
Letter confirming end of Company sick pay


CONFIDENTIAL
[Insert Date]

[Employee’s Name]
[Employee’s Address]
[Employee’s Address]
[Employee’s Address]
[Employee’s Postcode]



Dear [Employee’s Name]

Re: Absence 

Thank you for forwarding your medical certificate (Fit Note) dated [Insert Date] that confirms that you have been signed off work for a further [Insert period of time].

I was sorry to hear this and hope that you are making some progress. 

As you are aware, the Company sick pay policy allows for [Insert payment e.g. 2 weeks full pay in any 12 month period]. 

I am writing to inform you that your Company sick pay is now coming to an end [(considering previous absence in the last 12 months) and therefore you will be paid for [Insert number of days] days of this current period of absence.

Thereafter you will revert to SSP payments (as outlined in your contract of employment). [or detail what payments will be made and for what period].

I do wish you a speedy recovery and if I can be of further assistance, please do not hesitate to contact me. 

Yours sincerely




[Insert Name]
[Insert Position]
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