Letter - Invite to a meeting to discuss ill health following receipt of medical report
[DATE]

[EMPLOYEE’S NAME]

[Employee’s address]

Dear [name]

Thank you for attending the medical examination with [NAME OF DOCTOR] on [DATE]. I have now received a report following that appointment which I would like to discuss with you. 

I therefore invite you to a meeting on [INSERT DATE/TIME] at [LOCATION]. If you wish, you may be accompanied at this meeting by a fellow employee or an authorised trade union representative. *

The purpose of the meeting is to discuss the medical report with you including what adjustments, if any, might be made to assist your return to work and what support might be offered to accommodate your medical situation. 
[Consideration may be given to any alternative roles that may be available. If having explored the situation it seems that there is nothing we can do to support a return to work, we may consider the termination of your employment on grounds of ill-health] **

In the meantime, if you have any questions regarding the above, please contact me.
Yours sincerely

[name]

[job title]

* this will apply if you are considering dismissal. It would be good practice in any event to allow an employee to be accompanied at a meeting to discuss their on-going health issues.

** include if dismissal is being contemplated as opposed to a general health review

