	Employee Name:


	Date:

	Department:


	Line Manager:


Absence Information:

	Current Period of Absence
	
	

	1st day of absence
	Last day of absence
	No. of days absent in period

	
	
	

	Recent Absence History
	Last 26 wks (inc. current absence)
	

	No. of occasions
	 
	

	Absence percentage 
	 %
	


Within a 26-week rolling period, absence of 2 separate occasions or 5 days of absence may lead to formal action being taken.

The following points should be covered during the meeting:

· Discuss how the colleague is feeling upon their return to work.

· Establish if the absence reporting procedure was followed or not. If it wasn’t explain the consequences which could be non payment of sickness benefit and/or formal disciplinary action.

· Ensure that they are well enough to return to work and discuss if any additional support is required.

· Establish if there is any underlying work, health or personal issues and explore these as appropriate.

· Take the opportunity to review the colleague’s absence history (detailed above). 
· For a period of absence that is self certified or where there has been accident at work, ensure that the appropriate information is captured as this is a legal requirement.
The Basics:

Does the colleague need to be signed back into work by your doctor?                      Yes / No   

Has a fit note been received for all absence over 1 week?        


Yes / No  

(if yes to previous question)
	If the absence related to an injury at work, capture details of the accident at work, e.g. date, time, how it happened and First Aider involved. (Bullet points are fine if the accident book has been completed).




Capture any key points discussed below:

Detail any action/next steps required by you or the colleague:

Employee signature: ………………….
Line Manager Signature: ………………

Print Name: ……………………………
Print Name: ……………………………..
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