
V1.2 16 July 2024 Page 1 of 8 

ONCE PRINTED THIS IS NO LONGER A CONTROLLED COPY





BI-BICS-004 IT Backup and Retention Policy     The Babraham Institute 

V1.2 16 July 2024 Page 3 of 8 

ONCE PRINTED THIS IS NO LONGER A CONTROLLED COPY 

 

 

 

Contents 

1. Definitions ..................................................................................................................................... 4 

1.1. Group Data .................................................................................................................... 4 

1.2. User Data ...................................................................................................................... 4 

1.3. Other definitions ........................................................................................................... 4 

2. Commitment statement ............................................................................................................... 5 

3. Purpose ......................................................................................................................................... 5 

4. Scope ............................................................................................................................................ 6 

5. Storage allocation ......................................................................................................................... 6 

6. Backup and retention of group data ............................................................................................ 7 

6.1. Group file shares and scientific cluster ......................................................................... 7 

6.2. Data archiving ............................................................................................................... 7 

6.3. User email mailboxes .................................................................................................... 7 

6.4. Electronic lab notebooks (ELN) ..................................................................................... 7 

6.5. OneDrive ....................................................................................................................... 8 

7. IT Service Data .............................................................................................................................. 8 

8. Further information ...................................................................................................................... 8 

 

  



https://babraham.sharepoint.com/sites/eln
https://onedrive.live.com/


BI-BICS-004 IT Backup and Retention Policy     The Babraham Institute 

V1.2 16 July 2024 Page 5 of 8 

ONCE PRINTED THIS IS NO LONGER A CONTROLLED COPY 

“Institute data”   Any electronic data belonging to the Institute. For 

example, emails, office documents, database data, 

financial data. 

“Institute managed / Any device that is configured or managed by BICS and  

owned device” connects to the main Babraham Institute network. This 

includes devices used by BRC Ltd. that are managed by 

BICS. 

 “IT service data”   Data owned and administered by BICS which is essential 

to run IT servers and services, including: 

ω Virtual/physical server storage containing server data 

ω Server and service configuration data 

ω Network equipment configuration data. 

 

“Named user account”   The individual account assigned to an employee and 

used to access Institute IT services. The username for 

this account often ƛƴŎƭǳŘŜǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǎǳǊƴŀƳŜΦ 

 “Retention”  The length of time data is kept for, and therefore the 

period that a backup or archive of data can be restored 

back to. 

“
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6. Backup and retention of group data 

6.1. Group file shares and scientific cluster
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6.5. OneDrive 

6.5.1. 


