Disaster Recovery Policy for Alpha Academy

1. Introduction

Alpha Academy recognizes the importance of a comprehensive disaster recovery policy to ensure
the safety, security, and continuity of its data and operations. This policy outlines the procedures
and responsibilities necessary to recover and protect critical data in the event of a disaster, ensuring
minimal disruption to our educational activities and administrative functions.

2. Purpose

The purpose of this Disaster Recovery Policy is to establish a framework for responding to any
disaster that affects the Academy's data systems, including natural disasters, cyber-attacks,
hardware failures, and other unexpected events. The policy aims to:

e Ensure the rapid restoration of critical data and system:s.
e Minimize data loss and operational downtime.
® Protect the privacy and integrity of student, staff, and institutional data.
e Outline clear roles and responsibilities for disaster recovery efforts.
3. Scope

This policy applies to all data and information systems used by Alpha Academy, including but not
limited to:

Student records and academic data
Financial and administrative data
Employee records

Learning management systems
Communication systems

IT infrastructure and hardware

4. Roles and Responsibilities

4.1 Disaster Recovery Team (DRT)

The Disaster Recovery Team (DRT) is responsible for executing the disaster recovery plan. The team
comprises members from the IT department, administrative staff, and key stakeholders. The primary
responsibilities of the DRT include:



Coordinating disaster recovery efforts.
Communicating with stakeholders during and after a disaster.
Assessing the impact of the disaster and prioritizing recovery tasks.

Ensuring compliance with the disaster recovery policy.
4.2 IT Department
The IT Department is responsible for the technical aspects of disaster recovery, including:

Maintaining and regularly testing backup systems.
Implementing cybersecurity measures to protect data.
Restoring data and systems following a disaster.

Providing technical support to staff and students during recovery.

4.3 Administrative Staff
Administrative staff are responsible for:

e Maintaining up-to-date records and documentation.
® Assisting with communication and coordination during a disaster.
e Supporting the IT Department in data recovery efforts.

4.4 All Employees
All employees of Alpha Academy are responsible for:

o Adhering to data security and backup protocols.
® Reporting any issues or potential threats to the IT Department.
o Cooperating with the DRT and IT Department during disaster recovery efforts.

5. Disaster Recovery Procedures

5.1 Risk Assessment

A risk assessment will be conducted annually to identify potential threats to Alpha Academy's data
systems. This assessment will include an evaluation of natural disasters, cyber threats, hardware
failures, and other risks. The results of the risk assessment will inform the development and
updating of the disaster recovery plan.

5.2 Data Backup



Regular data backups are essential to minimize data loss and facilitate recovery. The following

backup procedures will be implemented:

Daily Backups: Critical data will be backed up daily to ensure the most recent information is
available for recovery.

Offsite Backups: Backups will be stored offsite to protect against physical damage to onsite
systems.

Cloud Backups: Cloud-based backups will be utilized to provide additional redundancy and

quick access to data.

Backup Testing: Backups will be tested quarterly to ensure their integrity and reliability.

5.3 Incident Response

In the event of a disaster, the following incident response procedures will be followed:

1.

Detection and Notification: The IT Department will detect and assess the impact of the
disaster. The DRT will be notified immediately.

Activation of Disaster Recovery Plan: The DRT will activate the disaster recovery plan and
coordinate efforts to mitigate the impact of the disaster.

Communication: Clear and timely communication will be established with all stakeholders,
including staff, students, parents, and external partners.

Damage Assessment: The IT Department will assess the extent of the damage and prioritize
recovery tasks based on the criticality of the systems and data affected.

5.4 Data Recovery

Data recovery will be prioritized based on the criticality of the systems and data. The recovery

process will include the following steps:

Restoration of Backups: The IT Department will restore data from the most recent backups.
Verification: Recovered data will be verified for accuracy and completeness.

System Restoration: Affected systems and applications will be restored to operational
status.

Testing: Restored systems and data will be tested to ensure they function correctly.
Documentation: All recovery actions will be documented for future reference and analysis.

5.5 Post-Recovery Review

Following the recovery of data and systems, a post-recovery review will be conducted to evaluate

the effectiveness of the disaster recovery efforts. This review will include:

® An analysis of the cause of the disaster and its impact.



® An assessment of the recovery process and timeline.
e Identification of areas for improvement in the disaster recovery plan.
e Recommendations for enhancing data protection and recovery procedures.

6. Communication Plan
Effective communication is critical during and after a disaster. The communication plan will include:

e Internal Communication: Regular updates will be provided to staff and students regarding
the status of recovery efforts.

e External Communication: Parents, partners, and other stakeholders will be informed about
the disaster and recovery progress.

o Media Communication: If necessary, a media spokesperson will be designated to manage
public communications and inquiries.

7. Training and Awareness

To ensure preparedness, Alpha Academy will implement the following training and awareness
initiatives:

e Disaster Recovery Training: The DRT and IT Department will receive regular training on
disaster recovery procedures and best practices.

e Staff Training: All staff will be trained on their roles and responsibilities in the disaster
recovery plan.

e Awareness Campaigns: Regular awareness campaigns will be conducted to educate staff
and students on data security and disaster preparedness.

8. Policy Review and Updates

This Disaster Recovery Policy will be reviewed and updated annually, or as needed, to reflect
changes in technology, risks, and organizational priorities. The DRT is responsible for ensuring the
policy remains current and effective.



9. Conclusion

Alpha Academy is committed to protecting its data and ensuring the continuity of its operations in
the face of disasters. This Disaster Recovery Policy provides a structured approach to data recovery,
ensuring that the Academy can respond swiftly and effectively to any disruptions, safeguarding the
interests of its students, staff, and stakeholders.

By adhering to this policy, Alpha Academy will enhance its resilience and ability to recover from
disasters, maintaining the trust and confidence of its community.



