Letter – Acknowledgement of Fit Note (Employee off with stress pending disciplinary proceedings)
[Date]
[EMPLOYEE’S NAME]
[ EMPLOYEE’S ADDRESS]
Dear [name]

I have today received a fit note in connection with your current absence. This advises us that you are suffering from stress and will be unfit to work until [insert date].

I appreciate that the current disciplinary process will not be easy for you. The purpose of my letter is simply to advise you that as a consequence of your fit note, you will not be required to participate in the process at this time [We will however be continuing with our investigations*] Your medical condition will be monitored until such time as we are advised that you are fit to participate in the process.

Your absence will be dealt with as part of our normal absence management process, Accordingly, [INSERT NAME, JOB TITLE] will contact you and may arrange for you to attend our occupational health advisor for assessment.

However, you can contact [INSERT NAME, JOB TITLE] direct if you have any queries in the meantime.

[Additionally, we would like to remind you that support is available from [INSERT DETAILS OF EMPLOYEE ASSISTANCE PROGRAMME OR OTHER SUPPORT AVAILABLE]

Yours sincerely
[NAME]

[JOB TITLE]

* insert if the employee has gone off sick early on in the process rather than once they have been invited to the disciplinary hearing.

