[image: ]

Data Breach & Incident Response Policy
Balance and Build Support Ltd is committed to protecting personal data and responding promptly and effectively to any data breaches or incidents.
What is a Data Breach?
A data breach is any incident where personal information is:
· Lost, stolen, or accessed without authorisation
· Shared incorrectly or with the wrong person
· Compromised in any way
Our Responsibility
All staff have a responsibility to:
· Handle data carefully and securely
· Report any concerns immediately
Reporting a Breach
Any suspected or actual data breach must be reported immediately to:
S Aldous - DPO - saldous@balanceandbuildsupport.com
This includes:
· Emails sent to the wrong recipient
· Lost devices or paperwork
· Unauthorised access to systems
Our Response
We will:
· Assess the risk and impact of the breach
· Take immediate steps to contain it
· Record the incident
· Notify relevant authorities where required
Where necessary, we will report breaches to the Information Commissioner’s Office (ICO) within 72 hours.
Learning and Improvement
Following any incident, we will review processes and take steps to prevent future occurrences.

We are committed to maintaining the highest standards of data protection and ensuring that all information is handled responsibly and securely.
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	Role
	Name/Contact
	Details

	Data Protection Officer
	S Aldous, Director
	saldous@balanceandbuildsupport.com
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