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OFFICIAL 

Return to Office Working:  Conversation Guidance (2) 

Introduction 

All employees will need to have a discussion with their line manager to help determine how they will 

return to office working in the coming weeks and months. Using the toolkit and conversation template, 

everyone will be able to review their personal and work-related situation and needs against a number 

of factors to inform a discussion with their line manager about where and how they continue to work in 

the future.  It is important for everyone to have these conversations irrespective of where and how they 

have worked throughout the pandemic. 

The return to office working conversation will help line managers to understand any individual needs 

and concerns staff may have; support staff with understanding future team requirements to return to 

office working and to discuss and review any adjustments that may be required to facilitate return to 

office working. Together, staff and line managers can decide when it is the right time to return to office 

working, including the regularity and days in the office.  

Organisation and office site risk assessments have been completed and the appropriate measures and 

controls put into place to ensure that CCG office locations are COVID secure in accordance with 

Government guidance and best practice.  

Preparing for the conversation 

• Staff may feel anxious or have concerns about return to office working and this kind of 

discussion, as there may be a requirement to divulge information of a personal nature to the 

member of staff.  If staff would like further information or need support, talking to HR or a trade 

union representative might help give them more information and confidence about the risk 

assessment process. 

• Remember that line managers are best informed about the current role requirements, nature of 

duties and responsibilities, personal circumstances and the return to office arrangements of 

those in their team. Line managers play a vital role in working with their staff to have ongoing 

discussions to support their health, safety and wellbeing 

• Line managers should show compassion and empathy as health, safety and wellbeing are the 

focus of  these discussions 

• Line managers should think about when the conversation will take place using MS Teams. They 

should ensure it’s accessible, private, convenient, and safe to discuss this important area, some 

of which may be of a personal nature to the member of staff. 

• Line managers should actively listen and be sensitive to how staff respond to the discussion- 

everyone has different perspectives and ways of showing emotions.  This might include being 

quieter, more vocal or wanting breaks 

• The focus should be on the member of staff and be led by them, to explore their specific 

individual circumstances.  

• Managers should take a personalised approach to help ensure that these are at the heart of 

the discussion 

 

Having an open and honest conversation 

• Disclosing health and other relevant information is a personal decision. A member of staff may 

only want to share information they feel comfortable with; however, talking through any 

information or concerns can help the line manager to understand what may be causing worry 

• Together, staff and managers can consider ideas to mitigate these risks or concerns, including 

if any workplace adjustments would be helpful 
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• Personal information is confidential to this discussion unless there is a need to share 

information with HR, Occupational Health or the Business Services Team who provide 

office equipment, with the agreement of the member of staff.  

• Respect differences – some staff might be reluctant or worried to share information about 

themselves which managers were not previously aware of, or they might have several protected 

characteristics or other risk factors that may need to be considered as part of the return to office 

working arrangements. It’s important that line managers do not compare or assume that they 

know what the member of staff’s circumstances and concerns might be; each person is different 

• Be aware that in some cases, a member of staff may feel more comfortable speaking to an 

alternative manager or to HR.  

 

If anyone still feels concerned about returning to office working before or following the discussion with 

their line manager, they may find it useful to talk to other members of the team or their HR Business 

Partner. 

Remember, this discussion will only be effective if: 

• There is trust that the rationale and intent behind the discussion and information request  is to 

help keep everyone safe and supported; 

• The process is led by individual members of staff; 

• Privacy is maintained; 

• Information is managed in accordance with General Data Protection Regulations 

(GDPR) and confidentiality is paramount.  Please see Appendix 1 below for further 

details. 

• Everyone is aware that they will not suffer any immediate or future detriment as a result of 

disclosing any information to their line manager 

 

Outcome and Next Steps 

• The outcome of the conversation should provide the individual and their line manager with much 

greater insight in to where and how the individual may wish or need to work in the future. Most 

importantly, the conversation will have highlighted any specific or risk-related factors which 

impact and inform where and how work should be undertaken in the future. 

 

• The outcome of the conversation should be recorded in the template and agreed between the 

individual and their line manager.  Please note that whilst the template does require completion 

for audit purposes, it is the quality of the conversation that is most important. 

 

• Where an individual’s view on return to office working arrangements differs from that of the line 

manager this should also be recorded. Where this is the case, this should be escalated to the 

line manager’s manager for discussion and resolution.  

 

• This conversation and return to office working should be reviewed regularly, particularly where 

there is a change in personal circumstances. This might include, for example, local lockdowns 

or restrictions and additional measures that may be put in place in that area. 

 

• If the outcome of the conversation results in agreement that the individual can or should work 

for limited periods of time in the office, including for the health and wellbeing of the individual, 

the line manager should liaise directly with the Business Services Team to discuss and agree 
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how this can be managed and facilitated in a COVID safe and secure office space. Please refer 

to the ‘Return to the Workplace – Working Safely during the Covid-19 Pandemic’ guide  

• Any arrangement should be reviewed on a regular and ongoing basis with the health, safety 

and wellbeing of the individual paramount at all times. 

 

This guidance document should be read in conjunction with the following documents and policies: 

 

• Return to Office Working: Conversation Toolkit (1) 

• Return to Office Working: Conversation Template (3) 

• NCL CCG Agile Working Policy  

• NCL CCG Workplace Risk Assessment  

• ‘Return to the Workplace – Working Safely during the Covid-19 Pandemic’ 
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APPENDIX ONE 
 
 
Confidentiality  
The information from the return to office working conversation template will be accessed by the line 
manager and HR only. If any members of staff have any concerns about disclosing any of the 
information to their line managers, please contact your HR Business Partner in the first instance to 
discuss these concerns. 
 
Whilst the CCG is implementing the conversation template and toolkit in accordance with national 
guidance and to safeguard our staff, the return to office working conversation is not mandatory and 
therefore, if any staff do not wish to have the discussion or do not wish to share the information required 
for the assessment of their return to office working, we will record this decision for audit purposes. 
 
 
General Data Protection Regulation (GDPR) 
In applying this framework, the Organisation will have due regard for the Data Protection Act 2018 and 
the General Data Protection Regulation (GDPR). Personal Confidential Data of data subjects will be 
processed fairly and lawfully and in accordance with the six data protection principles. Data Subject’s 
Rights and freedoms will be respected and measures will be in place to enable employees (data 
subjects) to exercise those rights. Appropriate technical and organisational measures will be designed 
and implemented to ensure an appropriate level of security is applied to the processing of personal 
confidential data. Employees will have access to the CCG’s Data Protection Officer for advice in relation 
to the processing of their personal confidential data and data protection issues. 


