Appendix 5. – LSE Letter Templates
5a) Letter to placing authority - this letter should go out jointly from the Provider and Buckinghamshire Council:
(Title) (First Name) (Last Name) 
Address Line 1 
Address Line 2 
Address Line 3 
Town 
Postcode

Dear (Title) (Last Name) 

RE: (First Name) (Last Name) 
Buckinghamshire Council Adult Social Care is currently undertaking a Safeguarding Adults enquiry in relation to allegations of abuse against a number of adults in (Name of Provider), of which (First Name) (Last Name) is one. 
The nature of the allegations relates to (give details) 
We understand that you are the responsible placing authority for (First Name) (Last Name). We are therefore writing to notify you of the enquiry. Buckinghamshire Council is obliged to do this as the ‘host’ authority responsible for leading on the co-ordination of enquiry. 
We would be grateful if you could nominate a link person for liaison purposes who we can invite to attend the Large-Scale Enquiry meetings and/or may be required to submit a written report and notify us of the key people we need to liaise with. 
We invite you to consider whether the continued placement is safe at this time and is meeting the needs of the individual. Can we suggest that relatives or advocates of the individual are kept informed of the enquiry and the process your staff have put in place to inform them of the outcome. 
We are very happy to share all relevant information in relation to the concern and understand that the ongoing placement for (First Name) (Last Name) is a matter for your Commissioning Manager to decide. 
I hope this information is helpful.

Yours Sincerely 

(First Name) (Last Name) 
(Position)
5b) Letter to provider - this letter should go out in Head of Service or Service Director name:
Title) (First Name) (Last Name) 
Address Line 1 
Address Line 2 
Address Line 3 
Town 
Postcode
 
Dear (Title) (Last Name) 

RE: (Establishment) 
I am writing to inform you that Buckinghamshire Council have been made aware of a number of Safeguarding concerns about the care offered by (give details). 

These concerns relate to (give details). 

[If applicable] This follows individual Safeguarding concerns (give details). 

As the coordinating agency in the Safeguarding response, Buckinghamshire Council Adult Social Care will be co-ordinating the multi-agency response to these concerns in line with the Buckinghamshire Council’s Policy and Procedures. 

Large Scale Enquiries are triggered where there are significant concerns and/or Safeguarding activity, and where it is determined that the practices of an organisation or establishment require improvement. 

We hope that the concerns can be addressed effectively and that we can gain reassurance that the quality of care offered to adults is at a satisfactory and safe level. 

We would ask that you nominate a representative from your organisation (put in suggested level) in order that we can communicate with you and invite you to relevant meetings. We also ask that you co-operate fully with the enquiry and provide relevant information as requested. We will keep you fully informed of the progress. 

As this is a multi-agency enquiry information will be shared across agencies on a need to know basis only. 

Yours Sincerely

Name
Position
5c) Letter to adult(s) and families - this letter should go out in Head of Service or Service Director name and ideally be a joint letter with the Provider:
Title) (First Name) (Last Name) 
Address Line 1 
Address Line 2 
Address Line 3 
Town 
Postcode 

Dear (Title) (Last Name) 
RE: (Establishment)

We are writing to inform you that Buckinghamshire Council Adult Social Care have been made aware of a number of concerns about the care offered by (Name of Provider). 

The concerns relate to (put in detail). 

The concerns are being addressed under the umbrella of Adult Services Multi-Agency Safeguarding Policies and Procedures working closely with other agencies to ensure that concerns are addressed. The aim is to review the care offered to all adults to gain reassurance that the quality of care offered to each adult is at a satisfactory and safe level.

We are working closely with (Name of Provider) to ensure that improvements are made where required so that adults receive the care and support that they require. There will be a thorough jointly agreed improvement plan which will be monitored closely until improvements are sustained.

Some reviews have already taken place. A Practitioner will be contacting you to ensure that arrangements can be made to ensure your participation as a family member into any reviews that are planned.

We will keep you informed of any outcome of the concerns and any issues which may affect your family member. We also regret that this letter may cause you distress but felt it important that we kept you informed. 
If you have any queries about the content of this letter, please contact (put in details). If you would like to discuss the specific care of your relative or to arrange a review date that is convenient with you, please contact (put in details). 

Yours Sincerely


Name
Position
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