Sample letters
Letter from an individual or group of staff to their manager, raising concerns about staffing levels

Date
Dear (Manager)
Staffing levels in (service, department, health centre)
This letter seeks to draw your attention to concerns relating to the impact of the current/proposed level of staffing in our (service, department, centre).

The concerns arise from the following facts, which have been carefully recorded:

1.

2.

(List the key issues in a factual manner, possibly referring to additional evidence in an appendix. Where possible give dates, statistics, references, including from your Code of

Professional Conduct, organisation policies, national policies or standards)
As a result of this staffing situation, this letter is to formally record the following concerns about the impact on the standard/range of services which can be provided, and upon our own ability to maintain reliable records and work safely. We also have concerns about the potential (actual) impact of this situation upon the personal health of the staff affected. These concerns are specifically:

1.

2.
(List your concerns and remember to draw attention to any relevant sections of your Code of Professional Conduct/organisation policy. Be clear about what impact the situation is having on staff and patients/service users)

I/we would appreciate an early meeting to consider how this situation can be addressed in a manner that enables us to work safely. I would appreciate a written response to this letter, preferably in advance of that meeting.

Yours sincerely
Letter from an individual or group of staff to their manager, raising concerns about quality of care

Date
Dear (Manager)
Quality of care in (service, department, health centre)
This letter seeks to draw your attention to concerns relating to the impact of (specify problem here, e.g. lack of resources, unsafe practices, unreasonable workload) in our (service, department ,centre).
The concerns arise from the following facts, which have been carefully recorded:

1.

2.

(List the key issues in a factual manner, possibly referring to additional evidence in an appendix. Where possible give dates, statistics, references, including from your Code of

Professional Conduct, organisation policies, national policies or standards)
As a result of this situation, this letter is to formally record the following concerns about the impact on the standard/range of services which can be provided, and upon our own ability to maintain reliable records and work safely. We also have concerns about the potential (actual) impact of this situation upon the personal health of the staff affected. These concerns are specifically:

1.

2.
(List your concerns and remember to draw attention to any relevant sections of your Code of Professional Conduct/organisation policy. Be clear about what impact the situation is having on staff and patients/service users)

I/we would appreciate an early meeting to consider how this situation can be addressed in a manner that enables us to work safely. I would appreciate a written response to this letter, preferably in advance of that meeting.

Yours sincerely
Letter from a supportive manager to a more senior manager, drawing attention to concerns raised

Date

Dear

Concerns regarding (name them)
I write to draw your attention to concerns which have been raised within my department/unit/locality/ward regarding (name the issue).
The issues were first raised with me by (name) on (date). I them met with (names) on (date) to clarify precisely what the concerns were and to see how best they could be addressed.

I attach my note of that meeting and the original letter from staff/UNISON. I also attach my initial response, which seeks to address some of the concerns but also promises to respond further on the outstanding issues.

I am concerned that the outstanding matters raise issues, which impinge on the duty of care which the organisation and I have to staff/patients/service users. In particular I would draw your attention to:

1.

2.

(Summarise issues of concern)
Each of these raises issues relating both to departmental policies which we may be close to breaching, and to the Code of Professional Conduct for (name occupation), in particular Clause (number) which states (include extract from the Code).
Whilst the staff in the department/unit/ward/locality are appreciative of the fact that I have met with them and listened to their concerns, they have made it plain that they intend to pursue these matters until the risks they identify are removed. Moreover as a registered professional (state profession), I believe I may personally be at risk of being in breach of my own Code of Professional Conduct.
I would appreciate an early meeting with you to discuss these matters in order that we may tackle these matters together now rather than await a potential grievance and a continuing risk.
Yours sincerely
Enc (attached documents)
Letter from a trade union rep to an employer, seeking information regarding safe practice

Dear

Employer/workplace agreement and other documents regarding safe practice

I write (as UNISON branch secretary, steward) to ask for copies of the following, which will assist me in advising our members regarding safe practice within the organisation:

1. A copy of the organisation’s strategy on implementing quality standards/clinical governance, together with the most recent report produced which summarises the progress made and outstanding concerns

2. A copy of the organisation’s Freedom of Speech (or whistleblowing) procedure

3. A copy of the most recent workforce census/staff survey results for the organization.  In particular I am interested in those survey results which focus on the issue of safe practice.  I would like to know whether the data gives any cause for concern, and if so, whether any action has been taken to address them
I look forward to your reply

Yours sincerely

