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PURPOSE 

This policy provides a procedure to monitor absenteeism, clarify employees’          

responsibilities and provide guidance for managers on how the Company deals           

with long term absence/sickness and/or a significant level of intermittent          

absence/sickness. 

SCOPE 

This policy applies to all employees of Sysco Productions Ltd. Line Managers are             

responsible for ensuring that this policy is applied within their own departments.            

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

with the Managing Director prior to any action being taken. 

POLICY STATEMENT 

Sysco Productions Ltd., is committed to ensuring that people with disabilities are            

supported and encouraged to achieve progress through the Company and aims to            

comply with the requirements of the Disability Discrimination Act, 1995. 

The Company does however also wish to encourage a culture where           

non-attendance is seen as having a high cost in terms of efficiency, the additional              

pressure placed upon other team members and direct costs.  

Employees must try to keep their absence to a minimum and comply with any              

absence reporting requirements imposed upon them. 

Managers will monitor attendance and are the first and key point of contact on              

attendance issues. If Managers are not available, then the Business Support           

Manager must be notified. 
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RECORDING ATTENDANCE 

Each Line Manager is responsible for reporting absence to the Business Support            

Manager, who will record the absence. 

When an employee is absent through sickness, his/her medical certificates must           

be sent to the Business Support Manager for processing and filing. They must             

complete their absence via the Company software, BreatheHR immediately on          

their return to work. 

Where action is necessary, due to the reason, length or frequency of the             

individual’s absence record, the procedure outlined below should be followed as           

soon as possible after the employee has returned to work.  

UNACCEPTABLE LEVELS OF NON-ATTENDANCE 

Due to the nature of many of the jobs and resourcing levels within the Company,               

high levels of absenteeism or repeated spells of sickness/absence cause          

considerable disruption. They also place an undue burden upon other team           

members. The Business Support Manager will monitor absences and notify the           

Line Manager where there are absences which are unacceptable. In order to            

ensure consistency across the Company all managers will investigate         

non-attendance and where the levels exceed any one of the following: 

● Any unauthorised absence. 
● Five days late in six months. 
● Twenty days of continuous absence. 
● Three spells of sickness in a rolling six month period. 
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In some cases, dependent upon the outcome, this investigation will result in a             

meeting being arranged with the individual in order to discuss their absence            

levels.  

LONG TERM ABSENCE 

It is the duty of managers to attempt to balance the needs of the Company with                

their empathy and support for an employee who is suffering from long-term            

sickness.  

Employee Contact 

In the event that the length of absence causes problems for the Company, and              

requires either the return or replacement of the sick employee, the manager            

should arrange a meeting with the individual. This meeting should be arranged            

and acted upon as soon as it becomes apparent that there is a long-term sickness               

situation or that there may be one. This procedure is particularly appropriate for             

all employees who are absent for 20 or more continuous days.  

At this meeting (which may, with the individual’s agreement, need to be at their              

home) concern must be expressed regarding the individual’s illness/injury but the           

Company’s operational issues must also be explained. The individual’s views          

must be sought regarding the expected length of absence, the longer-term effects            

of the illness/injury (if any) and the possibility of a re-occurrence of the             

illness/injury. The employee may wish to be accompanied at this meeting by a             

Trade Union representative or by a work colleague. If the meeting is to take place               

at the individual’s home, a friend/relative may accompany the individual. Where           

possible, an HR representative may accompany the manager.  
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Medical Report 

If the individual is unable to provide adequate information concerning their           

absence and/or anticipated return, he/she should be asked to provide their           

consent for the Company to obtain a medical report from his/her own GP.             

Appendix I, the Consent for Access to Medical Reports, must be used for this              

purpose and should be taken to the meeting by the manager in the event that it is                 

needed. Once completed, the manager should send the Consent Form to the Office             

Manager, who will make the necessary arrangements to obtain the medical report.  

The objective of the medical report is to provide the manager with sufficient             

information enabling a decision to be made as to how to proceed. At this stage it                

may also be necessary for the manager to obtain further medical advice and             

consider if necessary alternative employment options. 

