[This letter is provided to help administrators promote TIPS to faculty and staff members.  Please customize this letter for your specific needs.]
Dear Faculty/Staff, 

At [Institution Name] we are dedicated to providing a safe and secure environment for all of our campus community (students, faculty, staff, neighbors, visitors, etc.).  However, harassment, threats of violence, misconduct and other stressors have become serious challenges to post-secondary institutions across the Nation.  
We believe in partnering with our faculty and staff to combat these challenges and take a proactive approach on preventing what we can by staying ahead of concerning and potentially harmful situations. We must work together to take timely actions and help our campus community members, whether they are a protagonist, a victim or a bystander.  
To help us with these efforts [Institution Name] has implemented a web-based incident reporting tool called TIPS.  TIPS is a comprehensive platform for reporting, tracking and documenting incidents and concerns.  TIPS empowers students, faculty, staff, neighbors, visitors and all other community members to be heard and to safely report warning signs and trouble. The goal of TIPS is prevention and to help identify red flags and warning signs before an incident occurs or escalates.  
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If you ever need to report a concern, please visit our website [insert url here] and click on the TIPS Incident Report button (shown below).  All reports are confidential and can be submitted anonymously if you choose. As soon as a report is made, all of the appropriate personnel will receive an immediate notification of the report, review the report information and take appropriate actions to intervene and/or prevent escalation.
TIPS is not meant to replace face-to-face communication, but instead to provide an alternative option to reporting information that you may be uncomfortable coming forward with normally. Using TIPS to make a report also ensure that your report is heard and received by a team of people who will be responsible for proper follow-up and follow through on the information provided. 

By working together, we can help prevent escalations and tragedies from occurring and ensure the safety and security of our campus community.  With TIPS you can report:
· [List incident types here]
If you have any questions or concerns, please feel free to contact [insert contact info here].
Thank you,

[Institution Name]
