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Absence Record and Return to Work Discussion form

PART A: To be completed by the line manager upon notification of an employee’s absence.
	Name of Employee:
	     

	Job Title:
	     


	Faculty/Directorate:
	     

	Department:
	     

	Date of notification of absence:
	     
	Time of notification of absence:
	     

	Date absence recorded on AMS:


	     


Questions to be put to employee/person reporting absence
	Name of person reporting the absence:

	     


	First day of absence:

	     
	Absence code:      
(see list below)

	Reason for absence:
If sickness absence, the nature of the illness.

	     


	Expected date of return to work (if known):

	     


	Does the employee believe this absence to be caused by:

a) an accident at work?
b) an illness or condition caused by work?

	Yes    No  
Yes    No  

	If the answer to either of these questions is YES, please immediately contact Health and Safety x6353 healthandsafety@dmu.ac.uk and complete an Accident / Incident Report (AIR). See 2.3 in the guidance: Recording and monitoring absence.


	Signature of Manager:
	     
	Date:
	     


Absence Reasons Codes

	10000
	Stress, depression, mental health
	21000
	Eye, ear, nose, throat & mouth

	12000
	Musculoskeletal inc back/neck
	24000
	Diabetes & other endocrine

	13000
	Cold, cough, flu
	25000
	Stomach/gastrointestinal

	14000
	Chest & respiratory
	26000
	Genito-urinary and gynaecological

	16000
	Headache & migraine
	27000
	Other infectious diseases

	17000
	Cancers & tumours
	30000
	Pregnancy related disorders

	19000
	Heart, blood pressure & circulation
	31000
	Skin disorders

	20000
	Injury, burns & poisoning
	97000
	Operation & recovery

	AWOL
	Unauthorised absence 
	
	


Advice for managers on use of these codes can be obtained from Occupational Health and Wellbeing ext. 8333

	PART B: To be completed by the line manager during the return to work (RTW) discussion with the employee.
A RTW discussion will normally take place within 48 hours of an employee’s return to work but in any event should be completed within five working days of their return to work.


	Name of Employee:

	     


	Last day of absence:

	     
	Actual date of return to work:

	     

	Date of return to work discussion:
	     

	Did the employee follow the university’s proper notification procedure in notifying their absence?


	Yes    No  

	Reason for absence:
If sickness absence, the nature of the illness.
(See absence code list)
	     
     


	Is the employee on any medication that could affect their performance at work, or (depending on the nature of their duties) create a health and safety risk?


	Yes    No  

	Did the employee consult a medical practitioner, eg doctor, dentist, walk in centre, self funded physiotherapist?


	Yes    No  

	Was the employee referred to the national Fit for Work (FFW) service?


	Yes    No  
Don’t know 


	Did the doctor make any recommendations eg on a "fit note" or a FFW Return to Work Plan as to a phased return to work or potential changes to the employee's hours, duties or to the working environment?


	Yes    No  

	If so, please state what these recommendations are and how these recommendations might be accommodated where possible (see also guidance: Fit Notes and Return to Work Plans):      


	Is the absence related to disability?
(Where necessary, refer to the guidance: Disability-related absence for advice on reasonable adjustments).

	Yes    No  

	Did the employee indicate that factors at work may have caused or contributed to the absence? 

(If YES, please explain further in spaces below and indicate what action is to be taken to support the employee).
	Yes    No  

	Detail of discussion (including issues, support offered and/or accepted and next steps if applicable):      


	Outcome and actions (including timescales, if applicable):      



	I declare that the above information is correct and that I have not worked during the period of absence noted above.  


	Signature of Employee:

	     
	Date:
	     


	I confirm I have carried out a return to work discussion with this employee as required by the Attendance Management Policy and that I have given consideration to any issues that may be relevant under the Equality Act 2010.


	Signature of Manager:

	     

	Date:
	     

	Print Name:
	     
	Job Title:
	     

	Date return to work discussion recorded on AMS:


	     

	Date copy of form provided to employee:

	     


Guidance on holding a return to work (RTW) discussion
1. Notes
1.1 In accordance with the Attendance Management Policy, where an employee returns to work following a period of absence their immediate manager will have an informal discussion with them (normally within 48 hours of the employee’s return to work and no later than five working days).

1.2 A RTW discussion is mandatory following employee sickness absence or unauthorised absence. A RTW discussion may be good practice following other types of absence but the Absence Record and Return to Work Discussion form only needs to be completed following a period of sickness absence. (See the matrix in appendix 1 of the guidance: Recording and monitoring absence)
1.3 The discussion must be held in private and will normally centre on the employee’s health and what can be done to ensure good attendance where possible. The RTW discussion is an opportunity to explore any home or work issues that may be impacting on the employee’s health and/or preventing good attendance and to resolve any work related issues.
1.4 RTW discussions are part of the expected and informal dialogue between an employee and their manager, are primarily concerned with supporting the employee and must not be used to issue a warning about the employee’s attendance.

	2. Checklist

· Welcome the employee back to work
· Discuss any work changes that may have occurred while they have been absent such as any staff changes, systems changes, location of equipment changes etc.
· Check that all the necessary documentation has been received and recorded eg where absence has lasted 8 consecutive days or more, medical certificates.
· Where the employee’s absence has been as a result of long-term sickness, discuss any accrued annual leave entitlement (if any) and how the employee plans to take any accrued entitlement during the leave year – seek advice where needed from HR).
· Where the absence is because of an accident at work, ensure that the Accident / Incident Report (AIR) raised (on notification) is discussed and all relevant details are captured and agreed to be accurate/correct. Ensure that suitable investigation is undertaken and measures taken to prevent a recurrence. 

· Review and revise the risk assessment for the job where required.
· If the employee is on an agreed phased return, have colleagues been briefed on this in terms of contact with the employee and operational practicalities? (The manager must take care to respect the employee’s privacy/confidentiality and seek to agree with the employee what colleagues will be told).
· If adjustments have been made to the employee’s role, have colleagues been briefed on this so that they are aware about the employee’s revised duties? (The manager must take care to respect the employee’s privacy/confidentiality and seek to agree with the employee what colleagues will be told).
· Where applicable, advise the employee if they have reached or exceeded a trigger point under the Attendance Management Policy.  If so, they should be made aware that they will be invited to a formal attendance management meeting (AMM) (normally within two weeks of the absence that caused them to trigger). NB The return to work discussion is separate and distinct from a formal AMM. See above 1.4.



	2.1 If absence is pregnancy-related ensure that a risk assessment is undertaken and kept updated: see the Maternity, Adoption and Paternity Leave Policy and the Health and Safety Policy Manual: SP3-2 Risk Assessment - Section 8.8 “Pregnant women and nursing mothers”. 
2.2 If absence is disability-related, consider whether there are any reasonable adjustments that could be made to support the employee. See guidance: Disability-related absence.

2.3 If further medical advice is required, managers may, in consultation with the employee, wish to refer the employee to Occupational Health for advice on the nature of the employee’s condition and possible measures to support them at work. If the manager decides upon this course of action, they should complete an Occupational Health Referral form.

2.4 Where appropriate, employees may be reminded of the Employee Assistance Programme (EAP). The EAP provides counselling, financial and legal advice services:


Telephone Number UK FREEPHONE  0800 716 017

Calling from Overseas +44 1455 254151

Mincom  0845 600 5499

www.employeecare.com
Type “DMU” into both the Access Code and Password login boxes.


