
Sample Incident Response Plan (Shorter Form)



I.  	INTRODUCTION TO THE INCIDENT RESPONSE PLAN.

A.	PURPOSE.

This Incident Response Plan (“IRP”) has been designed for data privacy-related incidents reported at _______________ (the “Organization”).  While each data privacy-related incident has unique aspects, this plan gives the Incident Response Team (“IRT”) overall guidelines for its responsibilities and actions. 

B.	OBJECTIVES.  The IRP enables the Organization to respond to most privacy-related incidents in an efficient and cost-effective manner that:

1.	Avoids or minimizes damage to individuals whose Personally Identifiable Information (“PII”) or Protected Health Information (“PHI”) may have been compromised.
2.	Avoids or minimizes short and long-term business losses resulting from a privacy-related data breach.
3.	Meets industry and regulatory requirements and avoids breach-related penalties.
4.	Minimizes the risk of class-action litigation resulting from a breach.
5.	Minimizes the risk of similar breaches in the future.
[bookmark: _Toc121207436]C.	IRP REQUIREMENTS.  The following requirements must be met to help ensure the effectiveness of the IRP:

1.	The IRP must be approved by the Board of Trustees.
2.	IRT members must be trained in their IRP roles and responsibilities.
3.	The IRP must be tested and reviewed regularly.
4.	The IRP must cover all foreseeable data breach incidents/types.
5.	The IRP must outline how to assist administration, staff, faculty, employees, students, alumni, parents, donors and vendors in the event of a data breach.
6.	The IRP must also cover interactions with vendors, contractors and strategic partners.




II. 	INCIDENT RESPONSE TEAM AND OTHER CONTACTS

A.	OVERVIEW. 

1.	The Incident Response Team (“IRT”) typically operates under the authority of the Board of Trustees of the Organization to ensure data breach preparedness is a continuing priority for the entire Organization.  The IRT is responsible for all phases of response to a privacy-related incident. The IRT is comprised of both team members internal to the Organization and those contracted by the Organization.

2.	There are four phases to the Incident Response Process:

a.	1)  DISCOVERY – occurs when an incident is reported.

b.	2) INVESTIGATION – occurs when the Discovery phase establishes a likelihood that the incident is an actionable data breach.

c.	3) RESPONSE – occurs when a data breach requires the Organization take further action to protect the organization and affected individuals whose Personal Information (PII) and/or Protected Health Information (PHI) is at risk or has been compromised.

d.	4) CLOSURE – occurs after the Response phase where the IRT has the opportunity to review the incident, the actions taken, the effectiveness of the IRP and the reaction from affected individuals.

3.	To be successful, the IRT members must have the expertise and training to respond to and manage privacy-related incidents, they must have the full support of the Board of Trustees, and they must have access to relevant data, tools and incident reports.

B.	INTERNAL IRT CONTACT LIST. 

		1.	IRT Leader

	IRT Leader
	Organization:

	Name:

	Title:

	Mobile Phone:
	Home Phone:
	Office Phone:
	Email:







		2.	Executive Leaders

	Executive Leader
	Organization:

	Name:

	Title:

	Mobile Phone:
	Home Phone:
	Office Phone:
	Email:







3.	Insurance & Risk

	Insurance & Risk
	Organization:

	Name:

	Title:

	Mobile Phone:
	Home Phone:
	Office Phone:
	Email:







4.	Legal

	Legal
	Organization:

	Name:

	Title:

	Mobile Phone:
	Home Phone:
	Office Phone:
	Email:







		5.	IT & Security

	IT & Security
	Organization:

	Name:

	Title:

	Mobile Phone:
	Home Phone:
	Office Phone:
	Email:









		6.	Public Relations

	Public Relations
	Organization:

	Name:

	Title:

	Mobile Phone:
	Home Phone:
	Office Phone:
	Email:







		7.	Human Resources

	Human Resources
	Organization:

	Name:

	Title:

	Mobile Phone:
	Home Phone:
	Office Phone:
	Email:







