Dear

ALTERNATIVE TO SUSPENSION - Temporary change of location/working arrangements*(delete as appropriate)
I write to confirm that for the duration of the investigation into the allegation made against you, you will be required to 
· undertake work at [insert location]
· [insert any other alternative working arrangements].  
Reason

This temporary change of location/working arrangements*(delete as appropriate) has been put in place as an alternative to suspension and is without prejudice or assumption of guilt, pending investigation into the following allegation which has been made against you.

State allegation(s)
This decision was not taken lightly and was on the basis of the apparent nature and seriousness of the allegation.  If at any stage of the disciplinary procedure it is determined that you should return to your usual location, you will be informed immediately.

Investigatory process

The allegation will be investigated as quickly as possible although you will appreciate that in order for the investigation to be carried out fairly and thoroughly the Investigatory Officer may need to take the necessary time to obtain statements from witnesses and examine relevant documents as a means of attempting to establish the facts.

Your only contact in relation to disciplinary investigations should be with the Investigating Officer, so you must not discuss this with anyone other than the Investigating Officer.  In light of the allegations made against you I must reiterate the importance of maintaining the confidentiality of this process in accordance with the relevant Council policy.   
Yours sincerely

Cc  HR Adviser
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