


 

Approved by the Governing Body of Newtown High School on 21st March 2018 

 
This policy forms part of the statutory duties imposed by the Regulation (EU) 2016/679 of the 
European Parliament and of the European, the Data Protection Act 1998, and the upcoming 

and anticipated Data Protection Act 2018. 
 

This policy replaces the Data Protection Policy 2015/2016 and the Data Sharing Protocol 
2015/2016. 
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DATA AND INFORMATION PROTECTION POLICY 

 
Newtown High School collects and uses personal information about staff, pupils, 

parents and other individuals who come into contact with the school.  This 
information is gathered in order to enable it to provide education and other 

associated functions.  In addition, there may be a legal requirement to collect and 
use information to ensure that the school complies with its statutory obligations. 
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Newtown High School is registered with the Information Commissioner’s Office (ICO) 
in accordance with the Data Protection Acts. Our registration number is Z6492942. 

Interpretation 
 
The following terms are defined as: 
 

 “DPA98” meaning the Data Protection Act 1998 and associated regulations, 

 “the GDPR” meaning the Regulation (EU) 2016/679 of the European 
Parliament and of the European Council, 

 “DPA18” meaning the Data Protection Act 20181 and associated regulations, 

 “data protection legislation” meaning either the Data Protection Act 1998, 
Data Protection Act 2018 or the GDPR, 

 “data protection acts” meaning the same as data protection legislation, 

 “processing”, in the context of personal data means collecting, recording, 
structuring, storing, adapting, altering, retrieving, using, disclosing, 
disseminating, making available, aligning, restricting or erasing personal data. 

 “data subject” means the identified or identifiable living individual to whom 
personal data relates, 

 

About this policy 
 
Everyone has rights with regard to the way in which their personal data is handled. 
During the course of the school’s activities, it collects, stores and processes personal 
data on a range of stakeholders and it is recognised that the correct and lawful 
treatment of this data will maintain confidence in the school and will provide for 
successful compliance with data protection legislation. 
 

                                    
1 Currently the ‘Data Protection Bill’ making its way through the UK Parliament. 



  

Those who are involved in the processing of personal data are obliged to comply 
with this policy when doing so. Any breach of this policy may result in disciplinary 
action. 
 
This policy sets out the basis on which the school will process any personal data we 
collect from data subjects, or that is provided to us by data subjects or other sources. 
It does not form part of any employee's contract of employment and may be 
amended by the Governing Body. 
 

What is Personal Information? 
 
Personal information or data is defined as data which relates to a living individual 
who can be identified from that data, or other information held. 
 

Data Protection Principles 
 
The data protection legislation establishes enforceable principles that must be 
adhered to at all times: 
 
1. Personal data shall be processed lawfully, fairly and transparently. 
2. Personal data shall be collected and processed for specified, explicit and 

legitimate purposes. 
3. Personal data shall be adequate, relevant and limited to what is necessary. 
4. Personal data shall be accurate. 
5. Personal data processed for any purpose shall not be kept for longer than is 

necessary for that purpose or those purposes; 
6. Personal data shall be processed in a manner that ensures appropriate 

security of the personal data, including protection against unauthorised or 
unlawful processing and against accidental loss, destruction or damage, using 
appropriate technical or organisational measures. 

7. Personal data shall be processed in accordance with the rights of the data 
subject as granted to them by the Data Protection Acts. 

8. Personal data shall not be transferred to other countries without adequate 
protection. 

 
Article 5(2) of the GDPR requires that we as a data controller, shall be responsible 
for, and be able to demonstrate, compliance with the principles. 
 

Lawful basis for processing 
 
The school relies on the following legal and lawful basis for processing personal 
data: 
 

 Legal obligation – the processing of personal data is necessary for the school 
to comply with any; 

o statute law, including statutory instruments, 



  

o any regulations, guidance, direction, rules, code or orders issued under 
any statute. 
 

 Consent – the member of staff/student/parent/contractor/corporate 
bodies/persons has given clear consent for the school to process their 
personal data for a specific and clear purpose, such as processing biometric 
information. 
 

 Contract – the processing of personal data is necessary for a contractual 
obligation, such as a member of staff’s employment contract. 
 

 Public tasks in the public interest – the processing of personal data is required 
to complete a public task in the public interest, such as providing names to a 
newspaper to show good news. 

