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PHASED RETURN TO WORK POLICY 
 

 
 

THE TRUST MISSION STATEMENT 
 

Inspired by the life of Christ we provide an exceptional education in our Catholic schools 
which enables our children: 

 
• to fully embrace all possibilities  
• to flourish  
• to develop their faith 

 
and therefore to choose a path that enables them to be a positive influence upon our world. 

 
‘Prepare the Way’ The Gospel of St Mark 1:3 

 

 
 

St John the Baptist Catholic Multi Academy Trust 
Company No: 7913261 

Registered Office: Surrey Street, Norwich NR1 3PB 
 
 

 

If you need this document in large print, audio, Braille, alternative format or in a different 
language please contact the Company Secretary on 01603 611431 and we will do our best to 

help. 
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 Phased returns to work following a period of absence 

Where an employee returns to work on a part time basis following long-term sickness 
absence, with the expectation that they will be able to work their full contractual hours 
(or other such amended contractual hours as agreed) within a reasonable period of 
time, then, in accordance with medical advice provided by the Occupational Health 
doctor or the Fit for Work service, the following arrangements will normally be made in 
relation to pay: 
 

− Where the employee has exhausted their sick pay entitlement, the salary payment 

made will be based on the number of hours worked during the phased return. 

− Where the employee has not exhausted their sick pay entitlement, the employee 

will be paid in accordance with the number of hours worked, or the occupational 

sick pay entitlement that would be payable if the employee remained off work due 

to sickness absence, whichever is the greater amount. 

 If the employee returns to work with a Fit Note which states ‘may be fit for work’, the 

employee should notify their manager immediately. The advice on the note will be 

discussed together with any additional measures that may be needed to facilitate the 

employee’s return to work, taking into account the doctor’s advice. Consideration will 

be given as to how the advice impacts the employee, the job, the workplace, service 

delivery, pupils and colleagues. The doctor’s comments, any of the return to work tick 

boxes and any other action that could facilitate a return to work will be considered with 

due regard to the Equality Act 2010. Options may include: 

• phased return to work; 

• altered hours; 

• amended duties; 

• consideration of redeployment; 

• workplace adaptations; 

• other reasonable adjustments. 
 

 If a return to work is possible, the agreed action plan will be documented and 

implemented. If it is not possible to provide the support suggested by the doctor, the 

employee will remain on sick leave and will not normally need to return to their doctor 

to obtain a revised Fit Note unless this is required in the circumstances. A review date 

will be set. 

 Consideration will be given as to whether a risk assessment is required to ensure the 

health and safety of the employee in light of the reason for their ill health, for example 

a stress, ergonomic, menopausal or more general risk assessment may be required. 

 The employee may return to work before the expiry of a Fit Note without going back to 

see their doctor, even if their G.P has indicated that they need to assess them again. 

This will not breach the Trust’s Liability Compulsory Insurance, providing a suitable risk 

assessment has taken place if required. 


