
QUICK RHI GUIDE FOR MANAGERS AND STAFF 

 

This is a quick guide designed to highlight the key sections in the RHI process that are 
often recorded incorrectly. This guide is to be used by Workers when completing RHI’s 
and Team Managers when QAing an RHI to ensure that childrens record correctly details 
this key event in their life. 

Key Principles: 

Visits to discuss the missing episode with a YP should always take place as quickly as 
possible after they go missing- we need to ensure we give the right messages to children 
– we were worried about where they were and don’t wait for the paperwork to catch up! 

It can be unhelpful to use words such as “interview” with CYP, this often makes the 
process feel formal to them – you will likely know your YP best but it is likely to be best 
achieved by talking about what happened when they were reported missing. 

NB it is only necessary to complete sections 3+4 of the RHI form – the other two 
sections pull through from the MASH contact and referral record.  

 

 

Attempts – each effort to contact a child for the RHI should be recorded in a separate 
box with the date AND time the contact was made.  NB the time defaults to 00:00 so you 
must alter this! include a brief narrative about the attempts, phone call directly, through 
parents/school and whether you got through.  NB one contact attempt for a child open 
to social care is not really acceptable – the advice is that you should really try at least 
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three times over the course of 1-2 days and should make efforts to contact parents, 
schools or placement support staff/carers if you can’t contact the child direclty.  

Was the child or yougn person offered a return interview – outcome – yes 

Include a little narrative in the box – if they only agreed to talk to you by phone, over 
teams, they were happy for you to visit but not that day etc. 

Did the child or young person accept the return interview – outcome – yes 

Ensure you include the date and time of the interview NB the time will default to 00:00 
so you must change this.  

 

  

Attempts – each effort to contact a child for the RHI should be recorded in a separate 
box with the date AND time the contact was made.  NB the time defaults to 00:00 so you 
must alter this! include a brief narrative about the attempts, phone call directly, through 
parents/school and whether you got through.  NB one contact attempt for a child open 
to social care is not really acceptable – the advice is that you should really try at least 
three times over the course of 1-2 days and should make efforts to contact parents, 
schools or placement support staff/carers if you can’t contact the child directly.  

Was the child or young person offered  return interview – outcome – yes 

Include a little narrative in the box – if they only agreed to talk to you by phone, over 
teams, they were happy for you to visit but not that day etc.  If they state during this 
conversation they do not want to talk to you – then include the narrative of what they 
said here – its often more powerful to use their words.  
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Did the child or young person accept the return interview – outcome no  

Ensure that the drop down box you choose reflect what you have recorded in the 
narrative box about the RHI being offered.   NB if a child talks to you a little about their 
missing episode – however small this is, it is not a refusal – its just that we have limited 
information about it and you and your manager will have to think about any next steps 
as a result of this.  

 

 

Attempts – each effort to contact a child for the RHI should be recorded in a separate 
box with the date AND time the contact was made.  NB the time defaults to 00:00 so you 
must alter this! include a brief narrative about the attempts, phone call directly, through 
parents/school and whether you got through.  NB one contact attempt for a child open 
to social care is not really acceptable – the advice is that you should really try at least 
three times over the course of 1-2 days and should make efforts to contact parents, 
schools or placement support staff/carers if you can’t contact the child directly.  

Was the child or young person offered  return interview – outcome – no  

If you are not able to make contact with the child and this is why you cannot offer the 
RHI, you should have demonstrated sufficient effort in the contact attempts to reach 
the child/young person as detailed above – x1 attempt, particulalry for a child who is 
already open to services is not sufficient.   

It may be that the decision was taken not to offer for other reason and no contact 
attempts were made; if this is the case, then ensure the reason you chose reflects this – 
not being in the child’s best interests for example, could be used in the case of a YP who 
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has significant MH problems or a safetuarding worry occurred during the incident and 
the child may be traumatised.  

Did the child or young person accept the return interview – no  

If you do not offer the RHI, the only outcome you should choose here is the one that 
details the offer not being made.  

 

Manager sign off 

A reminder please that you should check that the SW has inputted all the necessary 
dates and times as per the details noted above in the previous page.  

Manager sign off should ideally include: 

➢ A note about the risks identified 
➢ A note about the strengths to mitigate risks 
➢ Is the plan that is in place still sufficient to meet the needs or does something 

need to change?  
➢ Any actions needed as a result with timeframes 

 
It is also an opportunity to give some feedback to the worker by adding a note about the 
quality.  

 


