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Name
Address

Dear Ms/Mr/Mrs Surname:

Colorado Workforce Centers endeavor to deliver quality services to our job seekers and employers and to keep the environment in our offices safe, friendly, and professional. We hold ourselves to high standards of ethical conduct in an effort to ensure our visiting customers feel welcome. We, therefore, also must require that our customers never engage in any inappropriate behavior e.g. threatening or disruptive speech/ acts.
 
On [date] at approximately [time] on the premises of [name of Workforce Center], Workforce Center employee(s) (or by other designation for personnel) reported that you engaged in inappropriate behavior. [Description of what occurred]. 

It is our policy to promote a safe and secure environment within the Workforce Center. Any inappropriate behavior on the part of employees, contract workers, volunteers, partners, visitors, job seekers and employers which jeopardizes the safety and/or security of this environment will result in swift corrective action.  

Effective this date, you are hereby restricted from utilizing computers in the Resource Center at the [name of Workforce Center].  [Specify all other restricted access to equipment or employees (or other designated personnel)] or You cannot contact [specify any/all such staff members and their work units/job functions/titles]. 

This decision to restrict your access to [specify equipment and/or personnel] remains in force for [insert period of time OR indefinitely].  Should you fail to comply, we can prohibit your access to all services at [Workforce Center] and limit you to services available remotely or online through Connecting Colorado.  

This decision/all decisions as stated in this letter is/are final.

Sincerely,


[Workforce Center Director]
