Manchester Metropolitan University

Return to work interview form

(Incorporating self-certification form for the first 7 days of sickness)

Section 1: Self-Certification 
(to be completed by the employee)
	Name
	

	Address
	

	Job Title
	

	Department
	

	Location
	

	MMU ID Number 
	

	First Date of Absence
	

	Last Date of Absence
	

	Number of Days Absent
	

	Reason for Absence 
	


NAME AND ADDRESS OF GENERAL PRACTITIONER

	

	


Declaration

i have / have not * claimed national insurance / industrial injury benefit* for this absence 

If my absence was longer than 7 days (including weekends), I attach / have submitted a Statement of Fitness for Work (Fit Note)

I have not during this period undertaken any work (paid or unpaid)

I declare that the details and statements which I have provided are correct and true and I claim benefit under the University’s Sickness Scheme for the period of sickness indicated.  
(*delete as appropriate)

Signed:                 



Date: 

MANAGERS NOTE
PLEASE ENSURE THAT THE EMPLOYEE’S ABSENCE IS RECORDED ON MYHR
Section 2: Return to Work Interview 
(to be completed by manager and employee)
	Employee confirms fit for work?
	YES / NO

	Employee updated on work issues (including issues caused by absence)?
	YES / NO

	Is the absence related to a work related accident?

(if yes, has the appropriate documentation been completed?)
	YES / NO

	Is a phased return appropriate? 
	YES / NO

	Details of phased return/ restrictions:

	Is there an underlying reason for the absence?
	YES / NO

	Reason:

	Has there been a change in the employees’ circumstances?
	YES / NO

	Summary of change:

	Is the absence related to the employees disability or pregnancy?
	YES / NO

	Does the employee have a temporary or permanent mobility issue that would require a PEEP?
	YES / NO

	Number of working days lost due to absence in the last 12 months
	

	Is there concern about the level of sickness absence
	YES / NO

	Has the employee been informed about the importance of regular attendance and the fact that poor attendance can lead to informal and formal monitoring under the University’s Managing Absence Policy and Procedure. 
	YES / NO

	Has the employee reached the absence triggers (5 days or more or 3 occasions in a 6 month period)?
	YES / NO

	Is there a need for follow up action such as an ARM, Stage 1 – 4 review?
	YES / NO

	Is a referral to Occupational Health appropriate?
	YES / NO

	Note of further discussion:

	Employee comments:

	Signed - Manager
	
	Date
	

	Signed - Employee
	
	Date
	


