Long Term Sickness Flowchart for Managers
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Provide details requested to HRD during the
 triage follow up call 


Agree your next steps  and your next contact 
with HRD


Manager to register LTS which is located under the attendance section on People First and ’ Tell us:

 the employees name
 if you are in regular contact with the employee (frequency)
 reason for absence/condition
 likely return date (if known)
 if an Absence Support Meeting has taken place 



Follow the policy guidance to ensure you are providing the appropriate support


Use the Policy  FAQ’s/ Knowledge to provide you with more detail


Use the appropriate templates when in correspondence with the employee


Continue to update HRD and seek advice and support


Conduct Absence support meeting in line with policy


Absence support meeting at Month 5 


Indication of return?


Likely to be an indication of return in next 
3 months?


Final review meeting 


Extend review period for up to 3 months


Prepare MSOC for review by HRD


Present case to panel 



