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Hand Delivered by [Name]
[Date]
[Employee Name]
[Home Address]
Re:
Notice of Paid Administrative Leave

Dear [Employee Name]:

In accordance with the City and County of San Francisco, San Francisco Administrative Code Section A16.17, effective close of business [date], the Department is placing you on paid administrative leave from your [Class and Title] position pending an investigation regarding [identify issues: violation of City’s Harassment Free Workplace Policy, Workplace Violence Policy or broad statement, such as, allegations of misconduct].
You may be contacted and scheduled for an investigatory interview at a later date.  Should the Department determine that charges, if any, are warranted and action would be taken, you will be provided with notice of such charges and a meeting will be scheduled.  Employees are required to cooperate and answer truthfully in official investigations. You will be entitled to a representative of your choice at that meeting.

During the time that you are on paid administrative leave, you are ordered not to return to or enter any [Name of Department] property or grounds unless you seek prior authorization from [Name of Department Representative/HR Manager and Phone Number]. 
Additionally, you are requested to cease and desist from having any direct contact or communication with any [Name of Department] employee, client or vendor without authorization from [Name of Department Representative].  You should, of course, feel free to speak with your representative. You are reminded to abide by the City’s policies prohibiting retaliation against any individual who participates in an official investigation.  

You are to return your ID card, your garage remote control, all department keys, your department phone and pager and any other department property at this time prior to leaving the building.
Violations of any directions herein may result in disciplinary action up to and including termination of employment.
If you have any questions, please contact [Name and phone number of Department HR Manager].
Reviewed and Approved,



[Name of Department HR Representative]


[Departmental Personnel Officer]
Attachments of polices.
cc:
[Department HR Manager]

[Name of Union Representative and Name of Union]
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