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PURPOSE 

This policy provides details of the procedure to be followed when employees are unable 

to attend work.  By providing such a policy, the Company will be better equipped to deal 

with the loss of work and disruption caused by such absences in a fair and equitable 

manner.  

SCOPE 

This policy applies to all Sysco Productions Ltd., employees. 

Employees must understand that this Policy is incorporated into their contract of 

employment. 

Line Managers must ensure that this policy is applied within their own department. 

Any queries on the application or interpretation of this policy should be discussed with 

the Managing Director prior to any action being taken. 

POLICY STATEMENT 

Sysco accepts that employees will, on occasion, find themselves unable to attend work 

as a result of illness. 

In the event that an employee is unwell and unable to attend work, he/she must, for 

both contractual and statutory purposes, follow every aspect of this absence reporting 

procedure. 

Where this procedure is not followed the absence will be unauthorised and the 

Company reserves the right to suspend the individual from the Company’s Sick Pay 

Scheme.  The individual may also render themselves liable to disciplinary action for the 

unauthorised absence, in accordance with the Company’s Discipline Policy, which may 

ultimately lead to dismissal. 
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NOTIFICATION OF ABSENCE 

Initial Report 

Irrespective of the length of time an employee expects to be unable to attend work, 

he/she is required, at the earliest opportunity or in any event by 9.00am to contact 

his/her Line Manager. 

The initial notification must be by personal contact on the telephone.  It is not 

normally acceptable to leave a message on an answering machine or voice-mail 

system, or send an email or text message. 

Whilst recognising an employee’s right to confidentiality, the employee should provide 

the following details: 

● reason for absence; and 

● expected length of absence; and 

● details of action being taken to ensure absence is minimised. 

If the Line Manager is not available to take the call the employee must speak to the 

Business Support Manager or Managing Director. 

The manager receiving the call must notify the Business Support Manager. 

The Business Support Manager will record the absence. 

The employee’s Line Manager will receive notification of the number of days sickness 

the individual has had. 

Once the employee has returned to work he/she must complete a self-certification form 

via the BreatheHR software for his/her absence. 

Obviously giving adequate notification is easier for some employees than others and 

managers should use their discretion when dealing with the isolated employee who 
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lives alone.  However, where no satisfactory notification or reason has been given the 

absence is unauthorised and should therefore be treated as absence without leave and 

dealt with under the disciplinary procedure. 

Continued Contact 

It is important that the employee maintains contact with his/her manager throughout 

his/her absence.  Where the absence is likely to be less than a week or it is unknown the 

length of absence the employee must contact his/her manager on a daily basis, to 

update him/her of any progress. 

Where a doctor’s certificate is provided which states that the employee is off for longer 

than a week, the employee must agree with his/her manager ongoing contact,  in any 

event; contact between the employee and his/her manager must be regular. 

Spell of Sickness Absence lasting up to seven calendar days 

For sickness absences of up to seven calendar days (inclusive of Saturday and Sunday 

or other non-working days) the employee must complete sickness reporting via the 

BreatheHR portal to cover the period from the first day of absence.  This must be 

completed by the employee as soon as is practical after the return to work (normally 

the first day).  The report must be signed off by the employee’s Line Manager.  Any 

deductions or changes in pay will be made the month after the absence. 

This form must be kept confidentially in the employee’s personal file and should not be 

disclosed to anyone for any purpose other than managing the attendance of this 

individual and ensuring his/her health and safety while in employment. 

Where, following an investigation (as detailed in the Company’s Discipline Policy), it is 

determined that the employee has been dishonest in the completion of  his/her 

declaration, this will constitute gross misconduct under the Company’s Code of 

Conduct and may lead to summary dismissal. 
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The Company reserves the right to require an employee, even during the first seven 

days of absence, to obtain a report or certificate from his/her GP in relation to the 

current illness, or with respect to his/her general health, rather than relying only on the 

self-certificate.  [Any fee charged by the GP will be reimbursed by the Company. 

Spell of Sickness Absence that continues for more than seven calendar days 

If the period of sickness absence lasts for more than seven calendar days  - i.e. eight or 

more consecutive days from the first day of absence, the employee must obtain a Fit for 

Work form from his/her doctor or a hospital and forward it to his/her Line Manager 

immediately. 

Further forms for sickness absence must be submitted when the period of absence 

continues after the expiry of any previous documentation. 

All Fit for Work forms must be forwarded to the Business Support Manager for 

processing.  Any changes to pay as a result of the sickness absence will normally be 

made in the month after the absence. 

