entitlement and could also result in disciplinary action.  Please complete the enclosed consent form and return to Occupational Health in <the enclosed pre -addressed envelope><an envelope marked “Confidential” and addressed to Occupational Health, 6th Floor, Taberner House, Park Lane, Croydon, CR9 3JS>.  This will enable Occupational Health to consult with your G.P. and/or your hospital consultant if applicable.

Once Occupational Health has met with you and/or heard from your doctor, they will provide me with a report regarding your fitness for work and any implications that your health may present in the workplace.  I will then make arrangements to hold a meeting with you to discuss this.

Should you have any queries on the process, please do not hesitate to contact me.

Yours sincerely

<name - Line Manager >

Encl: consent form & advice leaflet

4. INVITATION TO 1ST FORMAL STAGE MEETING

Dear <name>

Sickness Procedure – First Formal Stage

Further to <our previous discussions><our return to work discussion> I am writing to arrange a formal meeting as part of the School’s sickness management procedure.  As explained previously, the procedure allows for a formal meeting to be held for a member of staff <whose sickness absence has reached a trigger point> <whose health or pattern of absence is a concern><who have had a spell of sickness absence lasting more than four weeks> where the manager feels that such a meeting is justified.  
Insert the appropriate paragraph(s) dependant upon the circumstances:

Trigger point 

The sickness trigger points are: 9 days absence, or 5 occasions of absence, in the previous twelve months.  You have been absent for <number> days on <number> occasions.

 Impact health is having on work (no absence)

Since our discussion on <date>, I am concerned that your <explain medical condition or illness> is continuing to affect your ability to undertake the duties of your post effectively <explain how>.

 Pattern of absence
Since our discussion on <date> it would appear that there has been little or no improvement in your sickness absence and I note that for the period <date following discussion> to <today’s date> you have been absent on <number> occasions for a total of <number> days. I am concerned that <refer to pattern of absence>.

 Continued absence
 I note that you are still unwell and have now been off work continuously since <date>.  

The purpose of the meeting is to review <your absence> <the impact your health may be having on your ability to undertake your work> in light of the advice provided by the Occupational Health Service.  I enclose copies of records of your sickness absence and <list other documents e.g. OHS reports, return to work forms, medical certificates> which will be referred to at the meeting.

You are required to attend the meeting which has been arranged for: 

Date:

Time:

Venue:

If you wish, you may be accompanied at the meeting by a trade union representative or work colleague.  Please be aware that it is your responsibility to arrange this, but if you are going to be accompanied please let me know before the meeting who your companion will be.  If you wish to submit any documentation to be considered at the meeting, please let me have a copy by <date>

If you are unable to attend you should notify me as soon as possible.  However, the meeting may proceed in your absence and in these circumstances your trade union representative or work colleague is welcome to attend on your behalf. I should advise you that failure to attend without an acceptable reason may affect current or future sick pay entitlement and could also result in disciplinary action.

For your information, I enclose a copy of the School’s Sickness Procedure.  In the meantime, should you have any further queries about this letter or the process, please do not hesitate to contact me on the above telephone number and extension.

Yours sincerely

<name –Manager>

<Job Title>

cc HR&OD Consultancy

5. OUTCOME OF 1st FORMAL STAGE MEETING

Dear <name>

Sickness Procedure – First Formal Stage

I am writing to confirm the outcome of the meeting held on <insert date>, the purpose of which was to discuss your <sickness absence> <health> and the effect this is having on your work.  

Provide a synopsis of management case:

This should include: 

· amount of absence and/or detail of health concern; 

· impact on service delivery and/or the employee’s ability to do their job; 

· summary of OHS advice & prognosis for a return; 

· details of any support considered and provided e.g. reasonable adjustments, 

· appropriateness of a phased return (if applicable)

· summary of any action taken to date.