 
All staff must treat all student information, and information designated, as 
confidential. 
 

Privacy Notices 
 
The school will issue a privacy notice to students and parents on processing of 
personal data. The school will also issue to students, a ‘student friendly’ version of 
such notice. 
 
The school will issue a privacy notice to staff on processing of personal data. The 
school will issue privacy notices to relevant stakeholders upon processing their 
personal data. 
 
Privacy notices must contain the legal basis for processing, categories of personal 
data used, the retention of the personal data, the source of the data, any automated 
decisions taken with that data, the contact details of the data protection officer and 
the rights of the individual and how they can be exercised, and the right to complain. 
 
An example of the personal data processed for students is located in Appendix 1. 
 

Sensitive personal data 
 
The school may from time to time need to process sensitive personal data regarding 
individuals. Sensitive personal data includes information about an individual’s 
physical or mental health, race of ethnic origin, political or religious beliefs, sex life, 
trade union membership, biometric or genetic data and criminal records and 
proceedings.  
 
Sensitive personal data is given special status under data protection legislation. 
Explicit consent must be obtained to process this data and the school cannot rely on 
the legal categories of contractual, legal obligation or public task in the public 
interest.  



  

Rights of individuals 
 
Individuals have the right under data protection legislation to the following: 
 

Right Description Exceptions 

Right to Access This is where a data subject 
can request any personal 
data held about them. 

Certain exceptions relating 
to identification of other 
individuals or where 
information is subject to 
legal privilege. 

Right to rectification This is where a data subject 
can request that personal 
data held about them, be 
rectified to be correct (if the 
data is wrong). 

Certain exemptions relating 
to legal privilege or where 
evidence is kept for a 
judicial purpose. 

Right to erasure (“to be 
forgotten”) 

This is where the data 
subject can request that 
personal data held by them 
is destroyed and erased. 

Certain exemptions relating 
to why the data is being 
held. If subject to a lawful 
basis other than consent 
then the request must be 
denied. e.g. a student wants 
to remove their behaviour 
record but we have a lawful 
basis to reject 
(Safeguarding) 

Right to restrict processing This is where the data 
subject can request that 
personal data held about 
them is suspended from 
processing. 

Certain exemptions relating 
to why the data is being 
held. If subject to a statutory 
or legal provision – request 
must be denied. 

Right to data portability This is where the data 
subject can request 
personal data held about 
them can be transferred 
from one machine readable 
system to another. 

Certain exemptions relating 
to the data in a machine 
readable format. No 
obligation to convert from 
non-machine readable to 
machine readable. 

Right to object This is where the data 
subject can object to their 
personal data being used in 
profiling or automated 
decisions. 

 

 
The school will keep accurate records relating to the rights exercised by individuals 
and provide it to the ICO or the DPO when requested.  
 
All rights have the exemption of ‘manifestly unfounded or excessive’, these requests 
can either be charged for or refused. 
 
For specific exemptions under this section please seek advice from the DPO. For 
advice complying with this section, see Appendix B. 
 



  

Refusal of requests 
 
The school, upon refusal of a request, must demonstrate: 
 

 The reason why the request was refused, 

 The criteria for why the request was refused, 

 The right to appeal to the ICO. 
 
A template for refusal of requests is provided in Appendix 7. 
 

Pupils and competence to rights 
 
Children have the same rights as adults over their personal data. These include the 
rights set out in this policy. An individual’s right to erasure is particular relevant if the 
child gave their consent to processing when they were a child. The school should 
pay particular attention to the maturity of a child when they exercise a data subject 
right.  
 

Disclosure of information 
 
The school may receive requests from third parties to disclose personal data it holds 
about pupils, their parents or guardians. The school confirms that it will not generally 
disclose information unless the individual has given their consent or one of the 
specific exemptions under the Act applies. However the school does intend to 
disclose such data as is necessary to third parties for the following purposes: 
 

 To give a confidential reference relating to any pupil to any educational 
institution which it is proposed that the pupil may attend, 

 To give information relating to outstanding fees or payment history to any 
educational institution which it is proposed that the pupil may attend, 

 To publish the results of examinations and other achievements of pupils of the 
school, 

 To disclose details of a pupil’s medical condition where it is in the pupil’s best 
interest to do so, 

 To any other body listed in the privacy notice for the purposes contained 
within. 

