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1. Purpose
This policy outlines the procedures for detecting, responding to, and recovering from information security incidents that may impact [Insert Company Name]. Its goal is to ensure incidents are managed effectively to minimize damage and restore operations quickly.
2. Scope
This policy applies to all employees, contractors, vendors, and third parties who use or manage information systems on behalf of [Insert Company Name].
3. Definitions
• Incident: Any attempted or actual unauthorized access, use, disclosure, modification, or destruction of information.
• Data Breach: A confirmed incident where sensitive, protected, or confidential data is accessed or disclosed without authorization.
• Critical System: Any system deemed vital for business continuity and data integrity.
4. Roles and Responsibilities
• Incident Response Lead: [Insert Name/Title] – Coordinates all incident response efforts.
• IT Support Team: Investigates and mitigates the technical root cause.
• Compliance Officer: Ensures regulatory obligations are met (e.g., HIPAA, GDPR).
• Management: Makes decisions on public disclosure and legal action.
5. Incident Categories
• Category 1 – Unauthorized Access
• Category 2 – Malware/Ransomware Infection
• Category 3 – Denial of Service (DoS)
• Category 4 – Physical Security Breach
• Category 5 – Insider Threat
6. Incident Reporting Procedures
All employees must report any suspected incident immediately by contacting [Insert Incident Response Lead or Email/Phone Number]. Reports should include the date/time, systems affected, description of the issue, and any actions taken.
7. Incident Response Workflow
1. Detection and Identification
2. Triage and Categorization
3. Containment
4. Eradication and Recovery
5. Post-Incident Review
8. Communication and Escalation
Communication during an incident must be timely and clear. The Incident Response Lead will escalate to senior management, legal, and law enforcement as needed.
9. Evidence Collection and Preservation
Preserve all logs, screenshots, emails, and artifacts related to the incident. Use forensics tools when appropriate. Document chain of custody.
10. Post-Incident Review
A review must be conducted within 5 business days post-incident. The team will identify lessons learned and update policies or controls as necessary.
11. Policy Review and Maintenance
This policy will be reviewed annually or upon a significant change in systems or processes.
12. Acknowledgment
I acknowledge that I have read, understand, and agree to abide by the Incident Response Policy.
Employee Name: ___________________________
Signature: _________________________________
Date: _____________________________________
