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[Date]

[Name]
[Position, Organisation]
[Address]
[Address]

Use this letter template to advise an alleged person responsible (other than a carer or staff member) of the harm report outcome. 
[bookmark: Text1]Dear [name] 
I am writing to advise you of the outcome of the recent harm report assessment undertaken in relation to [name of child/children].
[Include this paragraph if the recipient gave a response to a proposed adverse finding]
In making this decision, I have considered your response to my letter dated [date], in which I advised I was proposing to record you as the person responsible for harm or risk of harm.
[Complete one of the sections below and delete the other]
Substantiated harm 
I have determined that you are responsible for the [physical/emotional/psychological] harm caused by [physical abuse/psychological abuse/emotional abuse/neglect/exposure to domestic and family violence/sexual abuse/sexual exploitation] to [name of child/children].
I have determined that you pose an 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] to [name of child/children].
The reasons for this outcome are:
· List relevant information.
If you hold a Blue Card, you are required by law to disclose this outcome to Blue Card Services within 7 days. 
To do this:
· complete the Change in disclosable information form
· submit the form 
· scan and upload to www.qld.gov.au/bluecard
· by post to PO Box 12671, Brisbane George Street, Q 4003
· in person to 53 Albert Street, Brisbane Q 4000.
Blue Card Services will reassess your eligibility to hold a Blue Card.
Contact Blue Card Services on 07 3211 6999 or 1800 113 611 if you require more details about disclosable information. 
Unsubstantiated harm 
I have determined that you are not responsible for harm or risk of harm to [name of child/children].
The reasons for this outcome are:
· List relevant information.
Letter continues
Should you require further information regarding the outcome, please contact [name of CSO/STL] on [telephone number]. 
Alternatively, if you wish to make a complaint about this matter, please contact the Department of Families, Seniors, Disability Services and Child Safety Complaints Unit by emailing feedback@families.qld.gov.au or by calling 3097 5201 during business hours. You can also raise your concerns by filling out an online complaints form or by calling 1800 080 464. These services are managed through the Queensland Government and provide 24-hour complaint lodgement access, 7 days a week. Any concerns lodged through these services will be forwarded to the Complaints Unit for action.
Thank you for your commitment to resolving this matter and for working in partnership with the department to ensure that the quality of care provided to children in foster care is of a standard consistent with our shared obligations under the Child Protection Act 1999. 
Thank you for your cooperation and commitment in finalising this matter. 

Yours sincerely



[Name]
Manager
[CSSC] Child Safety Service Centre
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