However, a decision can only be taken once sufficient medical evidence is            

obtained. What amounts to sufficient medical evidence will depend on the           

circumstances of each case and if there is any doubt, further evidence or             

clarification should be sought including considering a further independent report          

if there is a conflict of views. It may be appropriate to get a specialist report                

especially where the GP is not able to offer sufficient expertise or impartiality. 

Alternative Employment Options 

Once sufficient medical advice is available, a further meeting with the employee            

must be arranged to discuss it. Prior to this meeting taking place any alternative              

employment options must have been fully examined by the Company and will be             

discussed with the employee. Where the employee is disabled as a result of the              

illness/accident, the Company will consider any reasonable, practical        

adjustments that may be made to work practices, premises or equipment.  
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An individual will be disabled for the purposes of the Disability Discrimination Act             

1995 if they have a physical or mental impairment, which has a substantial long              

term, impact on their day to day activities. This is a complex area and should be                

considered carefully. Medical advice should be sought if there is any doubt. 

Where as a result of a medical condition, following an investigation into and             

consideration of potential reasonable adjustments to the existing job, an          

individual is unable to continue in his/her normal position, the company will liaise             

fully with the GP in order to identify the types of duties the individual could               

undertake that would not endanger the health of the individual or his/her fellow             

employees. A written Medical Report from the individual’s General Practitioner will           

be required as confirmation. 

The Line Manager will counsel the person on a confidential basis. A profile of the               

individual’s details will be compiled so that their relevant skills, knowledge and            

experience can be matched against the specification required for alternative          

vacancies within the Company.  

Where redeployment is approved and appropriate, all available alternative job          

opportunities will be discussed. This discussion will include details of the vacant            

position’s duties/main responsibilities and the specification of the job-holder         

along with the associated terms and conditions of employment. 

Where an individual’s attributes and capabilities are appropriate to the job           

description of a vacancy in which they have an interest, an interview will be              

arranged for that individual with the manager concerned. 

Where medical opinion confirms a potential recovery to full health in the future it              

may be more appropriate, where possible, to offer projects/secondments as an           

interim measure to provide continuity of service.  
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Where the medical advice is such that a return to work in the near future is not                 

foreseen and where no return to work action plan can be initiated, the appropriate              

manager (advised by HR where practicable and necessary) must then make a            

business decision regarding the continued employment of the individual. The          

company will consider the termination of his/her contract with full notice, or the             

possibility of ill-health retirement. Any action under consideration regarding the          

ending of the employee’s employment with the Company must first have been            

fully discussed with the individual.  

In order to do this, the company will send the employee a letter explaining that the                

Company is considering the termination of his/her employment contract. The          

letter will advise the employee of the proposed date, time and location of a              

meeting to be held with him/her to consider this proposal. It will also advise that               

the employee has the right to bring a companion to the meeting. That companion              

may be a fellow worker; or a full-time official employed by a Trade Union; or a lay                 

Trade Union official, as long as they are certified as having the necessary             

experience and training for such a situation. The employee should make every            

effort to attend this meeting, but if he/she is unable to attend, may submit a               

written note of the matters that he/she would like the manager to take into              

account prior to making a decision. 

The outcome of the meeting will be notified to the employee, in writing. Within              

this letter the employee will be notified of his/her right to appeal against the              

outcome of the meeting, and informed of how such an appeal should be made.              

Should the employee wish to appeal, he/she must do so, in writing, within five              

working days of receipt of the letter confirming the manager’s decision. The            

appeal should be made to the Managing Director, who will appoint an appropriate             

manager/director to hear the appeal. This manager/director will not have          

previously been involved in the employee’s case. An appeal meeting will normally            

be heard within ten working days of the receipt of the request. The outcome will be                
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notified to the employee, in writing. The decision made by the manager/director at             

this meeting is final. 

Where an employee is a member of the Pension Scheme and may be entitled to               

ill-health retirement, advice should be sought from HR where practicable and           

necessary prior to any termination of employment.  

Pregnancy Related Illness 

Where the absence is due partially or wholly to pregnancy or childbirth, dismissal             

will not be considered. Instead the employee may be put on medical suspension             

from work on full pay or remain on sick pay, or be transferred onto maternity leave                

where the absence is a pregnancy related sickness and occurs within the four             

weeks prior to the expected date of birth. 

