Data Breach Log
[Church name]
Fill in one of these records for every personal data breach, including small ones you decide not to report. Keep them together. They’re our breach log.
What happened
Breach number		Date and time found	
Found by		When it happened	
What happened?
	
	
What and who was affected
What information was involved?
	
Number of people affected	
☐	It included sensitive information, such as faith, health, children’s details or safeguarding records.
What we did
What did we do to contain it and reduce the harm?
	
	
Telling the ICO
If the breach is likely to put people’s rights at risk, report it to the ICO within 72 hours of finding it.
☐	We reported it to the ICO.
Date reported		ICO reference	
☐	We didn’t report it, because:
	
Telling the people affected
If the risk to them is high, tell them without undue delay.
☐	We told them.
Date		How	
☐	We didn’t need to, because:
	
Charity Commission
Registered charities report significant data breaches to the Charity Commission as a serious incident.
☐	We reported it as a serious incident.
Date reported	
What we’ve learned
What will we change so it doesn’t happen again?
	
	
Completed by		Date	
