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[bookmark: _Toc226843140]1. Purpose
Sibling Kinship supports sibling kinship carers and dependent siblings who may be vulnerable and may have experienced trauma, abuse, neglect or bereavement. We operate primarily online. Serious incidents can occur in service delivery, safeguarding, governance, fundraising or data protection.

This procedure ensures that serious incidents are:
· identified quickly;
· responded to appropriately to safeguard people and protect the charity;
· escalated to trustees and, once registered, reported to the Charity Commission where required;
· documented and reviewed so learning is captured and future risk reduced.

This procedure should be read alongside:
· Safeguarding Policy (Adults and Children) and Safeguarding Policy for Staff/Volunteers
· Emergency & Crisis Plan Procedure
· Risk Assessment Procedure for Online Therapy
· Data Breach Response Procedure
· Fraud Prevention Policy and Anti-Bribery/AML Policy
· Complaints Policy and Whistleblowing Policy
· Board Reserved Powers Policy and Board Operating Procedures

[bookmark: _Toc226843141]2. What is a “serious incident”?
A serious incident is an adverse event (actual or alleged) that results in, or risks, significant:
· harm to a beneficiary, staff/volunteer, or member of the public;
· loss of charity money or assets;
· damage to the charity’s property or reputation;
· breach of law or regulatory requirements;
· risk to the charity’s ability to operate.

Once registered, Sibling Kinship will follow the Charity Commission guidance on reporting serious incidents (“Reporting serious incidents in charities”), noting that not every incident is reportable, but those that are must be reported promptly.

[bookmark: _Toc226843142]3. Examples of serious incidents relevant to Sibling Kinship
The following are examples (not exhaustive). The Board/DSL/DPL must use judgment case-by-case:

[bookmark: _Toc226843143]3.1 Safeguarding and harm
· A child or adult at risk is harmed in connection with Sibling Kinship activity (e.g., during/after a session where risk was identified and not managed).
· Serious allegations of abuse or exploitation by a trustee, staff member, volunteer, mentor/coach, counsellor or contractor.
· A serious safeguarding failure (e.g., not acting on a disclosure; failure to refer where required).

[bookmark: _Toc226843144]3.2 Clinical and service delivery
· A client dies or attempts suicide during or shortly after receiving support, where there is a possible link to service delivery or duty of care.
· A significant breach of professional boundaries by a mentor/coach, counsellor or facilitator.
· Serious misconduct affecting safe service delivery.

[bookmark: _Toc226843145]3.3 Data protection and cyber incidents
· A personal data breach involving sensitive data (e.g., counselling notes, safeguarding records) with high risk to individuals.
· Unauthorised access to systems or accounts leading to exposure of confidential information.

[bookmark: _Toc226843146]3.4 Financial crime and significant loss
· Suspected fraud or theft of charity funds.
· Large loss due to error, scam, or improper payments.
· Money laundering concerns or suspicious donations that could involve criminal property.

[bookmark: _Toc226843147]3.5 Reputational or governance crises
· Media coverage likely to cause significant reputational damage.
· Serious dispute or breakdown in governance affecting charity operation.
· Significant regulatory non-compliance (e.g., failure to file required returns once registered).

[bookmark: _Toc226843148]3.6 Online safety incidents
· Unauthorised attendance in an online session where personal data is disclosed.
· Serious harassment, threats, or doxxing against staff/volunteers/service users linked to Sibling Kinship online spaces.

[bookmark: _Toc226843149]4. Roles and responsibilities
[bookmark: _Toc226843150]4.1 Everyone (duty to escalate)
Anyone who becomes aware of a potential serious incident must:
· take immediate steps to protect safety (call 999 if necessary),
· notify the DSL or Chair as soon as possible,
· preserve evidence (do not delete relevant emails/messages/logs).

[bookmark: _Toc226843151]4.2 DSL (Designated Safeguarding Lead)
The DSL:
· leads safeguarding-related incident response;
· decides/refers to statutory safeguarding bodies (children’s services/adult safeguarding/police);
· ensures safeguarding records are created and stored securely;
· notifies Chair/Board of serious safeguarding incidents promptly.

[bookmark: _Toc226843152]4.3 DPL (Data Protection Lead)
The DPL:
· leads data breach assessment and response;
· determines ICO reporting threshold and ensures 72-hour reporting where required;
· coordinates notifications to affected individuals where high risk is likely;
· logs data incidents.

[bookmark: _Toc226843153]4.4 Treasurer/Finance Lead
Leads response to suspected fraud/financial loss, including:
· containment actions with bank/platform;
· preservation of financial records and evidence;
· advising Board on financial impact and recovery steps.

[bookmark: _Toc226843154]4.5 Chair and Board of Trustees
· Ensure serious incidents are governed appropriately and the charity responds in its best interests.
· Decide whether the incident is reportable to the Charity Commission (once registered) and approve submission (subject to emergency provisions).
· Ensure learning and improvements are implemented.