SICK PAY 

Provisions 

In accordance with government legislation, Statutory Sick Pay (SSP) is provided to all 

employees who are eligible for payment under the laws of the Social Security 

Contributions and Benefits Act 1992. 

Where possible, all new starters must provide the Company with any documentation 

showing absence in the previous eight weeks of employment (usually a SSP 1(T) Form 

supplied by their previous employer) at the earliest opportunity. 

The Company’s qualifying days for SSP are Monday to Friday (inclusive) for all normal 

working weeks.  For those employees working on a five day rota inclusive of Saturday 
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and/or Sunday the qualifying days are those days when work is scheduled for each 

individual. 

The Company will make all the appropriate SSP payments for up to 28 weeks in any 12 

month period.  The Company’s Sick Pay Scheme, as shown below, therefore takes these 

payments into account when making salaries up to 100% of normal basic salary.  

Subject to the conditions contained within this policy and subject to information 

contained in sickness records which confirm the employee’s absence was due to 

illness.  The Company will continue to pay salaries for periods of absence from work due 

to sickness or injury, subject to the following scales unless the employee’s contract of 

employment states a different entitlement: 

Service Entitlement 

Within Probationary Period Entitled to Statutory Sick Pay only from the 
4th day of absence. 

After Successful completion 
of Probationary Period 

Full Company Sick Pay for a period of 12 
weeks. 

From week 13 to 28 of sickness employee’s 
pay will revert to the Statutory Sick Pay (SSP). 

From week 29 sickness will be unpaid. 

 

* For the purpose of establishing an individual’s entitlement, service is defined as 

continuous within the Company or other associated Companies and is calculated on 

the first day of each period of absence. 

If an employee is sick on more than one occasion within a rolling 12 month period 

his/her outstanding entitlement is calculated on the first day of each absence.  The 

entitlement is the balance remaining having deducted the total accumulated absence 

taken during the previous 12 months. 
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All sick pay, including any element of SSP, is subject to PAYE Income Tax, National 

Insurance contributions and, if appropriate, any other organisational deductions, 

pensions etc.  

Payment for Absences 

It is essential that in order to maintain any rights to salary or the Company’s Sick Pay 

that every day of an absence is eventually covered by either: 

● an Absence Declaration; or 
● a Fit for work form; or 
● other authorised written notification. 

 
However, submission of the above does not guarantee payment as the reasons must be 

approved by the manager before payment is authorised, nor does it preclude the 

Company from following the disciplinary procedure where such action becomes 

necessary. 

The Company will suspend an employee from the Sick Pay Scheme and may consider 

disciplinary action if: 

● the individual fails to follow the rules relating to absence reporting; and/or 

● following an investigation there is reason to doubt the validity of the absence or  

● the validity of any medical reports, or self-certification forms; and/or 

● the individual refuses to cooperate with the Company with any reasonable 

requests for a medical opinion; and/or 

● the illness or injury was self-inflicted, e.g., drug or alcohol abuse; non-prescribed 

cosmetic surgery; when treatment has been refused; diagnosed illness when 

medical advice has not been followed; frequent injury through participation in 

sports or dangerous activities; and/or 

● the absence was caused by a wilful failure to comply with the Company’s 

regulations on Health and Safety; and/or 
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● the absence has resulted from outside employment; and/or 

● other equivalent situations for which payment of Sick Pay would be 

inappropriate. 

Disciplinary action, up to and including summary dismissal, will be taken where this 

procedure is not fully complied with or where there are doubts as to the authenticity of 

the forms.  Managers who conclude, following an appropriate investigation, that the 

Company’s Sick Pay should be withheld from an individual must notify the Managing 

Director.  An adjustment of wages will then be made. 

Sickness/Injury whilst on Paid Holiday Leave 

Subject to the SSP rules any employee who falls sick/injured during a holiday period 

will not be entitled to SSP or Company Sick Pay.  At the end of the planned holiday 

period, if the sickness continues the normal absence reporting requirements must be 

followed and eligibility to the scheme returns. 

Accidents or Injuries 

In respect of absence due to an accident or injury occurring either on or off duty, sick 

pay under these arrangements will be paid but will be repayable to the Company in the 

event of the employee involved in such an occurrence recovering company for loss of 

earnings from a third party, the Company or the Criminal Injuries Compensation Board 

or any other body set up for a similar purpose. 

