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	Access to individual records is limited and protected according to SOPs.
	
	
	

	Procedures to protect records from destruction, loss, or other damage which include: daily backup of all electronic official records; and storage of paper records in a locked, secure area.
	
	
	

	Procedures governing retention, maintenance, archival and disposal of records are followed. 
	
	
	

	All computers have up-to-date anti-virus protection and protections for confidentiality and integrity of internal databases and sensitive information, including passwords.
	
	
	

	Files should be locked in file cabinets when unattended and procedures for on-going security of all information are practiced.
	
	
	

	Procedures are followed regarding security of files when taken off-site.
	
	
	

	FAP information is maintained using the three record system, as appropriate.
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