To
[The Recipient]
[Designation]
[Company Name]
Subject: Show cause notice for safety violation
Dear Jackson,
This document must be treated as a show-cause notice which is being issued to you after your failure to comply with the safety measures and therefore violating the basic safety rules at the workplace. According to his report, your manager was of the view that on [date], you were present in the laboratory without wearing PPE such as gloves, glasses, and face mask. These are considered as an integral part of a worker in a diagnostic lab wearing PPE has been declared mandatory as per the policy of the laboratory.
Mr. Jackson, the importance of complying with safety measures has increased up to manifolds owing to the pandemic. Remember, you are working in a diagnostic laboratory and your chances of exposure to germs are more as compare to the common public.  
Since you have been accused of violating the safety measures and causing a serious threat not only to your own but also your colleagues’ lives, therefore top management wants you to attend a meeting with the senior manager on [date]. You must be accompanied with a written answer explaining the cause of your sheer safety negligence in the laboratory. If you fail to attend the said meeting and submit a suitable answer, it will be thought that you have nothing to say in your defense, and in that case, you should be ready to face the consequences.
It is expected that you will take this notice as seriously. At the same time, you are advised to comply with the instructions mentioned in it. We want you to reflect on yourself positively.
Sincerely.
[Your Name]
[Company Name]
[Designation]
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