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PURPOSE 
All Award Units and Recognised Activity Providers are required to have, as part of their license, a Child 
Protection Policy in place and work according to Ara Taiohi’s Code of Ethics. All licenced organisations 
re-sign the Award’s license Terms and Conditions annually.  
 
The Duke of Edinburgh’s International Award Foundation (‘the Foundation’) requires The Duke of 
Edinburgh’s Hillary Award (‘the Award’) to report, as soon as possible, any serious incident, complaint 
and possible claim to the Foundation that may provoke significant adverse publicity or financial or 
legal liability for the Award or the Foundation. The Award is required to keep the Foundation informed 
about the progress on any of these matters.  
 
The purpose of the Serious Incident Reporting Policy is to provide Award Units, Recognised Activity 
Providers and Award staff with guidance to determine what constitutes a serious incident, what to 
report, to whom and when. Notifiable Events, as determined by WorkSafe New Zealand are managed 
through the Notifiable Events Policy and not through the Serious Incident Reporting Policy.  
 
WHAT DOES THIS POLICY COVER? 
This policy covers serious incidents, whether actual or alleged, which results in or risks significant: 
 

• Harm to one or more of the Award’s staff, Award Leaders, participants, volunteers or others 
who come into contact with the Award.  

• Loss of the Foundation’s or the Award’s money or assets. 
• Harm to the Foundation, the Award and/or the Award’s work or reputation. 
• Systems failure and technology failure leading to significant business impact. 

 
INCIDENT TYPES 

• Safeguarding/child protection concern → follow Child Protection & Safeguarding policy + this 
reporting policy.  

• WorkSafe notifiable event → follow Notifiable Event policy  
• Privacy breach → follow Privacy breach response steps; notify Office of the Privacy 

Commission and affected where required. 
 

CATEGORIES OF SERIOUS INCIDENT 
The categories for reporting serious incidents are very broad and can be summarised as follows: 
 

• Protecting people: Safeguarding incidents, including sexual exploitation and abuse incidents 
– incidents that have resulted in or risk significant harm to participants, Award Leaders, 
volunteers and other people who come into contact with the Award through its work. Please 
refer to the Award’s Child Protection Policy for further guidance and requirements.  

• Financial crimes: fraud, theft, cyber-crime and money laundering.  
• Large donations from an unknown or unverified source, or suspicious financial activity  
• Other significant financial loss 
• Major systems failure: such as failure or a major data breach with the Online Record Book, 

Award Community, Alumni platforms, Salesforce and Microsoft Environment. 



 

• Links to terrorism or extremism: including ‘proscribed’ (or banned) organisations, individuals 
subject to an asset freeze, or kidnapping of Award staff, participants or volunteers.  

• Other significant incidents: such as insolvency, forced withdrawal of banking services without 
an alternative, significant breaches/losses or incidents involving partners that materially affect 
the Award. 
 

SERIOUS INCIDENTS PROCEDURE 
A Serious Incident relating to an Award Unit, Recognised Activity Provider or other delivery 
partner 
Serious Incidents that occur with an Award Unit and/or Recognised Activity Provider will primarily be 
managed by the Award Unit and/or Recognised Activity Provider based on their internal policies and 
procedures. Where relevant, the Award may require copies of the internal investigation (and external 
investigation if required) once completed.  
 
Upon receipt of a Serious Incident, or concern thereof, in an Award Unit, the Award may, depending 
on the nature of the incident, immediately remove access for the Award Leader(s) to the Online 
Record Book. Upon receipt of a Serious Incident, or concern thereof, with a Recognised Activity 
Provider, the Award may, depending on the nature of the incident, immediately remove the 
Recognised Activity Provider from its website. The Award may seek external expertise when assessing 
the investigation report and, if not satisfactory, may terminate the license of the organisation(s) 
concerned. All serious incidents will be managed by the National Director/CEO and the Board 
Designated Safeguarding Lead (DSL). Any staff who become aware of a Serious Incident involving a 
licensed Award Unit or Recognised Activity Provider must immediately notify the National 
Director/CEO. 
 
See Appendix 1 below for further detail on the Serious Incident Management Process.  
 
