
SOP: Disaster Recovery and Backup Procedures for
Health Records
This SOP details the disaster recovery and backup procedures for health records, encompassing data backup
schedules, secure storage methods, data restoration protocols, risk assessment, and contingency planning to ensure
the integrity, availability, and confidentiality of patient health information during emergencies or system failures.

1. Purpose
To outline the standard procedures for disaster recovery and backup of health records, ensuring minimal disruptions to
patient care and compliance with relevant data protection regulations.

2. Scope
This SOP applies to all electronic and physical health records managed by [Organization Name], including but not
limited to patient medical files, billing records, and imaging data.

3. Responsibilities
IT Department: Implement and monitor backup processes, maintain disaster recovery systems, and lead
restoration efforts.
Health Records Staff: Report incidents, assist with data integrity checks, and follow recovery instructions.
Management: Allocate resources, approve procedures, and conduct regular reviews.

4. Data Backup Procedures

Item Details

Backup Frequency Full backups weekly; incremental backups daily.

Backup Types On-site encrypted backup servers and secure offsite/cloud storage.

Data Retention Period At least 7 years, or as required by law.

Backup Validation Monthly integrity checks with test restorations.

5. Secure Storage Methods
Encrypt all health records during storage (at rest) and during transmission (in transit).
Store backups in physically secure and access-controlled environments.
Maintain regular access audits and restrict backup media to authorized personnel only.

6. Data Restoration Protocols
1. Assess the scope of data loss or corruption.
2. Notify relevant stakeholders and regulatory bodies as appropriate.
3. Select the most recent intact backup for restoration.
4. Restore data first to test environment for verification, then to the production system.
5. Document the restoration process and outcomes.

7. Risk Assessment & Contingency Planning
Conduct annual risk assessments to identify new or emerging threats.
Develop and review contingency plans for various disaster scenarios (e.g., cyberattacks, fires, floods).
Schedule regular disaster recovery drills and update documentation based on lessons learned.



8. Training & Awareness
Provide regular training to staff on disaster recovery protocols and the importance of data protection.
Ensure new employees receive onboarding related to backup and recovery standards.

9. Review and Update
This SOP shall be reviewed and, if necessary, updated annually or following any major incident affecting health records.

10. References
HIPAA Security Rule
ISO/IEC 27001 â€“ Information Security Management
Local and national healthcare data protection regulations

11. Approval
Approved by: _______________________ 
Date: ______________________________


	SOP: Disaster Recovery and Backup Procedures for Health Records
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Data Backup Procedures
	5. Secure Storage Methods
	6. Data Restoration Protocols
	7. Risk Assessment & Contingency Planning
	8. Training & Awareness
	9. Review and Update
	10. References
	11. Approval


