Appendix 3
RETURN TO WORK INTERVIEW GUIDANCE DOCUMENT
Preparing for a Return to Work Interview 
Ensure that the meeting is held in a private and confidential space. Reviewing a colleague’s sickness record should allow managers to explore the following questions in addition to the questions on the return to work form:
· What reasons have been given for previous absences at return to work meetings? 
· Is there a link between previous absences or were they all for different reasons? 
· Is there any other evidence about possible underlying causes of absence? 
· Are the levels of absence a concern? Is the member of staff approaching or has reached a Trust trigger point?  
· Are there obvious patterns to the absence e.g. Fridays/Mondays? 
· How much of the absence is certified and how much uncertified or self- certified? 
Managers should review the reasons for sickness as there may be some reasonable adjustments that can be made that will improve attendance and managers need to be aware of the variety of causes of sickness absence. These may include domestic violence, drug or alcohol dependency, stress, carer responsibilities or underlying medical/family issues, and should have an awareness of the appropriate policy/guidance to support employees should these apply. Advice is available from HR or Occupational Health (OH)  and supporting policies and guidance can be located on the Trust intranet. 

Colleagues can access further support by visiting the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet. You can receive psychological wellbeing support from Network of Support Services (NOSS) and the Staff Psychological Wellbeing Service. Please contact the service directly if you wish to take up this confidential support. I enclose a copy of the Supporting you Through Work-Related Concerns/Supporting our NHS Staff Booklet [delete as appropriate] booklet for your information. 

Conducting a Return to Work Interview 
It is important to remember that each individual is different and each episode of absence will require a different discussion. It is also important that managers approach any meeting with an open mind focusing on supporting the employee to attend work more regularly. The approach may need to be adapted depending on the evidence collected, particularly where there may be personal or sensitive circumstances affecting absence.  
It is also important that managers utilising the Return to Work document (Appendix 2):

· State the purpose of the meeting e.g. to discuss the absence and to offer support. 
· Explain that all colleagues are seen as part of the Trust Policy for managing attendance at work. 
· Welcome colleagues back to work and enquire how they are feeling on returning to work. 
· Explore the reasons for the sickness absence and the current health of colleague, enquire about overall well-being. 
· Discuss any contributory factors including lifestyle; or work related issues. Explore if there are any factors which may be related to the cause of absence, underlying conditions, and work related problems.
· Determine if they are back to full ‘work fitness’ or if any on-going issues/treatments/medical appointments are required. 
· Give colleagues an opportunity to provide an explanation of their reason for the absence .
· Agree any support which may include reasonable adjustments, this may also include referral to the Occupational Health and Wellbeing Service signpost to the Trusts Wellbeing Pinwheel.
· Inform colleagues if they are approaching a trigger or where there are concerns about their attendance levels that they will be managed in accordance with the  Sickness Absence, Health and Wellbeing Policy. 
· Document the discussion and agreed plan and review period on the return to work form (Appendix 2).

