LETTER - UNAUTHORISED ABSENCE – FOLLOW UP

(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]

Further to my telephone messages and letter of [DATE], I am concerned that you have not made any contact with me as requested.  

I must inform you that as you have failed to contact me by the specified deadline, we have no alternative than to treat this as unauthorised absence, which is a serious disciplinary matter. If the allegations are substantiated this may result in disciplinary action up to and including dismissal from the company.

[As you have failed to notify me or certify your absence you may not be entitled to receive payment for this period of time.]

You are therefore required to attend an investigation meeting on [DATE, TIME & VENUE] to investigate the above matter. Please contact me by telephone on [NUMBER] by [DEADLINE 24 HOURS PRIOR TO MEETING] to confirm your attendance.

Should you fail to attend or make prior contact, we will continue with the investigation without your comments. This may result in you being invited to a formal disciplinary hearing for unauthorised absence.  

Once again, I would like to take this opportunity to remind you that support is available from [insert employee support resource and access details]

Please contact me as soon as possible if you have any queries about this letter.


Yours sincerely


[NAME]
[JOB TITLE]
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