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<insert date>. 

PRIVATE AND CONFIDENTIAL

ADDRESSEE ONLY
<insert name>. 

<insert address>. 

Dear <insert name>
RE: UNAUTHORISED ABSENCE
Further to my letter on <insert dates>, you have been absent from work since <insert date> and you have not contacted me to explain the reasons for this absence. I have tried to contact you on several occasions, <insert dates> via telephone <insert contact number> and via e-mail <insert email address> and have not received a response.
As a result of your ongoing absence with no communication to the Trust, I must therefore consider your continued absence to be uncertified and unauthorised. This will mean that you will be recorded as unpaid unauthorised absence, which will mean you will not receive any pay for the duration of the unauthorised absence period. Please be aware that you have failed to follow proper reporting in procedures throughout your absence and this matter may be dealt with formally.

Therefore, a meeting has been arranged to discuss your absence.  The meeting will be held on:


Date:


<within 7 days of this letter>

Time:




Location:


<insert name>,People Services Representative will be in attendance to provide HR advice.  You are welcome, if you wish, to be supported at the meeting by a companion who is a recognised trade union representative or work colleague, not acting in a legal capacity. I would urge you to contact them as soon as possible to make the necessary arrangements. I would also be grateful if you could please confirm to me who will be supporting you at the meeting. 

I would be grateful if you would contact me, on receipt of this letter, to confirm your attendance at this meeting by <insert date>. If you have any concerns or queries regarding the content of this letter then please do not hesitate to contact me on <insert number>.

I look forward to hearing from you as soon as possible.

Yours sincerely,
Manager’s Name 

Title 
Cc:
People Services Representative
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Please visit www.uhdb.nhs.uk for the latest advice on attending our hospitals during COVID-19.





