Letter – Suspension from work
[Date]
[Employee’s name]
[Employee’s address]
Dear [name]
Suspension on full pay 

I write to confirm that you have been suspended from work on full pay on [date] in accordance with the disciplinary procedure, pending the outcome of an investigation into *[describe allegations]. Your suspension is precautionary and does not amount to disciplinary action. 
A thorough investigation will be carried out during the period of your suspension and once this is completed, I will be in touch to advise you of the next stage in the procedure if further action is necessary.

During your suspension, please do not enter the premises (unless required to do so by the company) or discuss the investigation with your colleagues. 
Your period of suspension will be reviewed on [INSERT DATE]. You will be advised in writing on or around that date if your period of suspension will be extended. 

In the meantime, if you require further information, please do not hesitate to contact me on [telephone no].

Yours sincerely

[name]
[job title]
*insert details
