
Line Manager Checklist

At the Time of Diagnosis

As a manager, it’s your duty to inform your team member about organisational policy and
schemes if they advise you of a cancer diagnosis. 

      Managing Attendance Policy & Procedures (2023)
      Long-term Absence Benefit Scheme Guidelines (2012)
      Rehabilitation of Employees Back to Work After Illness or Injury Policy & Procedure (2020)

Inform them about medical certification requirements from the start, so there is no
confusion. Make it clear if follow up certificates are needed, too. 

Advise them of other external financial supports they may be entitled to such as social welfare.

This checklist has been designed as a quick reference guide for line managers supporting staff
with a cancer diagnosis. This is not an exhaustive list but covers the basic steps required. 

Communication Tips

Set in place an agreement on level of contact, so that ongoing support can be provided. 

Approach all conversations about cancer with your team member with the utmost sensitivity,
taking into account what they’ve been, or are going through. 

Reassure team member around confidentiality.

Speak to your team member in a private setting, away from other members of staff and
distractions, and give them your complete attention. Allow them to speak at their own pace.
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In line with the Managing Attendance Policy, employees with absence over 4 weeks must be
referred to Occupational Health, contingent on employee’s ability to attend. Occupational
Health is required to provide a medical opinion for Critical Illness payment, and the Line
Manager is the final decision maker.

Following exhaustion of standard sick leave, Occupational Health may be asked to assess for
Temporary Rehabilitation Remuneration.

Occupational Health can advise the employee and manager about mental health and other
supports both inside and outside the organisation, like the  

       Cancer Survivorship Peer Support Service 
       HSE Employee Assistance Programme
       Irish Cancer Society
       Marie Keating Foundation
       

Advise your team member about the Cancer Survivorship Peer Support Service

During Sick Leave

Maintain regular contact. Agree the type of information e.g. changes within the organisation,
newsletters, the method and frequency of contact. 

Reassure your team member about their job security.

Bear in mind that some people will not be well enough for regular contact or may not find it
necessary. 

https://www.hse.ie/eng/staff/resources/managingattendance.pdf
https://www.hse.ie/eng/staff/resources/hrppg/long-term-absence-benefit-schemes-guidelines-2012.pdf
https://assets.hse.ie/media/documents/Rehabilitation_of_employees_back_to_work_after_illness_policy.pdf
https://mariekeating.ie/hse-for-survivors-by-survivors/
https://mariekeating.ie/hse-for-survivors-by-survivors/
https://healthservice.hse.ie/staff/benefits-and-services/employee-assistance-programme-staff-counselling/
https://www.cancer.ie/
https://mariekeating.ie/
https://mariekeating.ie/hse-for-survivors-by-survivors/


Line Manager Checklist
Before Returning to Work

By sitting down with your team member, ahead of their return to the workplace, you can agree a
return-to-work plan, based on the employees ability and the service needs. 
The return-to-work plan should consider the following: 

Phased return to work
Working from home
Flexibility in working hours (e.g. non-consecutive days, reduced hours, time for
appointments, etc.)
Changes to work environment (e.g. position of desk, type of chair, etc.)
Technology to support any impairment
Review tasks associated with role

If you require medical certificates in advance of your employee’s return to the workplace, let
them know now.
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After Returning to Work

Although some changes to their work schedule and role can be planned in advance, many
employees will not know the full extent of their working limitations or capabilities until they’ve
returned to the workplace, so be understanding of this. Modify return to work plan as necessary.

Common effects of cancer treatment may include:
Ongoing fatigue, both physical and mental
Brain fog
Insomnia, disturbed sleep
Pain, lymphoedema, neuropathy
Loss of confidence, issues with body image

Allow them time to attend GP or hospital appointments.

Information Resources

Information on Occupational Health referral process

Information on Rehabilitation process

Information on Employee counselling services

Disability Act 2005

Information on National Screening Service

Refer your staff member to Occupational Health for an opinion on the staff member’s fitness
for work, possible time frame for return to work, recommendations that may enable an earlier
return to work, and any accommodations that may be required. 

Advise your team member about the Cancer Survivorship Peer Support Service and how to
access it.

Schedule regular meetings to monitor progress. 

Remember different people will need different support at different times during their cancer
journey. 

https://healthservice.hse.ie/staff/benefits-and-services/occupational-health/management-referral-information-for-employees/
https://healthservice.hse.ie/staff/benefits-and-services/occupational-health/rehabilitation/
https://healthservice.hse.ie/staff/benefits-and-services/employee-assistance-programme-staff-counselling/
https://www.irishstatutebook.ie/eli/2005/act/14/enacted/en/html
https://www2.healthservice.hse.ie/organisation/nss/
https://mariekeating.ie/hse-for-survivors-by-survivors/

