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ES15E: Sample letters to Parents
Applicable to Community Language Schools SA and all member schools.

Note: These are just samples. It will be necessary for the school principal to adapt each of these letters to the circumstances of each case. A copy of the letter must be provided to CLSSA.

Example 1: Where no other victims are suspected 
The letter to all parents when there is no suspicion that there might be other victims would deal with the following topics: 
1. a statement that the accused person has been arrested and charged but not naming the accused person 
2. a statement of the offence with which the accused person has been charged 
3. a statement indicating that the site does not suspect that there are other victims 
4. an assurance that CLSSA will keep parents informed 
5. a request to keep the matter confidential in order to protect the victim and the victim’s family 
6. contact numbers of support services for concerned parents 
7. a statement that those who have questions or concerns may contact the school principal 
8. a statement that the accused person has been removed from the site 
9. an assurance that the site is managing the issue without impairing the provision of education and care at the site 
10. a request that parents with information that may assist the police investigation to contact police and provision of a contact number. 
The letter below uses a teacher as an example of an ‘accused person’. 
Confidential 
Dear Parent/Guardian
I regret to inform you that a teacher from our school has been arrested by police and charged with [NAME THE OFFENCE]. 
Police are investigating the matter. The teacher has been suspended from duty pending the outcome of the police investigation and prosecution. The teacher has been instructed not to attend the school. I will keep you informed of the progress of the prosecution. 
The information available to the school suggests that there is no need for any concern for any other children at the school. 
For the sake of the victim and the victim’s family and especially to protect the identity of the victim, please keep this information confidential. I ask you not to distribute this letter, to post it or to display it in any public way including on Facebook or on any other internet site. 
If you have any information that may assist the police investigation, please contact [PROVIDE NAME AND TELEPHONE NUMBER OF INVESTIGATING OFFICER]. 
A relief teacher has been appointed and the classes will proceed as normal. If you have concerns about the safety and welfare of your child, please feel free to contact me directly at the school. Alternatively, you may seek advice from one of the services below: 
• Child and Adolescent Mental Health Services (CAMHS) on 8161 7198 
• Kids Helpline on 1800 55 1800. 
If you have any questions or concerns, please do not hesitate to contact me. 

Yours faithfully 
Principal

Example 2: When a group is identified 
Where the risk assessment has determined that there is a reasonable suspicion there might be other victims among a group of children or young people who have had contact with the accused person, two letters will be sent. One letter will be sent to parents of the children or young people who have been identified in the risk assessment process as possible victims. The other letter will be sent to all other parents at the school. Both letters will refer to the meetings to be held to give information and instruction to parents. Both letters would deal with the following topics: 
1. a statement that the accused person has been arrested and charged but not naming the accused person 
2. a statement of the offence with which the accused person has been charged 
3. a statement that the accused person has been suspended from duty and directed not to attend the site 
4. a statement that a meeting is being called for parents whose children had contact with the accused person, including the purpose of the meeting 
5. a statement that there is no evidence at this stage that, apart from the victim, any other child or young person at the site is involved 
6. a statement that any parent with information that may assist the investigation should contact police, with provision of contact details of the investigating officer 
7. a statement that the site is managing the issue without impairing the provision of education and care at the site 
8. a request to keep the matter confidential in order to protect the victim and the victim’s family 
9. contact numbers of support services for concerned parents 
10. a statement that parents who have a concern should contact the site leader or, if the site has one, the school counsellor. 
The letters below use a teacher as an example of an ‘accused person’. The first letter (to parents of the identified group) can be in the following or similar terms.
Confidential 
Dear Parent/Guardian
I regret to inform you that a teacher from our school has been arrested by police and charged with [NAME THE OFFENCE]. 

Police are investigating the matter. The teacher has been suspended from duty pending the outcome of the police investigation and prosecution. The teacher has been instructed not to attend the school. I will keep you informed of the progress of the prosecution. 

There is no evidence at this stage that any child at the school other than the victim is involved. However, I am concerned about the welfare of those children who have had contact with the teacher. 
Your child might have had contact with the teacher. I invite you to attend a meeting which will be held at 6.00pm on [INSERT DATE] in the School Hall. 

I appreciate that this is short notice but I urge you to attend the meeting. Alternatively, if you are more comfortable meeting with me privately, please contact the school directly. 
The meeting will be addressed by a psychologist who has experience working with victims of child abuse. The psychologist will inform you of behavioural signs and possible effects of child abuse and will answer any questions you might have. 