[bookmark: _Toc226843155]5. Immediate response: first actions (the “STOP” steps)
When a serious incident is suspected:
S — Safeguard: take immediate safety steps (call 999 if required).
T — Tell: notify DSL and/or Chair immediately (same day).
O — Observe/obtain facts: record factual information promptly; preserve evidence.
P — Protect: limit further harm (pause services, restrict access, remove people from roles pending review, secure accounts).

[bookmark: _Toc226843156]6. Escalation routes and timescales
[bookmark: _Toc226843157]6.1 Urgent (immediate risk)
· Call 999 first if needed.
· Notify DSL/Chair immediately by phone.
· Board to be notified as soon as practicable (within 24 hours where possible).

[bookmark: _Toc226843158]6.2 Non-urgent but potentially serious
· Notify DSL/Chair within 24 hours of discovery.
· DSL/DPL/Treasurer to assess within 2 working days.

[bookmark: _Toc226843159]7. Internal assessment and decision-making

[bookmark: _Toc226843160]7.1 Incident triage meeting
For medium/high seriousness, a triage discussion should occur (by phone/Teams) between:
· Chair,
· DSL (if safeguarding),
· DPL (if),
· Treasurer (if financial),
· another trustee (for oversight and conflicts management).

The triage should decide:
· what happened (known facts),
· who is affected and immediate risks,
· whether external agencies must be contacted (safeguarding/police/ICO/bank),
· whether to suspend roles/access pending investigation,
· whether the incident meets Charity Commission serious incident reporting criteria (once registered),
· communications plan (internal/external).

[bookmark: _Toc226843161]7.2 Conflicts of interest
Any trustee/staff involved in or connected to the incident must declare conflict and step back from decisions/investigation.

[bookmark: _Toc226843162]8. External reporting requirements (overview)
Depending on the incident type, Sibling Kinship may need to report to:

[bookmark: _Toc226843163]8.1 Statutory safeguarding agencies
· Children’s services/adult safeguarding teams (where thresholds met)
· Police (crime, immediate danger)

[bookmark: _Toc226843164]8.2 Information Commissioner’s Office (ICO)
· Report data breaches within 72 hours where required under GDPR.

[bookmark: _Toc226843165]8.3 Charity Commission (once registered)
Once Sibling Kinship is a registered charity/CIO, report serious incidents promptly via the Charity Commission online form where required.

Important: Reporting to the Charity Commission is about transparency and governance; it does not replace safeguarding or police reporting.

[bookmark: _Toc226843166]8.4 Funders/insurers/banks
Where relevant:
· funders (if incident affects grant conditions, delivery, or reputation),
· insurers (if claim or notification required),
· bank/platform (for fraud/scam containment).

[bookmark: _Toc226843167]9. Recording and documentation (mandatory)
For every serious incident (and near miss with high learning value), create a record including:
· incident reference number,
· date/time occurred and discovered,
· type of incident (safeguarding/data/financial/reputation/other),
· people affected (use minimal identifiers; safeguard confidentiality),
· factual timeline of events,
· actions taken and by whom (with times),
· referrals/reports made and reference numbers,
· decision on Charity Commission reporting (and rationale),
· immediate outcomes and risk status,
· learning and corrective actions with owners and deadlines.

Records must be stored securely and retained in line with Records Retention Schedule.

[bookmark: _Toc226843168]10. Communications and media handling
· Only authorised spokespersons (Chair or Board-approved person) may communicate externally about serious incidents.
· Communications should be factual, non-defamatory, and protect confidentiality.
· Do not share personal details of service users.
· If service users are affected, provide appropriate support and clear information within confidentiality boundaries.

[bookmark: _Toc226843169]11. Post-incident review and learning
Within 10–20 working days (or sooner if needed), complete a review to:
· identify root causes (policy gaps, training, supervision, system weaknesses),
· confirm whether actions taken were timely and appropriate,
· implement improvements (policy updates, training, platform security changes),
· update risk register and mitigation plans,
· confirm any follow-up reporting obligations met.

The Board should receive an anonymised summary and approve major changes.

[bookmark: _Toc226843170]12. Training and awareness
All trustees and any client-facing staff/volunteers must know:
· what a serious incident looks like,
· who to inform,
· how to preserve evidence,
· the difference between safeguarding referral, ICO reporting and Charity Commission reporting.

This is covered in induction and refreshed annually.

[bookmark: _Toc226843171]13. Templates (recommended internal documents)
Sibling Kinship will use:
· Crisis/Emergency Incident Report Form (operational)
· Data Breach Report Form (data protection)
· Fraud Incident Report Form (finance)
· Serious Incident Decision Record (trustee record of reporting decision)
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This procedure will be reviewed annually and after any serious incident, or when the charity’s legal status changes (e.g., CIO registration).
image1.jpeg