 
Where the school receives a disclosure request from a third party it will take 
reasonable steps to verify the identity of that third party before making any 
disclosure. 
 

Children 
 
Under the GDPR, children have increased rights and protection. The school must 
obtain the consent from a data subject where they are a child over the age of 13 
(under the proposed DPA18). The school must obtain consent in relation to 



  

information society services (ISS) operated by the school. This does not apply to any 
counselling services offered directly to the child. For any child under the age of 13, 
parental consent must be obtained for the use of any ISS. 
 

Accuracy of data 
 
The school will endeavor to ensure that all personal data held in relation to an 
individual is kept up to date and accurate as possible. 
 

Retention of data 
 
The school will not keep personal data longer than is necessary for the purpose or 
purposes for which it was collected and will take all reasonable steps to destroy, or 
erase from its systems, all data which is no longer required. This is subject to 
Appendix 3. 
 

Data security 
 
The school will take appropriate technical and organizational measures to ensure the 
security of personal data about individuals. All staff need to be aware of their 
obligations by this policy and data protection legislation. 
 
The school must also ensure that appropriate security measures are taken against 
unlawful or unauthorised processing of personal data, and against the accidental 
loss of or damage to personal data. Where a member of staff takes personal data 
offsite, it must be encrypted in accordance with the guidance issued by the school. 
 

Data Protection Impact Assessments 
 
The school is required to complete a data protection impact assessment (“DPIA”) on 
the relevant form (located in Appendix 4) when considering new projects which use 
or process personal data. The DPIA must identify the specific risks to personal data 
as a result of the processing activities, and highlight measures to mitigate those 
risks. The DPIA must also meet ensure the project meets the principles of ‘data 
protection by design and default’. 
 

Data Protection Officer 
 
The school will appoint a data protection officer, who shall report to the highest 
management level. 
 
When appointing a data protection officer, the school must have regard to 
professional qualities of the proposed officer in particular, (a) the proposed officer’s 
expert knowledge of data protection law and practice, and (b) the ability of the 



  

proposed officer to perform tasks mentioned under Section 71 of the DPA18. The 
school may not appoint anyone as the data protection officer if the proposed person 
has a conflict of interest in their tasks to be undertaken. 
 
The school will ensure that the data protection officer does not receive any 
instructions regarding the performance of their tasks carried out under Section 71 of 
the DPA18. The school may not dismiss or penalise the data protection officer for 
performing their tasks under Section 71 of the DPA18. 
 
The school will provide the data protection officer with the necessary resources and 
access to personal data and processing operations to enable the data protection 
officer to perform their tasks under the law, and to maintain expert knowledge in data 
protection law and practice. 
 
The school, upon appointing a data protection officer, shall make sure that their 
name, and contact information is updated to (a) privacy notices, (b) the school 
website and (c) any guidance and training issued to staff. 
 
The data protection officer will carry out the following tasks (as copied from Section 
71 of the DPA18): 
 

 Informing and advising the school, or any data processor engaged by the 
school, or any employee of the school of the persons obligations to this policy 
and data protection legislation, 

 Provide advice on the carrying out of DPIAs and monitoring compliance with 
DPIAs, 

 Co-operating with the ICO, 

 Acting as a contact point for the ICO, 

 Monitoring compliance with this policy in relation to the protection of personal 
data, 

 Monitoring compliance with the requirements of data protection legislation. 

 Assign responsibilities, raise awareness, train staff and conduct audits on the 
above tasks. 
 

Breach reporting 
 
The school will notify the ICO without unnecessary delay and within 72 hours of a 
breach being reported where the breach is likely to result in a risk to the individual. 
 
The school must notify the data subject where the breach has been deemed to result 
in high risk to that data subject.  
 
The school can only be expected to report breaches to the ICO where it has been 
notified of a breach by a member of staff or other stakeholder. 
 
Members of staff and stakeholders must report any breach of personal data to the 
school without unnecessary delay. (Reporting form is located in Appendix 5) 
 



  

Data Sharing Agreements 
 
The school will ensure that where personal data is being shared by the school to a 
third party that: 
 

 The third party is listed on the appropriate privacy notice, 

 There is appropriate legal basis to support the processing and sharing, 

 The third party completes and signs a data sharing agreement with the 
school. 

 
The third party must comply with any data sharing agreement agreed and signed 
with the school. (A DSA template is located in Appendix 6). 
 