		8.	Finance

	Finance
	Organization:

	Name:

	Title:

	Mobile Phone:
	Home Phone:
	Office Phone:
	Email:








C.	EXTERNAL IRT CONTACT LIST. 

1.	External Insurance & Risk

	External Insurance & Risk
	Organization:

	Name:

	Title:

	Mobile Phone:
	Home Phone:
	Office Phone:
	Email:






		2.	External Legal Counsel

	External Legal Counsel
	Organization:

	Name:

	Title:

	Work Mobile Phone:
	Personal Mobile Phone:
	Office Phone:
	Email:







		3.	Forensic Firm

	Forensics Firm
	Organization:

	Name:

	Title:

	Work Mobile Phone:
	Personal Mobile Phone:
	Office Phone:
	Email:






4.	Public Relations / Crisis Management Firm

	Public Relations / 
Crisis Management Firm
	Organization:

	Name:

	Title:

	Work Mobile Phone:
	Personal Mobile Phone:
	Office Phone:
	Email:







		5.	Data Breach Notification Vendor

	Data Breach Notification 
Vendor
	Organization:

	Name:

	Title:

	Work Mobile Phone:
	Personal Mobile Phone:
	Office Phone:
	Email:









III. 	DEFINITIONS AND POLICIES

A.	DEFINITIONS. 

1.	Personally Identifiable Information (PII) –  PII is confidential information and includes an individual’s first name and last name or first initial and last name in combination with any one or more of the following data elements that relate to such individual (depending on the State(s) statute(s) at issue: Social Security number; Diver's license number or state-issued identification card number; Financial account number, or credit or debit card number, with or without any required security code, access code, personal identification number or password, that would permit access to an individual’s financial account; Passport number; Medical history, mental or physical condition, or medical treatment or diagnosis by a healthcare professional or health insurance information; or Username or email address coupled with a password or security question and answer that would permit access to an online account.

2.	Protected Health Information (PHI) – PHI is confidential information and includes information that is created, received, and/or maintained by the Organization related to an individual’s health care (or payment related to health care) that directly or indirectly identifies the individual.

3.	Data Breach (Under State Law) – the definition of a privacy-related data breach varies from state to state.  The applicable state law is based on the current residency of each affected individual involved in the breach. 

4.	Data Breach (Under HIPAA/HITECH Final Rule) – a “data breach” means an acquisition, access, use or disclosure of PHI that compromises the security or privacy of PHI.


	B.	THREAT LEVELS.

1.	RED – A data privacy incident where mission critical systems or resources are at risk, or after determination that confidential information, PII or PHI was, in fact, accessed, acquired, used or disclosed.

2.	YELLOW – A data privacy incident where mission critical systems or resources may be at risk, if confidential information, PII or PHI may have been accessed, acquired, used or disclosed.

3.	GREEN – A data privacy incident where mission critical systems or resources are not at risk, and no confidential information, PII or PHI has been accessed, acquired, used or disclosed.



C.	DATA BREACH RESPONSE POLICY.  In the event of a data breach involving PII and/or PHI, the Organization shall execute the following procedures, at a minimum:

1.	Containment – The first priority after a data privacy incident is discovered is to contain the incident and notify supervisory personnel as quickly as possible. For any category of data privacy incident, the data must be secured, and the reasonable integrity, security and confidentiality of the data or data system must be restored.    

2.	Classification – The IRT shall immediately take steps to determine the exact nature of the incident in terms of its extent and potential risk to persons whose data has been compromised and to the organization.  It is critical that external legal counsel be copied on all correspondence to maintain privilege.
	
3.	Internal Reporting of an Incident – As soon as a privacy-related incident has been identified, the employee who discovered it must take immediate steps to report the breach to his or her supervisor. The supervisor must take immediate action to notify the IRT Leader, to determine the extent and cause of the incident, and to take such further action as is necessary to contain a data security incident or recover the missing PII and/or PHI.  All incident reports and correspondence should be made to counsel’s attention and indicated directly on the reporting documents themselves (to preserve attorney-client privilege).

