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Security breach notification form
This form is for data controllers to report a breach of security to the ICO. It should take about five minutes to complete.

Before completing this form, you should read the following guidance: Notification of Data Security Breaches to the Information Commissioner’s Office. 
Please provide as much information as possible. If you don’t know the answer, or you are waiting on completion of an internal investigation, please tell us. In addition to completing the form below, we welcome other relevant information, eg incident reports.
	1
	What is the name of your organisation (the data controller)?
	

	2
	Who should we contact if we require further details concerning the incident?

(Name and job title, email address, contact telephone number and postal address)
	

	3
	Have you notified as a data controller? If so please provide your registration number. Search the online Data Protection Public Register. 
	

	4
	Have you reported any previous incidents to the ICO? If so, please provide brief details and reference numbers, where known.
	

	5
	When did this incident occur?
	

	6
	Please briefly describe the incident.
	

	7
	Has any personal data been placed at risk? If so, please give us an outline of what this data consists of.  
	

	8
	Approximately how many data subjects have been affected?
	

	9
	Have you informed the data subjects that this incident has occurred? 
	

	10
	Has there been any media coverage of the incident?
	

	11
	Have you taken any action to minimise/mitigate the effect on the data subjects involved? If so please provide brief details.
	

	12
	Are you carrying out an investigation into the incident - If so when will you complete it and what format will it take?
	

	13
	Have you informed any other regulatory body of the matter? If so please provide their details and an outline of their response.
	

	14
	What action have you taken to prevent similar incidents in the future?
	

	15
	Is there any other information you feel would be helpful to the ICO’s assessment of this incident? 
	


Sending this form

Send your completed form to casework@ico.gsi.gov.uk, with ‘Security breach notification form’ in the subject field, or by post to: The Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF. Please note that we cannot guarantee security of forms sent by email. 

What happens next? 
When we receive this form, we will contact you within seven calendar days to provide: 

· a case reference number; and
· an explanation of what to expect during our investigation of the incident.
If you need any help in completing this form, please contact our helpline on
0303 123 1113 or 01625 545745 (operates 9am and 5pm Monday to Friday).
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