Provide a synopsis of employee’s response

Insert the appropriate paragraph(s)

For short-term absence where the absence is considered unacceptable

I have decided to set a three-month period of review starting on <insert date>.  During this period I expect no further sickness absence.   At the end of the review period, or earlier if there is any further sickness absence or other concerns over your health, I will decide whether any further action should be taken.  If there has not been a satisfactory improvement I will arrange a meeting under the Final Stage of the School’s Sickness Management procedure which could lead to your employment being terminated on the grounds of capability.

If during the review period you are too sick to attend work, you must report your absence as normal and provide a medical certificate covering each day of your absence.  If your absence is for less than seven days you may need to pay for a private medical certificate.  If so, you should obtain a receipt and the cost of the certificate will be re-imbursed.

For long-term absence where a review period is appropriate

I have decided to set a <state length of period> period of review starting on [date].  

Confirm: 

· the context for the review period and the circumstances of the employee’s situation e.g. the prognosis for recovery/improvement is good and a return to work is predicted during the review period; the review is to allow a time for clarity around the employee’s situation pending treatment or tests; the review is to allow time for recovery or treatment;

· Details of any adjustments, job redesign, phased returns or other support considered or provided to help the return to work.

As mentioned at the meeting I will review your situation again on <insert date> but will  bring this date forward if there are changes in your situation which suggest that that your return to work will be delayed.  I will then decide whether or not a meeting will be necessary under the Final Stage of the Sickness procedure.

During the review period you must report your absence as normal and provide a medical certificate covering each day of your absence.  

Where no further action is considered appropriate

Having reviewed your level of absence/health I am not proposing to take any further action at this time.  <explain the circumstances for this decision which will relate to the relevant considerations identified in paragraph 6 of the Sickness Procedure> 

Your sickness absence will continue to be monitored in accordance with the School’s Sickness procedure and if further concerns arise I will consider arranging another meeting under this stage of the policy. 

Where it is apparent that the employee is unable to return

The Council’s Occupational Health Service have advised that <you will be unable to return to work before ???> < you are permanently unfit to return to your role as ????????> In light of the medical advice and <explain service needs> I have decided to arrange a meeting under the Final Stage of the Sickness procedure. You will be advised shortly of the arrangements for this further meeting. 

You have the right to appeal against this decision by writing to Chair of the Governing Body within 10 working days from the date of receiving this letter and specifying the grounds of your appeal.   

Yours sincerely

<name>

 Manager 

cc HR&OD Consultancy

6. INVITATION TO REVIEW MEETING – 1ST STAGE

Dear <name>

I write with reference to our previous meeting on <date> and my letter dated <date>.  You will recall that I set a review period ending on <date> at which I point I would consider whether there has been a satisfactory improvement in your <attendance> <fitness for work>.  Please attend the meeting detailed below so that I can discuss these issues with you before deciding on the way forward:

Date:



Time:



Venue:


If you wish, you may be accompanied at the meeting by a trade union representative or work colleague.  Please be aware that it is your responsibility to arrange this, but if you are going to be accompanied please let me know before the meeting who your companion will be.  If you wish to submit any documentation to be considered at the meeting, please let me have a copy by <date>

If you are unable to attend you should notify me as soon as possible.  However, I may carry out the review in your absence and in these circumstances your trade union representative or work colleague is welcome to attend on your behalf. I should advise you that failure to attend without an acceptable reason may affect current or future sick pay entitlement and could also result in disciplinary action.

Yours sincerely

Manager

cc HR&OD Consultancy

7. OUTCOME OF REVIEW – 1ST STAGE

Dear <name>

Sickness Procedure – 1st Stage Review

I write with reference to our previous meeting on <date> and my letter dated <date>.  You will recall that I set a review period ending on <date> at which point I would consider whether there has been a satisfactory improvement in your <attendance> <fitness for work>.

