Activity 3E
Dear team workers                                                                 21st of October

Our new soldering equipment has arrived which means we will have a very important training day that all workers must attend. This meeting will be on 18th of November 2019 at 3pm. If you are unable to make this, please email me 2 weeks prior to this meeting and we can sort something out. 
Once this tutorial meeting is completed there will be 2 weeks of close supervision to ensure that all equipment is being used correctly and safely. 
Any concerns feel free to email me. 

Kind Regards,
Leilah Chadburne 













Dear Team Members                             20th October 2019

In this past year unfortunately, we have had three accidents in the past year due to faulty soldering equipment. Luckily none of these members where hurt badly but we do not want any more accidents. The soldering tasks have now been suspended and new equipment has been ordered. When this new equipment has arrived, we will have extensive training on how everyone can use the equipment safely before using the equipment. 

We would like to thank you for your patience on delay of projects and we will keep everyone updated. 

Kind Regards,
Leilah Chadburne 







Dear Team Members                              20th October 2019

In this past year unfortunately, we have had five accidents in the past year due to faulty soldering equipment. Unfortunately one of these members where hurt but luckily the other four where minor but we do not want any more accidents. The soldering tasks have now been suspended and new equipment has been ordered. When this new equipment has arrived, we will have extensive training on how everyone can use the equipment safely before using the equipment. 

We would like to thank you for your patience on delay of projects and we will keep everyone updated. 

Kind Regards,
[bookmark: _GoBack]Leilah Chadburne 
