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	Personal Details

	Employee Details
	Manager Details

	Name:
	
	Name:
	

	Job Title:
	
	Job Title:
	

	Employee No:
	
	Contact Phone Number:
	

	Employee preferred contact details (phone &/or email)
	
	Contact Email
	













The frequency of contact may vary depending on the nature and complexity of the absence. 
It is important to agree the method of communication for welfare contact. Some possible methods are: Phone call, Text message, Email, Video call and Face-to-face meeting (if feasible and appropriate) 

Frequency and timing (e.g. weekly call on Wednesday afternoons) is completely dependent on the individual’s needs and may change throughout the process.  You should also agree this with the employee and review regularly with them

	Designated Contact(s)
	Frequency of Communication
	Preferred Methods
	Notes/Agreements

	
	e.g. Weekly, every Wednesday afternoon (to be reviewed as needed)
	Phone call, Email, Video call, Face-to-face (where appropriate)
	Both parties agree to review the plan regularly and adjust as required by the employee’s needs.

	
	
	
	





	Date and Time of Contact and Method (phone/email)
	Discussion Notes
	Any issues that need attention
	Next Planned contact

	
	

	
	

	
	

	
	

	
	

	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	





