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Recommendation (s) to the decision maker (s)

1. That Employment Committee notes the changes implemented to improve the 
completion rate of return to work interviews along with the current performance 
level.
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1 The Background to the Report
1.1 As part of the Attendance Management Policy and Procedures, Line Managers have a 

responsibility to manage employees’ attendance, fairly and consistently, through return to 
work meetings, encouraging employees to seek medical advice and offering the support of 
Occupational Health and other relevant professionals.  

1.2 Line managers should carry out a return to work meeting with employees after every 
period of absence, both short term and long term.  The purpose of the meeting is to: 
explore the causes of the absence, identify any support required, facilitate the individual’s 
return to work and identify any reasonable and practical steps to reduce the likelihood of 
future absence.  This should take place within two days of the employee returning to work, 
taking account of the employee’s normal working pattern. 

1.3 Changes have been implemented by the HR team which impact on attendance 
management including the implementation of a new HR and Payroll system, iTrent in July 
2018 and the implementation of a new Employee Handbook in February 2019. 

1.4 The iTrent system allows for return to work interview details to be completed directly in the 
system.  Development of functionality within the system has enabled automatic generation 
of reminders to managers to complete return to work interviews and a follow up reminder 
after 7 days if details have not been completed.  

1.5 Drop in sessions were held for managers to support them in using the new iTrent system, 
including how to record return to work interviews.  Guidance has also been provided in the 
form of a How To document for managers.

1.6 Alongside the new Employee Handbook updated best practice attendance management 
guidance has been introduced and this includes a managers’ How To guide on carrying 
out return to work interviews.

1.7 Specific support has been provided to one service area that was identified as having a low 
completion of return to work interviews.  This has resulted in a new procedure being 
introduced to ensure return to work interviews take place and are recorded for all 
absences.

1.8 The Human Resources Team monitor the completion of return to work Interviews in 
particular how many have been undertaken, within the time scales.  Return to work 
statistics for the six-month period August 2018 to February 2019 are attached (Appendix 
A).  The % of completed return to work interviews has increased and shows an 84% 
completion rate for the first two months of 2019.  This compares with a 77% return to work 
completion rate identified through benchmarking with other Lincolnshire local authorities.

1.9 The Council have recently been through a successful accreditation process for the 
Workplace Wellbeing Charter.  This included a review of evidence required to meet the 
standards of the Charter and this highlighted ‘Particularly strong areas of good practice 
was found in Absence Management’.

2 Consultation and Feedback Received, Including Overview and Scrutiny
2.1  The report is for information purposes only.

3 Available Options Considered
3.1 The report is for information purposes and no options have been considered.



4 Preferred Option
4.1 No options have been considered.

5 Reasons for the Recommendation (s)
5.1 The report is for information purposes and recommendations are not relevant to this 

report.

6 Next Steps – Communication and Implementation of the Decision
6.1 The report is for information purposes and there is no decision that requires to be 

communicated or implemented.

7 Financial Implications 
7.1

Financial Implications reviewed by: Debbie Muddimer, Strategic Director - 
Resources

8 Legal and Governance Implications 
8.1 The Council has a duty of care towards its employees. The completion of return to work 

interviews is a key component in ensuring the wellbeing of our staff and identifying 
opportunities to improve the way the organisation operates.

Legal Implications reviewed by: Lee Sirdifield, Monitoring Officer

9 Equality and Safeguarding Implications 
9.1 There are no equality and safeguarding implications relating to this report.

10 Risk and Mitigation
10.1 There are no risk implications relating to this report.

11 Community Safety Implications 
11.1 There are no community safety implications relating to this report.

12 Other Implications (where significant) 
12.1 There are no other implications relating to this report

13 Background Papers
13.1 Employee Handbook How To Guide 08

14 Appendices
14.1 Appendix A Return to Work Statistics – 1 July 2018 to 28 February 2019

Date of Publication on Forward Plan (if 
required)

Not applicable

Previously Considered by: Not applicable

Report Timeline: 

Final Decision date  20 March 2019


