Letter to Employee - Failure to Attend a Medical examination 
[DATE]

[NAME]

[ADDRESS]

Dear [NAME]

I refer to my letter dated [INSERT DATE] inviting you to a medical appointment on [DATE AND TIME]. I note that you did not attend the appointment, nor did you contact me to advise that you were unable to attend.

Accordingly, I have arranged another medical appointment. The appointment is for [DATE AND TIME] at [INSERT LOCATION]. [Directions are enclosed.] If you are unable to attend the appointment, or need assistance to do so, please let me know as soon as possible.

The purpose of the appointment is [EXPLAIN REASON FOR MEDICAL EXAMINATION]. It is therefore very important that you attend. 

[I would remind you that under [INSERT PARAGRAPH NUMBER] of your contract of employment dated [INSERT DATE], and in accordance with our Attendance Management policy, you are required to comply with reasonable requests to attend a medical examination with the Company doctor. Failure to attend this appointment may be regarded as a failure to comply with a reasonable instruction and could result in you being invited to a disciplinary hearing, the possible outcome of which could be dismissal for gross misconduct.*]
If you fail to attend this rearranged medical appointment, then the Company will have to make a decision on the information available to it but without the benefit of full medical information. 
Yours sincerely

[name]

[job title]

*only include if the contract of employment includes a provision requiring the employee to undergo a medical examination. Omit this clause if you are unsure. 