For the sake of the victim and the victim’s family and especially to protect the identity of the victim, please keep this information confidential. I ask you not to distribute this letter or post this letter on Facebook or on any other internet site. A relief teacher has been appointed and classes will proceed as normal. 

If you have any information that may assist the police investigation, please contact [PROVIDE NAME AND TELEPHONE NUMBER OF INVESTIGATING OFFICER]. If you have concerns about the safety and welfare of your child, please feel free to contact me directly at the school. Alternatively, you may seek advice from one of the services below: 

• Child and Adolescent Mental Health Services (CAMHS) on 8161 7198 
• Kids Helpline on 1800 55 1800. 

If you have any questions or concerns, please do not hesitate to contact me. 

Yours faithfully 
Principal
The second letter (the letter to all other parents at the school) can be in the following or similar terms. 
Confidential 
Dear Parent/Guardian
I regret to inform you that a teacher from our school has been arrested by police and charged with [NAME THE OFFENCE]. 
Police are investigating the matter. The teacher has been suspended from duty pending the outcome of the police investigation and prosecution. The teacher has been instructed not to attend the school. I will keep you informed of the progress of the prosecution. 
There is no evidence at this stage that any child at the school other than the victim is involved. However, I am concerned about the welfare of some children who have had contact with the teacher and am writing separately to their parents and inviting them to attend a meeting. The meeting will be held at 6.00pm on [INSERT DATE] in the School Hall. If you wish, you may also attend the meeting. 
The meeting will be addressed by a psychologist who has experience working with victims of child abuse. The psychologist will inform parents of behavioural signs and possible effects of child abuse and will answer any questions parents might have. 
For the sake of the victim and the victim’s family and especially to protect the identity of the victim, please keep this information confidential. I ask you not to distribute this letter or post it on Facebook or on any other internet site. 
If you have any information that may assist the police investigation, please contact [PROVIDE NAME AND TELEPHONE NUMBER OF INVESTIGATING OFFICER]. 
A relief teacher has been appointed and the classes will proceed as normal. If you have concerns about the safety and welfare of your child, please feel free to contact me directly at the school. Alternatively, you may seek advice from one of the services below: 
• Child and Adolescent Mental Health Services (CAMHS) on 8161 7198 
• Kids Helpline on 1800 55 1800. 
If you have any questions or concerns, please do not hesitate to contact me. 
Yours faithfully 
Principal 



















Example 3: When a particular group is not identified 
When a risk assessment determines that there is a reasonable suspicion of other victims but it is not possible to identify a specific group because all children and young people at the site might have had contact with the accused person, the letter to parents should be in the following or similar terms. 
The letter below uses a teacher as an example of an ‘accused person’. 
Confidential 
Dear Parent/Guardian
I regret to inform you that a teacher from our school has been arrested by police and charged with [NAME THE OFFENCE]. 
Police are investigating the matter. The teacher has been suspended from duty pending the outcome of the police investigation and prosecution. The teacher has been instructed not to attend the school. I will keep you informed of the progress of the prosecution. 
There is no evidence at this stage that any child at the school other than the victim is involved. However, I am concerned about the welfare of all children at the school because they have all been in contact with the teacher at one time or another. For that reason, I invite you to attend a meeting to be held at 6.00pm on [INSERT DATE] in the School Hall. 
I appreciate that this is short notice but I urge you to attend the meeting. 
The meeting will be addressed by a psychologist who has experience working with victims of child abuse. The psychologist will inform you of behavioural signs and possible effects of child abuse and will answer any questions you might have. 
For the sake of the victim and the victim’s family and especially to protect the identity of the victim, please keep this information confidential. I ask you not to distribute this letter or post it on Facebook or any other internet site. 
A relief teacher has been appointed and classes will proceed as normal. 
If you have any information that may assist the police investigation, please contact [PROVIDE NAME AND TELEPHONE NUMBER OF INVESTIGATING OFFICER]. If you have concerns about the safety and welfare of your child, please feel free to contact me directly at the school. Alternatively, you may seek advice from one of the services below: 
• Child and Adolescent Mental Health Services (CAMHS) on 8161 7198 
• Kids Helpline on 1800 55 1800. 
If you have any questions or concerns, please do not hesitate to contact me. 
Yours faithfully 
Principal
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