RETURN TO WORK 

Sickness Absence 

Immediately upon return to work, an employee must have a meeting with his/her 

manager.  The primary purpose of this meeting is to establish that the employee is fit 

to resume his/her normal duties, to discuss the likelihood of a return of the illness and 
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to ascertain whether or not any action needs to be taken to enable the employee to 

resume working or to prevent a re-occurrence of the illness.  Where the employee’s 

attendance levels are giving cause for concern, this meeting may also be used to 

discuss the individual’s absence record and to advise the employee of potential future 

action as detailed in the Managing Attendance Policy.  Should a manager have reason 

to believe that the reasons given for the absence are not genuine, an investigation as 

detailed in the Discipline Policy may be invoked. 

Where the employee’s Line Manager is unavailable upon the individual’s return to work 

it is the manager’s responsibility to ensure that he/she is interviewed by the Managing 

Director where practicable.  Appendix II, Return to Work Interview Form, should be 

completed by the manager conducting the return to work interview and can be used as 

a guide to managers when conducting this meeting. 

This form should be kept confidentially on the employee’s personal file and the 

contents discussed with no one else. 

Where an employee has been absent from work due to illness for four continuous weeks 

or more, the employee’s fitness to return to work must be certified by a medical 

practitioner.  There are also certain occupations within the Company where legal 

requirements necessitate such certification of fitness to return to work for absences of 

less than four continuous weeks.  The employees within the roles where this rule 

applies will be notified during their induction to the Company. 

MEDICAL REPORT 

In cases of lengthy absence or where an employee’s illness may pose a health hazard to 

others, the Company reserves the right to refer that individual to the Occupational 

Health Doctor for an opinion regarding fitness for employment or for a full medical 

report to be obtained from the employee’s own medical practitioner, as appropriate.  
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Where a pattern of absence is established or where the health or safety of employees is 

at risk, the Company reserves the right to require an employee, even during the first 

seven calendar days of an absence, to obtain a report or certificate from his/her GP in 

relation to the current illness, or with respect to his/her general health, rather than 

relying only on the self-certification form.  The Company will reimburse any fee charged 

by the GP. 

The information obtained as a result will be used to establish the nature of the illness 

and any entitlement to sick pay.  Consequently, any employee who refuses to provide 

their consent for a medical report to be obtained by the Company or refuses to attend a 

medical examination with the Occupational Health Doctor should be advised of the 

likely impact on continued payment of Company Sick Pay. This will also mean that the 

Company will be forced to make a decision about the individual’s capability and likely 

return to work based on such information as is available to it, without the benefit of a 

medical prognosis as to likely recovery and improvement to health. 

Any report or other written documentation that is obtained, however, must be kept 

confidentially on the individual’s file and not be disclosed to anyone for any purpose 

other than in line with this Policy. 

 

 

 

 

APPENDIX II - SICKNESS RETURN TO WORK INTERVIEW 

Employees absent from work must report their absence to their manager on the first day of absence as 
required in the absence reporting procedure.  Failure to do so could affect payment of Sick Pay and will be 
dealt with as unauthorised absence under the disciplinary procedure. 

Surname: …………………………………………………………  Forenames: 
……………………………………………………………………………… 

Department: …………………………………………………… Job Title: 
…………………………………………………………………………………... 
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Date Unfit for Work: …………………………………………………………………... 

Date Returned to Work: ……………………………………………………………… 

Number of Days absent:  ……………………………………………………………… 

Number of Previous Occasions of Absence in Preceding 12 Months: ………………………………………… 

Remaining Eligibility to Company Sick Pay: 
……………………………………………………………………………………. 

It is the responsibility of employees to report in writing any change in health, of which they are aware, 
which may affect their ability to undertake duties effectively and to satisfy health and safety legislation. 

Reason for Absence: 

……………………………………………………………………………………………………………………………………. 

Did you see a doctor? …………………………… If no, why? 

………………………………………………………………………………… 

What were the doctor’s comments? 

…………………………………………………………………………………………………………. 

Have you been a hospital in patient? 

……………………………………………………………………………………………………….. 

Are you on any medication, if yes, what? 

…………………………………………………………………………………………………. 

Is this likely to be an ongoing 

problem?…………………………………………………………………………………………………… 

Are you fit for your full range of duties: 

……………………………………………………………………………………………………. 

Manager Comments: 

………………………………………………………………………………………………………………………………………………

……………………………………… 

………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………

……………………………………………………………………………... 

Any Further Action/Requirements: 

…………………………………………………………………………………………………………… 

Signed (Manager): ………………………………………………………………Date: 

…………………………………………………………….. 
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Print Name: 

………………………………………………………………………………………………………………………………………………

…… 

Signed (Employee): ………………………………………………………………  Date: 

…………………………………………………………. 

Print Name: 

………………………………………………………………………………………………………………………………………………

…… 
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