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Serious Incident Reporting Template
[bookmark: _GoBack]of the International Climate Initiative
Serious Incident Reporting 
[bookmark: _Toc84908171][bookmark: _Hlk132114570]As part of the reporting requirements stipulated in Chapter 7.1. of the IKI Safeguards Policy, the implementing organisation (IO) has committed to inform and report to IKI on all Serious Incidents (SI) that occur in relation to project-related activities by either the IO, any implementing partner or any third party  or in connection with a Project financed by the Grant.
Any Serious Incident must be reported via e-mail to the responsible project manager at ZUG 72 hours after the incident has occurred using this template. If further information is available at a later stage, this template can be amended up to 10 days after submission. 
The < IO > should report all serious incidents which the Project has caused, contributed to, or is linked to. The purpose of reporting serious incidents is to ensure that appropriate responses and corrective actions are taken in a timely manner to minimise, mitigate and/or remedy the impacts as well as to avoid repeat occurrences. 
Scope of Serious Incidents 
[bookmark: _Hlk114755306]A serious incident in this context is defined as: “any unplanned or uncontrolled event (including accidents and complaints) with a materially adverse effect on Project workers, community members or the environment” that: 
a) occurred
· in connection to the Project, including incidents that were caused by, contributed through, or linked[footnoteRef:1] with IKI-financed activities implemented by either the <IO>, any implementing partners or third parties; and [1:  Further guidance on the terms “caused”, “contributed”, “directly linked” can be found in the United Nations Guiding Principles for Human Rights (UNGPs) or sought from IKI directly. In summary:  
An incident would be caused by the Project if it is a direct result of Project actions or decision solely taken by the IO without the involvement of any other actor;
An incident would be contributed through a Project if the Project actions or decisions have maintained or increased the likelihood and severity of the incident by facilitating or incentivizing a Project partner or third party (including through omissions in due diligence, including failure to support adequate mitigation measures) to cause the incident; 
An incident would be linked with a Project if it has not caused or contributed to it but has a direct contractual or non-contractual relationship with the entity that has caused the incident and harmful actions are related to the project goal.. ] 

· within the ‘Project Area of Influence’. 
Incidents not connected to the Project, do not need to be reported as Serious Incidents. 
AND 
b) 
· has, or is likely to have a materially adverse effect on the affected persons or environment, at least categorized as risk category B (IKI Safeguards Policy, 7.1.); or 
· would be regarded as a serious Environmental, Social, Health, and Safety incident by international standards from the perspective of an objective third party; or
· has attracted or is likely to attract substantial adverse attention from e.g. NGOs; or
· may lead to adverse media coverage or reputational risks; or
· gives, or has the potential to give rise to material legal or financial liabilities; or 
· led to legal non-compliances, such as breach of national environmental and social regulations, international treaties or with IKI’s Exclusion Criteria; or 
· has the potential to have adverse effects on the Project execution and could jeopardize the achievement of the Project’s overall objectives.  
AND c) 
requires immediate response and corrective actions such as: (i) to stop the activity leading to the incident; (ii) actions to prevent reoccurrence; and (iii) actions to remedy. The project responsibility for corrective actions depends on its linkage to the incident.  
Examples of serious incidents include (but are not limited to):
· explosions, spills or workplace accidents, resulting in death or serious injuries of workers;
· discovery of child labour or forced labour in the project context
· unintended environmental impacts, resulting in serious contamination, destruction of ecosystems, habitats or natural resources (air, water, soil etc.); 
· accidents involving members of the public/local communities, resulting in death or serious injuries;
· human rights violations e.g. in the context of security (law enforcement) personnel, resulting in death, serious injuries or psychological harm, substantial damage to/confiscation of private assets, arbitrary detention, torture or other excessive use of violence
· gender-based violence and/or sexual abuse and violence;
· severe threats to public health and safety;
· forced evictions or claims of inadequate resettlement compensation;
· substantial loss of livelihood assets due to project activities
· discriminatory practices in stakeholder consultation and engagement (including the right of indigenous peoples to Free, Prior and Informed Consent, FPIC);
· any other allegations that require intervention by the police/other law enforcement authorities; 
· human wildlife conflicts that result in death or severe injury;
· public gatherings or demonstrations caused by one of the above with potential for violent conflict between Protected Area authorities, 3rd party law enforcement agencies (such as the police), and members of the public. 
Serious Incident Reporting procedure 
In the case of a serious incident, please follow IKI Safeguards Policy chapter 7.1.
The incident will be reported by the IO to the responsible project manager at ZUG by email within 72 hours of <IO> receiving information of the incident occurring. This notification uses the Serious Incident Reporting Form available on the IKI website. It might be that there is need for further investigation or assessment, in which case this would be included in the SIR ‘next steps’ section. An exchange between IO and IKI might be organised should there be need to discuss certain responses in more detail. An amendment plan might be necessary.
The report will state whether the incident will be subject to a formal inquiry, criminal investigation or legal proceedings to determine the circumstances of the incident and responsibilities.  In any case, the report will follow the Form for the SIR, including: 
· A detailed description of the incident and its effects on workers, local communities, the environment (SIR ‘General Information’ and ‘Details of the Incident’); 
· The link with the Project (cause/ contribute/ linked to) (SIR ‘Link with the Project’); 
· An analysis of the root-causes, covering the management and control measures that were in place at the time and any failings identified in regard to management or procedures (SIR ‘Root Cause Analysis’)
· Details of any response provided, actions taken to remedy the situation, and to prevent its recurrence, or corrective actions still to be implemented (SIR ‘Response and Corrective Actions). 
Project response (corrective actions, remedy, leverage)
The Project response includes corrective actions[footnoteRef:2], the provision of remedy[footnoteRef:3], and the use of leverage[footnoteRef:4]. The Project response will depend upon a) the type of incident; and b) the Project’s link to the incident. Development of a response and any actions for the amendment plan should involve relevant expertise and consultation with affected groups, as necessary.  [2:  Corrective actions (which may also include remedy) is defined as the steps and measures taken to correct certain non-compliances and to prevent similar incidents from reoccurrence. ]  [3:  Remedy is defined as reparations to redress harms, such as through restitution, compensation, rehabilitation, satisfaction and guarantees of non-repetition. ]  [4:  Leverage would be needed in situations where an incident resulted from third party involvement. In this case leverage would be needed to seek to influence the causing entity to implement corrective actions and provide remedy.  ] 

