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 MACROBUTTON NoMacro [Your address here] 
 MACROBUTTON  AcceptAllChangesInDoc [name/address of manager] 
 MACROBUTTON NoMacro [Click here to insert date]
Dear  MACROBUTTON  AcceptAllChangesInDoc [manager as identified in institutional policy or more senior manager if a collective letter] 
Concerns re bullying and harassment
I am writing to register the following concerns which I believe are potential breaches of  MACROBUTTON NoMacro [the institution’s] dignity at work policy (or other name for the bullying and harassment policy):
List a summary of concerns either of the individual or a collective concern
Summarise some of the evidence (specific incidents or a survey).
I believe the concerns identified may be in breach of the  MACROBUTTON NoMacro [the institution’s] dignity at work policy. I believe the behaviour complained of may also constitute a hazard which ought to be risk assessed under the Management of Health and Safety at Work Regulations 1999 and its Code of Practice which requires an employer to identify a hazard which has the potential to cause harm or injury and assess the likelihood of such harm or injury arising from that hazard. 
I believe that the actions of  MACROBUTTON NoMacro [individual manager or senior management if this is a wider problem] may constitute such a hazard and that the risks they may pose should be controlled.
I would appreciate confirmation that you will arrange a meeting in accordance with our dignity at work procedure and that that meeting will consider my concerns and supporting evidence, and the health and safety aspects of our concerns. I would also appreciate if you could provide me with the monitoring information for the last five years (or for the period conducted) on bullying and harassment incidents within the institution broken down by department and by gender, ethnic origin, sexual orientation and disability of the complainant.
Yours sincerely

 MACROBUTTON NoMacro [Click here and type name] 

 MACROBUTTON 
cc
Branch/LA H&S rep, secretary or president or regional office as appropriate































