Model letter following OHS Advice

Interview Re: Occupational Health Service Report

Further to my letter dated [*date], I write to inform you that I am in receipt of the report of the Council’s Occupational Health Service following my referral.   I require you to attend an interview to discuss this matter as follows:

	Date:


	

	Time:


	

	Venue:


	


This is not a disciplinary hearing, but is formal meeting under the School Capability Procedure, therefore you may be accompanied by a recognised trade union representative or a work colleague of your choice.

The procedure is designed to provide assistance and encouragement to staff to achieve and maintain good standards of attendance/performance in their duties.  With this objective in mind, the procedure provides for the employee to receive guidance, support and feedback over a reasonable period of time to meet realistic targets and standards.
If for any reason you are unable to attend the meeting, I should be grateful if you would contact me as soon as possible in order to arrange an alternative.

Wishing you a speedy recovery,

Yours sincerely

[*Name]

Headteacher

cc: personal file

[*] Amend as appropriate

