Template

This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Notice of Administrative Leave

[To]:

[Date]:

We have been made aware of concerns about your conduct in the workplace and compliance with our Organization policies.  Accordingly, you are being placed on paid administrative leave, effective immediately.  During this time, the Organization will conduct a thorough investigation of the circumstances surrounding the reported conduct.
You are to remain available by phone during the standard working hours of [time to time]. You are not to contact any employee of the organization, except the appropriate management representative, during this leave.  

If you have any questions or do not understand this notice, please contact ________________.
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