Reporting a serious incident to the Charity Commission
A short guide and a fill-in template
Trustees must report serious incidents to the Charity Commission. This guide explains what to report and how, and gives a template to help you prepare your report. Always check the current guidance on GOV.UK (“How to report a serious incident in your charity”).
Organisation:  __________________________________________
Policy owner / responsible person:  __________________________________________
Date adopted / last reviewed:  __________________________________________
Next review date:  __________________________________________
1. What is a serious incident?
A serious incident is an adverse event — whether actual or alleged — that results in, or risks, significant harm to your charity's beneficiaries, staff, volunteers or others who come into contact with it through its work; or significant loss of the charity's money or assets; or serious harm to the charity's work or reputation.
2. Examples relevant to this kind of work
1. A threat or attack on your people or premises
1. A safeguarding incident involving a beneficiary, volunteer or staff member
1. A significant data breach, or the doxxing of a service user
1. A serious, coordinated reputational attack
1. Loss of, or damage to, the charity's money, assets or property
3. Who reports, and when
1. Reporting is the trustees' responsibility, though it is often delegated to a named person who has their authority.
1. Report promptly — as soon as is reasonably possible after you become aware of the incident.
1. Report what happened AND how you are dealing with it, even if you have also told the police, a funder or another regulator.
4. How to report
1. Use the Charity Commission's online “report a serious incident” service (via the register of charities on GOV.UK). You need the trustees' authority to submit it.
1. You can save your progress, and download and print a copy — keep one for your records.
5. Protecting personal data in your report
Do NOT give personal data about individuals unless it is essential. For example, write ‘an individual has been harmed’ rather than naming the person. This is especially important where beneficiaries are vulnerable.
6. Report template (prepare your answers here)
Charity name and registration number:  __________________________________________
Your name and contact details:  __________________________________________
Date of the incident:  __________________________________________
Date you became aware:  __________________________________________
What happened (brief, factual):  __________________________________________
Who or what was affected (people, funds, property, reputation):  __________________________________________
Harm caused or risked:  __________________________________________
What action you have taken (to deal with it, protect people, prevent recurrence):  __________________________________________
Reported to police / others? (reference numbers):  __________________________________________
Other charities involved (name and number):  __________________________________________
7. Also consider reporting to
1. The police — where a crime may have been committed or there is a threat to safety
1. The ICO — certain personal-data breaches must be reported within 72 hours
1. Your insurer, funders and any safeguarding partners, as appropriate
8. After reporting
Keep your records, act on any follow-up from the Commission, and use what you learn to improve your policies and reduce the chance of it happening again.
This is a general guide and template to adapt, not professional advice. Serious-incident reporting requirements can change — always check the current GOV.UK guidance (‘How to report a serious incident in your charity’) and take professional advice if unsure.  Provided by FaithStar — www.faithstar.co.uk
