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[SUGGESTED DELIVERY:  HAND DELIVERY IN MEETING OR US MAIL  CONFIRMATION RECEIPT REQUESTED]

[date], 2011

RE:  Administrative Leave

[name]
[home address]
[city, state, zip]

Dear [name]:
As of [day and date], you are being placed on administrative leave from your position as classification] with [department]. During your administrative leave, you are not to enter [describe building, location/work unit, or, if campus-wide, work with central HR to develop limitations], or have any contact with [list specific employees, or describe location/work unit]. 

Please note that this is not a disciplinary measure. You will remain in paid status, and your benefits and accruals will not be affected at this time. We are initiating an investigation of misconduct, however, and based on the outcome of that investigation, disciplinary measures may be imposed at some future date and may be applied retroactively to this paid administrative leave. 

During this administrative leave you should not report to work, nor perform work duties, including accessing your University emails or other remote-desktop computer activities.  In addition, you should not contact other University employees regarding your leave or the circumstances of this investigation.

Because you remain in paid status, all of the normal rules governing attendance and the reporting of absences continue to apply. We may need to contact you with questions or direct you to return to the workplace, and you must therefore remain available during your regularly scheduled work shift. If you intend to utilize accrued sick leave during your administrative leave, you must provide a medical certificate or other appropriate verification upon your return. If you are unavailable without notice and authorization, you may be regarded as absent without leave, and may be subject to progressive discipline, up to and including termination of your employment. If you are unavailable for three (3) consecutive work days without proper notification and authorization thereof, you may be deemed to have resigned your position.

As a reminder, you do have the ability to access the University’s Employee Assistance Program resources during your leave time.  You can contact the EAP Office at 319-335-2085 to schedule an appointment.

[Please sign and immediately return one copy of this letter in the self-addressed, stamped envelope to the department at the address listed above.]

If you have any questions about this information you can contact me at [phone number].

Sincerely,


[name]
[title]
By my signature below, I hereby acknowledge that I have received a copy of this notice.
	
	
	

	[Employee Name]
	
	Date



cc: Personnel File
[name], HR Representative
[name], Senior HR Representative
Employee and Labor Relations

[Enclosure:  Self-addressed, stamped envelope and duplicate copy of this letter]
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