Letter - Application to Occupational HEALTH* for a medical report arising from stress related absence prior to a disciplinary hearing
Dear [NAME OF DOCTOR]

Request for a medical report for [NAME OF EMPLOYEE] [DATE OF BIRTH OF EMPLOYEE]

We write to request a medical report on the above patient who is employed by us as [INSERT JOB TITLE]. This role involves [BRIEF DESCRIPTION OF ROLE AND DUTIES].
[NAME OF EMPLOYEE] has been absent from work since [DATE] on account of [INSERT DETAILS].  
[NAME OF EMPLOYEE] is currently going through our disciplinary procedure for matters of [CONDUCT/PERFORMANCE] and we had planned to hold a disciplinary hearing on [INSERT DATE]. However, shortly before the hearing was due to take place [NAME OF EMPLOYEE] advised us that he/she would be absent from work, and we have since received a certificate for [INSERT TIMESCALE] weeks’ absence. We have now postponed the hearing but wish to re-schedule it for another date when the employee is fit to attend.
Consequently, we wish to obtain a medical report to consider their current condition and understand whether [NAME OF EMPLOYEE] will be fit enough to attend a disciplinary hearing (even if they are not currently fit for normal work). The hearing is likely to last for no more than [INSERT ESTIMATE OF TIMESCALE].  
It would also assist us to know if, in your opinion, the employee is able to understand the allegations against, whether they can distinguish right from wrong and whether, if necessary, they can provide a written statement. 
We are willing to assist [NAME OF EMPLOYEE] by holding the meeting at an alternative venue or to help with transport [OR INSERT OTHER ACTION] if this would enable them to attend the hearing. The employee may be accompanied by a colleague or trade union representative of their choice. [IN CASES OF DISABILITY Other companions may be permitted to attend as necessary to assist with any specific health requirements.]
We look forward to hearing from you further.

Yours sincerely

[name]

[job title]

* NOTE: We recommend that you always seek a report from an occupational health adviser but if you cannot do this you will have to seek a report from the employee’s GP. If so you must include a statement informing the employee of their rights under the Access to Medical Reports Act 1988. 
