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Purpose: To provide time for Pine Haven to thoroughly review circumstances and 
actions of an employee in serious situations without the employee continuing to work 
until the review is complete. 
 
An employee may be placed on an investigatory leave, with or without notice, to permit 
Pine Haven to review or investigate actions including, but not limited to dishonesty, theft 
or misappropriation of funds and/or property, violence on the job, gross safety 
negligence or acts endangering others, insubordination, or any other conduct which 
warrants removing the employee from the work site.  The leave shall be confirmed in 
writing, stating the reason and the expected duration of the leave.  Upon conclusion of 
the investigation, the employee shall be informed in writing of the actual dates and pay 
status of the leave. 
 
Procedures  
A Manager/Director, in consultation with the Director of Human Resources, may place 
an employee on investigatory leave without prior notice for periods not to exceed 10 
business days in order to review or investigate actions in breach of the above-stated 
guidelines.  Exceptions of the time limit may be approved by the Director of Human 
Resources if there are extenuating circumstances.  
 
The Manager/Director should 1) tell the employee that he or she is being placed on 
investigatory leave and that an investigation will occur; 2) inform the employee of the 
reasons for the leave; 3) request the return of company property (keys, electronic 
equipment, files, records, etc.); and 4) escort the employee from the facility.  A Human 
Resources staff member should be present for this meeting.  
 
The leave must be confirmed in writing to the employee no later than three business 
days from when the leave commenced.  A copy of the letter should be placed in the 
employee’s Human Resources file.  At the conclusion of the investigation and pending 
the outcome of the investigation, a decision will be made whether to retain this letter in 
the file or to remove it.  The notice must: 1) explain the reasons for the investigatory 
leave; 2) state the expected dates of the leave (the leave may be extended, if 
necessary.); and 3) direct the employee to remain available to participate in 
investigative interviewing. 
 
The Manager/Director, in consultation with Human Resources, will conduct or will 
appoint a person to conduct a prompt and thorough investigation of the allegations or 
charges.  Based upon the outcome of the investigation, the employee may either return 
to his/her position or the individual’s employment will be terminated.  If the employee 
returns to his or her position, the individual may still face corrective action.  If corrective 



 

EMPLOYEE HANDBOOK 

action is taken, the investigatory leave will be converted to a suspension without pay.  If 
corrective action is not taken, the employee would receive pay for the time away from 
work.  The employee will receive written confirmation of the decision within three 
business days of the decision being made. 
 


