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 MACROBUTTON  noname [ENTER DATE] 
Confidential
Dear  MACROBUTTON  noname [ENTER PARENT / GUARDIAN NAME] , 

RE:  NOTICE OF INVESTIGATION
APPOINTMENT OF INVESTIGATOR

[COMPLAINANT]

I have been appointed to investigate the discrimination complaint that  MACROBUTTON  noname [ENTER MINOR'S NAME] has filed on  MACROBUTTON  noname [ENTER DATE]  against  MACROBUTTON  noname [ENTER RESPONDENT NAME] . 

interview date and location

I propose that we meet with  MACROBUTTON  noname [ENTER MINOR'S NAME] on  MACROBUTTON  noname [ENTER DATE]  at  MACROBUTTON  noname [ENTER LOCATION] .
Please contact me as soon as you can to confirm whether this time and location works for you and  MACROBUTTON  noname [ENTER MINOR'S NAME] . If not, please advise me of your availability for an interview over the next two weeks. 

You are entitled to attend the interview with  MACROBUTTON  noname [ENTER MINOR'S NAME] . You may also bring a representative if you wish. Please be aware that we will primarily be interested in getting  MACROBUTTON  noname [ENTER MINOR'S NAME] ’s version of what occurred, but you will certainly be permitted to provide whatever direct evidence you may have relating to the complaint as well. 
During our meeting, I will take notes of the information that you and   MACROBUTTON  noname [ENTER MINOR'S NAME] provide. Following the meeting, I will prepare a summary of evidence from the information obtained during our meeting and will provide you and  MACROBUTTON  noname [ENTER MINOR'S NAME]  with it to review and correct anything if required. 
If you or  MACROBUTTON  noname [ENTER MINOR'S NAME]  have any documents or notes you believe are relevant to this investigation, I would appreciate receiving copies of them, preferably in advance of our interview.
confidentiality

To maintain confidentiality and support the integrity of the process, I ask that you not discuss the complaint or investigation with anyone while the investigation is ongoing, other than your legal advisor, or representative (should you choose to have such assistance). I will ask all other parties involved in the investigation to do the same.

protection from reprisals

Anyone who files a legitimate complaint is protected from retaliation or reprisals. This includes protection against any threats of or actual punishment by anyone within the organization. This means you or  MACROBUTTON  noname [ENTER MINOR'S NAME]  may not retaliate against anyone for participating in this investigation, nor can they retaliate against you or  MACROBUTTON noname [ENTER MINOR'S NAME] .

If any person should retaliate against you or  MACROBUTTON noname [ENTER MINOR'S NAME]  for your participation in the investigation, I encourage you to contact me or your member association immediately. 

 MACROBUTTON  noname [ENTER ORGANIZATION NAME]  is committed to a prompt and thorough investigation into complaints under the  MACROBUTTON  noname [ENTER ORGANIZATION NAME] policy. Your co-operation and willingness to assist in this regard is appreciated. 
If you have any questions or concerns about the investigation process or any other matter, please contact me. 

Sincerely yours,

 MACROBUTTON  noname [ENTER INVESTIGATOR NAME] 
 MACROBUTTON  noname [ENTER INVESTIGATOR CONTACT NUMBER] 
