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Dear

On [date] [name], Group Manager, informed you that your communication with the department was becoming difficult to manage and asked that you moderate your behaviour.  

Unfortunately you have been unable to do this and I was asked to consider placing a communication restriction on you.

Having reviewed the matter I have decided to place a communication restriction on you which will come into effect on [date].   From this date the following communication restriction will be in place:

[insert terms of restriction -   please include who to contact re: safeguarding concerns if appropriate; who to contact re: issues such as contact arrangements if appropriate;, other individual arrangements, e.g. feedback from meetings].

Any communication received by you outside the terms of this restriction will be recorded but will not be acknowledged.
If you can moderate your behaviour consideration can be given to an early lifting of the restriction.  
In any event I will review this restriction on [date] and inform you of the outcome within 10 working days of the review.  The restriction will remain in place until you have been formally advised in writing of the outcome of the review.
Yours sincerely

Senior Manager

c.c.  Customer Resolution & Information Team
