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The Aire Rivers Trust 

Serious Incident Reporting Policy and Procedure 

1. Purpose 

The Aire Rivers Trust (ART) is committed to ensuring the safety and wellbeing of its beneficiaries, 

staff, volunteers and the communities it serves. This policy outlines the procedures for identifying, 

reporting and managing serious incidents that may impact the charity's operations, reputation or 

beneficiaries. Serious incidents must be reported to the Charity Commission in accordance with its 

guidelines. 

 

2. Definition of a Serious Incident 

A serious incident is any event that results in or risks causing significant harm to ART’s: 
• beneficiaries, staff or volunteers (e.g. safeguarding issues, physical harm) 

• property or financial standing (e.g. fraud, financial loss) 

• operations or reputation (e.g. significant reputational damage, legal issues) 

• compliance with laws or regulations (e.g. data breaches, non-compliance with health and 

safety) 

 

3. Types of Serious Incidents 

Serious incidents may include, but are not limited to: 

• Fraud or Theft: misappropriation of funds, theft or misuse of ART assets 

• Safeguarding: any incident involving abuse, neglect, or exploitation of beneficiaries, staff or 

volunteer 

• Financial Loss: unplanned financial losses that jeopardise ART’s ability to deliver services or 
pay liabilities 

• Health & Safety: major accidents, injuries, or breaches of health and safety regulations 

• Reputational Damage: incidents that attract negative media coverage or public concern 

• Data Breaches: loss or unauthorised access to personal data as per GDPR regulations 

• Criminal Activity: any criminal activity that impacts ART's work, such as vandalism or cyber-

attacks 

 

4. Trustee Obligation 

The trustees of ART are committed to ensuring that serious incidents are handled in a timely, 

transparent and effective manner. Reporting serious incidents is not only a regulatory requirement 

but also a crucial part of maintaining trust with stakeholders and protecting the charity’s assets and 
people. 

 

5. Procedure for Reporting Serious Incidents 

 

5.1 Identifying a Serious Incident 

• Staff, volunteers and trustees must remain vigilant and report any incident that could be 

classified as serious as soon as possible to the ART Chief Executive and Chair.  

• ART’s Chief Executive or the designated lead trustee will conduct an initial assessment to 
determine if the incident meets the threshold for serious incident reporting 
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5.2 Internal Reporting 

• Step 1: Report the incident immediately to the Chief Executive and Chair. If the incident 

involves the Chief Executive, trustees should be informed directly 

• Step 2: The Chief Executive and Chair must log the details of the incident, including the date, 

time, people involved and a summary of the event and store securely  

• Step 3: Convene a meeting with the Board of Trustees to discuss the incident and agree on 

an appropriate course of action 

 

5.3 External Reporting to Charity Commission 

• Step 1: If deemed a serious incident, the Chief Executive and Chair must report the matter to 

the Charity Commission within 24 hours of identifying the incident using their online 

reporting tool 

• Step 2: The report must include:  

o Details of the incident and parties involved 

o The impact on ART 

o Steps taken to address the incident 

o Measures put in place to prevent a recurrence 

• Step 3: If the incident involves safeguarding, data protection breaches or criminal activity, 

additional reports must be made to the relevant external authorities, including the police, 

ICO or local safeguarding bodies 

 

5.4 Follow-up and Resolution 

• ART will carry out an internal investigation to determine the cause of the incident and 

whether any further actions are needed 

• Actions may include disciplinary measures, additional training or system improvements 

• A final report must be prepared and shared with the trustees, outlining key findings, 

corrective actions and lessons learned by the Chief Executive and Chair. 

 

6. Monitoring and Review 

• The Board of Trustees will review all serious incidents at its regular meetings to monitor 

outcomes and identify any patterns that require attention 

• ART’s Serious Incident Reporting Policy will be reviewed annually to ensure compliance with 

Charity Commission guidelines and to improve reporting procedures 

 

7. Communication and Training 

• ART will ensure that all staff, volunteers and trustees are aware of this policy and 

understand their responsibilities in reporting serious incidents 

• Regular training will be provided on recognising and responding to serious incidents, 

including safeguarding and data protection issues 

 

This policy is designed to protect the integrity of The Aire Rivers Trust and ensure prompt, 

responsible management of incidents that may affect its operations or reputation. 

 

Approved by the Board of Trustees on 14th May 2025 

Next Review Date: May 2026 


