Letter AMI 

Dear 

Unauthorised absence

I refer to our discussion upon your return to duty concerning your unauthorised absence from work from ………………….to ……………………inclusive. 

I confirm that after having considered your reason(s) for not attending during the period stated above and your explanation for failing to notify your absence I am prepared on this occasion only to grant you appropriate leave/sickness leave in retrospect. Arrangements will be made for your pay to be adjusted accordingly. 

I must remind you that if at any time you are unable to attend work you must report your absence immediately in accordance with the department's procedure for reporting absence (copy attached). 

For your information I set out below the telephone number(s) and name(s) you may use to report any future absences. 

A copy of this letter has been sent to the Personnel Section for your pay to be adjusted as well as for recording purposes, should in the future any further unauthorised absences occur.

Yours sincerely 

(Line Manager) 

cc Departmental Personnel Officer 

Letter AM2 

Recorded Delivery

Dear 

Unauthorised absence

I refer to our discussion upon your return to duty concerning your unauthorised absence from work from to inclusive. 

I confirm that after having considered your reason(s) for not attending during the period stated above and your explanation for failing to notify this department I am not prepared to grant you appropriate leave/sickness leave in retrospect. Therefore no payment will be made for the period of absence. I must warn you that should any further unauthorised absence occur consideration will be given to treating the matter in accordance with the Council's Disciplinary Procedure

For your information I attach a copy of the department's procedure for reporting absence and set out below the telephone number(s) and name(s) you may use to report any future absences. 

A copy of this letter has been sent to the Personnel Section to confirm the non-payment of wages as well as for recording purposes should in the future any further unauthorised absences occur. 

Yours sincerely 

(Line Manager) 

c.c. Departmental Personnel Officer 

Letter AM3 

Recorded delivery

Dear 

I understand you have not been to work since……….. and that you have not informed either myself or any other member  of my staff of the reason for your absence. I would therefore request you to contact me immediately to discuss this matter. I would remind/inform you that you are required to make contact in accordance with the procedure for reporting absence which states notification is required on the first day of sickness. Given this period has lapsed please contact me immediately upon receipt of this letter. 

I am concerned, however, that there may be some problem which is stopping you from returning to work, and if this is the case the Personnel Section are able to provide you with support or advice. 

Yours sincerely (Line Manager)

c.c. Departmental Personnel Officer

Letter AM4 
Recorded Delivery 

Dear 
Further to my letter of …………I note that you have failed to contact me regarding your absence as requested. I would therefore ask you again to contact me or alternatively, if you prefer, the Personnel Section (Tel. No.
 ). 

You are being marked absent from duty and I must emphasise that absence from work is considered a serious matter and you are therefore urged to make contact immediately upon receipt of this letter. 

If I do not hear from you by and receive adequate explanation, I will have no alternative but to instigate disciplinary action in accordance with the agreed Disciplinary Procedure. 
Yours sincerely,

(Line Manager)

cc Departmental Personnel Manager

Letter AM5 

Recorded delivery 

Dear 

I am writing further to letters of ………………….., and the most recent letter of where you were asked to contact your supervisor/manager by 

to explain your unauthorised absence. 

As you have not responded to this letter and have offered no explanation for your absence, I have no alternative but to instigate disciplinary action against you in accordance with the Council's disciplinary procedure. 

You are therefore required to attend a disciplinary hearing on (date) (time) at (location). The allegation to be considered is that you have been absent from work without authorisation since.....................This allegation constitutes gross misconduct and if proven could result in your dismissal. 

The case will be heard by (name of hearing officer) and presented by (name of presenting manager) who will be presenting the following documentary evidence: 

Please let me have names of any witness/es whom you intend to call and copies of any correspondence you intend to present at the hearing, no later than (2 working days before the date of the hearing). 

You are entitled to be accompanied by a trade union or other representative. It is your responsibility to arrange your own representation. I must warn you that if you do not attend the hearing without good reason it will proceed in your absence. 

Yours sincerely, 

Director 
cc Departmental Personnel Manager 
Letter

 AM6 
Dear 
I am sorry to hear that you have been absent due to sickness since 
. ……………………
We have missed you at work and I hope that you are now on your way to recovery. 

If you anticipate that your absence will be extended perhaps you could contact me so that we can discuss your prospects for recovery and the likely future date of return to work. 

During the next weeks your absence will be monitored and if your absence continues I will write to you again inviting you to be medically examined by the medical occupational health physician. 

Please let me know if you would like me to arrange for you to visit the Personnel Section or for a home visit to be arranged for you. 

I look forward to hearing from you.


