(Date)
Dear (Manager’s name), 

I am writing to you on behalf of the (site name) Occupational Health and Safety Committee.  We would like to communicate the following health and/or safety issue that involves your department.  Please note that you are required to respond to the Committee within thirty (30) days of receiving this letter explaining how you are addressing the issue raised.    

This issue was brought forward to the Committee through:

□  A routine workplace inspection

□  An incident report

□  A verbal/written complaint from an employee(s)

□  Other (please specify): 
Category of issue (check all that apply):

□  New risk/hazard identified 
□  Trending incidents
□  Equipment / Device problems
□  Facility problems
□  Other (please specify): 
Specific Issue (please provide as much detail as possible):
The Committee recommends the following actions to address this health and safety issue:

□  Hazard awareness (information sharing) required for employees

□  Additional training / education for employees

□  Development of a safe work procedure

□  Equipment / device purchase or maintenance

□  Facility work order 

□  Other (please specify):

Additional information on recommendations:

Please respond to the Committee by (date).
Sincerely, 

(Name)

(Site Name) OH&S Committee Chair/Co-chair

