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SANTA CRUZ, CALIFORNIA  95064
 

[Notice of Failure to Return from Leave of Absence]

[This letter template is to be used in consultation with Staff Human Resources.]

[Date]

[Employee Name]
[Home Address Street]
[Employee Title, Department]
Re:  Notice of Failure to Return from Leave of Absence
Dear [Employee Name]:

According to your Leave of Absence request, you were to return to work on [Date].  

On [Dates(s) of unapproved absences] you did not report to work or call in to report your absence.

Your failure to report to work, obtain approval for your absences, or produce verification for your absences since [Dates(s) of first unapproved absences] is unacceptable and your absences are unexcused.    

I want to inform you that an unexcused leave of absence for five or more consecutive workdays without notice may be considered as abandonment of and resignation from your University position.  Should you fail to return to work on or before [Date] or provide acceptable verification for your absence, I will issue a notice of intent to separate you from University employment under [Insert applicable contract provision or personnel policy].
Sincerely,

[Supervisor Name] 
[Supervisor Title, Department]

Enclosure:  Proof of Service

Cc:
Staff HR Partner


Department Manager
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