[bookmark: _Toc402444414][bookmark: appendix3]TEMPLATE 3:
Notification of Serious Event (Need to Know) - INVOLVING A MEMBER OF STAFF (INCLUDING SCHOOL STAFF)

	
Name of Lead Officer:


	 
Contact Details of Lead Officer:


	Please find below details of the Member of Staff Involved:


	Forename(s):

	

	Surname:

	

	Line Manager:

	

	Work Base (Team & Area): 

	

	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.  
N.B. If incident concerns potential or actual information breach this form also needs to be sent to Team Manager: Business Systems & Information Management 
