TEMPLATE LETTER – Recommendation of Ill Health Retiral: Invite to Meeting (to be used if appropriate, contact HR Advisor for advice)
This template letter should be amended as appropriate 

STRICTLY PRIVATE AND CONFIDENTIAL

Please ask for:


Direct Dial:



Email:

Date

Address

Dear <Name>

Following your appointment at Occupational Health on (date) I have received an outcome report which states that you are now medically unfit to continue in your present or comparable post and will remain so until your normal retirement age.
This recommendation follows

(note absence record and action taken to address the situation under the procedure)

As a consequence, I am now considering the termination of your employment on the grounds of ill health in accordance with the Council’s Attendance Management Procedure.

You are now invited to a meeting to be held on (date) at (time) in (location). 
The purpose of this meeting is to discuss your current health. At this meeting we will discuss the potential options which are available to you, which includes the following: 

a) accepting the recommendation and retiring on ill Health grounds 

b) seeking an alternative medical opinion as to your fitness to work 

c) suggesting a reasonable alternative course of action

Should you accept Ill Health Retiral you would receive (insert number of weeks*) weeks pay in lieu of notice and (insert number of hours or days as calculated) pay in lieu of holidays.  You would also be entitled to an early retirement pension in accordance with the provisions of the superannuation scheme. 
You may be accompanied to the meeting by either a work colleague or Trade Union representative.  If you are to be accompanied, then please advise me who will be accompanying you.  

If you have decided to accept the ill health retirement recommendation and do not wish the opportunity to attend a meeting to discuss this further, please advise me of this.  

A copy of the Council’s Attendance Management Procedure is enclosed for your information.  If you have any queries regarding the meeting, please do not hesitate to contact me (contact details).

Yours sincerely

 (* One week if continuous service is less than 2 years, thereafter, one week per completed year to a maximum of 12.)

01/08/2019



