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MODEL LETTERS FOR SEEKING MEDICAL REPORTS


(These letters are for use if you are making enquiries of a medical practitioner about the absence record of an employee in line with your Absence Management policy. You are unlikely to need to use this procedure in all but the most rare situations and must make sure that you do so sensitively and in full consultation with the employee concerned. You will need to adapt the letters to suit your situation but should make sure that the legal rights they describe are known to both your employee and to the medical professional concerned.)
Request for medical information under the Access to Medical Reports Act 1988 

1. Letter to employee seeking permission to contact medical practitioner

Your headed paper

CONFIDENTIAL

Dear

According to our records, you have been on sick leave for [        ]. In order to proceed with our absence management policy and so that we can address this problem fairly and reasonably we now need information from your GP. We wish formally to ask your GP for a full medical report as to the present state of your health and for their assessment of your ability to return to your job. I enclose a copy of the letter we would like to send. We will pay or reimburse any costs relating to this request.

We will only do this if you agree in writing by giving us your GP’s contact details and by signing the enclosed consent letter. A stamped addressed envelope is enclosed.

You have the right (under the Access to Medical Reports Act 1988) not to agree to this, if you wish. However we feel it is important that we collect as much information as possible about your illness to enable us to decide when and whether you will be able to return to work and if so, how best to support you in that process. If you do not allow us to approach your doctor for a report we will be forced to make a decision about your future employment without the benefit of a fully informed medical opinion. Naturally we wish to avoid this situation if at all possible. 

You also have the right to see your GP’s report before or after it is sent to us, if you wish. If you want to see it before we do, you should contact your doctor to arrange access within 21 days of our applying for the report. Once you have seen the report, your GP will still only send it on to us with your consent. You may also ask your GP to amend the report if you believe it is inaccurate or misleading. If the GP does not agree to an amendment to the report itself, you have the right to attach a statement of your views.  

Your GP is only allowed to withhold part or all of the report from you if:

a) he or she believes that seeing it could seriously harm your physical or mental health, or that of another person/people; 

b) the report indicates the doctor’s intentions in respect of yourself; or

c) it reveals information about another person. 

If your GP feels that any of these restrictions apply, he or she must tell you which one. Your right to amend the report only applies to the part(s) of the report which are disclosed to you.

Please return the attached consent slip to us within [7 days/14 days] or else let us know if this timescale is a problem. If we do not hear from you by then we will assume you do not want us to contact your GP and we will proceed accordingly. 

We will in any case invite you to a meeting to discuss the situation before any decisions are taken. You may bring a companion of your choice to this meeting. We will write to you again to suggest a date and place when we have the information we need. You may of course wish to consult [your organisation’s] absence management policy before this.

Thank you for being helpful in ensuring that we are kept up to date about your illness and your progress towards recovery. This information will help us understand your condition so that we can plan jointly for your future.

With best wishes

Yours sincerely

Name

Title

Enc: 
Sae

Consent form for you to return


Copy of letter we will send to your GP

Copy of [your organisation’s] absence management policy

Request for medical information under the Access to Medical Reports Act 1988

2. Consent form for employee to complete and return to employer

(A copy of this consent form will be enclosed to the GP along with a letter from [your organisation] requesting a report)

CONFIDENTIAL

My GP is: 

Name:

Address:

I consent to my employer, [your organisation], being given a full medical report by the above GP on the present state of my health.

I have been informed of my rights under the Access to Medical Reports Act 1988. 

*I do not wish to see the report before it is sent to my employer. 

or

*I do wish to see the report before it is sent to my employer. I will contact the above GP within 21 days of my employer sending their request for information in order to arrange for my access to the report. I reserve my right to request an amendment, to add my own statement or to withdraw my consent for the report to be sent to my employer at that time.

I require/do not require a copy of the report at the same time or immediately after it is sent to my employer.

Name

Address

Signed……………………………….Date………………

Request for medical information under the Access to Medical Reports Act 1988

3. Model letter to GP requesting information regarding likely cause of absence

CONFIDENTIAL

PLEASE ACKNOWLEDGE RECEIPT OF THIS LETTER IF THERE IS LIKELY TO BE A DELAY IN REPLYING

Date:

Doctor’s name:

Address:

Re: (employee’s name and address)

To administer our sickness absence policies and to plan the work of this organisation, it would be helpful to have a report on your patient, who works for our organisation.

His/her work as a (job title) has the following major features:

*Management responsibility for …………………

*Seated/standing/mobile

*Light/medium/heavy effort required

*Day/shift/night work

*Clerical/secretarial duties

*Group I (private) or Group II (professional) driver

*Other

*Delete aspects that do not apply and add any other relevant factors

The absence record for the past year is summarised as:

Total days lost……………….

This month…………………..

Previous months……………………

Attached is your patient’s permission to enquire. He/she has seen a copy of this letter to you. He/she wishes/does not wish to have access to your report under the Access to Medical Reports Act 1988. (He/she will make an appointment with you within 21 days from now to gain access to your report. He/she understands that you may inform him/her that you are withholding certain parts of the report under the terms of the Act, that they may ask you to amend the report if they consider it to be misleading or inaccurate or they may attach a statement of their own views if you are unwilling to amend it yourself. They also understand that they may retract their permission for the report to be sent.)

We would be grateful if you could tell us:

What is the likely date of return to work?

Will there be any disability at that time?

How long is it likely to last?

Are there any reasonable adjustments we could make to accommodate the disability?

Is their any underlying medical reason for this attendance record?

Is he/she likely to be able to render regular and efficient service in the future?

Is there any specific recommendation you wish to make about him/her which would help in finding him/her an alternative job, if that is necessary, and if there is an opportunity for redeployment (for instance no climbing ladders, no driving)?

I would be grateful for an early reply and enclose a stamped addressed envelope. Please attach your invoice to the report following the BMA guidance on fees.

Yours sincerely

Signed ………………………………………………………………..
Name (please print) ………………………………………….
Role in the company…………………………………………..
Enc: Consent form from employee

Related policies

Absence management

Capability

Disciplinary rules and procedures

Relevant legislation

Access to Medical Records 1988

Disability Discrimination Act 1995

Data Protection Act 1998

Dispute Resolution Regulations 2004

Further information
The Acas website has a model letter to a GP requesting information at:

www.acas.org.uk/media/pdf/e/1/C9_1_1.pdf

You can find more information on absence management including a model letter to a medical practitioner from the Acas “Self help guide” at:

www.acas.org.uk/index.aspx?articleid=1206
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