[Company Logo]   [Company Name]
WARNING LETTER – HABITUAL ABSENCE
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Written Warning – Repeated Unapproved Absence
Dear [Employee Name],
This refers to our notice no. [Reference Number] dated [DD/MM/YYYY] regarding your absence from work, and your written reply dated [DD/MM/YYYY].
We have carefully considered your reply, in which you stated [brief summary of explanation]. While we appreciate your explanation, our records show that unapproved absences have continued after the notice, as summarised below (approved and certified leave has been excluded):
	Period
	Unapproved Absence Days
	Pattern Observed

	[Month 1]
	[No.]
	[e.g. Mondays]

	[Month 2]
	[No.]
	[e.g. after holidays]

	[Month 3]
	[No.]
	[Details]



Your attendance falls short of the standard required under Clause [No.] of the Attendance Policy. This letter is therefore issued as a formal written warning and will be kept on your personnel file.
For the next [90] days from the date of this letter, you are expected to:
1. Apply for planned leave in advance through [HRMS/leave form].
2. Inform your reporting manager before [HH:MM] on any day of unplanned absence.
3. Submit a medical certificate for sick leave beyond [No.] days, as per policy.
If there is a health or personal matter we should know about, please speak to [HR Name] in confidence; we are willing to discuss support options. A review meeting will be held on [Date]. If the required improvement is not seen, further action may be considered under the company's disciplinary procedure, after giving you an opportunity to be heard.
You may submit any comments on this letter in writing within [No.] days; they will be placed on file with it.

	______________________________
For [Company Name]
[HR Name]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
