

Need to Know Process
When is a Need to Know required?

· 1.Sudden, unexpected and or unexplained deaths;
· 2. Significant serious injury or serious event concerning a child cared for, a child at risk of significant harm and subject to a child protection plan and in child in need.     
· 3. Allegations about an existing member of staff
· 4. Missing cared for children or child subject to a child protection plan;
· 5. Fire, flood, significant vandalism, burglary of an office base;
· 6.Significant accidents, injuries, and all violent incidents involving staff/volunteers;
· 7.Controversies (e.g. forthcoming court hearings and inquests concerning clients or staff, service problems, complaints and inter-departmental issues of a serious nature);
· 8.Any other matter which carry serious, immediate and real risk of adverse publicity for the service.


Team Manager or Service Manager completes the Need to Know form and save this in the secure Teams area. The HOS for Safeguarding, Reviewing and Early Help is then notified via email. This should not be recorded on LCS (unless directed).
The HOS for Safeguarding, Reviewing and Early Help logs the incident on the Need to Know tracker. The Tracker is reviewed each month in terms of progress of identified actions and tracks learning through this process, which is then fed back into the audit cycle and universe (HOS Quality Assurance is notified monthly where appropriate). 
The Divisional Director or Director make recommendations and confirm actions to take in response. When appropriate, the DD or DCS will brief the Lead Member and the CEO with an anonymised version of the Need to Know document. The form is then sent back to the HOS for Safeguarding, Reviewing and Early Help.
The HOS for Safeguarding, Reviewing and Early Help reviews the Need to Know document and asks further questions or confirms additional information required. The HOS will also make immediate recommendations and the decision as whether the Divisional Director or Director requires notification. 
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