Letter to Employee Requesting Doctors Note
This letter should be used where an employee has been off work due to illness for more than 7 consecutive days and has failed to submit a doctors note.

Please place this letter on to your letterhead


[Insert employee name]

[insert employee address]

[insert date]

Dear [insert employee name]

Following your notification on [insert date when they told you they were going to be off sick] we have yet to receive a Doctors Note from you.  A Doctors Note or similar document from a Consultant/Specialist is required to ensure we can continue to pay you statutory sick pay / Company Sick Pay [delete as needed].

I would be grateful if you could forward a Doctors Note to myself by [insert date] or alternatively please call me on [insert contact number] by [insert date] to let me know how you are and when you may be able to return to work.

Yours sincerely

[Insert Name]

[Insert Position]

