Short Term Absence 

Conducting a return-to-work interview 
This document gives practical guidance when meeting with an employee after a short-term absence.

Before the Meeting 

Conduct back to work interviews for all levels of employee and after each period of short-term absence. This will demonstrate that you are monitoring absence levels and that you are determined to keep them at the lowest level possible. 

Do not prejudge the situation. Assume (until proven otherwise) that there was a genuine reason. The absence may indicate an underlying health problem of which you are not aware, the employee may have struggled to return to work before they were fully fit or there may have been a domestic crisis. 

At the Meeting 
Use checklist below when conducting the return to work interview with employees: 

	
	Ask the employee to clarify the reasons for their absence. If the employee claims to have been ill, what was the nature of the illness? Is it a recurrence of a previous condition? If so, is it likely to recur in the future? Does it signify any underlying health condition?



	
	You are entitled to ask about the reasons for the employee’s absence and for any information likely to affect the employee at work. You should not, however, ask intrusive questions about the employee’s personal life.



	
	If the employee was ill, ask if they visited the doctor or took other medical advice. Ask them if they are taking any form of medication. Some drugs have side effects, such as drowsiness, which could affect the employee’s ability to do their job and/or put their safety at work at risk

	
	Establish whether the employee’s illness had any work-related cause. Physical complaints, such as repetitive strain injury, and mental problems, such as stress, may be the result of working arrangements. If this is the case, you need to be aware at the earliest possible stage so that you can take the necessary steps to remedy the situation. Failure to do so may result in a claim for personal injury.

	
	If the employee has, without good reason, failed to follow the company’s absence notification procedure, explain the consequences of this. If compliance with the procedure is a company rule, inform your employee that their failure will be dealt with under the discipline procedure.



	
	If the employee had no genuine reason for being absent, explain that this is a disciplinary offence, which will be dealt with under the company’s disciplinary procedure



	
	Do not allow the back to work interview to turn into a disciplinary meeting. This would be unfair to the employee. If you intend to pursue disciplinary action, follow the discipline procedure. Arrange a separate disciplinary hearing, allowing the employee to be accompanied by a colleague or trade union representative.

	
	Update the employee on what they have missed during the absence period.



	
	Agree with the employee any action to be taken and make a written record of the discussion



