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Return to the workplace discussion checklist

This document should be used to record your discussion with employees to support their return to the workplace.  


	Employee:

	Job title: 

	Work location:
	Hours of work/work pattern:


	Manager:       

	Job Title:  

	Date of Discussion:
	Follow up discussion:

	Advise you are working on the council’s renewal plan and want to provide an update on this and your approach to planning a safe return to work for employees.

That you want to talk about what a return to the workplace could look like for them, factoring in any adjustments that may be required.

Offer reassurance that this is about working together to ensure a safe return to normal capacity, but that this may look very different from how we worked before.

We recognise that for some people there may be benefit in also carrying out an Individual Risk Assessment to support a return to workplace.  This could apply if, for example, the employee has previously been shielded or feel that they have any specific risk factors as defined in the Scottish Government guidance.  In these cases an individual risk assessment should be encouraged and you’ll find a copy of the Scottish Government risk assessment for your use on their website here. 


	Your working arrangements during lockdown have been different.  How has this been for you? 

	



	What has worked well for you during this time and what have been the main challenges for you? (for example, equipment, access to information)

	



	How are you feeling about returning to the workplace? 

	



	We now have physical distancing in the workplace guidance available which details changes in the workplace.  I will send you a copy of this and would ask that you read this and let me know if you have any questions at our next discussion.  

	


	Circumstances may now be very different and I will need to manage capacity in the office, is there anything you would like me to consider? Anything that can support you? For example, in managing caring responsibilities or childcare.

	



	Working with reduced office capacity will likely mean physical changes within our office.  Do you have any specialist equipment in the workplace, for example, chair or keyboard, that I would need to consider in our team plan?  

If the employee has had a Workstation Assessment in the past that resulted in recommendations from our Occupational Health provider then this will need to be factored into your accommodation plans.

	



	Thinking about when you do return to the workplace, how will you travel to work?  Is this different to your arrangements before lockdown?  Do you anticipate any difficulties with this?

	



	Do you feel you need any additional support for returning to the workplace?

	



	Do you have anything else you would like to discuss about returning to the workplace?

	



	Finalising the conversation
Summarise and confirm the agreed next steps.  These could include:
· A planned date for return
· Confirmation that return is feasible but date not yet defined
· Continuation to work from home
· Confirmation of action plan e.g. referral to Occupational Health, medical redeployment
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