Accountability and Training 
 
The school must place the principles of accountability and transparency at the heart 
of personal data processing operations. The school will evidence processing 
activities and put in place appropriate governance measures. 
 
The school will maintain an asset register which shall contain information about 
personal data held and where. This register should also contain information relating 
to where the data is sent and how it is stored.  
 
The school will provide information about the number of data subject requests and 
breaches and include this information in the Annual Report to Parents from the 
Governing Body. 
 
The school must give appropriate guidance and training to staff and develop such 
plans as deemed necessary to implement, and show compliance with, data 
protection legislation. 
 
The school must, from time to time, review data sharing agreements, contracts with 
service providers who use personal data and technical and organizational measures 
to protect personal data. 
 

Photographs of students – consent 
 
The school is required to obtain the consent of pupils for their photographs to be 
processed. No photos may be taken of any student who has not given their consent. 
This is subject to the code of practice issued by the ICO on photographing students. 
 

CCTV 
 
Newtown High School operates CCTV cameras for the purposes of crime and 
behaviour detection, general site security and safeguarding. Where a data subject 
can be identified, images must be processed as personal data. The rights for data 



  

subjects extend to CCTV. The school will undertake appropriate privacy impact 
assessments and DPIAs relating to CCTV. 

Privacy and Electronic Communications Regulations 2011 
 
The school is required by the Privacy and Electronic Communications Regulations2 
to ensure that there is appropriate rules regarding marketing calls, emails, texts and 
faxes, cookies and tracking technology and privacy in regards to location data, 
directory listings and line identification. 
 
The school must inform people of what cookies is used on the school website and 
digital services, explain what the cookies are doing and why and obtain consent to 
store a cookie on their device. This does not have to be explicit consent and implied 
consent is valid. 
 

Protection of Freedoms Act 2012 and biometric processing 
 
The school is required under the Protection of Freedoms Act 20123 to collect 
consent from parents and guardians for pupils who use the biometric functions of the 
local authority approved supplier of cashless catering at Newtown High School. As 
biometric data is a sensitive personal data, express consent is also required by the 
pupil. 
 
In accordance with the Act, coupled with the GDPR, the child’s decision is final and 
without their consent their biometric data cannot be processed. One parent/guardian 
is also required to give their consent under the Act. 
 

The independent inquiry into Child Sexual Abuse 
 
The independent inquiry into Child Sexual Abuse was established under the Inquiries 
Act 2005 on 12th March 2015. 
 
It is the view of the inquiry, and supported by the ICO, that schools do not destroy 
relevant pupil or staff records in line with the data retention principles set out in this 
policy until after the inquiry has been completed. Relevancy to records is to be 
determined by the head teacher. 
 

Complaints 
 
If an individual believes that the school has not complied with this policy, or the data 
protection legislation, they should utilize the school’s complaints procedure. They 
can also make a complaint to the statutory regulator (ICO).  
  

                                    
2 The Privacy and Electronic Communications (EC Directive) Regulations 2003 as amended. 
3 Sections 26 to 28 of the Protection of Freedoms Act 2012 



  

Appendix 1 – Data processed in relation to pupils 
 

 Personal information (such as name, unique pupil number and address) 

 Parental and guardianship information (such as name, address and telephone 
number) 

 Characteristics (such as ethnicity, language, nationality, country of birth and 
free school meal eligibility and immigration status) 

 Attendance information (such as sessions attended, number of absences and 
absence reasons) 

 Assessment information (such as the number of marks or grades given in a 
dataset or internal examination) 

 Examination information (such as the title of the qualification, number of 
marks or grades given in a dataset in an external examination) 

 Relevant medical information (such as an allergy) 

 Special or Additional Learning Educational Needs information (such as the 
category of needs provision and individual educational plans/individual 
development plans as required by law) 

 Behaviour information (such as the details and records of any behaviour 
infraction, referral, after school detention, fixed term and permanent exclusion, 
incident between students, pastoral information relating to behaviour, records 
of internal exclusion, records of infractions) 

 Post 16 learning information (such as the courses studied by the student and 
location studied) 

 Information relating to the involvement of social services with individual young 
people where it is needed for the care of the young person 

 
We rely on the following legal duties to aid processing: 
 

 Education Act 1996, Education Act 2002, Education Act 2005 and Education 
and Inspections Act 2006, Education (Wales) Measure 2009, Education 
(Wales) Measure 2011 

 Learning and Skills Act 2000 and Learning and Skills (Wales) Measure 2009 

 Children Act 1989 and Children Act 2004 

 Safeguarding Vulnerable Groups Act 2006 and Protection of Freedoms Act 
2012 

 Qualifications Wales Act 2015 

 Additional Learning Needs and Education Tribunal (Wales) Act 2018 

 Any associated regulations, orders, guidance or directions issued under the 
above Acts. 