A Serious Incident involving Award Employees/Board members 
All incidents involving Award employees or Board members will be evaluated to identify its 
seriousness based on the impact to others and risk it presents of provoking significant adverse 
publicity and financial or legal liability for the Award or the Foundation. The Award will use the 
Foundation’s ‘tension triangle’ to identify if there is a significant risk in one or more areas. Analysis 
using the ‘tension triangle’ will be conducted using three key areas of consideration: behaviour, 
proximity and reputation. A significant risk in one or more areas is deemed serious, and the Award 
will manage this according to the HR Manual and other associated policies, as well as reporting it to 
the Foundation and any other appropriate authorities.  
 

  
 



 

• Behaviour – questions and considerations: 
o Does the actual or alleged incident reflect a breach of Ara Taiohi’s Code of 

Ethics? 
o Is the actual or alleged incident illegal in Aotearoa New Zealand? 
o Is the actual or alleged incident a result of negligence? 
o What other factors need to be considered relating to the behaviour involved in 

the incident? 
o Does the actual or alleged incident involve a minor or vulnerable person? 

 
• Proximity – questions and considerations: 

o What is the relationship between the alleged or actual perpetrator and the 
Award. 

o Who is/are the human victim(s)? What is the relationship between the victim(s) 
and the Award. 

o Did the incident(s) take place during activity directly associated with the Award? 
o What other factors need to be considered relating to the proximity of the 

incident to the Award. 
o Does the incident(s) involve a breach of the Award’s Award Unit, Recognised 

Activity Provider and/or National Organisation license? 
 

• Reputation – questions and considerations: 
o What is the potential for adverse publicity for the Award’s Brand? 
o Is there a reputational risk for key stakeholder individuals or organisations? 
o What other factors need to be considered relating to publicity connected to the 

incident? 
 
The results of the triangulated evaluation or analysis will be cross-referenced against a risk-
assessment on any potential risks of further harm to the victim(s)/survivor(s) associated with 
reporting the incident to the Foundation.  
 
All Serious Incidents will be treated with respect and in the strictest confidence by the Award in 
accordance with the Award’s Privacy Policy and only shared on a need-to-know basis, consistent with 
the Privacy Act 2020 and safeguarding obligations. 
 
Any communications, media interest or other outwardly facing communications related to a Serious 
Incident involving the Award or an Award Unit, Recognised Activity Partner, National Organisation or 
other partner will be handled solely by the National Director/CEO.  
 
Serious Incident Process 
The National Director/CEO will discuss all elements of the incident with the appropriate contacts at 
the Award Unit, Recognised Activity Provider or National Organisation and other relevant individuals 
if required. If at any stage it appears likely that legal action may arise, the National Director/CEO shall 
advise the Board Chair and seek an opinion from the Award’s legal advisors. If the Serious Incident 
relates to a Safeguarding issue, the Board’s Designated Safeguarding Lead will also be informed.  
 
Investigation of a Serious Incident  
As the Award runs a devolved model, it is the responsibility of the organisation or organisations 
(PCBUs) involved in the incident to notify New Zealand Police | Nga Pirihimana o Aotearoa, Oranga 
Tamariki, WorkSafe New Zealand and/or any other relevant authorities and to investigate the incident. 
The Award may require copies of any report as well any internal investigation undertaken by the 
licensed Award Unit, National Organisation or Recognised Activity Provider to be lodged with it.  



 

 
The Award may seek expert professional or legal advice around continuing to work with the Award 
Unit, National Organisation or Recognised Activity Provider.  
 
Who should report a Serious Incident? 
All Award employees must report any suspected or confirmed Serious Incidents to the National 
Director/CEO as soon as reasonably possible after they become aware of it. The National 
Director/CEO is responsible for prompt, full and frank disclosure of a Serious Incidents to any 
relevant organisations including but not limited to New Zealand Police | Nga Pirihimana o Aotearoa, 
Oranga Tamariki, Teaching Council of Aotearoa New Zealand, WorkSafe New Zealand or the Office of 
the Privacy Commissioner (OPC).  
 
If notification to the OPC is required:  

• An assessment will take place to consider seriousness and likelihood of serious harm.  
• If notifiable: notify OPC (within ~72 hours) and, in consultation with OPC, where relevant, 

notify affected individuals.   
 
