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NOTE:

Submit a hard copy of this form to Human Resources (309 Administration Building) in the following situations:

· Employee is returning from any type of leave or layoff other than a Research Study Leave to his/her normal position

· Employee is returning from a Research Study Leave on a date other than the expected return date.

If leave was due to illness or injury, consult with your HR Consultant to determine whether to request a medical certificate that certifies the employee is capable of returning to work. If a medical certificate is required, keep it on file in your unit.

In cases of a return to work that includes work accommodation, do not use this form; instead, use the Long Term Absence/ Work Accommodation form.

If possible, submit this form at least one week in advance for employees on the biweekly or hourly payroll, and two weeks in advance for employees on the semi-monthly payroll.

Questions? Click link for Contact: http://umanitoba.ca/admin/human_resources/services/hris/media/Data_Control_Contact_List.pdf  
	1. Employee Information

	SURNAME:
	     
	U of M Employee No:
	     

	First Name:
	     
	Employee Pay Category:
	 FORMCHECKBOX 
 01
	Semi-monthly

	Middle Name:
	     
	
	 FORMCHECKBOX 
 02
	Biweekly

	
	
	
	 FORMCHECKBOX 
 03
	Hourly


	2. Position Information

	Position Number:
	     
	Position Title or Rank:
	     

	Department:
	     
	Section (if applic.)
	     

	Faculty or Unit:
	     
	


	3. Return to Active Status Information

	a.  What status is the employee returning from:
	     

	b.  Employee is returning to (check one):

	 FORMCHECKBOX 
 Same schedule of work as the employee worked prior to leave/layoff

	
	No. hours/week worked prior to leave/layoff:
	     
	

	 FORMCHECKBOX 
 Different schedule:  

	That is, the total number of hours per week are different, and/or the start time and/or number of hours worked on each day is different.

	 FORMCHECKBOX 
 Variable schedule (hours of work vary from one week to the next)
	
	

	Range of hours employee could work (for example, 0 - 35):
	     
	

	 FORMCHECKBOX 
 Regular schedule with non-varying hours  

	That is, the employee works the same hours from one week to the next.  Exceptions to the regular schedule (other than absences and vacation time) do not generally occur more than once in every four weeks.

If the employee will be working a new regular schedule with non-varying hours, complete and attach a Schedule form.  For a copy of the Schedule form, click the link.
HR Web Site
If the faculty or unit is initiating the change in the employee’s schedule, the employee must be notified in advance.  Ask your HR Consultant for advice on the amount of notice required.

	 FORMCHECKBOX 
 VIP Access  FORMDROPDOWN 


	Effective date of return to work (yyyy/mth/dd):
	     
	


	4. Signatures

	
	
	     

	Department signature 
	
	Date (yyyy/mth/dd)

	
	
	     

	Dean/Director’s signature 
	
	Date (yyyy/mth/dd)


	This form prepared by:
	Name:
	     
	Phone:
	     
	Date:
	     

	Additional comments:
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