Insert the appropriate paragraph

Satisfactory improvement

I am pleased that there has been a satisfactory improvement in your <attendance> <fitness for work> and I will not be recommending any further action at this stage.  However, I should advise you that if this improvement it is not sustained it is likely that formal action will be restarted. Please note that, if during the following 12 months your absence reaches one of the trigger points, or further health concerns arise I will need to consider calling a meeting under the Final Stage of the Sickness procedure.  I sincerely hope that this is not needed and that your health will improve to allow you to make the sustained return to work. 

No improvement

Explain reason for non-improvement

State employee’s response (if known)

As there has not been the improvement required in your <attendance> <fitness for work> and after considering your/your representative’s response (if known) and the latest advice from the Council’s Occupational Health Service, I have decided to arrange a meeting under the Final Stage.  You will be advised shortly of the arrangements for this meeting at which a panel, chaired by a manager more senior to myself will consider what further action should be taken. 

Yours sincerely

<name>

< Manager >

cc HR&OD Consultancy

8. INVITATION TO FINAL MEETING

Dear <name>

Sickness Procedure – Final Stage Meeting

I write with reference to my letter of <date>.  A meeting has now been arranged under the Final Stage of the School’s Sickness Procedure. You are advised that the outcome of the meeting may be that your employment is terminated on the grounds of capability.

You are required to attend the meeting which has been arranged for: 

Date: 



Time: 



Venue:


The panel will consist of < insert names of the three members of the governing body>, advised by a representative from <the HR and OD Service><the School’s HR provider>.

I enclose a copy of the documentation which I shall refer to at the meeting.  

If you wish, you may be accompanied at the meeting by a trade union representative or work colleague.  Please be aware that it is your responsibility to arrange this, but if you are going to be accompanied please let me know before the meeting who your companion will be.  If you wish to submit any documentation to be considered at the meeting, please let me have a copy by <date>.

If you are unable to attend you should notify me as soon as possible.  However, the meeting may proceed in your absence and in these circumstances your trade union representative or work colleague is welcome to attend on your behalf.  I should advise you that failure to attend, without an acceptable reason, may affect current or future sick pay entitlement and could also result in disciplinary action.

In the meantime, should you have any further queries about this letter or the process, please do not hesitate to contact me.

Yours sincerely

<Manager>

cc
<panel members>


HR&OD Consultancy

 9. OUTCOME OF FINAL MEETING
 

 

Dear <name>

 

Sickness Procedure – Final Stage Meeting

 

I am writing to confirm the outcome of the meeting held on <date>.   The purpose the meeting was to consider the ongoing concerns over your <sickness absence><ill-health> and take appropriate action in light the advice received from the Council’s Occupational Health Service.

 

Attending the meeting were <state names and roles as appropriate>.

 

The background to the case is that over the last <number> months, you have been absent from work for a total of <number> days over <number> periods.  The reasons given for these absences are <reasons>.

 

As part of the Sickness Procedure previous meetings have been held with <manager> to review your sickness absence.  A period of review was set with the following targets and agreed the actions.

 

·        <targets> 

·       <action plans>

·        <adaptations/support/adjustments agreed and implemented>

 

The latest advice from the Council’s Occupational Health Service states that <summarise latest advice>

 

You (or representative) explained that <state response>

 

Insert the appropriate paragraphs

For decision of dismissal

Given the above and having considered the representations made to me by < manager> and by yourself/ representative, and in view of the advice from Occupational Health, I am of the opinion that your level of sickness absence continues to be unacceptable and therefore you are incapable of fulfilling the terms of your employment contract with the School. 

For Community, Voluntary Controlled and Special Schools -  It is our decision, therefore, that a recommendation is made to the Local Authority, that you should be dismissed from the Council’s service on the grounds of capability. 

For Voluntary Aided & Foundation Schools - It is our decision, therefore, that you should be dismissed from the School’s service on the grounds of capability. 

 You are entitled to <   > weeks/months notice, and your last day of service with the Council will therefore be <date>.  During your notice period you should arrange to take any outstanding annual leave.