The obligation for reporting this to the Foundation rests with the license signatory for the Award. In 
some instances it may be necessary to report the incident to the Foundation. This will be assessed by 
the CEO/National Director and where relevant the Board should be consulted and informed by the 
National Director/CEO before reporting to the Foundation. In practice, the National Director/CEO 
may report on behalf of the Board and licensed signatory, where required. The Award will only 
report to the Foundation once the relevant authorities in Aotearoa New Zealand have been 
informed. The report to the Foundation will be to the Foundation’s Designated Safeguarding Lead 
(safeguarding@intaward.org).  
 
MONITORING OF INCIDENTS 
If the report about the Serious Incident indicates that with the appropriate measures put in place 
similar future incidents could be avoided or mitigated, then the Award will monitor this accordingly 
and no further measures taken. If the investigation and/or report indicates that there were significant 
failings on the part of the Award Unit, National Organisation and/or Recognised Activity Provider then 
the Award will seek appropriate advice when deciding whether or not to continue to license the Award 
Unit, National Organisation and/or Recognised Activity Provider.  
 
ACCESSIBILITY OF THE SERIOUS INCIDENTS POLICY 
A copy of this policy can be found on the Award’s website  - https://dofehillary.org.nz/our-policies 
 
POLICY REVIEW 
Review of this policy is bi-annual and due February 2028, or as required following a material change 
to the above processes or relevant legislation.  
 
RELEVANT POLICIES AND LEGISLATION 
Health and Safety at Work Act 2015  
Notifiable Event 
Privacy Act 2020 
Child Protection Policy 
Privacy Policy 
Award Unit Licence 
Recognised Activity Provider Licence 
Children’s Act 2014 
 

mailto:safeguarding@intaward.org
https://dofehillary.org.nz/our-policies/
https://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html
https://www.worksafe.govt.nz/notifications/what-events-need-to-be-notified/
https://www.legislation.govt.nz/act/public/2020/0031/latest/LMS23223.html
https://dofehillary.sharepoint.com/sites/DOE/_layouts/15/Doc.aspx?sourcedoc=%7B2FB53E00-2DB4-4216-8E58-947DFB3FA8BB%7D&file=2025-06-24%20Full%20Child%20protection%20policy%20with%20flowcharts.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://dofehillary.org.nz/privacy-policy/
https://dofehillary.org.nz/wp-content/uploads/2024/08/Award-Unit-Licence-2024.pdf
https://dofehillary.org.nz/wp-content/uploads/2025/07/RECOGNISED-ACTIVITY-PROVIDER-RAP-LICENCE-AGREEMENT-2025-26.pdf
https://www.legislation.govt.nz/act/public/2014/0040/latest/dlm5501618.html


 

APPENDIX 1: SERIOUS INCIDENT MANAGEMENT PROCESS 
 
1. Immediate safety & preservation 
If there is immediate danger or urgent safety risk the health and safety of those in the immediate 
site is paramount. First aid should be provided to any injured persons and emergency services 
contacted if required (111). If a WorkSafe notifiable event is suspected the scene should be 
preserved as much as possible in order for the investigation to take place.  
 
2. Initial notification & logging  

• Any staff member who becomes aware must notify the National Director/CEO immediately 
(within 2 hours where practicable). The National Director/CEO will notify the DSL. 

• National Director/CEO creates a Serious Incident Record.  
 

3. Triage & classification (CEO + DSL) 
• Safeguarding Issue (participant/young person harm, allegation against leader/volunteer, 

etc.) → activate Child Protection & Safeguarding procedures + consider temporary controls.  
• Health & Safety → assess whether it is a notifiable event. If a notifiable event, expert 

guidance will be accessed and followed. If not a notifiable event, monitor through regular 
updates and reports as relevant. 

• Privacy Breach → breach containment, harm assessment; if notifiable, notify OPC and follow 
their advice around notifying affected individuals.  

• Fraud/financial crime → preserve evidence; consider Police report and financial controls. 
 

4. Interim risk controls  
• Where an incident involves an Award Leader or delivery partner of the Award and it meets 

the criteria for a Serious Incident, the Award may temporarily suspend Online Record Book 
access pending investigation outcome.  

