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	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 letters dated *INSERT-DATE-LETTER1* and *INSERT-DATE-LETTER2* where I asked you to contact me in relation to your unauthorised unpaid absence from work.   

In my letter dated *INSERT-DATE_LETTER2* I advised that if you failed to contact me, an investigation may be carried out under the Disciplinary Policy.  

I have still not received any communication from you in respect of your absence from work.  A Designated Officer will now be appointed in line with the Highland Council’s Disciplinary Policy and will be in touch with you shortly.

You are still advised to contact me as soon as possible on *INSERT-CONTACT-DETAILS* to inform me of the reasons for your absence.  

Yours Sincerely
«NAME»
«JOB TITLE»

