
SOP: Disaster Recovery and Backup Procedures for
Medical Records
This SOP details disaster recovery and backup procedures for medical records, emphasizing data protection,
regular backup schedules, secure storage methods, data encryption, and recovery protocols. It ensures the integrity
and availability of critical medical information during emergencies, minimizing downtime and preventing data loss, to
support continuous patient care and compliance with healthcare regulations.

1. Purpose
To establish standardized procedures for the regular backup, secure storage, and reliable recovery of medical records
data in the event of a disaster or system failure.

2. Scope
This SOP applies to all personnel handling electronic or physical medical records and information systems relating to
patient data within the organization.

3. Definitions

Term Definition

Backup Copying and archiving data to enable restoration after data loss events.

Disaster Recovery Strategies and actions to restore IT operations and data access after a disruptive incident.

Encryption Securing data by encoding it, making it accessible only to authorized users.

Medical Records Any documentation of a patient's medical history, treatment, and care.

4. Responsibilities
IT Department: Implement and monitor backup/recovery procedures; ensure encryption and security measures.
Medical Records Staff: Ensure accuracy, timely reporting of discrepancies or losses.
Management: Oversee SOP compliance and allocate necessary resources.

5. Procedure
5.1 Data Backup

Perform full system backups weekly and incremental backups daily.
Store backup copies in both on-site (for immediate recovery) and off-site/cloud (for disaster scenarios) locations.
Encrypt all backups using standards-compliant protocols (e.g., AES-256).
Maintain backup logs with time, date, type, and responsible personnel.

5.2 Secure Storage

Use physically secure, access-controlled environments for on-site backup devices.
Apply secure cloud storage solutions compliant with HIPAA or local healthcare regulations.

5.3 Data Encryption

Encrypt all patient medical data, both at rest and in transit.
Implement multi-factor authentication for backup access.

5.4 Testing and Monitoring

Conduct quarterly disaster recovery drills to test the effectiveness and timeliness of backup restoration.
Regularly review backup logs for discrepancies or failures.
Document all test results and corrective actions taken.

5.5 Recovery Protocols



Upon a data loss event, inform IT and management immediately.
Identify data loss scope and select appropriate backup for restoration.
Restore data with minimal disruption; verify data integrity post-recovery.
Document the incident, including actions and resolution.

6. Compliance
Adhere to applicable regulations including HIPAA, GDPR, and local medical data protection laws.
Perform annual reviews and updates of this SOP to reflect regulatory or technological changes.

7. References
Health Insurance Portability and Accountability Act (HIPAA)
General Data Protection Regulation (GDPR)
Organization's Information Security Policy

8. Revision History

Version Date Description Author

1.0 2024-06-25 Initial creation [Your Name/Title]
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