 
We are required to share information about our pupils with our local authority (LA) 
and the Welsh Government (WG) under regulation 4 of The Education (Information 
About Individual Pupils) (Wales) Regulations 2007 (as amended by the 2013 
Amendment Regulations). 
 
We are required to share specific information relating to assessments and National 
Numeracy and Reading Tests with our local authority and the Welsh Government 
under regulations 7 and 8 of The Education (National Curriculum) (Assessment 
Arrangements for Reading and Numeracy) (Wales) Order 2013.  



  

Appendix 2 – Process for dealing with a right request 
 
“Exercise of rights requests” means any request made outlined in this policy under “Rights of 
individuals”, or any other right granted by data protection legislation. 
 
1. Exercise of rights requests must be made in writing; which includes email, and be 

addressed to the head teacher. If the initial request does not clearly identify the 
information required, then further enquiries will be made. 
 

2. The identity of the requestor must be established before the disclosure of any 
information, and checks should also be carried out regarding proof of relationship to the 
child.  Evidence of identity can be established by requesting production of: 

 passport 

 driving licence 

 utility bills with the current address 

 Birth / Marriage certificate 

 P45/P60 

 Credit Card or Mortgage statement 
This list is not exhaustive. 
 

3. The head teacher should discuss a ‘right to access request’ with the child and take their 
views into account when making a decision. A child with competency to understand can 
refuse to consent to the request for their records. Where the child is not deemed to be 
competent an individual with parental responsibility or guardian shall make the decision 
on behalf of the child. 
 

4. The school may not levy a charge, where the request is not unfounded or excessive, for 
the provision of information, or for execution of a service provided for under any right. 
 

6. The response time for exercise of rights requests, once received, is 28 calendar days. A 
request is to be determined as received, via email, instantly or via post, within 2 days of 
being sent. 
 

7. Data Protection Legislation allows exemptions as to the provision of some information; 
therefore all information will be reviewed prior to disclosure. 
 

9. Any information which may cause serious harm to the physical or mental health or 
emotional condition of the pupil or another should not be disclosed, nor should 
information that would reveal that the child is at risk of abuse, or information relating to 
court proceedings.  
 

10.  If there are concerns over the disclosure of information then additional advice should be 
sought. 
 

11. Where redaction (information blacked out/removed) has taken place then a full copy of 
the information provided should be retained in order to establish, if a complaint is made, 
what was redacted and why. 
 

13. Information can be provided at the school with a member of staff on hand to help and 
explain matters if requested, or provided at face to face handover. The views of the 
applicant should be taken into account when considering the method of delivery.  If postal 
systems have to be used then registered/recorded mail must be used. 
 

14. The school will log all requests in a central location to be determined by the school.   



  

Appendix 3 – Retention of data 
 
The school will comply with the statutory limitations on retention of personal data and in line 
with the Powys County Council Corporate Retention Policy. 
 

Type of data Operational retention 
period 

Legal provision 

Child Protection 

Child Protection files 25 years from DOB of child Education Act 2002 

Allegation of child protection 
nature against a member of 
staff, including where the 
allegation was unfounded 

Until the person’s normal 
retirement age or 10 years 
from the date of the 
allegation whichever is 
longer 

Education Act 2002 

Governors 

Minutes (principle set – 
signed) 

Permanent – after 6 years 
move to County Archives 

The Government of 
Maintained Schools (Wales) 
Regulations 2005 

Minutes (inspection copies) Date of meeting + 3 years The Government of 
Maintained Schools (Wales) 
Regulations 2005 

Agendas Date of meeting The Government of 
Maintained Schools (Wales) 
Regulations 2005 

Reports Date of report + 6 years The Government of 
Maintained Schools (Wales) 
Regulations 2005 

Instruments of Government Permanent The Government of 
Maintained Schools (Wales) 
Regulations 2005 

Action Plans Date of action plan + 3 
years 

 

