
state that disciplinary action may 
be taken if a trigger point is hit for 

3rd time

ask OH if it is appropriate to obtain 
a GP or specialist report before 

progressing

In exceptional circumstances 
the Line Manager may decide 

not to refer to OH. The 
justification for this must be 
recorded in the RTWI form.

absence

further absence

further absence

return tO WOrK

return tO WOrK

return tO WOrK

rtW InterVIeW-1
use form RTWI

rtW InterVIeW-2
use form RTWI

rtW InterVIeW-3
use form RTWI

POssIbLe aPPeaL

nO further actIOn 
Other than tO 

cOntInuOusLy mOnItOr 
absence

nO further actIOn 
Other than tO 

cOntInuOusLy mOnItOr 
absence

nO further actIOn 
Other than tO 

cOntInuOusLy mOnItOr 
absence

nO braDfOrD
trIGGer hIt

nO braDfOrD 
trIGGer hIt

nO braDfOrD 
trIGGer hIt

staGe 1

staGe 2 fOLLOWs a 1st 
reVIeW meetInG

staGe 3 fOLLOWs a 2nD 
reVIeW meetInG

refer tO Oh (PhOne)

autOmatIc referraL 
tO Oh

autOmatIc referraL 
tO Oh

cOntInue tO  
mOnItOr absence

cOntInue tO  
mOnItOr absence

1st reVIeW meetInG
arrange once OH report is 

received use form RM1

2nD reVIeW meetInG
arrange once OH report is 

received use form RM2

braDfOrD trIGGer hIt

braDfOrD trIGGer hIt

braDfOrD trIGGer hIt

cOnsIDer OPtIOns

refer to absence notes / 
calculate Bradford Factor

refer to absence notes / 
calculate Bradford Factor

refer to absence notes / 
calculate Bradford Factor

DIscIPLInary 
actIOn

re-
DePLOyment

ILL heaLth 
retIrement

IncaPacIty 
hearInG

nO further 
actIOn

three staGe aPPrOach fLOWchart

We have developed a simple 3 stage approach (green, amber, red)  to managing absence:
Oh: Occupational Health rtWI: Return to work interview rm: Review Meeting