 

If you are currently off sick or are sick for a period of 7 days at any one time you need to continue to send in medical certificates.

 

You do have the right to appeal against our decision and if you wish to exercise this right you should write to <name>, Chair of Governors, at < address > within 10 working days of receipt of this letter.  You should state the grounds of your appeal as laid out in the Sickness Procedure.
 

 For decision of further review

<Set a final period of review – explain rationale, timescales & improvement required & caution that employment is at risk if there is no improvement.> 

 

 

Yours sincerely

 

 

 

<name>

< Panel Chair >

 

cc – HR&OD Consultancy

10. LETTER TO ABSENT EMPLOYEE

Dear <name>

Absence from work

I understand you have not been to work since <date> and I am concerned that you have not contacted the School regarding your absence.  I have tried unsuccessfully to get in touch with you and now ask that you contact me immediately on receipt of this letter.  

I would remind / inform you that you are required to make contact in accordance with the procedure for reporting absence which states notification is required on the first day of absence.  I attach a copy of the School’s sickness reporting procedure for your attention and future reference.  Failure to report absence will mean that you are absent without authorisation and may result in a deduction of pay and/or disciplinary action being taken.  

If there is something other than sickness preventing you from returning to work I may be able to help or arrange for you to have access to the welfare support provided by the Council and the Council’s Occupational Health service.  

I look forward to hearing from you by <date>.

Yours sincerely

<name - Line Manager >

<job title>

<attachment: Sickness reporting procedure>

cc
HR&OD Consultancy

Croydon Council

MEDICAL CONSENT FORM

	Full Name:

MR/MRS/MISS/MS

	Address:
	

	
	

	
	

	
	





Postcode:

	Telephone No:
	Date of Birth:

	I give permission for the Medical Adviser to consult and obtain details of my medical history from my General Practitioner and, if applicable, my Hospital Consultant.

	Signed:






Date:


	General Practitioner

	Full Name:
	

	Address:
	

	
	

	
	                                                                    Post Code:

	Telephone No:


	Hospital Consultant

	Full Name:
	

	Address:
	

	
	

	
	                                                                    Post Code:

	Telephone No:


	
	Tick this box only if you wish to see a copy of the details of your medical history before they are sent to me.  I would then let your General Practitioner/Hospital Consultant know.


P.T.O.

The Medical Consent form on the reverse side needs to be completed and signed by you to enable me to follow up your health problems in relation to your job.

It will give me permission to obtain the information I need from your general practitioner and/or your hospital consultant.  Can you therefore please give me full information about them.

It is important that you complete the whole of the form because if you do not I will not be able to obtain all of the information which will be of help to you.

You can also be assured that the information I obtain will be confidential to me as a doctor.  I will then give a report to the Council’s Personnel Department which only gives them the information they will need to help them decide on any matters about your employment.  Please be of help to me by completing the consent form.  Unless you do so I cannot be of help to you.

Under the Access to Medical Reports Act your general practitioner and/or your hospital consultant might agree to give you access to the information about you before they send it to me.  If you wish to see the information before it is sent to me you must indicate this by ticking the box on the front of this form.  I would then let them know you wish to see it and you would need to ask them within 21 days.

You can ask for the report to be amended after you have seen it, or you have the right to stop your general practitioner or hospital consultant from supplying it, if you feel it is misleading or incorrect.

Dr Lucy Goundry

Medical Adviser in Occupational Health

REFERRAL TO OCCUPATIONAL HEALTH - GUIDANCE FOR EMPLOYEES

Advice is being sought from Occupational Health regarding how any medical condition may impact your job, how your job may impact on your health and to determine whether your manager can put any measures in place to help you to effectively perform your duties.

1. Why does Occupational Health want to seek information from my GP?

A GP’s report will help Occupational Health to provide your manager with advice on your situation.  Occupational Health may also seek information from any specialists who may be involved in your case.  The information sought will only be related to the current circumstances.  Occupational Health will not have access to your full medical records.
2. Do I have a choice about whether a GP’s report is sought? 

