Suggested Content: Registered Letter inviting Feedback from Person(s) Harmed on Draft Chronology

Notes for the Investigation Team:

· Please note the items within the letter below marked in red/brackets are intended for the investigator to amend or delete as appropriate.

· Sending the draft chronology, please send by registered or secure post and ensure any envelope is marked “strictly private and confidential” and “for addressee only”.  Also ensure that you request the recipient to return the draft securely to be destroyed, or to confirm that they have destroyed the draft chronology 
· This letter should be printed on HSE letter headed paper
****************************************************************************************************
Strictly Private and Confidential.  For addressee only:

Not for copying or for onward circulation. 

[write recipient name]
[write recipient’s address]
[write date]
Re: First Draft Copy of Chronology [include incident number]
Dear [write recipient name],
Thank you for your involvement with the above investigation to date. As advised at the time of your meeting with the Investigation Team we are now sending you a copy of the draft chronology section of the investigation report for your consideration and feedback.  

The attached is a draft only and as such it is expected to be incomplete and to contain factual inaccuracies.  We would appreciate if you would read the document and satisfy yourself that it is correct from a factual perspective and that your recollections and input to the process have been accurately recorded.  

Please make any comments that you have on a separate document and return the document via registered/ secure post marked "Strictly Private and Confidential: [write incident number]” in your response. 
We would be very grateful if you would return your feedback by [write date].  If you require more time please contact us before the date specified above to let us know. 
In order to maintain your confidentiality and the confidentiality of all individuals who participated in this investigation; we would ask that you do not copy or share the Draft Chronology. 
Following your review of this draft Chronology I/we ask that you either

a)
return the draft chronology by registered post or 

b)
confirm by email or letter to the Investigation Team that you have destroyed the draft chronology.  

If I/we have not received a response outlining your comments/feedback or have not heard from you by the [write date], we will assume that you are satisfied with the document in its present format or that you do not wish to engage [further] with the process.

Upon completion of the investigation, we can provide you with a copy of the Final Investigation Report. Please let us know if this is in line with your wishes and if so what arrangements you would like us to make for you to receive this report e.g. by courier, via registered post, via secure email etc. 

Please do not hesitate to contact [write name and contact details] if you require any further information or clarification.

Thank you for your valuable assistance to date.

Yours sincerely

___________________________

___________________________
[write Investigator’s title and name]
[write Investigator’s title and name]

Lead Investigator



Investigator
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