Table 1 below indicates the responsibilities that the Project has to respond to the serious incident (Project response) based on the Project’s link to the incident, based on the United Nations Guiding Principles causal framework. 
Table 1: Responsibility for corrective actions 
	Cause 
	Contribute 
	Linked to 

	Stop the activity (or inaction) causing the impact and provide remedy for harm.   
	Cease or prevent its contribution – ie. stop the activity or inaction. 
Contribute to provision of remedy.
Use leverage to encourage or require relevant parties to (i) stop the activity; (ii) mitigate future impacts, and (iii) to remediate the harm. 
Where the <PEA> has no or little leverage, take steps to increase leverage.  
	Use leverage to encourage relevant parties to (i) stop the activity causing the impact; (ii) mitigate future impacts; (iii) provide remedy for existing harm. 
Where  the <PEA> has no or little leverage, take steps to increase leverage.  




Template for the Serious Incident Report (SIR)
	Serious Incident Report

	General Information

	Project name, country, region  
	

	Implementing Organisation
	

	Person and agency submitting the information
	

	Organisations, agencies and/or companies involved in the incident
	

	Details of the people affected, status (e.g., if they are working as rangers, volunteers, etc.), names, ages, gender. Details of the community or communities involved
	

	Details of the Incident

	Date and time the Incident occurred 
	

	Location
	

	Type of Incident
	Fatalities, serious injuries, and accidents at work ☐

	
	Fatalities, serious injuries, and accidents affecting local communities and others ☐ 

	
	Violations of human rights or accusations of human rights violations, incl. sexual and gender-based violence, discrimination of Indigenous Peoples's rights, and harmful child labour  ☐ 

	
	Forced Eviction ☐                

	
	Conflicts, disputes, and disturbances leading to loss of life, violence, or the risk of violence ☐

	
	Environmental incidents ☐

	
	Others

	Detailed chronological description of the Incident and its circumstances (if possible, with photos) 






	

	Link with the Project (cause/ contribute/linked to)

	Was the incident caused, contributed to, or linked to the Project? <Please select one> 
	Cause ☐
Contribute ☐
Linked to ☒

	Describe why the incident was caused/contributed/linked to the Project <ie. provide a justification for selection>. 
	

	Root Cause Analysis 

	Detailed description of key causational factors (internal and external), potential management failings and identification of absent/ inadequate/ failed/ unused management and control measures
	



	Specification of relevant roles and responsibilities of the agencies, authorities and others involved
	

	Reaction to the incidents by the victims, involved families or communities as well as local/ national/ international media
	

	Agency or agencies responsible for investigation of the case. What is the scope of the investigation? Does this include a root cause analysis? 
	



	Project response (corrective actions, remedy and use of leverage)

	Description of the IO’s responsibilities based on the linkage of the Project with the incident (see Table 1 in Template for description of responsibilities): 
	

	Description of the Project response (if available), including corrective actions, provision of remedy, and use of leverage, and agencies involved, to prevent the incident from recurring or follow up to close the case or proceed with further investigations. 

Include action plan with responsibilities and schedule, if available. 
	

	Incident Report Approval

	
	Position
	Name
	Date

	Prepared by
	
	
	

	Approved by (Senior Management)
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