INTERMITTENT ABSENCE 

Managers must also investigate intermittent non-attendance, but should there be          

no improvement in the individual’s attendance record following the initial          

meeting arranged to discuss the absence levels, the meetings/hearings must          

then be conducted in accordance with the disciplinary procedure. Action will           

normally be commenced by the expiry of one or other of the “triggers” detailed              

earlier.  

Every effort will be made to ascertain if there is a single underlying medical cause               

for the absences. If necessary, the procedure will be adjourned whilst the            

individual is referred for a medical examination or for a report to be obtained from               

the employee’s own GP. The employee’s consent will be required for the Company             

to obtain such information and, again, Appendix I, Consent for Access to Medical             

Reports must be used for this purpose. The employee will be advised that, should              

they refuse to provide their consent, the Company will have no other option than to               
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proceed with the disciplinary procedure on the basis of such information as is             

available.  

If medical opinion suggests that there is an underlying medical reason, then the             

Company will follow the steps as previously described for handling long-term           

sickness absence. If there is no single underlying medical cause then, irrespective            

of the cause of the intermittent absences, the disciplinary procedure will be            

invoked. The individual must be warned of the consequences of further absence at             

each stage of the disciplinary procedure.  

If the disciplinary procedure is exhausted without sufficient improvement in the           

level of intermittent absence, the employee will have his/her employment          

terminated with due notice, in accordance with the Disciplinary Procedure.  

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 a              

specialist doctor or occupational health advisor 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.  

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 a self-certificated Absence Declaration as           

provided in the Sickness Absence Reporting and Pay Policy. The Company will            

reimburse any fee charged by the GP. 
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Any employee who refuses to provide their consent for a medical report to be              

obtained by the Company should be warned that this may impact on continued             

payment of Company Sick Pay because of the lack of evidence of entitlement to              

this benefit. Furthermore, 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 about the individual’s health and prognosis, which could be to the             

individual’s detriment. 

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. 
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APPENDIX I 

CONSENT FOR ACCESS TO MEDICAL REPORTS 

The Access to Medical Reports Act 1988 establishes a right of access by             

individuals to reports relating to themselves provided by Medical Practitioners          

(who are or who have been responsible for their clinical care) for employment or              

insurance purposes. 

 

FOR THE ATTENTION OF THE APPLICANT 

 

1. Whilst you do not have to give the Company permission to obtain a medical 

report, the Company must continue to make employment decisions based on 

any information that is available. 

 

2. You are entitled to see any medical report prepared by the Doctor before it is 

passed to the Company. 

 

3. If you wish to see the Doctor’s report you may make your request to the Doctor 

at the time you hand in this form to him/her.  You should at the same time or 

within 21 days arrange with him/her a time for you to see the completed report. 

If you do not you may lose your rights. 

 

4. Having seen the report, you may ask the Doctor to amend anything which you 

think is incorrect or misleading.  If the Doctor does not agree, a statement of 

your views may be attached to the report at your request.  Your request to 

amend the report or to attach a statement of your views to it must be made in 

writing to the Doctor. 
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5. Once you have seen the report, it will not be given to the Company unless you                

have given the Doctor your consent. 

 

6. You will not be entitled to see any part of the report which:- 

 

a) in the opinion of the Doctor would be likely to cause serious harm to your 

physical or mental health, or that of others; 

 

b) reveals information about a third party or the identity of a third party who 

has supplied information to the Practitioner about you, unless the third party 

also consents or is a health professional who has been involved in your care 

and the information has been provided in that connection. 

 

7. If you wish to have a copy of your report at any time the Doctor may charge a 

reasonable fee to cover the cost of supplying it, for which you will be 

responsible. 

 

8. You may have access to any medical report relating to yourself which the 

Doctor has supplied for employment or insurance purposes in the past six 

months.  Such a request should be made to your Doctor. 

 
=========================================================================== 
For the attention of the Medical Practitioner 
 
I have read and understood my rights as outlined above. 
 
I hereby give my consent for my GP to supply a medical report to: - Sysco 
Productions Ltd., The Rickyard, Eashing Lane, Godalming, Surrey GU7 2QA.  
 
I do/do not wish to see the report before it is sent to my employer. 
 
 
 
Signed: _______________________ Date: _________________ 
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