
[bookmark: _Toc211626139]Appendix 5 - Return to Work Discussion Form

	 A Return to Work Discussion (RTW) must:

· take place between the employee and their line manager for every occasion of sickness absence, regardless of the reason or duration
· take place on the first day back at work, or as soon as practical


	What to discuss

· The reason for the employee’s absence and ensure that the employee is well enough work. 
· Offer support around the welfare of the employee.
· Check all notification and certification requirements have been met. 
· Discuss any work-related factors affecting attendance. 
· Confirm the absence review levels and ensure the employee understands the Supporting Attendance and Wellbeing policy.

	Short Term Review Levels
	3 or more instances of absence within a rolling 12-month period. 

	
	A total of 10 or more days of absence within a rolling 12-month period. 

	Long Term Review Level
	An absence lasting 28 calendar days or longer. 






	1. Employee details

	First Name: 
	
	Surname:
	

	Job Title:
	
	Employee No:  
	

	Team:
	
	Cluster/Function:
	

	2. Sickness absence details

	Start date of absence:
	___________

	End date of absence:
	___________

	Reason for absence:

	

	Absence reported in line with procedure?
	[bookmark: Check1]Yes ☐               No ☐         

	
Fit Note provided?
	Yes ☐ 
	  No ☐
	Not required ☐ (absence less than 8 days)

	If NO what action was taken?
	

	Has employee met an review level? (see above)
	Yes ☐
	No ☐

	Has employee’s absence been closed on the HR/Payroll system?
	Yes ☐
	No ☐




	3. Discussion with employee

	
 





	Was absence related to an industrial injury/industrial disease?
	Yes ☐
	    No ☐

	Was absence related to pregnancy?
	Yes ☐
	    No ☐

	Any issues/requirements raised by the employee during the RTW discussion?

	






	Is a Support Plan required?
	Yes ☐
	    No ☐

	Is a referral to occupational health required?
	Yes ☐
	    No ☐

	Does the employee understand that future sickness absence may start the formal procedure?
	Yes ☐
	    No ☐

	Line Manager
	Employee

	Signature
	
	Signature (where practical)
	

	Date
	___________
	Date
	___________

	
	
	
	

	4. Next steps

	1. Provide employee with a signed copy of the form
2. On the HR/Payroll System – go to the relevant period of absence and:
· Close the absence (if not done already)
· Attach a copy of the form 
· Click “Interview Completed” and complete RTWI date 





