Letter Inviting Employee to Attend a Medical Appointment
[DATE]

[NAME]

[ADDRESS]

Dear [NAME]

Further to our recent discussions, I write to confirm that an appointment has been made for you to attend a medical examination by our Company doctor [INSERT NAME OF DOCTOR]

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. 

[It may be that the Company doctor will wish to review your medical history and therefore we would need your consent to apply to your doctor for his report on you and/or your medical records.* We also need your consent under the Data Protection Act 1998 as obtaining this report and a report from your doctor will involve processing sensitive personal data.** We therefore enclose a consent form, a summary of your rights under the Access to Medical Records Act 1988 and a stamped addressed envelope and would be grateful if you would return the form to us by return.]*
On receipt of the report from the Company doctor, we will arrange a meeting with you to discuss its contents.

In the meantime, if you have any questions, please contact me.

Yours sincerely

[name]

[job title]

cc file

*include the employee’s own doctor is to be approached.

** include if the consent to processing data has not already been obtained

