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Employee: _______________________________________________________

Date: _________________________	Program: ________________________

Re:  Administrative Leave During an Investigation


A serious allegation was reported that named you as possibly being involved in inappropriate actions, boundaries, and/or contact with another Hilltop staff member, vendor, participant or residents under Hilltop’s care. These allegations are listed below.  A full investigation of these allegations will be conducted.

Summary of allegation(s): 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________

Due to the nature of the allegation(s), we are placing you on Administrative Leave. 
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To maintain the integrity of the investigation and the safety of all involved, we ask you to follow these guidelines: 

1. Refrain from coming on to any Hilltop campus, unless directed by your supervisor or investigating party;
2. Refrain from discussing the investigation with other Hilltop employees or program participants/residents;
3. Direct any questions you have to the investigating party or the appropriate Hilltop manager;
4. Be available during your previously and/or normally scheduled shifts to fully participate in the investigation. You may be asked to supply in writing your response to the allegations.


_________________________________	___________________________
Hilltop Manager/Phone Number			Investigating Party/Phone Number

Investigations will be conducted within 72 hours of your being placed on administrative leave. You will be paid for missed shifts that occur during the internal investigation with the expectation you will remain available and fully and honestly participate in the investigation process.

If the allegations are not substantiated, you will be asked to return to work. If the allegations are substantiated or if an external investigation is required, appropriate actions will be determined and taken. 

Cooperation with these guidelines is essential to ensure a fair and accurate resolution to this investigation.  If your actions do not follow the guidelines and/or impede the investigation, this may result in termination of employment with Hilltop.

The above information has been reviewed with me and I understand it is my responsibility to adhere to its content. 


______________________________________________	________________	
Employee Signature						Date


______________________________________________	________________
Supervisor Signature						Date


_____________________________________________	________________
Witness Signature							Date			


