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Return To Work Interviews

Why are Return To Work Interviews important?
Return to Work Interviews (RTW’s) should be completed for every absence, should take no longer than 15 minutes and be carried out as soon as possible after an employee returns.
If you have any queries prior to a RTW, please contact HR for advice or guidance. 

Gathering Information for a Return To Work Interview

Bradford Factor [image: Graphical user interface, text, application, Word  Description automatically generated]

                                                           Log into ‘Focus’ and click on ‘Reports’


                                                                                                                        [image: Graphical user interface, application, Word  Description automatically generated]











Choose Bradford Factor 
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Change dates – Ensure it is a rolling 12 months.
Use Employee’s return date as the ‘End Date’ and work backwards. 

Check:
· ‘Groups’ is the correct department *HR used as an example
· ‘Absence definitions’ has ‘All’ in the drop down box 
· ‘Include’ – All boxes are ticked






Once dates changed and parameters checked – Click ‘Refresh’

[image: Graphical user interface, application, Word  Description automatically generated]




The report generated will include every employee in your department. 


[image: Table  Description automatically generated]


Manually calculating Bradford Factor 
Bradford Factor can be calculated using the following formula:
S x S x D
S = Number of absences in the rolling 12 months 
D = Total number of days absent in the rolling 12 months 






Examples:
1 5-day absence: 1 x 1 x 5 = 5
3 2-day absences =  3 x 3 x 6 = 54







A Sickness Report will provide a breakdown of all sickness absences. This may be needed to manually calculate Bradford Factors (Covid absences will be included in the Bradford Factor report) or if an employee has high absence levels. 

Sickness Report (Breakdown of absences)
[image: Graphical user interface, text, application, Word  Description automatically generated]


Click ‘Reports’ and then the ‘Absence Periods’ folder.



[image: Graphical user interface, application, Word  Description automatically generated]







if the reasons for absence are justifiable


Choose ‘Sickness’.
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Check:
· ‘Groups’ is the correct department *HR used as an example
· ‘Absence Definition’ has ‘Multiple Absence Definitions’ in the drop down box 
Change dates – Ensure it is a rolling 12 months. 
Use Employee’s return date as the ‘End Date’ and work backwards. 




Ensure ‘Date Range’ is still the default setting




Once dates and parameters checked – Click ‘Refresh’
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Once refreshed, sickness data will be visible for all employees within the ‘Group’. Select which employee’s sickness information you’d like (So it’s highlighted blue), then click on ‘List Report’. 



The Sickness Report – Occurrences are listed per line, along with number of days absent and reason of absence (Under ‘Comment’)
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Return to Work Document 
Document Location: Company Directory – BOS – Reference – HR - RTW
[image: Table

Description automatically generated]
Some elements of a RTW can be inputted before the meeting, including name, Bradford Factor and dates of absence. 
Bradford Factor and what ‘Stage’ a person is in should be discussed during the RTW meeting. However, Bradford Scoring is simply a guide – It shouldn’t be used definitively.  There could be mitigations or further discussions needed. 
[image: A picture containing table

Description automatically generated]
Line Manager’s need to listen and take accurate notes about the employee’s sickness absence, the more information WCL has the better.  Document everything!
This part of a RTW can provide background information to the absence, help identify absence problems and gives the opportunity to talk about underlying issue(s). 
Has the employee returned to work too soon or needs further support? Have you considered Occupational Health / Phased Return/ Buddy system? [image: Text  Description automatically generated with medium confidence]





Both the line manager and employee need to sign and date the RTW, this ensures agreement and is helpful if further action is required. 
If you have any queries relating to Bradford Factor, Sickness absence or RTW’s, please contact the HR department.



Short Description 
Focus
‘Focus’ is Wall Colmonoy’s time and attendance system. The system has been in place for 5 years and is used on a daily basis by all line managers. All line managers have their own personalised log in details to access the system and the system allows them to only view information on employees within their department(s). 
The reports outlined in the resource document are universal with all line managers having access to them. 
Chronologic are the creators of the ‘Focus’ software and are responsible for updates/ amendments in the software. 
Access
A PDF version of the handout can be emailed to all line managers and also placed on a central hub – The Company Directory, that everyone in Wall Colmonoy has access to. It would be found in the same location as the Return To Work Document: 
Company Directory – BOS – Reference – HR - RTW
Why a Handout?
A handout means line manager’s needs are accommodated, they can follow the step by step guide and print the document without any manipulation. Line Managers are more likely to read / use a step by step guide in handout form than open a PowerPoint presentation. A handout needs minimal engagement which will increase its effectiveness across departments. 
Currently a lot of line managers need support in pulling sickness data and Bradford Factor’s off Focus and since Covid and the removal of Covid absences for all employees, more manual manipulation of data is required. This means line managers are sometimes waiting on HR to pull / calculate Bradford Factor data so the RTW can be carried out, this isn’t practicable and can cause unnecessary delays in the RTW process. 
Hopefully an easy ‘How to’ guide will support line managers needs and the effectiveness of this handout can be gauged by the amount of queries seen by HR relating to Bradford scoring and calculations. Alternatively effectiveness can be gauged by increased detail and considerations included in the RTW forms/ Interviews as detail is currently absent in a high percentage of RTW forms. This detail would also include more support like Occupational Health reviews, phased returns or ‘buddying-up’ being offered by line managers during initial meetings, with them taking more ownership for their employees health and wellbeing and becoming less reliant on HR.
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