Unauthorised Absence letter

Private and Confidential 
Employee Name 

Email: 

Insert Date 


Dear XX 

Re: Sickness Absence Procedure – Unauthorised Absence

I am writing to you with regard to your current absence from work. You have been absent from work since DATE and I have not received any contact from you to report your absence which is therefore classified as unauthorised.

I have made attempts to contact you by telephone on INSERT DATE/S AND TIME/S and left a message asking you to contact me by return, however have received no response OR I have tried to contact you by telephone on INSERT DATE/S AND TIME/S but was unable to leave you a message.

You are contractually obliged to attend work or report your absence at your earliest opportunity and I strongly encourage you to contact me immediately and by no later than 24 hours upon receipt of this letter (INSERT DATE) on INSERT TELEPHONE NUMBER/MOBILE NUMBER in order to explain your unexpected absence. Failure to do so may result in your pay being stopped and disciplinary action being taken.

Should I not hear from you within 24 hours of receipt of this letter I shall contact your next of kin and complete an AWOL risk assessment out of concern for your welfare.

Please find enclosed a copy of the Sickness Absence Policy, may I draw your attention particularly to page 2 of the Policy.

I look forward to hearing from you.
                
Yours sincerely,


Line Managers Name 
Line Managers Title 

CC:	HR 

Enc:	Sickness Absence Policy 
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