Note: The following letter is only a sample.

Please contact your Staff HR analyst for assistance in customizing the letter for each action.

C7. Sample Notice of Investigatory Leave -- PSS

Date

Employee Name

Employee Home Address

Re:  Investigatory Leave

Dear Employee:

This is to advise you that you have been placed on an investigatory leave of absence with pay for the period of [date] through [date], to allow us time to investigate an allegation of [identify alleged misconduct].  I will stay in touch with you by phone, and I expect you to cooperate fully during the investigation.

Sincerely,

Name

Unit Supervisor

cc:
Labor Relations


Staff Human Resources Analyst


Unit Head
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