Policy Documents Expiry of policy (if one)  

Complaints Date of resolution of 
complaint + 6 years 

Education Act 2002 

Annual Reports Date of report + 10 years Education Act 2002 

Business interests of 
governors and headteacher 

Permanent SfFS, SSFA 1998 

Management 

Minutes of SLT meetings Date of meeting + 5 years  

Reports made by head 
teacher or management 
team 

Date of report + 3 years  

Correspondence by 
headteacher, deputy, heads 
of year and other staff with 
administrative 
responsibilities 

Date of correspondence + 3 
years 

 

Professional Development 
Plans 

Closure + 6 years  

School Development Plans Closure + 6 years  

Admission paperwork – if 
successful 

Admission date + 1 year  



  

Admission paperwork – if 
unsuccessful 

6 years  

Proofs of address provided 
by parents as part of 
admissions 

Current year + 1 year  

Pupils 

Attendance register Date of register + 3 years  

Pupil files 25 years from DOB of child Limitation Act 1980 

ALN/SEN files, reviews and 
IEPs 

Minimum 25 years from 
DOB of child 

 

Correspondence relating to 
authorised or unauthorised 
absence 

Date of absence + 2 years  

Examination Results – 
public 

Year of examinations + 6 
years 

 

Examination Results – 
internal 

Current year + 5 years  

Any other record created in 
the course of contact with 
pupils 

Current year + 3 years  

SEN Statement 30 years from DOB of child Special Educational Needs 
and Disability Act 2001 

Advice and information to 
parents relating to 
educational needs 

Closure + 12 years Special Educational Needs 
and Disability Act 2001 

Accessibility Strategy Closure + 12 years Special Educational Needs 
and Disability Act 2001 

Parental permission slips for 
school trips where no major 
incident 

Conclusion of trip  

Parental permission slips for 
school trips where major 
incident occurred 

25 years from DOB of child 
involved and all pupils on 
trip 

Limitation Act 1980 

Curriculum 

School Development Plan Current year + 6 years The Education (School 
Development Plans) 
(Wales) Regulations 2014 

Schemes of work Current year + 1 year  

Timetables Current year + 1 year  

Class record books Current year + 1 year  

Mark books Current year + 1 year  

Record of homework set Current year + 1 year  

Pupils work Current year + 1 year  

Value Added and 
Contextual Data 

Current year +  6 years  

Personnel Records held in School 

Timesheets and sick pay Current year + 6 years SfFS, SSFA 1998 

Staff personal files Termination + 7 years  

Interview notes and 
recruitment records 

Date of interview + 6 
months 

 

Pre-employment vetting 
information 

Date of check + 6 months  



  

Disciplinary proceedings – 
oral warning 

Date of warning + 6 months If child protection, see Child 
Protection section 

Disciplinary proceedings – 
written warning level 1 

Date of warning + 6 months  

Disciplinary proceedings – 
written warning level 2 

Date of warning + 12 
months 

 

Disciplinary proceedings – 
final warning 

Date of warning + 18 
months 

 

Disciplinary proceedings – 
case not found 

If child protection, retain 25 
years from DOB of child 

 

Records relating to accident 
at work 

Date of incident + 12 years  

Annual 
appraisal/assessment 
records 

Current year + 5 years  

Salary/Payslips Last date of employment + 
85 years 

 

Maternity pay records Current year + 3 years Statutory Maternity Pay 
(General) Regulations 1986 

Health and Safety 

Accessibility Plans Current year + 6 years DDA/Equality Act 2010 

Accident reporting – adults Date of incident + 7 years  

Accident reporting – child 25 years from DOB of child Limitation Act 1980 

COSHH Current year + 10 years  

Incident reports Current year + 20 years  

Policy statements Date of expiry + 1 year  

Risk Assessments Current year + 3 years  

Asbestos monitoring Last action + 40 years  

Radiation monitoring Last action + 50 years  

Administrative 

Employer’s liability 
certificate 

Closure of school + 40 
years 

 

Inventories of equipment + 
furniture 

Current year + 6 years  

School Prospectus Current year + 3 years The School Information 
(Wales) Regulations 2011 

Newsletters Current year + 1 year  

Circulars 
(Staff/parents/pupils) 

