Letter - Unauthorised absence – first contact
(Note:  Employers often choose to send these letters by recorded delivery but some employees will refuse to sign to accept recorded delivery letters.  It is sensible therefore to send a second letter in the ordinary post.  If the recorded delivery letter is returned simply because the employee has refused to sign for it, it is likely that the ordinary post letter has been received).

[DATE]

[ADDRESS]

Dear [NAME]

I am writing to you because you have been absent from work since [INSERT DATE] without contacting us. I have also been unable to contact you by telephone.

As you have not notified us of your absence in accordance with company rules your absence is considered to be unauthorised absence. 

I ask that you contact me as soon as possible by telephone on [PHONE NUMBER] on receipt of this letter, and at the latest by close of business on [DATE], to provide me with the reasons for your current absence from work.  

Please note that you are required to provide a doctor’s note for this current period of absence if your absence is due to sickness. I would also like to take this opportunity to remind you that support is available from [insert employee support resource and access details]
[During this period of Unauthorised Absence, you are not eligible to receive any payments from the Company.]
I would like to remind you that failure to notify the Company of your absence in accordance with company rules may be regarded as a disciplinary matter and that prolonged unauthorised absence could lead to dismissal for gross misconduct. 

Yours sincerely

[name]

[job title]

