
Introduction Letter 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I am writing to formally introduce myself as the new Health and Safety Officer at [Company 

Name]. With a background in occupational health and safety and a commitment to fostering a 

safe working environment, I am excited to collaborate with each of you in our shared goal of 

promoting workplace safety. 

 

In my role, I will be overseeing the implementation of safety policies, conducting risk 

assessments, and ensuring compliance with relevant regulations. I believe that a proactive 

approach to health and safety not only protects our team but also enhances productivity and 

employee morale. 

 

I look forward to engaging with all staff members and welcome any suggestions or concerns you 

may have regarding our health and safety protocols. Together, we can create a safer workplace. 

 

Thank you for your support and cooperation. 

 

Sincerely, 



 

[Your Name] 

[Your Contact Information] 


