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[bookmark: incident-response-template]7.10 Incident response template
Standalone artifact. Open AI Governance and Deployment Framework, Version 1.0. Toolkit edition. Licence: CC BY 4.0. Open one per incident, the moment the incident question is asked; a record opened and closed as “no incident” costs a page and is filed with the monitoring notes. Clocks and definitions are Module 6.6’s. It is an operating tool and it is not legal advice; external notification duties are governed by your local law, named on your Module 5 checklist.
Incident record
	Incident id and system
	

	Opened by (name), date, time
	

	Type (Module 6.6 closed list): ☐ 1 wrong or harmful output reached a person (including via oversight bypass) ☐ 2 systematic error discovered ☐ 3 security event ☐ 4 vendor notification ☐ 5 unnotified model or behaviour change
	

	Severity: ☐ 1 wrong or harmful outputs are reaching people now ☐ 2 unavailable or unreliable but contained ☐ 3 degraded, suspected, or near-miss
	


Contain (immediately / same day / next review, by severity)
	Action taken (pause, channel stopped, single output held)
	By
	Date, time

	
	
	


Declare and inform: Operational Lead declared ______ System Owner informed ______ (within 4 working hours / 24 hours / 5 working days)
Assess (first written assessment within 5 working days): What happened, since when, evidenced by which logs: ______ Who was affected, how many: ______ Root cause, if known: ______
Notify
	Who
	Required by (law or contract clause; see Module 5 checklist)
	Deadline
	Done, date

	Internal (leadership per severity)
	
	
	

	Affected persons
	
	
	

	Regulator(s)
	
	
	

	Vendor (or from vendor, Clause 8 or 9)
	
	
	


Remediate (plan within 10 working days): Fix or restriction: ______ Decisions about people corrected, using the appeal machinery proactively (Module 6.6): ______
Restart (paused Tier 2 systems): frozen test set or relevant validation slice re-run and passed ☐ attached. System Owner signature ______ Date ______
Close and learn: cause, effect, and changes in three sentences: ______ New failure mode fed to reviewer training and the monitoring plan ☐ Register updated ☐ Closed by ______ Date ______
Document control. Document version: ____________ Prepared by: ____________ Last updated: ____________ Next review: ____________
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