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Enhanced Return to Work Discussion - Confidential
This document is intended to assist discussing and planning a return to work for those staff who have been absent from work for an extended period of time as a result of COVID-19. It should be considered alongside the Risk Assessment process in place. It is therefore envisaged this discussion will take place prior to any physical return to work via a mutually agreed method of communication and reviewed when the staff member returns to the workplace. 

The purpose of this document is to discuss the practicalities of a safe return to work, inform the staff member of any changes to their physical environment and explore any areas of concern which the returning staff member may have. This will allow any agreed arrangements to be put in place and set out regular review timescales. 
	Name of Employee
	
	Directorate
	

	Job Title
	
	Manager
	

	Date of Review
	
	First Date of Absence
	

	Date Initial Risk Assessment Completed
	


1. Can the employee work from home?
	Yes
	
	No
	
	Partially
	

	Details
	


Refer to the Working from Home Risk Assessment and Work from Home Guidance. 
2. Returning to work
	What adjusted working arrangements have been in place during lockdown? 

	E.g. temporary homeworking, supporting ad-hoc projects. Detail ongoing engagement arrangements.


	Does the employee have any caring commitments that have been affected by COVID-19 e.g. breakdown in normal caring arrangements?  

	Discuss how these may be overcome and note down any solutions.


	Does the employee have any underlying health conditions which require support in the workplace going forwards? 

	Consider how underlying health condition impacts on ability to undertake role and location – does this need to be considered more widely and for longer term. Arrange referral to Occupational Health for longer term assessment of role and impact as a result of underlying health condition.



	Does the employee have any underlying health conditions which require support in the workplace in light of extra health and safety obligations? 

	See Risk Assessment. Consider how this impacts on ability to undertake role and also physical arrangements in relation to social distancing etc. Consider referral to Occupational Health for longer term assessment of role and impact as a result of underlying health condition.


	How will the employee travel to work? 

	Specify if they are using public transport or their own vehicle and, if so, are they aware of arrangements for facemasks and local parking arrangements.


	Will the employee need any further training on new or updated processes?

	

	Is the employee familiar with new health and safety procedures in place to prevent the spread of Covid-19? 

	Discuss or confirm that the employee has received information on health and safety measures in place on return such as changes to entrances/exits, Social Distancing Guidance and risk assessment put in place for area, department and site as well as PPE equipment, staff testing regime etc.


	Is the employee aware of who to contact if they have symptoms of, or believe they have been exposed to, Covid-19?

	Confirm here if the employee is aware of the appropriate procedures and how.


	How much annual leave does the employee have left to take? What are the arrangements for taking annual leave on return?

	

	How is the employee’s mental health and wellbeing?  

	Discuss how the employee is feeling and their stress levels. Concerns about returning, wanting to return to office. Consider further support.


	Are any additional support measures available?

	Confirm if employee knows how to contact Occupational Health services, online support etc. 



	Does the employee have any other concerns? 

	

	Any other comments?

	


	Return to Work Plan

	Date of return to work


	

	Location of workplace 

	

	Hours: [Specify if there are to be temporary changes to hours] 
	

	Date of review: [outline when any temporary changes are to be reviewed] 
	


	Line Manager Signature
	
	Date
	

	Employee Signature 
	
	Date
	


Support and guidance                                                                                                                                                                  

https://www.nhsggc.org.uk/your-health/health-issues/covid-19-coronavirus/for-nhsggc-staff/staff-support-and-wellbeing/
Arrangements to Support Staff Health and Wellbeing
https://www.nhsggc.org.uk/your-health/health-issues/covid-19-coronavirus/for-nhsggc-staff/general-staff-guidance-resources/
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