[XX/XX/XXXX]
Dear [Manager's name]
Concerns regarding [name your concerns]
I write to draw your attention to concerns which have been raised within my

 [team, home, area] regarding [name the issue].

The issues were first raised with me by [name] at our last supervision session on

 [date]. I then met [name] again 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 [name]. 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 Local Authority and I have to service users and to the staff I

 manage. In particular I would draw your attention to:

1. [List your concerns]
In respect of these issues I am aware that we are required to respond positively to

 the concerns raised in accordance with our responsibilities as an employer to comply

 with the GSCC Code of Practice for Employers of Social Care Workers, in particular Para

 2.3. which requires the Local Authority to have “systems in place to report inadequate resources or operational difficulties which

 might impede the delivery of safe care and working with (social care workers) and

 relevant authorities to address these issues.”

The members of staff in the [team, home, area], whilst appreciative of the fact that

 I have met with him/her/them and listened to their concerns, has/have made it plain

 that he/she/they intend to pursue these matters until the risks he/she/they believe

 have been identified are addressed.

I should add that I believe I may personally be at risk of being in breach of my

 own Code of Practice (Para 3.4.) if I do not respond fully to these concerns since the

 Code 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.”

I would appreciate our discussing this correspondence at our next supervision

meeting (or earlier if that is not imminent) so that we may tackle these matters now

rather than await a potential grievance and a continuing potential risk.

Yours sincerely

