Disaster Plan for the Agency: Information Technology Response

1. Introduction This Disaster Plan outlines the Agency's response strategy to ensure continuity of
operations and safeguard information technology (IT) assets during and after a disaster. The plan
focuses on minimizing downtime, protecting sensitive data, and ensuring quick recovery.

2. Objectives
e Ensure the safety and security of IT systems and data.
e Minimize disruptions to Agency operations.
e Provide a clear roadmap for IT disaster recovery and continuity.
e Comply with regulatory and legal requirements.
3. Risk Assessment |dentify potential threats to IT systems, such as:
¢ Natural disasters (e.g., floods, earthquakes, hurricanes).
e Cyberattacks (e.g., ransomware, data breaches).
e Equipment failure.
e Human error.
4. Roles and Responsibilities
o Disaster Recovery Coordinator: Oversees the IT disaster recovery process.
o ITTeam: Implements recovery procedures and manages technical aspects.
e Department Heads: Communicate needs and updates to their teams.
e Staff: Follow procedures for system shutdowns, data protection, and communications.
5. Preparation and Prevention
o Data Backup:
o Schedule regular, automated backups of all critical systems and data.
o Maintain copies of backups both on-site and off-site (e.g., cloud storage).
o Test backup integrity periodically.
e System Maintenance:
o Update software and firmware regularly to address vulnerabilities.
o Conduct routine hardware inspections and replace aging components.
e Access Control:

o Implement multi-factor authentication (MFA) for all systems.



o Limit access to sensitive data based on roles and responsibilities.
e Employee Training:

o Conductregular training on disaster protocols, cybersecurity awareness, and
phishing prevention.

6. Immediate Response
¢ Incident Detection:
o Monitor systems using security tools to detect anomalies and breaches.
o Use automated alerts to notify IT personnel of potential threats.
¢ Incident Reporting:

o Al staff must report observed IT issues immediately to the Disaster Recovery
Coordinator or IT Team.

¢ Initial Actions:
o Isolate affected systems to prevent the spread of malware or data loss.
o Implement pre-established shutdown procedures for critical systems if necessary.
7. Recovery Steps
e Damage Assessment:
o Evaluate the extent of the damage to IT infrastructure.
o Prioritize systems and data recovery based on criticality.
¢ Data Restoration:
o Retrieve data from backups in order of priority.
o Validate the integrity of restored data before bringing systems back online.
o System Repair and Reconfiguration:
o Replace or repair damaged hardware.
o Reconfigure systems to pre-disaster specifications.
o Testing:
o Testrestored systems and applications to ensure functionality.
o Conduct user acceptance testing before full-scale operations resume.
8. Communication Plan

¢ Internal Communications:



o Use email, messaging apps, or emergency contact lists to keep staff informed.
o Provide regular updates on the recovery process.

External Communications:
o Notify clients, stakeholders, and vendors about potential service disruptions.

o Use predefined templates for communication to ensure consistency.

9. Post-Recovery Actions

Incident Review:
o Conduct a post-mortem analysis to identify weaknesses in the disaster response.
o Document lessons learned and update the Disaster Plan accordingly.

Policy Updates:
o Review and revise IT policies to address identified gaps.

Ongoing Monitoring:

o Enhance monitoring tools and processes based on lessons learned.

10. Appendices

Contact List:

o Include emergency contact information for IT personnel, vendors, and key
stakeholders.

Inventory:

o Maintain a detailed inventory of IT assets, including hardware, software, and
licenses.

Recovery Checklist:
o Provide a step-by-step checklist for disaster response and recovery.
Backup Locations:

o Document physical and cloud-based backup storage locations.

By following this Disaster Plan, the Agency will be better equipped to respond effectively to IT-
related disruptions, ensuring the continuity of operations and the security of critical data.



