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	Private & Confidential


	Please ask for:

Direct Dial: 

Our Ref:

Date: 
	


*Letter to be sent by Signed For First Class and to personal email address if known

*Amend as appropriate*

Dear

I write further to my letter dated *INSERT-DATE* where I requested you to make contact with *INSERT-ALTERNATIVE-CONTACT* or myself urgently.  It is important to note that contact has not been made, therefore I am giving you a further opportunity to get in touch.

Your absence from work is recorded as unauthorised absence and we are concerned about your wellbeing.  Due to our concerns, we contacted your emergency contact who advised that *INSERT-DETAILS*. OR, Due to our concerns I attempted to contact your emergency contact but this was unsuccessful because *INSERT-DETAILS*. (delete one)
We have now tried to contact you on several occasions; on *INSERT-DATE* when I called your mobile *INSERT-NUMBER* during the day and again on *INSERT-DATE* when I called your mobile/landline and also sent you an e-mail.  *INSERT ALL DETAILS OF ATTEMPTS TO MAKE CONTACT – EXACT DATES & TIMES*.

As advised in the letter sent to you on *INSERT-DATE-LETTER1* your pay has been stopped from *INSERT-FIRST-DATE-OF-ABSENCE* which is the date your period of unauthorised absence started. 

If you do not contact either *INSERT-ALTERNATIVE-CONTACT* or me within 5 working days from the date of this letter, an investigation will be carried out under the Highland Council Disciplinary Procedure. The allegations are gross misconduct and may result in your employment being terminated.  

I look forward to you making contact as soon as possible.  

Yours Sincerely
«NAME»
«JOB TITLE»

