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[Date]
[Name]
[Address]
[Address]
Dear [Name]
I am writing to inform you that a harm report has been recorded in relation to [name of child/children]. It has been alleged that you may have caused harm to [name of child/children], OR another person may have caused harm to [name of child/children], and it is alleged that your actions or inactions may have contributed to this harm.
When a harm report is recorded for a child in care, Child Safety conducts a harm report assessment to determine whether harm has occurred and to assess whether a child is at risk of future harm. You will be given an opportunity during this process to respond to the concerns that have been raised about you.  Any information you provide will be carefully considered before any decisions about the outcome are made.
The concerns raised are that:
· [List key points as reported, including details of the alleged harm or risk of harm.]
In addition to the possibility that [name of child/children] [has/have] been harmed, the concerns suggest that [his/her/their] care may not have fully met the following legislated standards of care:
[Insert relevant sections of the statement of standards, for example:]
· (1)(g) The child will receive positive guidance when necessary to help him or her to change inappropriate behaviour.
· (2) Techniques for managing the child’s behaviour must not include corporal punishment or punishment that humiliates, frightens, or threatens the child in a way that is likely to cause harm.
Please be aware that your employer may be legally required to report these concerns to the Queensland Family and Child Commission in accordance with the reportable conduct scheme. 
We understand that receiving this information may be distressing. Throughout this process you can expect to be treated fairly and with respect. You can also expect to receive the support that you need, and for your privacy to be maintained. We will only share your personal information when we have a lawful reason for doing so. 

We value your commitment to providing a safe and supportive environment for children in care and appreciate your cooperation in working with the department and [non-family based care service] to address these concerns.
[Name of CSO/STL] will contact you shortly to discuss this matter further. In the meantime, if you have any questions or require additional support, please do not hesitate to contact [Name of CSO/STL] on [telephone number].

Yours sincerely,


[Name]
Manager
[Name] Child Safety Service Centre
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