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Date

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] at the [name of Workforce Center], you were observed engaging in seriously inappropriate behavior.  I am further advised that your conduct was so egregious that our employees and other personnel in the Workforce Center at the time feared for their safety/lives. [Detailed description of what occurred]. Such behavior cannot be tolerated and requires us to take swift action to prevent any reoccurrence. We have asked the agency responsible for Workforce Center operations in the state--The Colorado Department of Labor and Employment (CDLE)-- to review the facts and our findings.

The Colorado Department of Labor and Employment, after reviewing all the facts, has reached a decision with regard to providing you with future services at our Workforce Centers: Effective immediately, you are banned from entering any/all Workforce Center(s) in the State of Colorado.  This ban begins immediately and will remain in force for [insert period of time OR indefinitely].  Should you attempt to enter any Workforce Center in the state, we will contact the appropriate law enforcement unit in the area to secure your expulsion. 

You are encouraged to use our online services through Connecting Colorado, and assistance may be provided to you remotely, when possible -- and if requested. Should you need additional assistance with our online services, you may contact [Workforce Center] by email or writing a letter [provide email and physical addresses].

CDLE employees, which includes all Workforce Center employees, are not allowed to discuss CDLE’s decision to ban you from any/all state Workforce Centers.

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

Sincerely,


[Workforce Center Director]
