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PRIVATE AND CONFIDENTIAL

	Date
	[Insert Date]

	To
	[Employee Full Name]

	Job Title
	[Job Title]

	Department
	[Department]

	From
	[Manager Name and Job Title]

	Re
	Suspension from Duty on Full Pay


Dear [Employee First Name],
▪ Suspension from Duty on Full Pay
I am writing to confirm that you are suspended from duty on full pay with immediate effect from [Date and Time].
This decision has been taken in response to a serious allegation that has come to the organisation's attention and which requires investigation. The allegation(s) relate to:
[Set out the allegation(s) clearly but briefly. Sufficient detail to explain why suspension is necessary — but do not pre-judge or disclose the full investigation detail at this stage.]
You are not required to attend the workplace during the period of suspension, except as specifically requested by HR in connection with the investigation.
▪ Nature of Suspension
Suspension is a neutral, precautionary measure. It does not imply guilt, constitute a disciplinary sanction or pre-determine the outcome of any investigation or subsequent process. You will continue to receive your full salary and contractual benefits throughout the period of suspension.
Your suspension is precautionary in nature and has been taken for one or more of the following reasons:
-  To allow the investigation to proceed without risk of interference with witnesses or evidence
-  To protect the integrity of the investigation process
-  To protect the interests of the organisation, any complainant, or other individuals involved
-  To remove you from an environment in which, following the allegation, your continuing presence may
create disruption or further risk
▪ What Suspension Means for You
During the period of your suspension, you are required to:
-  Not attend any workplace or office premises of the organisation, unless specifically invited to do so by HR
-  Not contact any colleagues, witnesses or other individuals connected with the matter under investigation, unless expressly authorised to do so by HR or where unavoidable for personal reasons unrelated to the investigation.
-  Not access the organisation's IT systems, email accounts or data remotely
-  Not discuss the matter under investigation with colleagues, clients or any external party
-  Remain available and contactable during your normal working hours throughout the suspension period
-  Attend any meetings or interviews arranged by HR or the investigating manager, which you will be given reasonable advance notice of
-  You may be asked to return company property (access cards, laptop, keys, mobile phone) to HR by [Date / specify arrangements]
You remain an employee throughout the period of suspension and your contractual obligations — including your duty of confidentiality - continue in full. This includes refraining from discussing the matter on social media or through messaging platforms.
▪ Pay and Benefits During Suspension
You will continue to receive your normal salary and contractual benefits during the period of suspension. Your suspension will be reviewed regularly to ensure it remains necessary and proportionate.
▪ The Investigation Process
The matter will be investigated promptly by [Investigating Manager Name and Job Title], who has had no prior involvement in the matter. You will be invited to attend an investigatory meeting as part of this process, at which you will have the opportunity to respond to the allegation(s) and provide your account of events. You will be given appropriate advance notice of this meeting. The organisation expects all parties involved to act professionally and without retaliation during the investigation process.
▪ Accompaniment
The organisation will normally permit you to be accompanied at any formal meeting connected with this matter by a work colleague or trade union representative of your choice. Please advise HR if you wish to exercise this right so that appropriate arrangements can be made.
▪ Your Contact During Suspension
Your primary point of contact during the suspension period is [HR Contact Name and Details]. Please direct all queries to HR in the first instance. If you have any personal concerns about your wellbeing during this period, please do not hesitate to contact HR or to access the Employee Assistance Programme.
We recognise that being suspended is an unsettling experience. We are committed to progressing this matter as quickly and fairly as possible and to keeping you informed at each stage. If you have any immediate concerns, please contact [HR Contact] directly.

Yours sincerely,
	Signature
	

	
Print Name
	

	
Job Title
	

	
Date
	


▪ Employee Acknowledgement of Receipt
I confirm that I have received this letter and that the matters it contains have been explained to me verbally.
	Employee Signature
	

	
Print Name
	

	
Date
	



cc: Personnel File  |  HR  |  Investigating Manager
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