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The return to work interview process is the responsibility of all Line Managers following an employee’s period of sickness.

This guide is an overview of the new return to work form process for Line Managers and should be navigated through following the return to work of the Employee after a period of sickness.  

Please note, where possible, the return to work form should be completed during the interview. 

[bookmark: _Toc409699916]Return to Work Form for Managers
	
Business Process Steps
· Line Manager conducts return to work interview
· Line Manager completes the Return to Work Form
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The steps to be followed apply to all LJMU Line Managers.
 
In LJMU Staff InfoBase select the following from the Main Menu
· LJMU Manager Self Service
· Return to work interview
· Click action box for member of staff from list
· Click Add to add a new record 
Complete form
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Tip : Type % in ‘Related Absence’ box then click on magnifying glass to bring up absence list (see highlighted field above), most recent absence will appear at the top
Click Quick Select for the appropriate absence
Continue to complete form 
Once form is complete continue as follows: 
· Click apply –an Extra Information page will appear 
· Click Next – the Review Page will appear, check review page carefully 
· Click Submit – a confirmation page will appear
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Confirmation

Your changes have been applied.
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LJMU Return to Work

Employee Name SN, Employee Number SESSSE
“TIP Absence trigger points

3 or more periods in excess of 10 working days over a 12 month period
Persistent self certified absences of 5 - 7 days per absence over a 12 month period
3 or more self certified periods in 4 months

‘Absences showing trends or patterns

Questions 1 to 7 must be completed, only complete the remaining questions if the trigger points have been exceeded
Enter any changes below. Click Apply to continue this action, click Cancel to cancel this action and return to the previous page.
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= 2. What is the speciic nature of the absence?
3. Is this work related? -
4.1 yes please give detalls
= 5. Have you completed the Accident Book? -
= 6. s the absence related to a third party claim? -
= 7. Does this absence exceed the trigger points? -
8. Are you full recovered? -
5. Did you see your GP? -
wowhem [ @
11. Are you receiving any treatment/medication? -
12. I yes, please outline the medication and how this affects you
13. 15 it possible that the illness will e-occur? -
14. Do you have another appointment? -
15. Related future absences/further treatments?

16. Were there any other reasons for the absence? Might this reoccur?

17.Are there any reasonable adjustments LIMU could make to prevent re-occurence?
18. Further comments/concerns?

19. Any further action required? -
20. Advisory statement discussed -





