



[Date]
[Employee First Name] [Employee Surname]
[Employee Address]

Stand down of your employment with [Company Name]
Dear [Employee First Name],
 
[Company Name] has been made aware of allegations against you. Specifically, it is alleged that you have: 
· [Allegation Details]
[Company Name] has not made any assumptions about the accuracy of the allegations.
This letter is to inform you that you have been directed not to attend work pending an investigation into the allegations. You will be paid your usual remuneration during this period and are required to remain away from work until further notice.
You are required to cooperate with those conducting the investigation, including attendance at any investigation meetings, and to provide any information that may assist with the investigation.
You must keep the investigation, and any information provided by you during the course of the investigation, confidential. Failure to comply with this direction may result in disciplinary action against you.
At the completion of the investigation you will be informed of the findings and be given an opportunity to respond to those findings.
If the allegations are founded, [Company Name] may take disciplinary action against you. Such disciplinary action may include the termination of your employment.

Please contact [Insert Position (e.g. CEO/Director/Owner)] if you wish to discuss any detail relating the contents of this letter.
 
[Salutations for goodbye],
[Company Name] 
[Letter Signatory Name]
[Letter Signatory Position]
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AN EDITABLE HUMAN RESOURCE LETTER TEMPLATE

ADVISING STAND DOWN DURING
INVESTIGATION LETTER

An overview

This Advising Stand Down During Investigation Letter Template this letter highlights that disciplinary
action, including termination of employment, may follow if the allegations against the employee are
determined to be well-founded. The letter also indicates that the employee will continue to be paid their
ordinary remuneration during the period of stand down.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





