Return to work form
Fill this in with the employee at the return to work meeting, on their first day back or as soon as possible after. Record what affects their work and what you agreed. Do not record a diagnosis or symptoms.
This form contains health information. Store it securely and share it only with the people who need it (the manager and HR).
1. Employee details
	Employee name
	

	Job role
	

	Location or team
	

	Manager holding the meeting
	

	Date of meeting
	


2. Absence details
	First day absent
	

	Last day absent
	

	Return date
	

	Shifts missed
Number of shifts or days
	

	Type of absence
Sickness, or another type your policy covers
	


3. Evidence and fit note
	Evidence
Self-certified (first 7 calendar days) or fit note
	

	Fit note dates
From and to
	

	Fit note says
"Not fit for work" or "may be fit for work"
	

	Adjustments the fit note suggests
Phased return, altered hours, amended duties, workplace adaptations
	


4. Return to work
	Fit to return?
Yes / Yes, with adjustments
	

	Adjustments agreed
What changes, and for how long
	

	Review date for the adjustments
	

	Rota changes
Shifts that change in the next few weeks
	

	Support offered
Follow-up meeting, occupational health referral, other support
	

	Anything at work linked to the absence?
Workload, a task, a shift pattern
	


5. Notes
	Other points agreed
	


6. Sign-off
	Employee name and signature
	

	Manager name and signature
	

	Date
	


Return to work form template from Shiftbase (shiftbase.com). Free to use and adapt.
