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Department of Juvenile Justice
Avery D. Niles / Commissioner
3408 Covington Highway, Decatur, Georgia 30032
404-508-6500
FAX: 404-508-7340


MEMORANDUM

TO:

Employee's Name
FROM: 
Facility/Office Director's Name
DATE:
Date
SUBJECT:
Suspension with Pay
It has been determined that it is in the best interest of the Name of Facility/Office and the Department of Juvenile Justice that you are suspended with pay due to a pending investigation.  Your suspension with pay will be effective immediately.  This period of suspension with pay will be kept to a minimum, but will last until the appropriate action is determined, based on the outcome of the investigation.  Suspension with pay is not an adverse action.
During this period of suspension with pay:
1.
You are not to return to the Name of Facility/Office or any other Department of Juvenile Justice work site (facility/office/program) unless you are approved or requested to do so by Name of Facility/Office Director.  In addition, you will not have any contact with any youth under the supervision of the Department of Juvenile Justice. 
2.
You must remain available during regularly scheduled working hours, Monday through Friday, Time a.m. to Time p.m.  You are directed to leave a telephone number where you can be reached during these hours and must be prepared to return to the Name of Facility/Office within one hour of receiving notice.  In addition, you must contact Facility/Office Contact Person by telephone each day that you are on suspension between the hours of 8:00 AM and 9:00 AM.  Secondary employment is not authorized during your regularly scheduled work hours.
3.
In the event of illness or an emergency, you may request use of annual leave or sick leave by contacting your supervisor or the other designees, above, for approval.  If sick or annual leave is not requested and approved, and we are unable to contact you at the telephone number you provided for call back, you will be placed on unauthorized leave without pay and will be subject to disciplinary action.
4.
You are to turn in all of your keys or other items belonging to the Department of Juvenile Justice.
5.
You are not to communicate with any Department of Juvenile Justice employee without first receiving my approval, unless you are communicating with the Office of Investigations, the Office of Legal Services or the Office of Human Resources.

6.
If you do not have direct deposit, your paycheck will be mailed to you at your home address or you may contact your supervisor or local human resources representative to arrange to pick up your paycheck.
Your failure to follow these directives may result in disciplinary action, up to and including dismissal from employment.  Please let me know if you have any questions regarding this matter.
cc:
     , Deputy Commissioner


 

     , Regional Administrator



     , District Director 



     , Director of Legal Services


     , Director of Human Resources



     , Assistant Director of Human Resources

     , Local Human Resources Representative

     , Central Office Human Resources Technician Personnel Record
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