





_________, 200_
Dear _________________:
This letter serves to notify you that effectively immediately, you will be placed on suspension with pay pending investigation for alleged misconduct. Before leaving today, please turn in all keys as well as your College Identification Card and all other personally assigned equipment. 
Your placement in this employment status will continue for an initial period not to exceed forty-five (45) calendar days and will be governed by the following conditions: 

1. unless requested to do so by _________________, you are not to return to or visit any campus associated with ______________  Technical College; 

2. you must be available during normal business hours, Monday through Friday, ____ a.m. until ____ p.m. to be contacted concerning the status of the investigation or to meet with me or any other representative of the _______________ Technical College on this matter. 
3. by no later than the close of business today, you must provide ________________ with a telephone number and/or cell number where you can be reached during these hours. If a meeting date and time is established to discuss the investigation, you will be expected to be present;  

4. in the event of an illness or an emergency, you may request to use annual, personal, or sick leave by contacting _______________ at ______________; and,
Mr./Ms. __________________
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5. during this time period, all paycheck(s) will be mailed to you at the above referenced mailing address. 

Your failure to follow these directives may result in your movement to a non-pay status for the day(s) in question and the delivery of formal disciplinary action up to and including dismissal from employment. 







Sincerely,

CC:
Personnel File

