SOP: Return-to-Work Process After Leave

This SOP details the return-to-work process after leave, covering the steps for reintegration of employees post-
absence, including communication protocols, medical clearance requirements, accommodation of any workplace
adjustments, reorientation and training procedures, and monitoring of employee well-being. The objective is to ensure a
smooth, supportive, and compliant transition back to work, promoting employee health, productivity, and workplace
safety.

1. Purpose

To define a standardized process for returning employees to work following a period of leave (medical, personal, or other
approved absences), ensuring compliance, safety, and support during reintegration.

2. Scope

This SOP applies to all employees returning to work after any approved leave of absence and involves HR, line
managers, and Occupational Health (as applicable).

3. Responsibilities

Role Responsibility

Emblovee Notify supervisor/HR of intended return, provide required documentation, participate in
ploy reintegration activities.

HR Oversee return-to-work procedures, ensure compliance, coordinate documentation,

arrange accommodations.

Supervisor/Manager Facilitate reintegration, support employee, monitor performance and well-being.

Occupational Health (if

. Review medical clearances, recommend workplace adjustments.
applicable)

4. Procedure

1. Pre-Return Notification

o Employee contacts supervisor/HR at least X days prior to return date.
o HR provides return-to-work checklist and documentation requirements.
2. Documentation & Clearance

o Employee submits required medical clearance or relevant paperwork.
o HR verifies completeness and consults Occupational Health if necessary.
3. Workplace Adjustments

o Assess need for accommodations (flexible hours, modified duties, equipment).
o Implement agreed-upon adjustments prior to employee's return.
4. First Day Back

o Manager conducts a welcome meeting and reviews reintegration plan.
o Provide reorientation as needed (systems, policies, team updates).
5. Reorientation & Training

o Organize refresher training on any new systems or processes.
o Assign a buddy/mentor if appropriate.
6. Ongoing Support & Monitoring

o Regular check-ins during first weeks/months to discuss workload, well-being, and address concerns.
o Adjust accommodations as necessary.
7. Documentation

o Document all steps, communications, and adjustments in employee HR file for compliance.



5. Communication Protocols

e All key communications documented via email or HR systems.
e Confidentiality maintained for all medical/personal information.
¢ Immediate escalation to HR for concerns or disputes.

6. Review & Continuous Improvement

e SOP to be reviewed annually or after critical incidents/feedback.
e Updates made as necessary for legal compliance or best practice alignment.

7. Related Documents & Forms

Return-to-Work Checklist (HR-Form-XX)
Medical Clearance Form (HR-Form-YY)
Accommodation Request Form (HR-Form-ZZ)
Employee Assistance Program Resources

8. Version Control

Version Date Author Change Description

1.0 2024-06-12 HR Department Initial template release
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