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Computer Disaster Recovery Plan

This policy should be taken as part of the overall strategy of the school and operated within the context of our vision, aims and values.

SIMS DATA 
Back up Procedures 
The administrators’ (MB< LH< JN) computers are backed up each day by inserting a tape at the end of the day and leaving the system running over night. The system is set to back up at 10.30pm each night. 

Tapes are labelled Monday – Thursday, Friday 1, Friday 2 and Friday 3 and stored in the school safe. 

The Symantic back up log in SIMS is checked regularly. 

Most SIMS indexes are rebuilt weekly. The FMS6 indexes are rebuilt periodically as necessary. 

The last up to date tape is kept in the safe. One Friday tape is updated and kept at the home of the administrator and one Friday tape is kept in the HT’s filing cabinet

The Admin Assistant replaces the tapes if the School Business Manager is away from school. 

SIMS Administration 
The SIMS password is known to the Headteacher and administrator, who both have full Manager status in SIMS. 

There will be a lock-out from SIMS if computer is not used, due to the main computer locking. This will enable access to SIMS by password only. 

SIMS can only be accessed from computers located in the Headteacher’s, SBM and Administrator’s office. 

Staff are given access to SIMS modules as required. 

Virus Protection 
The user areas on the office PCs are scanned regularly by Sophos virus protection software. 

Each computer can be selectively scanned. 

Maintenance Contract 
SIMS maintenance and admin systems are covered by Capita. IT School Management Support (Basic Service Option), which is renewed yearly. 

Disaster Recovery during School Hours 
Contact the School Business Maneger. 

If the SBM is not in school, contact the AO or Headteacher if action is needed quickly. Also leave a message for the SBM. 

If there is a power cut affecting the server, The School Administrator or the Headteacher should turn off the server monitor to conserve the batteries in the UPS. 

If the power cut only lasts a few minutes the system may keep running. If it lasts too long, the system will shut down and then restart when power is restored. CD-ROM and print servers will have to be restarted after the system has got going. 

Out of School Hours 
If possible, contact the Headteacher or in an extreme emergency contact the SBM or alternatively the key holder . 

If emergency access to the system is needed by Capita or Wilts LA staff, full details of passwords, procedures and contracts can be found in a sealed envelope in the school safe. 

Out-of-hours power cuts should not affect the servers, but print-server computers will need to be restarted about 5 minutes after power is restored. Check the screen to see that it starts properly. If in doubt, press the reset button again. 

SCHOOL NETWORK 
Back Up Procedures 
The curriculum network is backed up remotely daily via ITology. 

Network Administrator 
Access to the network is authorised for the ICT Coordinator, Headteacher and SBM only by agreed password. 

The data is protected by a monthly update of the anti virus software SOPHOS. 

Inventory 
The inventory for all IT hardware is kept on the school network 

The inventory for software is kept on the curriculum data system 

Maintenance Contracts 
The server covers the Curriculum Network. There is a maintenance cover through ITology. Office computer software is covered by Capita 

OTHER DOCUMENTS 
Other documents to be taken into consideration when reading this policy are: 

· Inventory 

REVIEW OF POLICY 
This policy will be reviewed every three years.
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