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PRIVATE AND CONFIDENTIAL 
(NAME/JOB TITLE)
Sent by Email or Postal Address


Template Formal Stage 2 Dignity at Work Concern Acknowledgement

Date (Must be sent immediately/ASAP on receipt of the Dignity at Work concern)
Private and Confidential
Name of colleague

Dear NAME

Dignity at Work Concern Acknowledgement – Formal Stage 2

Thank you for your letter of (DATE) detailing your request to raise a formal stage 2 dignity at work concern in accordance with the Trust’s Dignity at Work Policy. Your concern has been forwarded to / received by the HR Advisory Team. An independent manager will now be appointed to meet with you to discuss your concern and will contact you shortly to arrange a meeting. This meeting should be held by DATE (within 14 days of date of receipt of formal concern) unless otherwise agreed. 

I am mindful this will be a difficult time for you, and you can access further support by visiting the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet. You can receive psychological wellbeing support from Network of Support Services (NOSS) and the Staff Psychological Wellbeing Service. Please contact the service directly if you wish to take up this confidential support. I enclose a copy of the Supporting you Through Work-Related Concerns/Supporting our NHS Staff Booklet [delete as appropriate and attach] booklet for your information.

If you have any questions in the meantime please do not hesitate to contact me.

Yours sincerely

NAME
JOB TITLE (either HR or receiving manager)

cc	Name, Trade Union Representative (if applicable)

enc	Supporting our NHS Staff
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