
Cybersecurity Incident 
Response Guide

Key Components for a Robust Strategy 



Compliance made simple

Cyber attacks are becoming more 
common, and the first day after 
detecting one is crucial. Acting quickly 
can stop the damage from spreading 
and protects evidence you may need 
later. Having a clear, written incident 
response plan helps everyone know 
what to do, when to do it, and who is 
responsible.



Compliance made simple

Why an Incident 
Response Plan Matters
A good plan guides a business 
through every stage of an 
incident — from spotting 
something unusual to getting 
systems back up and running. 
It reduces confusion, speeds 
up recovery, and helps the 
organisation stay compliant 
with legal requirements.

This guide explains how an 
organisation can prepare for a 
cyber incident by building 
strong documentation, clear 
communication processes, 
trained teams, and reliable 
support structures.

What you’ll learn in this 
guide:

• Why incident readiness 
matters

• What your organisation is 
expected to do

• Common issues and how 
to avoid them

• Practical do’s and don’ts 
during an incident

• What to look for in external 
support and training
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Your plan should explain:
• how incidents are spotted
• who needs to be told
• what steps to take to contain the problem
• how systems will be restored

It should link with other company procedures such as 
business continuity and disaster recovery. It should 
also be updated regularly so it stays relevant as threats 
change.

What Makes a Good 
Response Strategy

1. Clear, Practical Documentation
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During an incident, communication must be straightforward 
and controlled.

• Internal: Make sure the right people are notified quickly 
so the team can coordinate.

• External: Communication with customers, partners and 
regulators must be accurate, consistent and approved.

Having templates prepared in advance helps avoid panic 
and mistakes.

2. Strong Communication

Running practice scenarios (like tabletop exercises) helps 
the team understand what to do in real life. These 
exercises highlight gaps in the plan and build confidence, 
so the response is smoother and faster.

3. Practice and Testing

Most cyber incidents start with human error. Regular, 
short training helps staff stay alert to risks such as 
phishing emails or suspicious links. More detailed 
training should be given to the technical teams involved 
in responding to incidents.

4. Employee Training
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A good plan should 
include:
• the purpose of the plan 

and who owns it
• how often it will be 

reviewed
• clear roles and 

responsibilities
• simple step-by-step 

playbooks for common 
attacks (e.g., 
ransomware)

• key contact 
information

• templates, checklists 
and forms to speed up 
the process

The core response steps are:
• Prepare (training, 

planning, exercises)
• Detect & Assess 

(confirm what happened 
and how serious it is)

• Contain (stop it 
spreading)

• Remove the threat
• Recover systems
• Review what happened 

and update the plan

Building a Strong 
Incident Response Plan
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External Support and Legal 
Requirements

External experts can help with forensics, insurance 

coordination, cloud services and technical recovery. Agreeing 

their roles ahead of time saves valuable time during an 

incident.

Different industries have different reporting requirements. For 

example, GDPR requires certain incidents to be reported within 

72 hours. Having these rules documented helps ensure your 

organisation responds correctly.
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Training and Policy 
Management

Short, regular learning keeps cybersecurity front-of-mind for 
employees. More detailed courses help those with 
specialised responsibilities.

Policies must also be easy to find, up-to-date and clearly 
explained. Systems that track who has read and signed 
policies help ensure accountability and clarity across the 
business.
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In Summary

A strong incident response approach is built on:

• clear documentation

• good communication

• regular testing

• continuous staff training

• compliance with industry rules

• ongoing improvement

This helps protect the organisation, reduces downtime 
and strengthens resilience against future cyber threats.
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