Dear Employee Name,
On behalf of our firm, I would like to apologize for the sexual harassment and intolerable work environment created by your former manager, His Name. The main perpetrator, His Name, has been dealt with according to company policy and demoted. We strive to create a safe and professional work environment, and we have taken this matter very seriously.
Thank you for reporting this individual’s inappropriate behavior. Please bring such incidents in the future to light much sooner. While this experience was difficult for you, reporting it has allowed it to be resolved and will prevent similar incidents in the future.
Please accept my sincere apology. If you would like discuss this matter further, please contact me at 123-456-7890.
Sincerely,
Manager Name
