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STEP 5 RESOURCE 3: EXAMPLE EMAIL TO SENIOR MANAGEMENT

Example email to senior management for sending the interim report

Dear (Insert Name),
 
I hope this email finds you well. 

I wanted to update you on the progress for the work I have been doing with members of staff at (insert name of trust) to support the implementation of the (insert target behaviour) alert.
 
I have produced a report that presents the findings from the audits, questionnaires, and focus groups so far. We have started to make some headway in terms of organising/designing some of the some of the suggested interventions (I can provide you with a summary of actions and timeframes from our most recent steering group meeting if you wish), but before we start to physically implement these interventions, we would like to check that you are happy for us to continue to move forward (unless you would like further discussion, it is simply a case of saying whether or not you authorise for the interventions suggested in Table 1 of the report to be implemented).
 
This has been an extremely interesting project to lead so far - I hope you find the contents of the report informative and useful. The next report will additionally outline the impact of the intervention.
 
Finally, as an aside - based on your support for the (insert target behaviour), we are progressing well with the interventions you authorised.
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