Return To Work (RTW) meeting notes
	Date of meeting
	

	Employee name
	
	Pay number
	

	Position
	
	Directorate or service area
	


	Nature of illness
	From (first day of absence)
	To (last day of absence)
	Number of working days 

	
	
	
	



Have you explained the improving attendance policy to the employee? Yes            No 
	Reason for absence:  
Did you consult a GP during this absence? 
Are you currently taking any medication or receiving any treatment that could impact on your ability to carry out your duties? 
Was your absence related to an industrial injury? 
Was your absence related to a disability? 



	Triggers:
Has the employee hit one of the following triggers (please tick):


         

If the employee has hit one of the above, they must be referred to stage one of the improving attendance policy



	Agreed actions: 



I have read and agreed the notes above

Signed (employee)




Date: 
Signed (manager) 




Date: 
Guidelines for conducting a return-to-work interview
· ensure that the meeting is held in a confidential environment, free from interruptions
· the interviewee may invite a colleague to support them
Suggested points to cover:

· reason for the absence and confirm how they are feeling now and whether they are fit to be back at work
· Has the absence had any effect on the individual's ability to perform 100% of their duties or if there is any aspect of their duties which may contribute to a recurrence of the reason for the absence?
· Is the illness likely to recur?
· Is time off from work needed in the future for any medical treatment or hospital appointments etc.
· Is there any underlying problem?
· was the absence linked to any issues at work or home which might be affecting the employee’s health? 

· ask the employee if there is anything we can do to support them to sustain an acceptable level of attendance at work
· their value and importance to the team and how they have been missed
· inform them what has happened at work whilst they have been away

· raise any patterns or trends if appropriate
· point out it is also the employee's responsibility to improve their attendance

· where an employee is approaching a trigger point it is good practice to highlight this during the meeting
· if they did not follow the notification procedure, discuss this and the implications with the member of staff
Actions:

· ask the employee to read over the notes then both sign the form
· when any of the trigger points are reached confirm the employee will be referred to stage one of the improving attendance policy
· any support that may be needed such as counselling, physio, or occupational health advice. Also consider the merits of a phased return or agreeing reasonable adjustments
· input the information to self service or complete the sickness notification form (0014)
· make sure everything you have discussed has been noted down clearly
Finally:
· outline that we want to help the employee achieve an acceptable level of attendance at work and work with the member of staff to do this. Explain the impact absence can have on the service we are able to provide to the people of Leeds.
· ensure a copy of the meeting notes is retained












Exceeds LCC target (10 days) in 12 months





Four weeks continuous





Four episodes in a 12-month period





Unacceptable trend or pattern





Three occasions of two days or more in three months
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