Return to work checklist
Meeting commenced within the first hour of employee returning to work?


(
Employee has not requested that the return to work meeting be conducted by HR?

(
Meeting conducted in a private environment?





(
Explain that it is company procedure for a return to work meeting after all absence
(
Has a self-certificate form been received/completed or a medical certificate received 
from the employee’s doctor?







(
Ask employee to explain the reason for the absence




(
Is the employee fit to resume full duties?  





(
If the employee is not fit to resume full duties, what limitations are there?


(
Is the employee taking any medication or receiving any treatment?


(
If so, might this affect the employee’s ability to do his/her job, whether in terms of safety or performance generally?








(
Is it likely that the employee may be absent again for a similar reason?


(
Is there anything else that the employee wishes to raise?




(
Is there anything that the Company can do to help?




(
Update employee on anything that has happened during his/her absence. 
            (
                                                                                                                   
Briefly explain how the employee’s absence was covered.




(
Advise the employee how many absences he/she has had so far this month/year 

(
Explain any admin steps that the employee may need to take as a consequence 

(
of his/her absence
