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CONFIDENTIAL

CHILDREN & LEARNING DEPARTMENT’S NEED TO KNOW BRIEFING

	To:         
	Executive Director Children’s Services


	cc:
	
	Assistant Director Children Social Care

	
	Executive Director Decision To Share with   

· Chief Executive

· Lead Member

· Portfolio Holder

· Communications Department              
	Head of Safeguarding and  Quality Assurance 



	From: 
	
	


	Location:
	


	Contact details:
	


Subject of Need to Know: [Initials, date of birth, role, address]
	


Incident of issue: [Reason for informing the director]
	


Background

	


Current situation

	


Manager comment
	


Lines to take

	


Future action

	 


Next update
	


Update: 
	From: 
	
	


	Location:
	


	Contact details:
	


	


Next update due: [date]

or

Incident concluded: [date]
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