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Need to know forms
Practice Guidance – Need to Know
Informing the Director about Serious & Significant Incidents & Issues.
1. Context
It is important that the Director of Children, Young People & Family Services is briefed in a timely way about serious and significant incidents and issues involving Hull children, young people and families and the services we provide.
This is for several main reasons:
a. To ensure that senior managers are aware of serious risks to individual children and young people and within the organisation and how these risks are being managed at the appropriate organisational level;
b. To ensure that senior managers have the information they need to determine whether there is a need to notify regulatory bodies (e.g. Ofsted) and/or to brief elected members and/or partner agencies;
c. To ensure that senior managers are briefed in advance so that they can respond effectively to enquiries from elected members, the media or partner agencies.
Some serious and significant incidents and issues will be more immediate than others: in these circumstances, it is vitally important that completion of the ‘Need to Know’ form does not delay alerting senior managers of the incident or issue.
2. What does the Director need to know about?
Sections 3 & 4 below list incidents and issues which must always be reported to the Director. The list is not exhaustive and managers should exercise their judgement about the need to report additional incidents and issues not covered within the list.
If in doubt, consult with a Head of Service or Assistant Director for advice about whether a ‘Need to Know’ form for the Director is required.
The Director will need to know about serious and significant incidents and issues relating to individual children and young people (including care leavers) or groups of children and young people (section 3). Form A is used to report these. Form B is used to report on such incidents and issues which relate to members of the workforce (for example, certain cases referred to the LADO), where there may be no direct link to an individual child or young person (section 4).
Section 5 describes other significant issues and incidents which the Director should be informed about using Form C. Again, the list is not exhaustive, but includes other events or issues which impact on service provision or performance (for example, interruptions to service provision or significant dip in performance); complex complaints at stage 1 and any complaint proceeding to statutory stage 2, or to a member’s panel or LGSCO under corporate procedures; a monthly summary of events/episodes notified to Ofsted by Hull Children’s Homes; and, any other issue or event which presents a reputational risk.
3. Children & Young People: Serious and Significant Incidents & Issues which must always be reported to the Director and Assistant Director (Form A)
a. The death or serious injury to any child known to any service/team within CYPFS services (this includes any statutory children’s social care service/team, youth justice service and early help service).
NB: “known to” means “open to” or closed within a period of 6 months preceding the death or serious injury.
b. The death or serious harm to any child where abuse or neglect is known or suspected (irrespective of any current or recent children’s service involvement)
There is no single definition of ‘serious harm’. When deciding whether the level of harm to a child is serious, often this judgement is quite straight forward. This may be because the child has a life-changing and long-term injury or an injury that is clearly life-threatening, for example, requiring resuscitation or intensive care treatment. However, some incidents are not so straight forward and, in these circumstances, a judgement about seriousness is likely to be made.
A decision is needed (by the Director) in relation to any such death or serious injury about the need to notify the child safeguarding practice review panel:
https://www.gov.uk/guidance/report-a-serious-child-safeguarding-incident#online-notification-form
As a rule of thumb, if in doubt, use the ‘need to know’ process to notify the Director, so that the context and all of the circumstances can be considered in determining ‘seriousness’ and any need to notify panel.
c. Missing Children.
The Director needs to know about children who are missing in the following contexts:
i. When any child looked after is still missing the day after first going missing
ii. When any child subject of a child protection plan is missing, whether the child is missing alone or the family as a whole is missing.
iii. Any other missing child assessed as being at risk of significant harm (e.g. due to age, vulnerability, known risk of exploitation etc)

d. Children Looked After
In addition to the death or serious injury of a child looked after (a. above) or a child looked after being missing (c. above) the Director also needs to know about any child looked after who:
i. Has been arrested on suspicion of committing a serious offence;
ii. Has been removed from the UK jurisdiction in an unplanned or unauthorised way;
iii. Has been out of education for a period of 4 weeks.

e. Children Subject of Child Protection Plans.
In addition to children subject of child protection plans who are missing (c. above) a ‘need to know’ should also be made in respect of those who:
i. Have been made homeless;
ii. Have been out of education for a period of four weeks.

