


	Initial Assessment

	Name:
	
	Date of birth:
	

	Address:
	
	Telephone    
	Home:
	

	
	
	
	Work:
	

	
	
	
	Mobile:
	

	Marital status:
	
	Email: 
	

	Referred from:
	

	Date referral received:
	

	Date(s) of assessment/ first contact:
	

	Method of assessment: (who present/ location)
	

	

	Employer Details

	Name:
	

	Address:
	

	Contact person/ line manager:
	

	Telephone/ email:
	

	

	Others Involved

	Mental health service involvement:
	

	CPN/ OT/ SW:
	

	On CPA: (care coordinator/ date of next CPA)
	

	Consultant psychiatrist: (how often seen/ next appointment date)
	

	

	Workplace

	Human resources manager/ personnel:
	

	Occupational health physician/ nurse:
	

	Trade union rep:
	

	Solicitor:
	

	Other:
	

	

	About Your Work

	Job title:
	

	Brief description of duties: 
	

	Length in employment:
	

	Salary: (pro rata)
	10-20K
	20-30K
	30K+

	Type of contract: (permanent/ temporary/ probationary/ etc.)
	

	Current work hours: (full time/ part time/ shift work/ overtime)
	

	Current work status: (working/ reduced hours/ off sick)
	

	Any disciplinaries/ absence procedures in progress:
	

	Current financial status: (waged/ on SSP/ benefits/ PPI)
	

	

	Action Taken By GP

	Reason on sick note: (if signed off)
	

	Date first signed off/ duration of sick note:
	

	Prescribed medication:
	

	Any side effects of meds: (which impact on life/ ability to work)
	

	

	Nature of Illness/ Physical/ Psychological Injury

	(Describe length of time of injury/ history of current problems/ diagnosis)

	

	

	Present Level of Functioning:

	Physical: (consider tiredness/ insomnia/ appetite/ weight loss or gain/ headaches/ muscular pain/ palpitations/ immune system)

	

	Psychological: (consider anxiety levels/ paranoia/ delusions/ obsessive thinking/ anger and irritability/ negative view of self and future)

	

	Cognitive: (concentration/ memory/ planning and organisation/ decision making/ etc.)

	

	Social interaction: (any avoidance or withdrawal from usual situations, roles and habits/ difficulties with people and places)

	

	

	Summary of Personal Factors

	(Consider recent life events - bereavement/ divorce/ parenthood/ change in domestic circumstances/ financial stresses/ time and role demands/ change or loss of support networks/ alcohol or drug issues/ etc.)

	

	

	Summary of Work Factors

	(Consider possible stressors - job/ role in organisation/ relationships at work/ organisational structure and climate/ job security/ changes in duties or line manager/ lack of training/ etc.)

	

	

	Job Satisfaction

	(Consider suitability of current position/ preferences/ vocational history/ career aspirations/ etc.)

	

	

	Present Barriers to Returning to Work:

	What do you see as being the main problems?
	

	What would be helpful to have?
	

	How will things be different when these problems are solved?
	

	

	Action Plan

	
A job retention action plan documents the discussions and recommendations from the initial meeting with the client. 

The action plan is formulated with the client’s consent, and the client must be kept informed of all contact with their employer. It may include:

· Immediate action to prevent precipitous decisions - aim to freeze any disciplinary procedures/ dismissal/ etc. Make contact with employer to inform of involvement. 

· Arrange meeting with employer/ line manager - to gain organisational perspective, explore disciplinary/ performance issues, employer concerns, etc. 

· Consult/ contact other key personnel involved to gather more information - e.g. request for medical reports from GP, contact employer’s HR dept. to clarify company policies on long term sick absence, seek out internal support such as Employee Assistance Programme.

· Arrange workplace assessment/ assess suitability for return to existing role - explore job description and compare to actual roles and responsibilities.

· Explore reasonable adjustments with employer - e.g. alternative roles/ hours/ etc.

· Awareness of Disability Discrimination Act; Employer’s ‘Duty of Care’ - may need to refer for legal advice.

· Arrange support in workplace - identify comfort zones, mentoring, formal/ informal supervision, training needs, etc. 

· Arrange/ action individual therapies - supportive counselling, stress management, CBT, referral to specialist services e.g. drug and alcohol support. 

· Explore lifestyle changes - stress proofing/ health improvement through exercise and diet, improve quality of life, address work-life balance. 

Complete action plan below


	

	Action Plan

	

	Date agreed:
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