
Employer Checklist When Abandonment Of 
Employment Is Suspected 

 
 

1.​  Attempt Contact 
Immediately ​ Call the employee on their known phone numbers. 

​ Send an email requesting an update. 

​ If no response, send a formal letter to their last known 
address. 

 

2.​  
Allow a Reasonable 
Response Time ​ Give the employee a clear deadline (e.g., 7–14 days) 

to respond. 

​ State that failure to respond may result in termination. 

 

3.​  
Document Everything ​ Keep records of all calls, emails, letters, and any 

responses. 

​ Note dates, times, and methods of contact. 

 

4.​  
Check for Any 
Information You Already 
Have 

​ Review previous medical certificates or 
communications. 

​ Consider whether the employee indicated an ongoing 
health issue. 

 

5.​  
Consider Legal and 
Award Obligations ​ Check the relevant modern award or enterprise 

agreement for any requirements. 

​ Ensure compliance with the Fair Work Act and 
anti-discrimination laws. 

 

6.​  
Seek Advice Before 
Acting ​ If unsure, consult an HR professional or employment 

lawyer. 

​ Avoid making assumptions about the employee’s 
intent. 

 

7.​  
Issue Final Notice ​ If no response after reasonable attempts, send a final 

letter confirming that employment will be considered 
abandoned if no contact is made by a specified date. 

 
 

The HR Department When You Don't Have One! 
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