TEMPLATE 1:
Notification of Serious Event (Need to Know) - ANY SETTING

	Name of Lead Officer:



	Contact details of Lead Officer:



	Please find below details of the lead officer who can provide further information on the incident if required:



	Forename(s):


	

	Surname:


	

	Organisation:


	

	Contact Number:


	

	Please find below details of the Incident:



	Where the incident took place:
	

	Date the incident took place: 


	

	What has happened or what is likely to happen:



	The name of the document must have the date and your name. 




Send to relevant Senior Manager(s) and Assistant Director
