Private and Confidential

PRE-RETURN TO WORK AFTER LOCKDOWN CONVERSATION
	

	Name of employee
	     
	

	

	Job title
	     
	

	

	Name of manager holding conversation
	     
	

	

	Date of conversation
	     
	


	

	What adjusted working arrangements have been in place during lockdown?

	
	
	

	Do you have any caring commitments that have been affected by COVID-19, 

	
	
	

	Do you have any underlying health conditions which require support in the workplace in light of extra health and safety obligations?

	

	How will you travel to work?

	
	
	

	Will you need any further training on new or updated company processes? Have you completed any training whilst away?

	
	
	

	Are you familiar with new health and safety procedures in place to prevent the spread of COVID-19, including any relating to entering the workplace?

	
	
	

	Are you aware of who to contact if you have symptoms of, or believe you have been exposed to, COVID-19?

	
	
	

	

	
	
	

	Are there any additional support measures you require signposting to such as counselling?

	
	
	

	Do you  have any other concerns regarding returning to work or wider concerns?

	
	
	

	
	During the consultation period regarding changes in working hours you have offered to job share or reduce hours during the COVID-19 crisis. Can you expand on this further?
	

	
	I 

	

	Information

	
	This template is just to help me identify areas of support, guidance and training and in addition support you in returning to work as safely and as easily as possible.
When you are required to return to work we will discuss this further so that your return is individualised to meet your needs.

If you have any health issues please discuss with your GP or specialist how these will need to be supported within the work place and as to whether any underlying health condition refrains you from returning to work at the present time. If you are unable to work because of underlying health reasons which COVID-19 would put you at a higher risk of serious illness identified by your GP or consultant, I politely request that you receive written confirmation of this so that we can do all we can to support you.

	

	
	Comments


	

	

	Return to work plan

	Date of return to work
	To be discussed
	

	

	Location of workplace
	
	

	

	Hours (specify if there are to be temporary changes to hours)
	     
	

	

	Date of review (outline when any temporary changes are to be reviewed)
	     
	

	

	Responsibilities upon return
	     
	

	


