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Example Incident Response Policy

This is an example incident response policy. Use this as a guide to write or revise the incident
response policy for your organization.
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Incident Response Policy

1.0 Purpose

The purpose of this policy is to ensure swift detection, response, and recovery from security
incidents within [Organization Name] while maintaining compliance with relevant laws and
regulations to safeguard the organization’s information assets.

2.0 Scope

This policy applies to all employees, contractors, and third-party vendors of [Organization
Name], as well as all organizational information systems and data. It covers the actions
required for effectively managing security incidents from detection to resolution and
post-incident analysis.

3.0 Policy

3.1 Immediate incident reporting: All personnel must immediately report any suspected
or actual security incidents to the designated incident response team.

3.2 Incident response team activation: The incident response team must convene upon
receiving a report of a security incident to assess and determine the appropriate response.

3.3 Data preservation: Preserve all data related to an incident in its original form to aid in
the investigation and potential legal actions.

3.4 Communication: Communicate information about a security incident strictly on a need-
to-know basis, with all communications coordinated by the incident response team.

3.5 Post-incident review: After resolving an incident, conduct a post-incident review to
identify lessons learned and improve future response efforts.

3.6 Incident response plan: Develop and maintain an official incident response plan that
details the procedures for addressing security incidents. This plan should cover immediate
reporting, team activation, data preservation, communication, and post-incident review.
Ensure the plan is readily accessible to relevant personnel and regularly updated to address
organizational changes and new threats.
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4.0 Responsibilities
Employees

+ Reportincidents immediately, cooperate with the incident response team, and
adhere to policy requirements

IT Department

+ Implement and maintain security measures, monitor systems for signs of incidents,
and support the incident response team

Managers

« Ensure their teams are trained on the policy and foster an environment that
prioritizes security

Security Officer

+ Oversee the security strategy, enforce the policy, and lead the incident response team

5.0 Compliance

Compliance with this policy is mandatory for all employees, contractors, and stakeholders.
Noncompliance may result in disciplinary actions, including termination of employment, and
could lead to legal consequences if it involves violations of laws and regulations.

6.0 Enforcement

This policy will be enforced regular audits and continuous monitoring conducted by the security
officer. Any violations of the policy will be subject to thorough investigation, and appropriate
disciplinary measures will be taken based on the severity of the noncompliance. Actions may
include warnings, retraining, suspension, or termination, depending on the nature of the violation.

7.0 Definitions

« Security incident: any attempted or successful unauthorized access, use, disclosure,
modification, or destruction of information or interference with system operations in
an information system

8.0 Review and Updates

This policy will be reviewed annually or as needed to ensure its relevance and effectiveness. The
security officer is responsible for coordinating the review and update process. A revision history
will be maintained to document changes and updates.

Revision History

Date Description of Change Changed By

YYYY-MM-DD [Initial draft or specific changes made] [Name or role]
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