SAMPLE – Notice of Investigatory Leave

Go to: http://apps.adcom.uci.edu/expresso/econtent/Content.do?resource=13
to find the name of your Department contact in Human Resources.


Date 

Name

Title 

RE: Notice of Investigatory Leave 

In accordance with Article __________ of the Agreement between the University of California and __________, you are being placed on investigatory leave effective _______________ through _______________for (state reasons). 

While on investigatory leave, you may not enter the work site, including (specify locations) for any purpose, unless you have made prior arrangements with me. You may not interact with any department employees nor access any University or department resources, including, but not limited to computer resources. You may not destroy or in any way alter files or materials, including computer files. 

You are required to return your (select appropriate items) keys and access cards for building, office, vehicle, laboratories; service and/or administrative gate pass; employee identification card, files, computer disks and/or software, books, library photocopy cards, voice mail codes, system passwords, PAL card, corporate credit card, University calling card, safety goggles/apparel purchased by the University, to me immediately. 

(If applicable) You are required to return all University property provided for your work use at home including but not limited to: computer, modem, fax, printer, and typewriter. (Optional) _______________will accompany you to your home to retrieve this property. 

Investigatory leave will be with pay until you are notified otherwise.

During the investigation, you will be contacted to attend meetings and to discuss the findings. Therefore, I expect you to remain available by phone and to attend meetings when notified. (For represented employees) You have the right to representation at these meetings. 

If you have any questions, please contact me at __________. 

Department Head/designee 

c:
Human Resources 




Union Representative

Attachment: Proof of Service dated_______________  
PROOF OF SERVICE

I declare that my work address is University of California, Irvine, _________________ Department, located at ________________ Irvine, California, 92697.

On March 2, 2011 I personally served the attached letter to:

Employee Name

Title

Department

and I served the attached letter by placing a true copy enclosed in a sealed envelope with postage fully prepaid in the United States mail, addressed as follows:

Union Representative

Union

Address

I declare under penalty of perjury that the foregoing is true and correct and this declaration was executed on:  March 2, 2011 at Irvine, California.


[Signature above/Type/Print name here]

(Notice of Investigatory Leave) 
[Note: All enclosures, including this Proof of Service must be given to Employee, sent to Union and to the Human Resources Department]  
