	[image: image1.png]



	SICKNESS ABSENCE: PHASED RETURN TO WORK OR RETURN ON LIMITED DUTIES
	PD75G


To facilitate a return to work following long-term absence, the University may agree that the employee should return to work undertaking a limited range of their normal duties for a short period until they are well enough to undertake all the activities of their role. Alternatively, the University may agree that the employee’s return to work should be phased over a short period until they are well enough to work their normal contractual hours. A phased return can also help the employee restore confidence and readjust gradually to normal working following an extended absence. A phased return is where less than the contractual hours are to be worked for an initial, defined period. 
A phased return/return with limited duties should generally only be agreed after taking account of advice from Occupational Health and the HR Business Partner/Advisor. Minor adjustments for a short-time period can be agreed on the recommendation of the employee’s GP on a Fit Note
. 
Returns must be properly structured: managers should use this template to plan and record the adapted return to work arrangements and when they will be reviewed and normal working duties or hours resumed. A copy of the completed form should be retained by the manager and the employee whilst the phased return to being carried out so that it can reviewed as needed. A copy should be sent to humanresources@exeter.ac.uk for retention on the employee’s file. In addition to recording what adjustments have been agreed and when the arrangement will be reviewed and the employee return to normal working, the manager should record the periods (hours or days) of absence/non-attendance (i.e. the days when they are not at work or times when they leave early): these will be recorded as sickness absence in Trent HR. Any time taken as holiday should not be recorded
For guidance on recording returns to work in Trent see: www.exeter.ac.uk/staff/employment/leave/sickness/sicknessrecording/ 
	Name of Service/College: 
	Week Ending Sunday: 

	Employee Name: 
	Employee No: 

	Brief description of adjustments 



	Discussed with employee on (date): 
	Date of review/return to normal working: 

	Name of manager: 
	Signature: 
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Example

	Name of Service/College: 
	Date of commencement of phased return: 

	Employee Name:  Chris Smith
	Employee No: 123456

	Brief description of adjustments 



	Discussed with employee on (date): 
	Date of review/return to normal working: 

	Name of manager: 
	Signature: 


	Week Commencing
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Comments

	04/01/2021
	
	2
	
	2
	3.7
	
	
	7.7 hours sickness. Left early Tue and Thur; worked half-day Fri. Worked full days Mon and Wed.


�  See https://www.exeter.ac.uk/staff/employment/leave/personal/sickness/managing/longterm/#a5
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