CONFIDENTIAL
NEED TO KNOW NOTIFICATION
Date:

	To:
	


	cc:
	


	From:
	
	


	Location:
	
	Telephone:
	


1.  Subject of Need to Know

	For example:

a) Name

b) DoB

c) Role

d) Address
	


2. Incident or Issue
	For example:

Why inform the Director?
	


3.  Background
For example:

a) Reason for and length of authority’s involvement    
b)  Names and roles of staff involved

c) Legal status of a child and registration category if on CPR  
d) Previous related incidents

	


4.  Current Situation
	For example:

a) Lives at/

      works in

b) Risk                                                                                                                      

Assessment

c) Other 

      Agencies

      Involved
	


5.  Manager Comment
	For example:

a) Risk Assessment

b) Action required
	


6.  Lines to Take
	For example:

a) Suggested statement for Members

b) Suggested statement for press
	


7.  Future Action

	For example:

What will happen if runaway returns/case goes to Court etc?
	


8. Next Update
	For example:

When expected and for what reason
	