The Access to Medical Records Act 1988 requires that you give your consent to the Occupational Health Physician/Adviser seeking a report from your GP.  You should complete the consent form sent to you.  Obviously you may withhold your consent, but this will affect the advice given by Occupational Health.
3. Can I see the GP’s Report?

If you give your consent, you can see the report before it is sent to Occupational Health.  You should indicate that you wish to see the report by ticking the box at the bottom of the consent form.  Once your GP has prepared the report you should make arrangements with your GP to see the report.  This should be done within a reasonable time (21days).  There is no charge to you for writing the report; this is paid for by the Council.  There is also no charge for reading the report but your GP may charge a reasonable fee if you wish to have the report photocopied and/or posted to you.
If you indicate you do not wish to see the report, but change your mind, you can still tell the GP that you wish to see the report.  Depending on when you decide to see the report, it may have already been sent to Occupational Health.
4. What if I am unhappy with my GP’s report?

You are entitled to ask your GP to amend any part of the report, which you regard as inaccurate or misleading.  If the GP does not agree, you are entitled to attach a written statement giving your views on the report.  Please note that your GP is not obliged to show you those parts of the report which they believe would be likely to cause harm to your physical or mental health, or that of others, or would reveal information about any other person or the identity of a person who has supplied information about your health unless that person also consents.  In these cases, your GP will tell you and you will only be allowed to see the remaining part of the report.
5. What happens when my GP’s report is sent to Occupational Health?

Occupational Health will consider the GP’s report and decide whether or not to meet with you.  The purpose of any meeting will be to discuss your medical condition further (this may or may not include a medical examination) and possible options that will support you in your job.  If you wish, you may be accompanied to any meeting.
If you have not given your consent for Occupational Health to receive a GP’s report, the Occupational Health will still make arrangements to meet with you.
When Occupational Health has sufficient information they will then provide a report.  If a GP’s report has been received this will only be seen by Occupational Health, although there may be references to the GP’s report in the report produced by Occupational Health.  
Please note: Occupational Health cannot provide clinical details without your written consent.  Occupational Health will make you aware of what information will be provided to management during the consultation.
6. What happens if I choose not to discuss my situation with Occupational Health?

When you are invited to a meeting with Occupational Health, it is part of your contract of employment to attend.  Obviously if there are valid reasons for you being unable to attend (e.g. you are too sick to attend) you should inform Occupational Health as soon as possible.  In exceptional circumstances Occupational Health may consider a home visit.  Failure to attend without valid reasons may result in you breaching your contract of employment and appropriate action being taken.
If you attend the meeting with Occupational Health, this is your opportunity to discuss the situation with them.  A report will be produced by Occupational Health and will be based on all the information available to them, including anything you discuss with them.
7. What should I do if I disagree with the Occupational Health report?

If you disagree with the information Occupational Health has provided to the School/Council you should raise your concerns with them.  If you wish, you may provide a written statement, setting out the reasons why you disagree with the report.  A copy of this statement will be provided to the School/ Council.
8. Can I see my Occupational Health records?

You are entitled to see your Occupational Health records.  As before, you can not see those parts of the report which they believe would be likely to cause harm to your physical or mental health, or that of others, or would reveal information about any other person or the identity of a person who has supplied information about your health unless that person also consents.  In these cases, Occupational Health will tell you and you will only be allowed to see the remaining part of the report.  
If you wish to see your records you should put this request in writing.  There is no charge for seeing your records, but there will be a reasonable charge should you want copies of all or part of your records.
9. What happens after management has received the Occupational Health report?

Once management has received a report from Occupational Health, they will contact you to discuss this advice.
10. What if I have any other queries?

If you have queries regarding this process please speak to your line manager or your HR section. 
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