APPENDIX L

ADMINISTRATIVE LEAVE LETTER TEMPLATE

[DATE] By hand delivery

[Employee Name]
[Address City]

Dear [NAME],

Effective immediately you are placed on paid administrative leave of absence, pending the outcome of a personnel
investigation. The reason you are being placed on paid leave is [REASONS — must be specific enough to inform the
employee of why he/she is off.]

You will remain on paid administrative leave until you are notified otherwise by me. You have the right to union
representation at any investigatory meeting. You will need to remain available to be contacted or to meet during your
regularly scheduled working hours, either virtually or in person at the discretion of the District.
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