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Request for Information

This template email can be used to request information from other teams and agencies. It also lets relevant people know that an LSI is being considered.

Dear [name],
We have received a report of harm relating to [name of organisation].
 
A Large Scale Investigation [name of meeting] will be held on [date]. Please forward any relevant information that you have regarding reports of harm, concerns or issues in relation to [name of organisation], to me by [deadline].

[Optional] We would also like to request any relevant information you have about [named individuals] who we believe are adults at risk (as defined by the Adult Support and Protection Act 2007 (Scotland)) and are users of the organisation in question.

The outcome of this LSI [name of meeting] will be shared with you and any relevant actions agreed at that time.

The table below may support your response.

	 Request for Information table
	

	Have you had or do you currently have concerns about one or more of the following? 
1	Management and leadership
2	Staff skills, knowledge and practice
3	Wellbeing and/or behaviours of adults using the service     provided by the organisation
4	The service’s engagement with external agencies 
5	The way services are planned and delivered
6	The quality of care and the environment it is provided in

	

YES/NO
YES/NO
YES/NO

YES/NO

YES/NO
YES/NO


	If you have answered yes to any please give brief description of issue and any action, if any, you have already initiated.





	[Optional] Please include in this space any information about any named individuals, mentioned above, in this space.
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