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STRICTLY PRIVATE AND CONFIDENTIAL
[NAME] [SURNAME]
[EMPLOYEE ADDRESS]



[DATE]
Dear [NAME]
Unauthorised Absence
[bookmark: _Hlk57195357]I am writing to you in respect of your unauthorised absence from work. 
[bookmark: _Hlk57195458]You have not reported for work since [DATE]. [Your fit note has also now expired, and you have failed to provide a new fit note authorising your continuing absence from work.] 
Despite numerous attempts by the Company to contact you, we have not received any response from you or any explanation or reason for your non-attendance. The Company have tried to contact you through various means on numerous occasions, most recently by [phone/email/letter] on [DATE], however, you have failed to respond.
Please contact me on [NUMBER] immediately to discuss the reasons for your absence.
You are currently considered absent without permission and have failed to follow the Company‘s absence reporting procedure, both of which may amount to a breach of Company’s disciplinary rules.

As your absence is currently unauthorised, you will not be paid for this period. This decision will be reviewed if and when you contact me as requested.

Should I not have heard from you by [DATE/TIME] I shall have no alternative but to commence the disciplinary process. I trust that this will not be necessary.

Yours sincerely,


[NAME]
On behalf of ***Employer name***
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