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	SICKNESS ABSENCE: GRADUATED RETURN TO WORK
	PD75G


To be completed for staff (except individuals paid by claim and Graduate Teaching Assistants) and forwarded to your Sickness Co-ordinator each Friday.
	Name of Service/College:      
	Week Ending Sunday:      
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	Employee Name
	Mon
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	Sat
	Sun
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	Submitted By:     
	Extension No.:     
	Date of Signing:     

	PRINT NAME:     
	
	


Guidance notes
This form should only be used where the employee has returned to work on a phased/graduated basis as recommended by their GP’s Fit Note and agreed by Occupational Health– see www.exeter.ac.uk/staff/wellbeing/oh/referrals/fitnotesguidanceformanagers/. 
Graduated returns to work from sickness absence are input by the College/Service Sickness Information Coordinator.

You should record on this form only the periods (hours or days) of absence/non-attendance which should be recorded as sickness absence in Trent HR, eg the days when they are not at work or times when they leave early. 

Any time taken as holiday should not be recorded. 

Example

	Employee No
	Employee Name
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Comments

	123456
	John Doe
	
	2
	
	2
	3.7
	
	
	Left early Tue and Thur; worked half-day Fri. Worked full days Mon and Wed.
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