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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 am writing to you in relation to your current unauthorised absence from work as I have been unable to contact you by telephone and/or e-mail since *INSERT-DATE*. 

I have received no contact from you since *INSERT-DATE* and have received no reply to my telephone calls and/or e-mails. Therefore, I contacted your emergency contact who advised that *INSERT-DETAILS*. Or, Therefore, I attempted to contact your emergency contact but this was unsuccessful because *INSERT-DETAILS*. (delete one)
I ask that you please contact me immediately so I can ensure your safety and wellbeing. 

If you do not wish to contact me for any reason, please contact *INSERT-ALTERNATIVE-CONTACT* instead on *INSERT-CONTACT-PHONE/EMAIL*.

If you fail to make contact within 5 working days from the date of this letter, your pay will stop from the first date of unauthorised absence. 

Our Employee Assistance Programme (EAP) is a confidential counselling service that provides support to Highland Council employees and your family. I have enclosed an information sheet on how to access the programme. 

Please make contact as soon as possible and before *INSERT-DATE*.

Yours sincerely

«NAME»
«JOB TITLE»
Encl.: EAP Information Sheet

