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Inappropriate Access/Security Incident

To be completed by Reporting Officer

	LA Name


	
	LA ID


	


	1
	Name 
	

	2
	Date and Time of Breach
	

	3
	Customer Name

(If Applicable)
	

	4 
	Customer NINO

(If Applicable)
	


	5
	Details of Breach


	

	6
	Name(s) of other staff involved (if appropriate)


	

	7
	Confirm Action taken to date
	


	8
	Signed
	
	9
	Business Area
	

	10
	Name


	
	11
	Date
	


Inappropriate Access/Security Incident – Notes for completion

	Sections
	

	1
	Staff name should be completed in block capital both first and surname. Do not use initials

	2
	Must be completed in date, month and year e.g. 12/04/06. Time of access need not be precise.

	3
	Customers name must be completed in block capital and in full.

	4
	Insert the customers NINO. The first two letters must be in capital followed by the 6 digit numbers, the last letter must be in capital.

	5
	Provide detailed information – use a continuation sheet if required.

	6
	Provide the name of the person who breached/suspected of breaching security/data protection. 

	7
	Confirm who you reported the matter to. If you are a manager state what other actions you took, e.g. actual breach, access revoked etc.

	8
	Normal signature

	9
	Business area, e.g. Fraud, Processing, Benefit Overpayment Recovery.


V2 January 07


