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RETURN TO WORK MEETING 
(Please refer to the ‘How To’ Guide Conducting a Return-to-Work Meeting for guidance)

	EMPLOYEE DETAILS

	Employee Name:

Employee Pay Number:
	Post Title:

Directorate/Section:


	Manager Name (conducting meeting):

	Manager Pay Number:

	WELCOME EMPLOYEE BACK TO WORK

	Is the employee aware of the Council’s Management of Absence Policy?
	YES ☐	          NO ☐


	Fit notes received (if applicable)? 
	YES ☐	          NO ☐

	Is the employee fit to return?
	YES ☐	          NO ☐

	ABSENCE DETAILS

	From 
	To
	Number of Days 
	Reason

	

	
	
	

	

	
	
	

	
	

	
	

	ABSENCE MANAGEMENT

	Have one or more of the Management of Absence Intervention Points been triggered?
	YES ☐	          NO ☐
If yes, indicate which intervention point below:

☐ 10 working days or more in a period of 12 months
☐ Frequent periods of absence in 12 months or less
☐ Unacceptable patterns of absence for example, regular Fridays or Mondays or absence linked to working patterns, shifts, holidays or Bank Holidays
☐ An overall unreasonable level of sickness for example, a number of periods of sickness of 28 calendar days or more

	Is the employee’s absence record a cause for concern?
	YES ☐	          NO ☐
If yes, briefly detail the reason below:




	Where the employee’s absence record is a cause for concern, the manager must:
· Remind the employee of the importance of good attendance
· Remind the employee of their responsibilities under the Management of Absence policy
· Outline next steps if further Management of Absence Intervention Points are triggered i.e. escalation to the formal stages of the procedure


	HEALTH AND WELLBEING

	How is your general health? 
Are there any underlying medical issues?

	


	Are there any support mechanisms required i.e. reasonable adjustments or other required supportive mechanisms?

	

	Do you require a referral to the Stress Management and Counselling Service?

	

	ADDITIONAL INFORMATION

	









	Date of Interview 

	

	Manager Signature:

	Date:

	Employee Signature:

	Date:

	PLEASE RETAIN FOR YOUR OWN RECORDS ONCE COMPLETED 
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