4.	Documentation – The IRT, together with the supervisor reporting a data privacy-related incident (where applicable), must document the incident, noting the categories of information involved, the scope of the incident, steps taken to contain the incident, and the names or categories of persons whose PII/PHI was, or may have been, acquired by an unauthorized person. All members of the IRT must take care to document all actions taken, by whom, and the exact time and date.  Record all forensic tools used in the investigation. Document all written notices made, web postings, communication plans and escalation records from the call center. This documentation is an ongoing obligation until the matter is concluded.

5.	Determination if Incident Constitutes a Breach – The IRT, in conjunction with counsel, will determine, based on the facts and applicable law, if the data privacy incident rises to the level of a breach.  This process includes conducting a risk assessment and evaluating the risk of harm thresholds (set forth above).  If so, counsel will work with the IRT to determine the extent of reporting/notification obligations.  If the Incident does not rise to the level of a breach, counsel, along with the IRT, will document their analysis accordingly.

6.	Notification to Affected Individuals – Requirements, timing and forms of notification are all dependent upon constantly changing state and federal breach notification laws. The IRT should consult its external legal counsel for assistance in determining applicable statutes and notification requirements.     


a.	Time for Providing Notification. Once the IRT has determined that notification is required, the Organization shall notify affected individuals without unreasonable delay. However, notification may be delayed if law enforcement informs the Organization that disclosure of the breach would impede a criminal investigation or jeopardize national or homeland security.  (Note:  currently several states require that notification to affected individuals be sent within 30 or 45 days of discovery of the breach.)

b.	Responsibility for Providing Notification. The responsibility for providing notification shall lie with the IRT Leader. The IRT Leader may delegate this responsibility, but should satisfy himself or herself that the proper notification has, in fact, occurred. (Note: some states currently require that copies of notifications and all records of the incident be maintained for at least five (5) years.)

c.	Content of the Notification. Content of the notification is dependent upon current applicable statutes and regulations. Currently, at a minimum, notification shall be clear and conspicuous, and it shall describe the incident in general terms along with the type of information involved (PII/PHI), the Organization’s actions to mitigate harm and investigate, steps individuals can take to protect themselves, information on fraud alerts and security freezes, contact information for nationwide credit reporting agencies, and contact information to receive further assistance from the Organization. Notices should also include a reminder to remain vigilant and promptly report incidents of suspected identity theft.  Contact information for the FTC may also be included (www.ftc.gov/idtheft; 1-877-IDTHEFT; Consumer Response Center, 600 Pennsylvania Avenue, NW, Washington, DC 20580). Depending on state of residence of individual being notified, may need to include contact information for state Attorney General. Note, however, some states (i.e., Massachusetts) currently do not allow specific facts relative to the privacy incident to be included in the notification letters.

d.	Method of Notification. Notification to affected persons must be provided as determined by the IRT and in compliance with applicable state or federal statutes, unless substitute notification is permitted.
                                                                           
e.	Substitute Notification. Acceptable substitute notification will be determined by applicable state or federal statutes.  Examples of current substitute notice include e-mail, conspicuous posting on website, and notice to statewide media.


7.	Notification Requirements to Regulators – Many state and federal laws currently require notification to the state Attorneys’ General office, as well as other agencies.  The time to notify may be as short as 14 days (i.e., Vermont).  In addition, some states (i.e., Florida) require notice to the Attorney General after a risk assessment is completed and it is determined that the incident does not rise to the level of a breach.



IV. 	PHASE 1: DISCOVERY

A.	OBJECTIVES. 

1.	Notify appropriate members of the IRT and Board of Trustees that there has been a possible incident.   

2.	If possible, assign a “Threat Level” to the privacy incident: (RED, YELLOW or GREEN).

3.	Investigate and assess to confirm or rule out the existence of a data breach, and engage forensics experts as needed. 

4.	Contain the breach, if needed, and insofar as possible.

5.	If credit cardholder data is involved, follow bankcard Organization requirements. (Bankcard companies, specifically Visa and MasterCard, have detailed requirements for reporting security incidents and the suspected or confirmed compromise of cardholder data. Reporting is typically required within 24 hours of compromise.)

