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Corporate Activities
Wallace Chambers
16 John Dickie Street
Kilmarnock
KA1 1HW

XX/XX
	

DATE	


Private & Confidential

NAME
ADDRESS


Dear INSERT NAME

UNAUTHORISED ABSENCE

In accordance with the Trust’s Supporting Attendance at Work Policy and further to your recent unauthorised absence on DATE, I write to confirm that sickness payment for this absence will be withheld.

If a satisfactory explanation is provided to your line manager after investigation of the circumstances surrounding the absence, payment will be re-instated. However, if after this, the absence remains unauthorised then pay will not be re-instated and the matter will be dealt with under the Trust’s Disciplinary Policy and Procedures. This will not prevent the absence itself being dealt with under the provisions of the Supporting Attendance at Work Policy.

Please contact me on the above number if you wish to discuss this matter further.

Yours sincerely




INSERT NAME
INSERT DESIGNATION
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