SPECIAL LEAVE FOR INVESTIGATIVE PURPOSES TEMPLATE LETTER
(Note to agency, remove these two lines and any bold font prompts when issuing to employee)
 DATE
NAME OF EMPLOYEE
EMPLOYEE’S ADDRESS
CITY, STATE ZIP

Dear  ______________,:
In accordance with 902 KAR 8:120, Section 16 “Special Leave for Investigative Purposes” and as appointing authority of the _________________Health Department, I am placing you on administrative leave with pay not to exceed thirty (30) working days. Effective immediately upon issuance of this letter dated ___________.   You are to immediately turn in all keys and any health department property including your employee identification badge pending the outcome of the investigation.  
While you are on administrative leave for investigative purposes, we will be conducting an investigation into the following allegations:  [INSERT HERE THE REASON(S) THE EMPLOYEE IS BEING INVESTIGATED] 

During the leave for investigative purposes, you are not permitted to discuss the pending investigation nor make contact with employees of the local health department at the office or their homes. Do not discuss the pending action within the community outside of legal counsel.  You are not allowed on health department property during your time of investigative leave.
Upon completion of the investigation, you will receive a letter informing you that the investigation is complete and what action, if any, will be taken.  
Sincerely,
