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Incident Handling Flowchart – Internal Incident 

 
All incidents of inappropriate behaviour and incidents should be addressed using the procedure outlined below which demonstrates the 

steps for working through a behavioural issue. The supporting points below explain the flow of actions.  

 

 

 

 

 

 

 

 

 

 

 

Assess immediate needs of situation e.g. 
does the member need to be escorted from 
premises by security? Do they need medical 

assistance? Should the Police be called? 
When dealing with a Junior member, 

consideration should be taken as to parents 
being informed.

Event made secure, members safety 
assured, emergency services engaged if 

necessary.

Information gathering and witness statements 
to be obtained as close to the incident time as 

possible. To be done by 2 suitable Office 
Bearers.

Incident logged within 72 hours of incident 
via incident form and any other materials 

e.g. statements, then sent to 
incidents@sayfc.org 

A response from incidents@sayfc.org should 
be acknowledged within 2 working days 

from receipt of incident log

The response will contain information on the 
appropriate action to be taken by the Club.

If the incident cannot be resolved internally, 
an incident panel will be appointed to 
review the evidence in line with SAYFC 

policies, including the members Code of 
Conduct. Please see Panel Review chart for 

outcome.

Confidentiality should be maintained at all 
times. Please do not discuss the incident 

with other Office Bearers or members, even 
for reassurance as this may have negative 

implications.

Office Bearers should get in touch with the 
Youth Development Manager if they are 
unsure of how to handle any part of the 

inicdent reporting process.

Member  should be supported post incident 
by club office bearers. This may be by 

directing them to other agencies for support 
and/or helping them reintegrate into club 

life appropriately.
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Incident Handling Flowchart - Panel Review 

If when handling an incident, it transpires that it cannot be resolved internally, an Incident Panel will be appointed by the Youth Development 

Manager, in conjunction with the CEO. They will review the incident and conclude as to what, if any, action should be taken. Appointing a 

Panel may take some time. It should also be noted that Panel members are selected for their seniority, expertise, and positions in relevant 

organisations external to the SAYFC, however they may also be appointed due to their previous history with the organisation e.g. Board 

Member.  

Event made secure, members safety 
assured, emergency services engaged 

if necessary. Should the Police be 
called? When dealing with a Junior 
member, consideration should be 

taken as to parents being informed.

Information gathering and witness 
statements to be obtained as close to 

the incident time as possible. To be 
done by 2 suitable Office Bearers.

Incident logged within 72hours of 
incident via incident form and any 

other materials e.g. statements, sent 
to incidents@sayfc.org 

A response from incidents@sayfc.org 
should be acknowledged within 2 

working days from receipt of incident 
log

The response will contain information 
on the appropriate action to be taken 

by the Club.

If the incident cannot be resolved 
internally, an incident panel will be 
appointed to review the evidence 

and policies.

Please note the availability of Panel 
members may vary, but SAYFC will 

endeavour to appoint Panel members 
within 14 working days of receiving 

the incident log. 

Incident Statement Form sent to 
those involved within 7 working days 
of logged incident. To be returned as 

soon as possible.

Panel date set as soon as possible 
after Panel appointments. 

Relevant National, Regional and 
District Chairs notified of Incident 
Panel taking place and any other 

essential information.

Panel to review all information given, 
including Code of Conduct, Incident 
Statement Form and other evidence 

supplied. Member may be given 
opportunity to join meeting to state 
their case. The Panels conclusion is 

final. 

Relevant National, Regional and 
District Chairs notified of Incident 
Panel outcome immediately after 

Panel if possible.

Member informed of the Panel 
decision, which may include 

suspension, within 48 hours of Panel 
meeting.

Member given right to appeal and 
should also be supported post 

incident by club office bearers. This 
may be by directing them to other 

agencies for support and/or helping 
them reintegrate into club life 

appropriately.

Club office bearers can consult the 
YDM for any materials or onward 

agency contacts they may feel they 
need in order to support the 

member(s) involved. 

Panel members will be surveyed after 
proceedings are concluded to review 
how the process is working and if any 

improvements can be made. 


