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DATA RETENTION & STORAGE POLICY  
 
1. Aims 
Woldingham School seeks to balance the benefits of keeping detailed and complete records,,
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“special category data” for the purposes of the DPA and therefore be subject to data protection law 
which can override school policy in the case of any conflict with aspects of these guidelines.  
 
As a general rule, statutory legal duties and safeguarding requirements will override data protection 
concerns in the event of any contradiction. Certain personal data may legitimately need to be retained 
or disclosed subject to a private contractual duty (e.g. under a parent contract). 
 
6. Secure disposals of documents 
When data is to be destroyed, this may be carried out by an appropriately licenced third party. For 
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Appendix 1 - 
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Accounting records   Current records plus 6 years Head of 
Finance 

Tax and VAT returns Current records plus 6 years Head of 
Finance 

Budget and internal financial reports  Minimum - 3 years Head of 
Finance 

INTELLECTUAL PROPERTY RECORDS 

Formal documents of title (trade 
mark or registered design 
certificates; patent or utility model 
certificates) 
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Appendix 2 - 

http://www.learningrecordsservice.org.uk/
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