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RETURN TO WORK INTERVIEW

	Employee:
	Manager:
	Date & Time

	
	
	

	
	
	

	Absence Start Date:
	
	Absence End Date:
	

	Total no. of days:
	
	Was it reported, as per policy?
	Yes/No

	Self cert/Fit note received?
	Yes/No
	No. of Instances in the last 12 months:
	



	Part One – Purpose of Meeting 
	Please tick when completed

	· Welcome employee back to work
· Discuss reasons for absence and current fitness to work
· Update employee on any changes or relevant work activities
· Ensure completion of self-certificate or provision of doctor’s note as appropriate
· Explain that the organisation supports aims to employees who experience sickness absence with a view to help them achieve satisfactory level of attendance.  This may involve discussing any specific needs they may have (e.g. occupation health)
· Check that the employee understands Sickness absence policy and is aware of absence notification procedures.
	

	Reason for Absence:




	Points Discussed:




	Action(s) to be taken by employee:




	Actions(s) to be taken by line manager:






	Part Two – Review of sickness absences (within 12 months rolling period)

	Starting from the most recent episode of sickness absence, list absences and reasons:

	Date of absence
	Duration of Absence
	Reason for Absence

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Part Three – Support
	Please tick when completed

	Is the member of staff suffering from an underlying health condition, including physical and/or mental health conditions?
If yes, complete an Occupational Health referral and consider using the Reasonable Adjustments Agreement to explore changes to their working environment or role that may be beneficial.
	

	Would the staff member benefit from support from Occupational Health, if so complete an Occupational Health referral?
	

	Is the employee’s absence pregnancy related?
If yes, refer to the maternity leave policy for further guidance 
Please note: pregnancy related illness must not be considered for short term sickness absence monitoring. 
	

	Are there any work related reasons contributing to the absence? 
If yes, discuss with the staff member and contact HR for guidance
	

	Are there any personal reasons causing the absence?
If yes, discuss with the employee and refer to other policies if necessary such as the leave and time off work or flexible working (remind the employee that taking sick leave for reasons other than ill health could lead to disciplinary action).
	

	Record details of discussion:
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	Part Four – Next Steps
	Please tick when completed

	Confirm if one or more of the following triggers have been hit:
· 3 episodes of absence in a 6-month rolling period
· 4 episodes of absence in a 12-month rolling period
· Consistently high level of absence over two years
· A pattern of absence which is causing concern, e.g. regular Fridays or Mondays absences, or absences regularly occurring on a particular day/week, pre or post annual leave, school holidays, public holidays, pay date, etc.

If the employee is at risk of hitting a trigger, advise them of this and remind them that any further absences may result in them being referred to the formal stages of the policy.
	

	Stage One – Informal Review Meeting
	

	If a trigger has provoked stage one review meeting, inform employee that they have breached a trigger and discuss the expectations going forward in line with the procedure.  

Where deemed appropriate, following consideration of the information provided by the employee, stage 1 target will be set for a period of 6 months.  Follow this up with a written confirmation of this meeting (a copy should be uploaded to employee personnel file on Cezanne HR) 
	

	Stage Two – Second Review Meeting
	

	If the 100% attendance target set for 6 months period has been breached, inform the employee that this will now invoke a formal disciplinary process and that they will be invited into a formal disciplinary hearing.
	



	Part Five – Confirmation of Discussions

	I sing to confirm that the above is an accurate record of discussions which took place (Manager and employee to sign below)

	Employee’s Signature:
	

	Date:
	

	Manager’s Signature:
	

	Date:
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