
Data Retention Policy 

 

This is the Data Retention Policy of Hiltingbury Schools Parents Teacher Association (HSPTA) the 
registered charity (288984). This includes all operations for which the Committee is directly 
responsible.  

The purpose of this policy is to specify HSPTA guidelines for retaining different types of data and for 
how long.  

Scope  

This policy covers all data in the possession or control of HSPTA regardless of the medium in or on 
which those data are held. Where statute or regulation departs from the requirements of this policy, 
HSPTA will comply with the relevant statute or regulation. This policy will be updated from time to 
time. 

Personal data  

Personal data retention is governed by current Data Protection legislation. These data must be kept 
accurate, up to date and retained for no longer than is necessary for the purpose for which they 
were obtained. Detail of retention periods can be found in Annex A – Retention periods. 

Lawful purpose for processing  

Where personal data is processed using the lawful basis of consent, the data subject has a number 
of rights that they can exercise over this data, such as delete or rectify. Communications with these 
data subjects will need to clearly sign post them to their ability to withdraw this consent or challenge 
the legitimate interest that has been assessed, this is commonly known as ‘opt out’.  

Where appropriate the data subject should be informed every 2 years of the consent being used to 
process their data with an option to update this preference.  

 

Retention Periods 

The following retention periods are as follows: 

Data Process Retention Justification 

Volunteer Details Till event complete and then delete 
For contacting during event 
organisation 

Research surveys 18 months To collate compare answers from 
the previous year 

Event specific answers 
on website 

Till accounts are complete and audited In case of issues preparing accounts 

Gift aid declaration 6 years plus current year HMRC Tax Audit 

Financial records 6 years plus current year HMRC Tax Audit 

Minutes At long as Charity is in effect Government requirement 



A formal retention period for data processing based on consent has not been defined in this policy 
and is assumed as permanent until the data subject exercises their rights to cease the processing 
activity. 

Examples of processing covered by this statement are subscribers to newsletters and marketing 
communications. 

 

 

 


