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AWOL first contact letter
[Insert name]
[Address line 1]
[Address line 2]
[Address line 3]
[Address line 4]
[Postcode]
[Date]
Dear [name]
Absence from work
I am writing about your current absence from work. I am concerned because I have left you several messages and I have not heard from you.
You must contact me urgently on [telephone number]. We need to discuss your current situation and any concerns you have about returning to work.
I look forward to hearing from you.
Yours sincerely,

[Name]
[Role title]
[Company]
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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