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[Date]

[Name]
[Position]
[Address]
[Address]

[bookmark: Text1]Dear [name] 
On [date], I decided to record a harm report in relation to [name of child/children] based on the following concerns:
Only include the concerns that relate to the alleged person responsible.
· [insert each allegation relevant to the alleged person responsible that led to a reasonable belief the child had experienced harm].
Include if new concerns were received during the assessment that relate to the alleged person responsible. 
In addition, during the assessment the following new concerns were received, which are also subject to the harm report:
· [insert each new allegation subject to the assessment of the harm report relevant to the alleged person responsible]. 
Letter continues
You have a right to know if an adverse finding is proposed to be made against you so that you can respond and have your information considered in making the final decision. 
The purpose of this letter is to advise that I am proposing to record you as the person responsible for the following harm [and/or] risk of harm to [child/children]: 
· [physical/emotional/psychological] harm caused by [physical abuse/psychological abuse/emotional abuse/neglect/exposure to domestic and family violence/sexual abuse/sexual exploitation]. 
· unacceptable risk of [physical/emotional/psychological] harm caused by [physical abuse/psychological abuse/emotional abuse/neglect/exposure to domestic and family violence/sexual abuse/sexual exploitation]. 
This interim assessment has been formed based on the following:
· [list the sources of information informing the assessment with the information supporting the outcome].
You have a right to tell your side of the story and be heard. If you would like to respond to this proposed finding, within 14 days of this letter please:
· arrange to meet with [name of CSO/STL] and provide the response verbally
· respond in writing by either
· giving your response to [name of CSO/STL personally]
· emailing the response to [XX@families.qld.gov.au]
· posting the response to [insert mailing address]. 
I will take your response into consideration when making a final decision about the outcome. 
If you are a Blue Card holder, please be aware that if I decide to finalise the harm report with this proposed outcome, you will be required by law to disclose the outcome to Blue Card services. Blue Card Services will then reassess your eligibility to hold a Blue Card.
Letter continues
Should you require further information about this letter, please contact [name of CSO/STL].
Thank you for your cooperation and commitment to finalising this matter as soon as possible. 

Yours sincerely


[Name]
Manager
[CSSC] Child Safety Service Centre
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