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Recorded Delivery

Private and Confidential

Name
Address line 1
Address line 2
City
County
Postcode
Date

Dear Name 
Suspension from Duty and Sickness Absence

I refer to the letter regarding your suspension from duty, dated (date) and confirm that I am now in receipt of a medical certificate which indicates that you are absent through sickness for a period of (days/weeks).
As suspension is regarded as a neutral act and may be reviewed at any time, your absence will be recorded as sick leave during the period covered by the medical certificate, rather than for reasons of your suspension.  Under the circumstances it is appropriate for you to be referred to the Occupational Health Service.  I will complete the referral form and you will be notified of the appointment details in due course. 

For the purposes of clarity, I can confirm therefore that you are absent due to sickness for the duration of your medical certificate.  

Yours sincerely 

(Signature)
Name Surname
Job title
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