[XX/XX/XXXX]
Dear [Manager's name]
The impact of my workload

I am writing, following our last supervision session, to draw your attention to concerns regarding the impact on both myself and service users of my current workloads I face. At that meeting I indicated that as preparation for our next meeting I would set out my concerns. I believe I may not be the only person in this situation within our team/home/area.

The letter is written in accordance with the General Social Care Council for Social Care Workers Code of Practice Para 3.4. which requires me to bring “to the attention of your employer or the appropriate authority resource or operational difficulties that might get in the way of the delivery of safe care” and in the knowledge that the Local Authority has its own responsibilities under the Employers Code of Practice Para 2.3.

The concerns arise from the following facts:

1. [List the important facts in respect of your own hours, stress/health, etc.]
2. [List the impact on the work you do or need to do to meet service needs in a safe manner, and on your ability to do the work that needs doing. Where possible give dates, statistics, references from local and national policies or standards and caseload and workload management data.]

"Impact"
As a result of these concerns, I am writing to formally record my concerns about the impact on the work I am responsible for, and upon my own ability to ensure I always comply with the Code of Practice and my duty of care. I do so in accordance with Para 6.1. of the Code of Practice which requires me to be able meet “relevant standards of practice and (work) in a lawful safe and effective way”.

As a result I would appreciate our discussing this in a comprehensive manner at our next supervision meeting to consider how this situation can be addressed in a manner that enables myself and those with whom I work most closely to work safely in everyone’s interest.

I would appreciate a written response to this letter as soon as possible after our supervision meeting.

Yours sincerely

