Suggested Content: Registered Letter/Secure Email to Interviewees inviting Feedback to First Draft Investigation Report.

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.

· If posting a draft report, 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 report securely to be destroyed, or to confirm that they have destroyed the draft report 

· If e-mailing the draft report, please ensure the email is marked “strictly private and confidential” and “for addressee only” and that it is only sent to a checked/correct and secure e-mail address (ending in @hse.ie), be properly encrypted and password protected. 
· Please note: if there is an implied criticism of an individual(s) or an adverse finding against an individual within a first draft report; the individuals that such sections relate to must have an opportunity to comment on the factual accuracy of such sections/report before others see it. This is to ensure factual accuracy checking and to uphold the confidentiality of the investigation process. It is recommended that in such instances draft reports are sent by hard copy, rather than email.  

· 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 Report [include incident number]
Dear [write recipient name],
Attached please find the First Draft Copy/ relevant sections of the First Draft Copy (delete as appropriate) of the report of the investigation into [write incident number] - for your consideration.  (If being circulated by e-mail add the following: This draft copy is password protected. The password will be sent via separate cover email).  

Please note that 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 and technical 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 email marked "Strictly Private and Confidential: [write incident number] in your response.  Please do not return any personal data within your comments unless it is being emailed securely (i.e. password protected or properly encrypted) or posted by registered post.  
Please note that we require receipt of feedback by not later than [write date]. If you require more time please contact us before the date specified above to let us know.
In order to maintain patient confidentiality and the confidentiality of all individuals who participated in this investigation, the Draft Report must not be copied or shared with anyone not named in this correspondence.  

Following your review of this draft report I/we ask that you either

a)
return the draft report to us by registered post or 

b)
confirm by email or letter to the investigation team that you have destroyed the draft report.  

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.

Once I/we have received all feedback and have made the required changes to the Draft Report we will circulate a Final Draft Report.
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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