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SAMPLE INITIAL DOCTOR CONTACT LETTER
Date

Dr ….

Address

Dear Dr ??
One of our valued employees, (employee name if tailored for each worker), has suffered an injury and requires medical attention.
(Organisation Name) has a Return to Work Program which encourages an early return to work as soon as practicable after an injury or illness in keeping with medical guidelines in keeping with the Australian College of Occupational Physicians Position Statement.  The goal of our program is therefore to utilise work activities to facilitate the recovery of an injured/ill worker and return our people to full employment as soon as practicable.  Where possible they are returned initially to their usual work or some suitable work within their capacity.

I am the trained RTW Coordinator for (Organisation Name) and I would appreciate your help in formulating a return to work plan to ensure that our worker (employee’s name if tailored for each worker), who is employed as a (employee position title – you may have different generic letters for each position if not tailoring for each worker), can return safely to his/her usual work or be provided with appropriate suitable work if possible.  A copy of the position description/task analysis for this position is attached.  We are able to provide restricted normal duties (only tasks within capacity) or alternate duties such as administration duties.

To assist with the identification of suitable duties we would appreciate your completion of the attached functional capacity report (or doctor’s letter) as well as completing the restrictions on the WorkCover Medical Certificate.  Please note that Workcover guidelines indicate that this time can be billed to the Insurer.
I will be in touch shortly with a list of tasks that we are able to offer.
Please feel free to contact me at anytime.
I look forward to working with you to rehabilitate our worker.

Yours sincerely

Name

RTW Coordinator
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