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Guide 

 
Return-to-work interview 

The return-to-work interview for employees with partial capacity for work should ideally 
take place before their first day back at work. This guide is intended to help managers 
prepare personally for the return-to-work interview and the process of reintegration. 
 

1. Background Information & Medical Facts 
• Basic details & medical certificate:  

o Is the current medical certificate available?  
o What is the exact level of employment? 

• Medical Guidelines & Restrictions:  
o Are there any medical recovery periods or restrictions?  
o What ergonomic adjustments or rest breaks need to be planned for? 

• Time & Venue:  
o Has a quiet, undisturbed room been reserved for the return-to-work inter-

view? (Time required: approx. 45–60 minutes). 
• Infrastructure & IT:  

o Is the workstation ready for use?  
o Are all logins, badges and access details ready for the first day back at 

work?  
 

2. Personal feelings & well-being 
• Planning the start of the discussion & approach:  

o How can you ensure an open start to the discussion to address the em-
ployee’s well-being and expectations regarding their return to work?  

o Has sufficient time been set aside for personal matters (respecting sensi-
tive boundaries, no questions about diagnoses)? 

 

3. Allocation of tasks & working hours 
• Review the task portfolio:  

o What tasks has the person been carrying out so far?  
o Which of these can be resumed, temporarily suspended or delegated to oth-

ers given their reduced capacity to work? (Guideline: With a 50 per cent work-
ing week, no more than 50 per cent of the previous workload may remain). 

• Plan a working hours model:  
o How should the working hours be allocated (days of the week / times)?  
o How can scheduled therapy appointments be incorporated? 
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4. Communication & managing expectations 
• Prepare internal communication:  

o How will the team and staff be informed about the return to work and the 
workload?  

o Who will provide the information? Perhaps the employee would like to in-
form colleagues themselves?  

 
• Clarify external communication:  

o How will the reduced availability be communicated externally (to cus-
tomers, partners) (e.g. out-of-office message, cover arrangement)? 

 

5. Early warning system & follow-up 
• Prepare an early warning system:  

o How can the early signs of work-related stress in day-to-day working life 
be recognised at an early stage? 

o What measures can be put in place in the event of impending setbacks or 
periods of work-related stress, and how can a ‘stop’ signal be designed? 

• Plan the frequency of check-ins:  
o What would be a sensible schedule and framework for regular follow-up 

appointments during the first few weeks? 

 
6. Welcome & Internal Liaison 

• Organising the welcome and first day at work:  
o Who will welcome the person in person on their first day?  
o Is there a suitable way to welcome them (e.g. coffee with the team) without creating 

pressure to perform? What is important to the employee*? 
• Interface between workplace social counselling and case management:  

o Is workplace social counselling involved in the return-to-work planning?  
o Have follow-up appointments for reintegration support, as well as regular coordina-

tion meetings, been planned in advance and scheduled accordingly? 
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