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Summary and Abstract
This guide has been drafted in line with Trusts policies, employment law and our Health and Wellbeing Strategy with considerations for accessibility, utilising software to ensure the design and formatting does not affect screen readers in interacting with the resource. This resource is also available in Welsh and can be translated to multiple languages. It has zoom features within the presentation mode to allow the user to navigate to their chosen section.
The overall aim of this managers guide series is to equip first line managers with available resources to support them in their role. This guide is on how to complete a compassionate Return to Work Meeting. 

It offers managers 24/7 access to support and a resource that can guide a manager’s action or decision. This guide links in with other guides on leadership and management and is in addition to the support available from HR and next level managers. The guide, as part of a series is aligned with the Trusts’ Culture, People Strategy and Governance around Wellbeing in Work to support managers to be compassionate when supporting employee's health whilst in work and to support them to rebuild their health and wellbeing to return to work after a period of absence.

The impact of this resource will be measured by fixed data reviews using business intelligence software in ESR that will capture the absence management essentials. An example will be completion of the return-to-work interview, date and whether any referrals to OH were progressed. System data will be in addition to rich data gained from line manager feedbacks, 360 reviews and an improvement in absences across a directorate, and up take in use of employee assistance programmes. HR will keep internal audits of absence management and measure compliance of line managers in completing both ESR data capture but also electronic team-based management folders.
April 2022 sees the organisation launching its new Culture, Vision and Behaviours after the pandemic changed the way we work, both together with colleagues, and the wider health and social care system. More importantly it embeds our culture and behaviours within our organisation and its people.
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APPENDIX ONE

WAST RETURN TO WORK INTERVIEW FORM

This form must be completed by the manager or designated deputy on each occasion of employee absence and kept by the manager or designated deputy.

The employee must be seen promptly on their return to work, preferably on the first day, face to face, although if this presents practical difficulties this can be done over the phone.

	Employee Name and Job Title
	
	Department/Directorate:
	CSD / CCC



	First date of sickness absence (date when the employee would have been due to be in work) (Start date for ESR)
	
	Date sickness absence ended: (End date for ESR)
	

	Date the employee actually returned to work.
	
	Total number of calendar days lost:
	

	[bookmark: _Int_iQRuazCs]Date of Return to Work interview?
	
	Was the employee due to work on call or USH?
	On call  □

USH     □

	Self-Certificate Completed:      
(must be completed for days 1-7)
	
	G.P. Fit Note Received:    
(required from 8th day of absence)            
	 



Reason for absence (including ESR sickness classification): ______________________________________
(If you are unsure of reason for absence classification please seek advice from Workforce. Do not use “Other known cause / unknown case not specified” category

	Does the employee feel the absence is work related?    

If yes, please supply details:



DATIX completed?           RIDDOR?  

	Is the absence pregnancy related?     

If yes, please ensure a risk assessment has been undertaken





	Does the pattern of absence suggest an underlying health condition?     

If yes, discuss support available and consider an Occupational Health referral
 




	Was the absence related to any previous absence?     

If yes, discuss support available and consider an Occupational Health referral)





	Is the absence very likely to recur for the same reason?    

If yes, discuss support available and consider an Occupational Health referral





	Did the employee see a Doctor/GP?    

If yes, what advice was given: 


	Is the employee fit to fulfil all duties?     

If no, please discuss and agree plans for RTW and complete additional form in the MAAW Policy if necessary, e.g., Phased Return form.





	Can any assistance be given to the employee by the organisation to prevent further absence?        No
If yes, please provide details here: 






	Any other comments or further action needed:
E.g., Remind staff of the support mechanisms in place within the Trust e.g., Occupational Health, Wellbeing, Counselling Service, Flexible Working Policy etc.




	Has the employee been informed of the referral (if necessary) to OH and the reason/s? N/A



	Has the employee reached the MAAW Policy prompts?      
If yes, please tick as appropriate and explain next steps:

Informal Discussion                
1st Formal Meeting                  □
2nd Formal Meeting                 □
3rd/Final Formal Meeting         □



	Declaration (to be signed by the employee)
I confirm that: -

a) I have not worked or taken part in any activity not consistent with the reasons given for my absence.
b) I am now fit for duty

I declare that the information on this form and the above statements are true and accurate to the best of my knowledge.  The implications of wilfully giving false information are governed by Agenda for Change Terms & Conditions of Service and I understand that I could also lose sick pay as a result of such action.

Signed:                                                                      Date: 


	To be completed by the manager:
I confirm that the above absence is in accordance with sickness regulations and that the above information is correct:

Manager (name): …………………………………..

Manager (signature): ……………………………….	           Date. 





	
	
	



	
	
	



image1.png




image2.png




image3.jpeg




image4.jpeg
z:0
£0)

=
>

Ymddiriedolaeth GIG
Gwasanaethau Ambiwlans Cymru

Welsh Ambulance Services
NHS Trust




