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Sickness absence notification and return to work form
	Lay employee name:
	     

	Employing body :
	     

	Usual place of work:
	     


Lay employees are required to complete PART ONE and PART TWO of this form and attend a return to work meeting with their Line Manager before returning to and starting back at work. 

	PART ONE - DATES AND REASON FOR THE ABSENCE:
	

	First day, date and time of absence because of sickness:
	

	Date when fit to return to work:
	     

	Length of absence:
	     

	Reason for absence:
	     


	PART TWO – TO ACCOMPANY A SICK NOTE (NOW KNOWN AS A ‘FIT’ NOTE) AND SICK PAY PURPOSES:
	

	If your sickness absence is for more than seven calendar days a medical/health care professional must be consulted and a ‘Fit Note’ must be submitted to your Line Manager
	

	Did you consult a doctor? (Answer YES or NO)
	

	Fit note attached: (Answer YES or NO)
	


Once PART ONE and PART TWO are completed by the Lay Employee this form should be forwarded to the Line Manager in order for them to arrange a return-to-work meeting. 
	PART THREE – RETURN TO WORK INTERVIEW (TO BE COMPLETED BY THE LINE MANAGER)
	

	Date of return to work interview:
	

	Did the Lay Employee properly notify the employing body of their absence:
	     

	Is the Lay Employee fit to return: (Answer YES or NO)
	     

	Is a phased return to work recommended either by a doctor or written on a Fit Note? (Answer YES or NO)
	     

	If YES can this be accommodated and, if it can, what does this look like and what is agreed? 
	     

	Has the Lay Employee indicated or referenced any factors that may have contributed to their absence?
	     

	If YES what action or support has been offered to support the Lay Employee? 
	     

	is this part of a pattern of absence? (Answer YES or NO) 
	     

	If YES please include further details and information:
	     

	Please detail any type of disability which may have impacted on this or may cause future absences?
	     

	Any supporting or relevant comments:
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