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SERIOUS INCIDENT REPORTING POLICY

November 2025
V1.0

Policy name: Florence Foundation Serious Incident Reporting Policy
Adopted on: 29th November 2025
Review date: November 2026

Purpose:
The trustees of the Florence Foundation (“the Charity”) recognise that although the Charity is small and awards modest grants, it still may face “serious incidents” (actual or alleged) that could affect its operations, beneficiaries, finances, assets or reputation. The trustees are committed to identifying, handling and reporting such incidents in accordance with the Charity Commission’s guidance.
1. What is a serious incident?
A serious incident is an adverse event (or alleged event) which:
· causes or risks significant harm to the Charity’s beneficiaries, staff, volunteers or others connected with the Charity; 
· causes or risks significant loss or damage to the Charity’s property or assets; 
· causes, or risks, significant reputational damage to the Charity; or
· results in, or risks, a significant regulatory or legal breach.
Examples may include fraud or theft, safeguarding issues, serious governance failures, a major financial loss, failure in grant-making with significant consequence, cyber-attack/data breach, or any incident which could damage public trust.
2. Responsibilities and procedure
2.1 Immediate actions
· If a trustee becomes aware of a potential serious incident they must inform the Chair (or if the Chair is the subject of the incident, another trustee) immediately.
· The trustees will convene (or the Chair take initial action) to assess the incident promptly, take necessary immediate steps to protect the Charity (e.g., secure funds, communicate to stakeholders, halt payments or grant-making if needed), ensure any required statutory or regulatory bodies (e.g., police, data protection regulator) are notified as appropriate.
2.2 Assessment and reporting decision
· The trustees will consider whether the incident meets the threshold for reporting to the Charity Commission, using the Charity Commission’s guidance and examples. 
· If the trustees decide that the incident does meet the threshold, a report will be made online to the Charity Commission as soon as possible and in any case within 48 hours of the trustees’ decision to report (or earlier if required by law/regulator). (While the Commission does not specify a rigid deadline for all cases, best practice is prompt; some sample policies use 48 hours). 
· If the trustees decide that the incident does not require reporting, the decision and reasoning will still be recorded in the minutes, together with any mitigating actions taken.
2.3 Content of the report
When making a report to the Charity Commission, the trustees will provide:
· details of the incident (what happened/ is alleged to have happened), date(s) and persons/organisations involved;
· the Charity’s assessment of the impact/consequences (or potential consequences);
· steps taken and planned by the Charity to manage/mitigate the incident and prevent recurrence;
· details of any investigations or disciplinary action;
· whether any other regulators, law enforcement agencies or third parties have been informed; and
· contact details of the person within the Charity who the Commission may contact for further information.
The Charity Commission online form will be used. 
3. Record-keeping and follow-up
· The trustees will record the incident, decision making, actions and outcomes in the minutes of the trustee meeting or a dedicated incident log.
· The Chair (or designated trustee) will ensure that any follow-up actions (investigation, internal review, policy changes) are completed, with progress reported to the trustees at a subsequent meeting.
· Where necessary the trustees will review this policy and other relevant policies (e.g., financial controls, conflicts of interest, safeguarding) and update them in light of lessons learned.
4. Review and communication
· This policy will be reviewed at least annually, or sooner if a serious incident occurs, new guidance is issued, or the Charity’s size/activities change.
· The trustees may make this policy publicly available (for transparency).
· The trustees will ensure that staff (if any), volunteers (if any) and trustees are aware of this policy and know how to escalate a potential serious incident.
Signed:

Chair of Trustees: PETER PRITCHARD

Date: __ / __ / ___
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