***PLEASE USE HEADED PAPER***

Private and Confidential

<INSERT NAME>

<INSERT ADDRESS>

<INSERT ADDRESS>

<INSERT POST CODE>

<INSERT DATE>

Dear <INSERT NAME>,
Notification of Referral to Occupational Health 

Following our recent telephone discussion/meeting on <INSERT DATE>, I am writing to confirm the arrangements I am making for you to be referred to the School’s Occupational Health provider, OHWorks.
The reason for this referral is so that OHWorks can assess your medical condition, its likely duration, together with an indication of how your recovery is progressing and when you may be well enough to return to work.  OHWorks will contact you by telephone (I have provided them with your <home/mobile/email address> so they can contact you to schedule a telephone appointment.

In more complex cases, a medical report may also be sought from your GP or other medical adviser and as this is a process covered by legislation, you will need to complete an Employee Medical Consent Form, which gives permission for the approach to be made to the relevant medical adviser(s).  Should a report be required, OHWorks will provide you with this form and notes of guidance as to its completion.

Following receipt of the report(s) from your GP, OHWorks may need to see or speak to you again in order to finalise their response to the school.
In their response, OHWorks will, if appropriate, provide me with specific advice in relation to your abilities to undertake your current duties/role and also advise on your rehabilitation or other supportive strategies that may facilitate a return to work.  
Any information provided by OHWorks and/or your medical adviser(s) will be strictly treated as being of a highly confidential nature to be seen only by yourself, HR and myself at this stage.

Once OHWorks’ assessment has been received it is usual practice to arrange a meeting with you to consider its contents and give an indication of the action required to take matters forward. It will be for the school to determine which of their recommendations are operationally feasible to accommodate.
I will therefore be in touch again but in the meantime if you have any questions or require any further information, please do not hesitate to contact me on XXXX.
I appreciate this may be a particularly stressful time for you, so I would like to take this opportunity of reminding you of the confidential counselling service provided by Care First.   They can be contacted on 0808 168 2143.
Yours sincerely,
NAME
JOB TITLE
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