f. Organised Abuse
Any case which gives rise to suspicion of organised abuse of a child (or more than one child) should also trigger a ‘need to know’. This may include, for example, ritual abuse, child trafficking, criminal or sexual exploitation of children and networks of online abuse.
g. Prevent Cases
Any prevent case (concerns about radicalisation) which is considered complex and/or where a child has been referred to the Channel Panel should also trigger a ‘need to know’.
h. Serious Concerns About Practice
Where there are serious concerns about practice, and, in particular, where these might have led to “near misses” in relation to harm to children or “missed opportunities” to safeguard children from harm, these should also be captured and reported using the ‘need to know’ form. These will also help to inform any need for a wider learning lessons review, particularly where they may indicate more systemic, rather than individual, practice issues.
i. Ofsted Notifications
A ‘Need to Know’ form should be completed whenever a serious incident notification is made to Ofsted by a Hull ‘social care’ provider or a local early year’s provider and/or any such notification is made by a private or voluntary sector provider in relation to a Hull child.
The Ofsted notifications covered can be accessed here:
https://www.gov.uk/guidance/what-ofsted-means-by-a-serious-incident
https://www.gov.uk/guidance/report-a-serious-childcare-incident
4. Members of the Workforce: Serious & Significant Incidents & Issues which must always be reported to the Director and Assistant Director (Form B)
The following must be reported to the Director, using ‘Need to Know’ Form B:
a. Any serious incident of violence against staff or situations where there are serious threats against staff, including stalking and harassment of staff by service users;
b. The death or serious injury to a member of staff (or service user) through an accident at work;
c. The death of any employee in the directorate;
d. Allegations of gross misconduct against staff;
e. Allegations against members of the children’s workforce which are being managed by the LADO and which involve high-profile individuals (for example, head teachers or elected members) and LADO matters which are leading to criminal charges, court appearances and the potential for media interest linking the adult to their work with children.
NB – 4a and c above also include foster carers and supported lodgings providers. Approved carers of Hull children looked after are also included within section e, where the criteria are met.
5. Other ‘Need to Know' Significant Issues or Events (Form C)
Form C should be used to notify the Director (and Assistant Director) of any other significant issue or event. The form will be used routinely for the following:
a. Complaints
A ‘Need to Know’ form is required for all complaints which progress to stage 2 (statutory Children Act) and for those which are either particularly complex and/or are progressing to a Member’s panel or to the LGSCO via the corporate complaints process.
b. Children’s Homes Notifications
A summary of routine Ofsted notifications, together with any key issues arising from Regulation 33 visits, should be produced and submitted using Form C on a monthly basis.
Form C should also be used to notify the Director of any other significant issue, especially any which are having, or are likely to have, a profound impact on service provision to children, young people and families or on performance. This will include any other issue or event which has the potential to incur reputational damage to the council or to the directorate and any additional significant health and safety concern not already covered under 4.a and 4.b above.
It is not possible to produce an exhaustive list and it is important that managers exercise judgement: but, as a ‘rule of thumb’, wherever possible, it is important that the Director is informed in advance about any issues which might be raised at this senior level by corporate colleagues, elected members, members of parliament, partner agencies or regulatory authorities.
6. Who should complete the ‘Need to Know’ Form?
The form should normally be completed and submitted by the Group Manager most directly involved (i.e. with the child or member of staff). ‘Need to Knows’ in relation to LADO matters will be completed by the LADO.
Two things are important to remember:
a. Completion and submission of the ‘Need to Know’ form must never delay alerting senior managers, including the director, of serious and significant incidents and issues.
b. Accountable line managers (Heads of Service, Assistant Director) must always be included in the notification process.
7. Keeping the Director & Senior Managers Updated.
There is no need to complete a new ‘Need to Know’ form to provide essential updates to the Director and other senior managers. The original form should be used to provide updates, making it clear who is providing the update and the date of the update.
The exception to this general rule is when Form C is used to provide routine ‘Need to Know’ submissions (e.g. the monthly summary from children’s homes).
8. Use of Language
The same degree of care and attention must be paid to the use of language as applies to children’s records. For example, avoid referring to the child as “this case” or, when there is a risk of harm to a child/young people, do not describe the child as “putting themselves at risk”.
9. Liquid Logic Records
Form A is used to notify the Director of serious and significant incidents and issues relating to individual children, young people and care leavers (and sometimes groups of children). Where forms are submitted in these circumstances, they become part of the child’s record and should be uploaded onto Liquid Logic. This is important as it confirms a serious concern about a child which has been brought to the attention of the Director and other senior managers. The same will normally apply when a ‘need to know’ has been submitted in respect of a foster carer or supported lodgings carer.
In all such cases, the ‘need to know’ form must be quality assured by the author’s line manager and agreed before it is uploaded.
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