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HR Form 200

	
	July 2011
(Rev 03/14)

	 
	Welcome Back Discussion Record

Only to be completed if you do not have access to HRMS
	 

	
	
	


Please write in BLACK ink in BLOCK CAPITAL LETTERS inside the boxes. * Mandatory Fields - must be completed
	*Section 1 – Line Manager’s Details 

	Initials
	     
	Surname
	     
	Title
	     
	

	

	Address
	     
	Forename(s)
	     
	

	

	
	     
	Contact Number
	     
	

	

	Postcode
	     
	Staff Number
	 
	 
	 
	 
	 
	 
	 
	 
	

	


	Warning: If the required fields are not completed there may be a delay in this form being processed.


	*Section 2 – Employee’s Details 

	Surname
	     
	Forename(s)
	     
	Title
	     
	

	Work Address

	Line 1
	     
	

	

	Line 2
	     
	Town/City
	     
	

	

	Postcode
	     
	Contact Number
	     
	

	

	Staff Number
	 
	 
	 
	 
	 
	 
	 
	

	


	*Section 3 – Absence Details

	  First Day of Absence
	 
	 
	 
	 
	 
	 
	 
	 
	Last Day of Absence
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	  Length of absence (in days)
	   
	

	


	*Section 4 – Record of Welcome Back Discussion

	Absence Review Date  - enter the date the discussion took place
	 
	 
	 
	 
	 
	 
	 
	 
	

	Please record significant outcomes of the Welcome Back Discussion (WBD) hereto include any ‘Fit Note’ temporary adaptions discussed and or Long Term Sick (LTS) Annual Leave Agreements. Where there are no significant outcomes form the WBD due to the nature of the absence, then the Line Manager and Employee should record ‘no comments’.

	Line Manager’s Comments: (Maximum 470 Characters)

	       
	     
	

	

	Employee’s Comments: (Maximum 254 Characters)

	
	     
	

	Line Manager’s A/L/LTS Checkbox:

	 FORMCHECKBOX 

	For Long Term Sickness absence cases, tick the checkbox to confirm that untaken Annual Leave has been discussed with the employee at the Welcome Back Discussion.

	Employee’s A/L/LTS Checkbox:

	 FORMCHECKBOX 

	For long Term Sickness absence cases, tick the checkbox to confirm that untaken Annual Leave has been discussed with your line manager at the Welcome Back Discussion

	


	*Section 5 – Line Manager’s Declaration

	By signing this form I declare that the information contained in this form is correct. I understand that deliberate submission of false information is a serious offence and can lead to dismissal and/or prosecution. Unsigned forms will not be accepted.

	Surname
	     
	Forename(s)
	     
	Title
	     
	

	

	Signature
	     
	Date
	 
	 
	 
	 
	 
	 
	 
	 
	

	


	Section 6 – What to do next

	Pass the completed form to the employee who should add any comment in Section 4 and then complete Section 7.

	Thank you


	*Section 7 – Employee’s Declaration

	By signing this form I declare that the information contained in this form is correct. I understand that deliberate submission of false information is a serious offence and can lead to dismissal and/or prosecution. Unsigned forms will not be accepted.

	Surname
	     
	Forename(s)
	     
	Title
	     
	

	

	Signature
	     
	Date
	 
	 
	 
	 
	 
	 
	 
	 
	

	


	Section 8 – What to do next

	Please return the completed form to your Line Manager.

	Thank you


	Section 9 – What to do next

	Now send this form

	By Post to: Defence Business Services, RMDT, Oak Building, Mail Point #6030, MOD Abbey Wood, Bristol, 
BS34 8QW.

	Do not use staples or attach further information in any other way.

	PLEASE NOTE FAXED COPIES OF THIS FORM WILL NOT BE ACCEPTED.

	Thank you


	 
[image: image1.png]



	In accordance with the Data Protection Act 1998, the Ministry of Defence will collect, use, protect and retain the information on this form for the purpose of exercising or performing rights and obligations in connection with employment including the production of management information, which will be collected centrally. If you have any concerns you should advise the DBS Contact Centre.[image: image3.jpg]-
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