Yours sincerely 

(Line Manager) 
cc Departmental Personnel Officer 
Sample letter 

AM8 

Dear 
I refer to the informal interview between yourself and myself held on 

 at . 
The purpose of the interview was to discuss your absences over the past three months. 

At the interview I showed you your attendance record which confirmed that during the past three months you had taken xx days of uncertificated absences (yy occasion(s)); xx days of self-certificated absences (yy occasion(s)) and xx days of medically certificated absences (yy occasion(s)). 

I indicated to you that your attendance record, when compared with other employees, was extremely poor. It was accepted that the period of absence covered by a medical certificate was due to an accident at work, which clearly is unlikely to recur but, nevertheless, the short-term sickness rate was unnecessarily high. 

You offered no reason as to why your short-term sickness was high and stated that there were no underlying health problems affecting your attendance. 

It was finally agreed that there should be a significant reduction of short-term sickness and that your attendance will be monitored and reviewed during the next three months. 

This letter does not form part of the formal Disciplinary Procedure but may be produced in the event of formal action being taken at a later stage. 

Yours sincerely 

Departmental Personnel Officer 
Sample letter AM9 
Recorded delivery 
Dear 
Disciplinary hearing 
You are required to attend a disciplinary hearing on ……………………… 
The Hearing will be chaired by 


and will take place in at

 on that day. 
The hearing will be held to discuss your record of attendance for work and in particular your current period of unauthorised absence from duty since which is deemed to be gross misconduct and if proven will lead to your dismissal from the Council's service. 

It is noted that since your absence from duty on 

, (line manager) has written to you on

 and 

and has indicated the seriousness with which your absence from duty is considered and also stated the necessity for you to contact your line manager immediately to explain your position. To date you have failed to make contact to explain your position and I must advise you that if you fail to attend the disciplinary hearing on 


it will be conducted in your absence and a decision will be made based on the facts produced at the hearing. 

You have a right to representation, to call witnesses and to produce documentation at the hearing if you so wish. Please let me have copies of any documents and names of any witnesses no later than 

A copy of this letter has been sent to the Trade Union for information. 

Yours sincerely 

Departmental Personnel Officer 
c.c. Trade Union Convenor 

Sample letter AM10 
Letter from personnel section highlighting concern regarding absence or sickness level or prognosis 

Dear 

Further to your recent referral to the Council's OHP, I am writing to confirm that, on this occasion, the doctor has recommended that you be reviewed again in 

months time. 

In view of the fact that your absence from work has now continued for XX months, and that you have been examined by the doctor on XX occasions, I need to advise you that the department is currently giving consideration to your future continued employment with the Council, and will be contacting you further regarding this in the near future. 

I need to advise you at this stage, that the decision could result in termination of your contract. 

If you wish to discuss this further at this stage, please do not hesitate to contact me. 
Yours sincerely 

Personnel Manager 
Sample letter AM11 

Letter inviting meeting to discuss issue of capability 

Recorded delivery 

You are invited to attend a meeting, on 


at 
The purpose of the meeting will be to consider your long-term ability to discharge the terms of your contract of employment with the Council, taking into consideration your absence from work, as follows: 

The meeting will be conducted by (Chief Officer), and the facts of the case will be put forward by (line manager) who will be calling (witnesses) and I enclose copies of documentation which will be referred to. You are entitled if you so wish, to be accompanied by a friend or trade union representative. 

I should warn you that, if you are deemed to be incapable of fulfilling you contract of employment with the Council, then you may be dismissed from the Council's service on the grounds of capability. 

Please confirm that you will be attending the meeting by contacting me on the above number, and please let me have any documents and/or witness names which you may wish to put forward by/no later than (date) 

Yours sincerely 

Departmental Personnel Officer 
cc Head of Personnel & Development/nominee 
Line manager

Sample letter AM12 
Termination of service on grounds of capability 
Recorded delivery 
Confidential 

Dear 
I am writing to confirm the outcome of the meeting held on 
the purpose of which was to discuss your capability for work. 

Having considered the representations made to me by (line manager) and by yourself/representative, I am of the opinion that you are incapable of fulfilling the terms of your employment contract with the Council. 

It is my decision, therefore, that you should be dismissed from the Council's service on the grounds of incapability. 

You are entitled to weeks notice, and your last day of service with the Council will therefore be 

You do have the right to appeal against my decision and if you wish to exercise this right you should write to the Director of Personnel and Development, 4th Floor, Town Hall, Catford SE6 within 1 working days of receipt of this letter. 
Yours sincerely 

signed by Chief Officer/Senior nominated officer 
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