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Re: Notice of suspension

Dear name
I write to inform you that there has been a formal complaint raised against you that the company is in the process of investigating.  It would not be appropriate for all parties to the complaint that you to continue to work while the investigation is in progress.  Therefore, you have been formally suspended from your position as position title at Organisation name on full pay.  
Your suspension commences effective immediately and continues until the investigation has concluded.  Depending on the outcome of the investigation, there may be no further action taken and you will be permitted to return to work as normal, or the company may need to commence disciplinary action, which may or may not impact your ability to return to work.  
Whilst on suspension, you are not permitted to attend the workplace, perform any work-related activities or make contact with any other employees of the company other than myself, or a delegate appointed on my behalf.  You must also keep all details of this process and the substance of the complaint strictly confidential, but you may seek legal advice if you choose to.  
You will however be required to participate in the investigation process by being contactable to provide your testimony in response to the complaint (verbally or in writing) and attend any meetings in person or remotely as required.  Your email account will be suspended and thus we will communicate with you by your personal phone, email, or postal letters. 
I wish to stress that in no way should it be taken that being suspended is an indication that you are/will be found liable for the allegations against you.  In the same vein, I stress that your suspension is not related to any form of workplace rights, entitlements, or conditions you are entitled to or may have exercised previously.  
Your wages will be paid to you as normal over the period of suspension.

If you have any further questions about this letter, please contact me.

Yours sincerely 

Name, 
Position, 
Contact details
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