LETTER TO EMPLOYEE ON UNAUTHORISED ABSENCE FOLLOWING SICK LEAVE
Dear [NAME]
Unauthorised absence

Your last Doctor’s Sick Note expired on [DATE] and we were expecting you to return to work on [DATE].

However, you have not attended for work since the expiry of your latest Sick Note. We have tried telephoning but have been unable to make contact with you.
Absence from work, without good reason (for example being covered by a current Sick Note) is classed as unauthorised leave which may result in disciplinary action. In addition, you are not entitled to receive sick pay under your contract of employment without a valid Sick Note covering each period of absence.  

Please contact me as a matter of urgency so that we can discuss your unauthorised absence.
Yours sincerely

[NAME]
