Notification procedure not adhered to letter 


PRIVATE AND CONFIDENTIAL
Dear 

I am writing in relation to your current period of sickness absence and note that you have not provided a self certificate or fit note from your GP to cover this absence as is required in accordance with the Highland Council’s Attendance Management Procedure.
Furthermore, you have not contacted me to discuss this and my attempts to contact you have so far been unsuccessful. 
(Take out as appropriate) Please note that continued failure to adhere to the Council’s certification requirements and continued absence without appropriate certification will be considered unauthorised absence and may be dealt with under the Highland Council’s Disciplinary Procedure. 

I have enclosed information as to your responsibilities when reporting absent from work and hope that you will adhere to Highland Council procedures in future.
Please contact me on T. «TEL NO» on receipt of this letter so we can discuss this further.
Yours sincerely
«NAME»
«JOB TITLE»
Attendance Guidance: This model letter should be used by the manager to confirm the notification procedure is not being followed 