Current year + 1 year  

Visitors log Current year + 2 years  

DP Requests log Current year + 20 years  

Finance 

Annual accounts Current year + 6 years SfFS, SSFA 1998 

Loans and grants Date of last payment on 
loan + 12 years 

 

Contracts Under seal – 12 years 
Under signature – 6 years 
Monitoring – 2 years 

 

Copy orders Current year + 2 years  

Budget reports, budget 
monitoring etc 

Current year + 3 years SfFS, SSFA 1998 

Invoices Current year + 6 years SfFS, SSFA 1998 



  

Annual budget and 
background papers 

Current year + 6 years SfFS, SSFA 1998 

Order books Current year + 6 years  

Delivery documentation Current year + 6 years  

School Fund – Chq Books Current year + 3 years SfFS, SSFA 1998 

School Fund – Paying In Current year + 6 years SfFS, SSFA 1998 

School Fund – Ledger Current year + 6 years SfFS, SSFA 1998 

School Fund – Invoices Current year + 6 years SfFS, SSFA 1998 

School Fund – Receipts Current year + 6 years SfFS, SSFA 1998 

School Fund – Bank 
Statements 

Current year + 6 years SfFS, SSFA 1998 

FSM registers Current year + 6 years  

Petty cash books Current year + 6 years  

Property 

Title deeds Permanent  

Maintenance and contracts Current year + 6 years  

Lettings Current year + 3 years  

Maintenance log books Current year + 6 years  

Reports by a contractor Current year + 6 years  

Local authority 

Secondary transfer 
information 

Current year + 2 years  

Attendance Returns Current year + 1 year  

External Bodies 

Inspection Reports (either 
Sec 28 or Sec 24) 

Replace former report with 
any new report of inspection 
under Section 28. 

Education Act 2005 

Family Liaison Officers 

Reports for outside 
agencies 

Whilst the child is attending 
the school then destroy 

 

Referral forms While the referral is current  

 
  



  

Appendix 4 – DPIAs 
 
Please see the DPIA template available in Teacher Share > Data Protection and 
GDPR. 
  



  

Appendix 5 – Breach Reporting Form 
 

 
NEWTOWN HIGH SCHOOL – BREACH REPORTING 

Data Protection Act 1998 and the General Data Protection Regulation 
 

Name and position:  

Date that data was lost, missing etc:  

Please list the data which you are reporting: 

 

Signed:  

Dated:  

 
(Office use only) 
 

Name and position:  

Outcome: 

Was the breach report to the ICO?  

If yes, what date was it reported?  

Was the breach reported to the data 
subject? 

 

If yes, what date was it reported?  

 

Signed:  

Dated:  

  



  

Appendix 6 – Data Sharing Agreements 
 

 
NEWTOWN HIGH SCHOOL - DATA SHARING AGREEMENT 

Data Protection Act 1998 and the General Data Protection Regulation 
 

Name and position of person/organisation 
requesting data: 

 

Date request received:  

Data requested:  

Purpose: 

 

Decision:  

Data supplied: 

Reason(s) for disclosure/non-disclosure: 

Any specific arrangements re: retention/deletion of data: 

 

Is this agreement listed in the IAA?  

Which consent provision is this data being 
shared? 

 

Decision taken by (name and position):  

Signed:  

Dated:  



  

Appendix 7 – Refusal of request from data subject 
 

(Headed paper) 
 

[Date] 
 
Dear Sir/Madam, 
 
RE: [IDENTIFIER], REQUEST FOR RIGHT OF DATA SUBJECT. 
 
Thank you for your request we received on [date]. We have classified this request as 
[list one of the rights]. 
 
Due to the following reason, we are unable to process your request (keep 
applicable). 
 

 Your request is exempt under data protection legislation. 

 Your request is manifestly unfounded or excessive. 

 Your request would render us non-compliant with a specified legal duty. 

 We do not hold any personal data relating to you. 
 
[IF SPECIFIED LEGAL DUTY] 
 
We are required by the [Legal Enactment] to process your personal data. For more 
information on this please see our privacy notice which is attached. 
 
[IF EXEMPTION] 
 
[list exemption] 
 
If you are unhappy with our decision, you are entitled to complain to the Information 
Commissioner. To do so, contact: 
 
Information Commissioner’s Office 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 
 
If you require any further information please do not hesitate to contact us. 
 
Yours sincerely, 
 
 
[Name] 
[Position] 
Newtown High School 
[Attach a privacy notice when sending] 


