[Printo insert Address]

<<Employee's Name>>
<<Address>>
<<Address>>
<<Postcode>>

<<Date>>

Dear <<Name>>,

As you know, you have been ak Insert Date>> because <<insert

reason for sickness absence>>.

Under the terms of the Compa
receive Company sick pay <<statg
service>>, Unfortunately, as you
you are not eligible for contractua
at the rate of <<state SSP weekly

bolicy, employees are entitled to
obationary period/after one year’'s
pd for <<state length of service>>
bver, entitled to Statutory Sick pay

If you have any queries in respect k pay, please contact me.

Yours sincerely,

<<Name>>
<<Title>>
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