• Where the incident involves a Recognised Award Provider and it meets the criteria for a 
Serious Incident, the Award may temporarily remove the RAP listing from the Award’s 
website, pending investigation outcome.  

• Where risks cannot be mitigated via the above whilst an investigation takes place, the Award 
reserves the right to pause all activities/events from the delivery partner or person involved 
pending the investigation outcome.  

 
Governance: 

• All activity will be overseen and authorised by National Director/CEO in consultation with 
Board DSL. 

• All actions will be documented with reasons, evidence basis, review date, and reinstatement 
criteria, where relevant. 

 
5. Investigation pathway 
A) If the incident involves an Award Unit / RAP personnel (external licence holders) 

• The Award Unit / RAP leads their investigation under their internal policies.  
• The Award sets minimum expectations:  

o timeframe for receiving an initial summary, 
o minimum content of investigation report, 
o requirement to share outcomes and corrective actions, 
o escalation if the response is inadequate. 

Escalation steps: 
1. Informal corrective action request (including deadline).  
2. Formal notice under licence terms requiring corrective actions (with monitoring guidelines). 



 

3. Suspension of licence activities / removal of access/listing pending remediation. 
4. Termination if serious failings persist or risk remains unacceptable. 

  
B) If the incident involves Award employees (internal disciplinary) 
This will be managed under the policies and processes listed in the HR Manual:  

 
• CEO or relevant line manager leads employment investigation steps 
• DSL advises on safeguarding risk 
• CEO/Board Chair are informed depending on severity 
• Foundation (IAF) notification occurs after NZ authorities are informed (where relevant).  

 
6. External notifications  
Where relevant, external parties will be notified, which could include:  

• Confirm external notifications required (Police/OT/WorkSafe/OPC etc.).  
• Notification to Foundation (IAF), as per the process above  

 
7. Communications management 
External communications will be handled by the National Director/CEO and Chair, where 
appropriate. This will be considered in line with legislation and preserving confidentiality, whilst not 
impeding safety reporting.  
 
8. Post-incident learning & monitoring 
Post-event review to include:  

 
• a “lessons learned” review, 
• actions assigned and tracked, 
• update of risk register where relevant, 
• and confirmation of closure criteria 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://dofehillary.sharepoint.com/:b:/s/DOE/IQA5vfCUsiqNRJj3ammNcxFMAQNFEVJ1LC4Tc2KmBs5rn4g?e=lJ7fCC


 

APPENDIX 2: ESCALATION TO THE INTERNATIONAL AWARD FOUNDATION MATRIX 
 

Risk level 
What this looks 
like in practice 

Examples Required steps IAF notified? 

Low 

Issue is theoretical, 
unsubstantiated, or 
only loosely 
connected to the 
Award 

Rumour; allegation 
with no Award 
connection. 

• Record internally 
• CEO + DSL review 
• Monitor for changes 
• Reassess if new info 

emerges 

No (unless 
escalated) 

Moderate 

Allegation or 
concern with some 
Award relevance, 
but limited 
exposure or 
credibility 

Allegation involving 
someone with past or 
peripheral Award 
involvement; or 
historical association 
only. 

• Record internally 
CEO + DSL review 

• Monitor for changes 
• Reassess if new info 

emerges 

No (unless 
escalates) 

High 

Credible issue with 
a clear connection 
to Award delivery or 
potential 
reputational impact 

Allegation involving a 
current or recently 
active Award role 
(Award Leader, 
Assessor, Staff, Board 
etc) or Award role with 
substantial Award 
history. 

• CEO and DSL notified 
immediately 

• Discussion with Chair 
of Board 

• Monitor event/issue. 
• Seek external 

expertise if required 
• Review post-event 

with possible formal 
report/review. 

Yes – notify 
IAF 

Systemic / 
Significant 

Pattern, repeat 
issue, or matter that 
could affect 
licence, reputation, 
credibility, or 
operating model. 

Multiple similar 
concerns; externally 
substantiated issue; 
regulator involvement, 
media involvement. 

• Immediate 
CEO/DSL/Board 
escalation. 

• External expertise 
assistance sought.. 

• Event and response 
fully and formally 
documented. 

• Formal notification to 
relevant authorities & 
follow up if required. 

Yes – notify 
IAF 

 


