[image: image1.wmf]
RETURN TO WORK INTERVIEW RECORD 

Explanatory Note
1. A return to work interview should be conducted after every occasion of sickness absence although it is not always necessary to complete this record on every occasion of absence.  It should be completed if the sickness absence complies with any of the trigger points identified below.  Keep a copy of this form along with your Weekly Absence Returns.  
2. Any sickness absence of 4 to 7 days duration should be covered by the self certification form completed by the member of staff and any sickness absence of 8 days plus duration should be covered by a medical certificate.  These certificates should be forwarded to Personnel as soon as possible.
3. The line manager should check if all appropriate documentation has been completed by the employee during the return to work interview.  
4. A return to work action plan should be completed for all sickness absence that is stress-related or a prolonged sickness absence period for more than 4 weeks.  In some cases an action plan may be required for other absence trigger points.  These are indicated below or contact Personnel for further advice.    

5. Upon completion send this form to Personnel along with any appropriate documentation.  

	First name(s):

	Surname:

	Department:

	Date of return to work interview:



	Absence details (Manager needs to tick all that apply)
	Further action required  (Manager needs to tick and complete all that apply)

	Stress related absence 
	
	A return to work interview action pIan should be completed and agreed between line manager and employee.  This should be forwarded to the HR Community Officer   
Remind them of amian services. See web page for amian info: http://www.bolton.ac.uk/POD/WellBeing/AMIAN.aspx
	

	Musculo skeletal disorder 
	
	A return to work interview action pIan should be completed and agreed between line manager and employee.  This should be forwarded to the HR Community Officer   Remind them of access to the Sports and Spinal Injury Clinic – staff can contact them direct through a self referral. 
Consider Management Referral to the Sports and Spinal Injury Clinic if work related. Complete request overleaf and send to Personnel. 
	

	1st spell of absence - not stress or musculo skeletal related  
	
	Ask how they are.  Enquire into the reasons for absence.  Check that appropriate medical documentation has been completed.  Complete this return to work interview record form.  Keep a copy and send form to Personnel.  
	

	2nd spell of absence within 12 months with same reason for sickness 

	
	Discuss sickness absence.  Complete risk assessment, Management Referral (overleaf) and send to Personnel. 
	

	Absence 10 days and more in 12 months 
	
	Enquire into the reasons for absence and complete further action section below.

If an action plan agreed - attach plan. 
	

	3rd spell within 12 months 
	
	Discuss sickness record to establish cause(s) and complete further action section below. 
If an action plan agreed - attach plan.
	

	An accident at work with an absence of more than 3 days
	
	Check that this matter has been investigated. Inform Health and Safety Advisor. If musculo-skeletal injury, follow guidance on Musculo skeletal disorder (see above).
	

	An accident/injury not sustained at work
	
	Consider adjustments or support.  Consider completing a Management Referral (overleaf) to seek advice on adjustments/support.  Complete further action section below. 
	

	Prolonged sickness absence period more than 4 weeks
	
	Check that a signing off date has been completed on medical certificate. 
Consider a gradual return to work arrangement (contact POD for advice). Complete action plan and attach.
	

	Has a previous return to work action plan been issued? 
	
	If yes and there has been no improvement - arrange further meeting to revise action plan.  If no, consider completing an action plan to improve attendance.
	

	Was appropriate notification of sickness absence given?
	Y/N
	If no inform employee of implications.  If not the first occasion, conduct investigation and further action. Disciplinary procedures will apply.
	

	Give details of any follow up action required



	Request for Management Referral

	Staff will be referred to the University’s occupational health provider.  In some circumstances managers can request a specialist referral for specific support from either amian (the University’s Employee Assistance Programme provider) or the Sports and Spinal Clinic (manager to tick all that apply)



	Refer to amian 

	
	Refer to Sports and Spinal Injury Clinic
	

	Reason for referral (please attach further report/details as applicable)

 Please attach a copy of the job description, appropriate competencies, any relevant risk assessments and previous action plans.  Send to Personnel.

	Signed by employee 

Print nam
	Date

	Signed by line manager
Print Name
	Date
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