
Hospital and Outreach Education AP Academy: 
Digital Continuity Strategy Statement 

 
1. Statement of business purpose and statutory requirements for keeping 

records. 
Hospital and Outreach Education (HOE) is an academy which provides educational 
support for children and young people aged 4 – 18 years who cannot attend school 
full time due to a medical or mental health difficulty. HOE operates exactly like a 
school and is subject to the same legislation and statutory requirements as that of a 
school. The records are processed and kept in line with the recommendations for 
schools and the statutory guidance. Full details can be found in our Data Retention 
Policy which contains a description of the business purpose for the information 
assets and any statutory requirements including the retention period for the records.  
 
Any identified loss of data will be dealt with according to the recommendations of the 
ICO and the ICO and person(s) affected informed. This will be a disciplinary offence 
for members of staff.  The Data Retention Policy identified why and for how long the 
information assets are kept.  
 

2. Names of the people/functions responsible for long term data preservation 
Sarah Brown (Data Manager) holds responsibility for long term data preservation 
and Sue Valentine (School Business Manager) is responsible for the information 
assets.  
 

3. Information assets to be covered by this digital preservation statement are 
outlined in the information assets in the Individual Asset Register. 

This can be found in the Parago software. 
 

4. Description of when the record needs to be captured into the approved file 
formats   

The documents will not need to be captured into an approved file format as they will 
be stored as Google Documents in the cloud and protected by 2 step verification. 
Each file will have clearly identified as part of its title, when the file needs to be 
destroyed.  
. 

5. Description of the appropriate supported file formats for long term 
preservation – see above 

 
6. Retention of all software specification information and licence information 

Where it is not possible for the data created by a bespoke computer system to be 
converted to the supported file formats, the system itself will need to be mothballed.  
The complete system specification for the software that has been used and any 
licence information which will allow the system to be retained in its entirety is stored 
with the school business manager.   
 

7. Description of where the information asset is to be stored. 
See section 4 above. 
 

8. Description of how access to the information asset is to be managed within 
the data security protocols 



The data held for long term preservation must be accessible when required but also 
must be protected against the standard information security requirements which are 
laid down for records within our policy.  
Access to the records will be restricted to certain members of staff only. These staff 
will have permissions to access the files and 2 step verification in place for additional 
security.  
 
Appropriate Storage for Physical Records 
Most of our records have now been transferred to the cloud. Any paper records that 
remain will be stored in the workplace in a way that does not cause a health and 
safety hazard. They will not be stored in corridors or gangways and will not impede 
or block fire exits. Heat/smoke detectors are connected to fire alarms, a sprinkler 
system is in place and we have the required number of fire extinguishers. The area 
is secured against intruders and has controlled access as far as possible to the 
working space. 
Storage areas are regularly monitored and checked for any damage or emerging 
risks, especially during holiday periods. 
 
The following are hazards which need to be considered before approving areas 
where physical records can be stored: 
 

 Environmental Damage – Fire - Records can be damaged beyond repair by 
fire. Smoke and water damage will also occur to records which have been in a 
fire, although generally records damaged by smoke or water can be repaired. 
Core records should be kept in cabinets or cupboards. Metal filing cabinets 
will usually suffice, but for important core records, fire proof cabinets may 
need to be considered. However, fireproof cabinets are expensive and very 
heavy so they should only be used in special circumstances. Records which 
are stored on desks or in cupboards which do not have doors will suffer more 
damage than those which are stored in cupboards/cabinets which have close 
fitting doors. 

 Environmental Damage – Water - Records damaged by water can usually be 
repaired by a specialist document salvage company. The salvage process is 
expensive, therefore, records need to be protected against water damage 
where possible. Where flooding is involved the water may not always be clean 
and records could become contaminated as well as damaged. Records 
should not be stored directly under water pipes or in places which are liable to 
flooding (either from excess rainfall or from the overflow of toilet cisterns). 
Records should be stored in cabinets/cupboards with tight fitting doors which 
provide protection from water ingress. Records stored on desks or in 
cabinets/cupboards without close fitting doors will suffer serious water 
damage. Records should be stored at least 2 inches off the ground. Most 
office furniture stands 2 inches off the ground. Portable storage containers 
(i.e. boxes or individual filing drawers) should be raised off the ground by at 
least 2 inches. This is to ensure that in the case of a flood that records are 
protected against immediate flood damage. Storage areas should be checked 
for possible damage after extreme weather to ensure no water ingress has 
occurred. 



 Environmental Damage – Sunlight - Records should not be stored in direct 
sunlight (e.g. in front of a window). Direct sunlight will cause records to fade 
and the direct heat causes paper to dry out and become brittle. 

 Environmental Damage – High Levels of Humidity - Records should not be 
stored in areas which are subject to high levels of humidity. Excess moisture 
in the air can result in mould forming on the records. Mould can be a hazard 
to human health and will damage records often beyond repair. The 
temperature in record storage areas should not exceed 18oC and the relative 
humidity should be between 45% and 65%. Temperature and humidity should 
be regularly monitored and recorded. Storage areas should be checked for 
damage after extreme weather conditions to reduce the risk of mould growth. 

 Environmental Damage – Insect/Rodent Infestation - Records should not be 
stored in areas which are subject to insect infestation or which have a rodent 
problem (rats or mice) 


