[image: image1.jpg]Harlow

Council
K/,

Working together for Harlow






	Private and Confidential
	
	Department Name

	The person(s) name
	
	

	Address Line 1
	
	Harlow Council

	Address Line 2
	
	Civic Centre

	Address Line 3
	
	The Water Gardens

	Address Line 4
	
	Harlow

	Address Line 5
	
	Essex  CM20 1WG

	
	
	www.harlow.gov.uk

	
	
	

	
	Our Ref:
	05

	
	Your Ref:
	

	
	Date:
	


Staff Safety Register Remaining Inclusion
Dear {insert title and surname},
In relation to the incident, occurring {insert date}, whereby you used unacceptable behaviour towards a member of Harlow Council, the independent panel of officers have carried out further investigation into the case and considered that you should further remain on the Staff Safety Register.

It has been agreed that in accordance with the Policy, {RE-EXPLANATION OF INCIDENT THAT OCCURRED, DATE, WITH WHOM AND CONTINUED ACTION TO BE TAKEN}, the decision to remain on the register still stands.  Therefore, due to this behaviour the review panel feel that there may still be a risk to staff or those to which the Council owe a duty of care.
You will remain on the Register for a further period of {state in months} from the date of inclusion; {insert date from} until {insert date too}. The situation will be reviewed in {state review period} at which time, you will be written to again to inform of the outcome.  

How we will use your information

We will process your personal information under Article 6 (1)(c) and/or any special category personal information under Article 9(2)(b) of the General Data Protection Regulations 2016/679 (GDPR) in order to comply with our legal obligations under the Health and Safety at Work etc. Act 1974 / Management of Health and Safety at Work Regulations 1999. We will use personal information obtained to identify where and how risks arise and how precautions can be placed to ensure the safety and welfare of our employees.  

We may share your personal information where we have a legal obligation to do so, which

may be shared between our services and with other official organisations, such as the 

Police and other government bodies. 

We will keep the personal information in relation to the Cautionary Contact   correspondence for the stated period of time, within your letter AND will retain your personal data for as long as necessary for the purposes already set out above, or for as long as it is required by law.

For more information on how we collect, use and protect personal information generally, 

please visit http://www.harlow.gov.uk/privacy-notice
Yours sincerely,
Officer Name
Officer Title
Tel: 01279 446

e-mail: your e-mail address @harlow.gov.uk