6.	Report findings to the designated IRT members and the Board of Trustees for approval to close the incident or move on to Phase 2: Investigation.

	B.	CONCLUSIONS FOR PHASE 1.  If the initial discovery efforts indicate that PII/PHI has been compromised or lost, or that there may be significant negative impact to the organization and/or the persons whose data has been compromised, the incident should move to the Investigation phase. It is not necessary to determine at this point what other specific actions are needed. The IRT need only establish that action is warranted and that further investigation and assessment are advisable.  Reminder: All incident reports and correspondence should be made to counsel’s attention and indicated directly on the reporting documents themselves (to preserve attorney-client privilege).


V. 	PHASE 2: INVESTIGATION

A.	OBJECTIVE.  During this Investigation Phase, the IRT will conduct a thorough investigation and assessment to determine what further actions need to be taken and solidify the “Threat Level” of the incident.

B.	FORENSICS.  During this phase, the IRT needs to conduct an in-depth investigation to confirm that any breach has been fully contained and to determine the steps necessary to help prevent similar incidents in the future. This investigation will be conducted by a subset of the IRT and other vendors. This team will investigate to determine:

1. 	The exact circumstances and causes of the data breach or loss;

2.	Whether the data breach or loss has been stopped to the full extent possible; and

3.	What system, process or personnel changes are necessary or advisable to help prevent similar incidents in the future.

	C.	LEGAL.  External legal counsel and certain members of the IRT are responsible for investigating the legal ramifications and risks of a privacy-related incident and formulating a plan to mitigate the risks.  Legal counsel will need to determine:

1.	Are there possible legal liabilities from this incident such that further evidence gathering or other action is advisable?

2.	Are there regulatory or contractual obligations to notify any administration, staff, faculty, employees, students, alumni, parents, donors and vendors of this incident?

3.	Are there any known contractual obligations to provide credit monitoring/identity theft protection in this case? (Although not legally required, it may still be provided.)

4.	Are there other actions required by existing contractual obligations?

	D.	LAW ENFORCEMENT.  With assistance from outside legal counsel and the internal legal department, IRT must determine whether law enforcement should be involved in the incident investigation and document as appropriate.
	
1.	Should a written stay of notice be obtained pending law enforcement investigation of the incident?

E.	CONCLUSIONS FOR PHASE 2.  At the end of the Investigation phase, the IRT should prepare a report with its findings and recommendations. The IRT can then decide what responses the organization will implement in Phase 3.  Reminder: All incident reports and correspondence should be made to counsel’s attention and indicated directly on the reporting documents themselves (to preserve attorney-client privilege).





VI. 	PHASE 3: RESPONSE

A.	OBJECTIVES.  During this Response Phase, the IRT will execute those recommendations set forth in the Investigation Report and complete the following:

1.	Execute approved recommendations from the investigation report, including notification and credit monitoring, public relations efforts, legal and law enforcement efforts, personnel actions, and system and process changes to help prevent similar incidents in future.

2.	Resolve any issues that arise during implementation.

3.	Track implementation and report status to the Board of Trustees.

4.	Document responses and securely archive documentation.

5.	Upon completion, report to the designated privacy/security officer and executive team and request approval to close the incident.

B.	NOTIFICATION.  

1.	Investigation and assessment of notification needs are the responsibility of a subset of the IRT.  This team will work in consultation with external legal counsel and the data breach notification vendor, the public relations vendor and any regulatory agency contacts.

