SOP Template: Notification to Respondent and
Relevant Parties

This SOP details the notification to respondent and relevant parties process, ensuring timely and accurate
communication of information related to investigations, legal proceedings, or administrative actions. It covers
identifying the appropriate respondents and stakeholders, methods of notification, documentation of communications,
and maintaining confidentiality and compliance with legal requirements to uphold transparency and procedural fairness.

1. Purpose

To establish a standard procedure for notifying respondents and relevant parties of issues, actions, or decisions
pertaining to investigations or proceedings, in accordance with regulatory, legal, and organizational requirements.

2. Scope

This SOP applies to all staff involved in the notification process for matters related to investigations, legal proceedings,
or administrative actions.

3. Responsibilities

¢ Case Manager / Investigator: Prepares notification content and identifies recipients.
¢ Legal or Compliance Officer: Reviews notification for accuracy and compliance.
¢ Records Administrator: Maintains records of all notifications sent.

4. Procedure

1. ldentify Respondents and Relevant Parties
o Determine who the primary respondent is for the investigation or proceeding.
o Identify all relevant stakeholders (e.g., HR, legal, supervisors, union reps, regulatory agencies).
2. Prepare Notification
o Draft notification outlining the relevant information (nature of investigation or action, relevant timelines,
rights and responsibilities).
o Ensure language is clear, objective, and free from bias.
o Review with Legal or Compliance Officer if necessary.
3. Send Notification
o Choose appropriate method (Email, Registered Mail, Hand Delivery, Online Portal).
o Send notification to all identified parties.
o Obtain and record proof of delivery or acknowledgment of receipt where possible.
4. Document Communication
o Log all notifications sent, including date, time, recipients, and method.
o Store copies of communications in secure records management system.
5. Maintain Confidentiality and Compliance
o Ensure compliance with data protection, privacy laws, and organizational confidentiality requirements.
o Limit disclosure to only those with a legitimate need to know.

5. Methods of Notification

Method When to Use Proof of Delivery
Email When immediate communication is required and Read receipt, delivery confirmation, or
email is regularly monitored acknowledgment reply

Registered = Forlegally required notices or when proof of receipt is ) .
Mail critical Postal receipt or signed acknowledgment

Hand For urgent or sensitive situations where personal

Delivery delivery is necessary Signed acknowledgment of receipt



Online

Portal If organization uses secure notification software System log or acknowledgment

6. Record Keeping

¢ Maintain an indexed log of all notifications issued.
e Store all records securely and restrict access to authorized personnel.
¢ Retain records for the period specified by legal or organizational policy.

7. Confidentiality

¢ Do not disclose information beyond what is necessary for legal or procedural purposes.
e Ensure all notifications are marked with relevant confidentiality statements as appropriate.

8. Review and Updates

¢ Review this SOP annually, or as required by changes in legislation or organizational policy.
¢ Update procedures and templates as needed to maintain compliance and best practice.
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