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Description
A closure letter serves as a critical tool in anti-Black and anti-Indigenous racism reporting processes, providing transparency and accountability by formally concluding investigations while affirming the complainant’s experience. Shared with Toronto Academic Health Science Network (TAHSN) by Unity Health, this sample closure letter supports organizations in ensuring consistent, trauma-informed communication that validates the impact of racism and outlines steps taken to address reported incidents. To maximize its effectiveness, organizations should adapt the letter to align with their unique policies, cultural values, and community needs to ensure it resonates meaningfully with Black and Indigenous individuals and reflects specific redress commitments. By fostering trust and demonstrating organizational dedication to equity, the letter helps create safer environments where Black and Indigenous individuals feel heard and supported.
How and When to Use
The closure letter should be used upon completing an investigation into reported anti-Black or anti-Indigenous racism to ensure all findings and actions are communicated clearly and empathetically to the complainant. It is shared once the process concludes and details outcomes, redress measures, and follow-up steps while reaffirming the organization’s commitment to accountability and systemic change. Organizations must tailor the letter’s language, tone, and content to reflect their operational protocols, trauma-informed practices, and anti-racism goals to ensure it addresses the specific concerns of affected communities and reinforces trust in the reporting process.


CONFIDENTIAL 

Date 

Name
Title
Site (if applicable)

Re: Investigation Findings – Closure Letter

Dear [name],

This will confirm, in writing, the findings from my investigation into the complaint of [high-level explanation of the allegations], and our closure meeting on [date].
A summary of the allegations and findings is as follows.
Investigation Findings and Conclusion
The following documentation will outline your specific concerns and our response to each. The focus is to highlight the individual concern brought forward and is not intended to share specific details. This format is designed to assure that each concern was reviewed and that an explanation for each conclusion is provided. Passages in bold reflect your allegation, and our response is below.
It was determined on a balance of probabilities that [finding].

[Organization]’s policy prohibits any form of reprisal. Any acts of retaliation will not be tolerated. Remember to keep this matter confidential, except for your management, Employee Family and Assistance Program counsellor, doctor, legal representative, spouse or close family member, or Human Resources department staff. Breaches of confidentiality may result in discipline up to and including dismissal. 

Also, I remind you that [organization]’s Employee Family and Assistance Program is available anytime if you require their services. They may be reached at [phone number].

A copy of my report has been provided to the Human Resources department and your management for review. Should you have any questions, please contact me at the number below.     

Sincerely,



[Name], (pronouns)
[Role]
[Number]
[Email]