2.	Notification may be required under contractual commitments, applicable laws or regulations, or to avoid harm to the organization and/or the individuals whose data was compromised. The notification assessment needs to fully investigate the extent and risks of the data loss to determine:

a.	Is there potential risk to individuals affected by the breach that can be mitigated through notification?
b.	Is there a possible regulatory requirement to notify the individuals whose data was lost or compromised?
c.	Is there a possible regulatory requirement to notify government or other agencies of a data breach?
d.	Are the estimated business or public relations impacts such that notification may be advisable to prevent damage to our business or brand?
e.	Would notification help to mitigate our legal liability for the data breach?
3.	If the IRT, with advice from legal counsel, determines that notification is required or advisable, they will make recommendations outlining:

a.	Groups of individuals who should be notified and deadlines for notification.
b.	State and Federal Agencies to notify, agency contacts, required information and deadlines for notification.
c.	State Attorneys General to be notified.
d.	Timing of notification, to protect individuals and meet legal and regulatory requirements while not interfering with any law enforcement investigation.
e.	The Various versions of the notification letters (given state nuances).
f.	Any special notification needs (persons with disabilities, minors, military personnel on active duty, etc.) .
g.	Recommended resources for assistance after notification (call center assistance, etc.).
4.	The various versions of the notification required will vary by situation and state nuances, but standard best practices at this time include the following components:
a.	Website to enroll victims in credit monitoring or other identity theft protection services, educate consumers about identity theft and provide contact information.

b.	Call center to address questions or concerns consumers may have regarding the incident or protection of their PII.

c.	Letter to notify breach victims about the incident, inform them about preventative and credit monitoring services and direct them to public resources for monitoring their credit.  (It is critical to note that no single letter can comply with every state and federal regulation at this time.  External legal counsel must assist in this matter.)

C.	CREDIT MONITORING/IDENTITY THEFT PROTECTION SERVICES.  

1.	Investigation and assessment of credit monitoring/identity theft protection needs are the responsibility of a subset of the IRT.  This team will work in consultation with external legal counsel and the data breach notification vendor and the public relations vendor.

2.	Credit monitoring/identity theft protection may be required under contractual commitments or to avoid harm to the organization and/or the individuals whose data was compromised. The notification assessment needs to fully investigate the extent and risks of the data loss to determine:

a.	Is it possible that persons or organizations whose information was compromised will be damaged by this data breach or loss?

b.	Are the estimated possible damages to those individuals or organizations or to the Organization such that credit monitoring/identity theft protection services may be advisable?

c.	Will credit monitoring/identity theft protection properly protect the affected individuals given the information compromised (i.e., credit monitoring may not help affected individuals’ if their PHI was compromised.) 

d.	Are there any known contractual obligations or legal or regulatory requirements to provide credit monitoring/identity theft protection in this case?

D.	CONCLUSIONS FOR PHASE 3.  The Notification phase will conclude, for the most part, when all notification letters have been sent to affected individuals and appropriate state and federal agencies, re-delivery has occurred relative to those individuals with invalid addresses on the first attempt, and once all response letters, calls and e-mails from affected individuals and state and federal agencies have been replied to.   


VII. 	PHASE 4: CLOSURE

A.	OBJECTIVE.  After the IRT has the opportunity to review the incident, the actions taken, the effectiveness of the IRP and the reaction from affected individuals, it shall make all appropriate documentations and close out the incident.

B.	CONCLUSIONS FOR PHASE 4.  The Closure phase will conclude, for the most part, after the Closure Report is completed, all responses to state and federal regulators have been made and the call center is closed.   

















The information set forth in this document is intended as general risk management information. It is made available with the understanding that Beazley does not render legal services or advice. It should not be construed or relied upon as legal advice and is not intended as a substitute for consultation with counsel. Beazley has not examined and/ or had access to any particular circumstances, needs, contracts and/or operations of any party having access to this document. There may be specific issues under applicable law, or related to the particular circumstances of your contracts or operations, for which you may wish the assistance of counsel. Although reasonable care has been taken in preparing the information set forth in this document, Beazley accepts no responsibility for any errors it may contain or for any losses allegedly attributable to this information.
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