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Personal Data Breach NotificTw 4.64 0 T/dtonchr It is essential therefore 
that all data breaches, no matter how big or small , are reported to u s.  

This Procedure should be read in conjunction with o ur Personal Data Breach Policy and Data 
Protection Policy. Our Personal Data Breach Policy contains detailed information on what constitutes a 
data breach; please read it to make sure that you aware of the breadth of the concept of a data 
breach. 

This procedure should be followed by all staff. At all stages of this procedure, our Data Protection 
Officer and management will decide whether to seek legal advice. This procedure will also apply 
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FORMULATING  A RECOVERY PLAN 

Our Data Protection Officer and Breach Management Team will investigate the breach and consider a 
recovery plan to minimise the risk to individuals. As part of the recovery plan, we may enlist the 
assistance of internal and external experts and also interview any key individuals involved in the 
breach to determine how the breach occurred and what actions have been taken.   

THIS WILL BE DONE WITHIN 24 HOURS  OF ASSESSING THE BREACH. 

 

 

 

 

NOTIFYING  A DATA BREACH TO THE ICO  

Unless the breach is unlikely to result in a risk to the rig hts and freedoms of individuals, we must 
notify the breach to the ICO within 72 hours  of becoming aware of the breach. We must also notify 
the individuals concerned as soon as possible where the breach is likely to result in a high risk to their 
rights and freedoms.  

The content of the notification will be drafted by our Data Protection Officer in line with our Personal 
Data Breach Policy, and the notification will be made by our Data Protection Officer – please be aware 
that under no circumstances must you try and deal with a data breach yourself . 

THIS WILL BE DONE WITHIN 72 HOURS OF BECOMING AWARE OF THE BREACH.  

 

 

 

NOTIFYING A DATA BREACH TO INDIVIDUALS  




