
NBHS PTA  
Systems Register 
Procedures and Retention Policies 
 

Systems Register (i.e. context in which the data is held) 
The PTA committee holds personal data as follows: 
 
1.  Monthly Prize Draw (The Draw) 
The Administrator holds the following data belonging to members of The Draw in both 
paper and electronic form: name, address, email address. This data is obtained from signed 
application forms and is used exclusively for the purposes of administering the The Draw, 
i.e. maintaining a record of membership on an Excel spreadsheet; filing all completed 
application forms: selecting two prize winners every month; contacting members both on 
joining the Prize Draw - and on expiry of their membership. 
Legal Basis: Contract  
 
2. Treasurer 
The NBHS Treasurer must monitor and record all financial transactions, pay 
invoices/expenses and fulfil all year-end financial responsibilities for the NBHS PTA as 
required by the Office of the Scottish Charity Regulator (OSCR).  Specifically, tasks include 
documenting and banking monthly prize draw payments; paying in all donations and 
fundraising money; paying all PTA expenses; bookkeeping for all fundraising and all financial 
transactions; reconciling bank accounts and financial records; producing year end financial 
reports and coordinating external examination of the accounts; filing the AGM report and 
year end financial documents with OSCR. The Treasurer will be privy to names, bank 
account details and periodically addresses, emails or phone numbers.  
Legal Basis: Legal Obligation 
 
3. Gmail account 
NBHS PTA Gmail account is used for all contacts with the PTA. The account is accessed only 
by the Chair and Communications Officer. Emails to/from this account will contain names, 
email addresses and may also contain other personal data. 
Legal Basis: Legitimate interest 
 
 

Procedures and Retention Periods 
 
1.  Monthly Prize Draw 
The following measures are in place to protect all personal data acquired: 
 
Prize Draw Membership Fees: 

- All cheques and cash for Monthly Prize Draw membership dues received from the 
members will be held in a file in a lockable cabinet or drawer until they are handed 
over to the Treasurer for banking. 
 

Completed Prize Draw Application Forms: 



- All completed application forms will be held in a file in a lockable cabinet/drawer. 
 

Bank Reconciliation Forms: 
- All Monthly Prize Draw paperwork showing membership payments (and donations) 

received will be transferred from the Monthly Prize Draw Administrator to Treasurer 
(paper copy to be locked in locked document box).  

- All online bank transfers received for Monthly Prize Draw membership dues will not 
be accessible by anyone other than the Monthly Prize Draw Administrator and the 
Treasurer through secure online banking, NBHS PTA Friends Account. 

- All NBHS PTA Monthly Prize Draw Administration will be done electronically. The 
resulting files and documents will be accessed from and saved to an encrypted USB 
drive. The data will be copied onto a back-up encrypted USB drive once a month. No 
files will be saved on a personal computer and all encrypted USB drives will be safely 
stored in a lockable cabinet/drawer when not in use. 

 
Retention period: all personal data belonging to members of the Monthly Prize Draw will be 
deleted no later than one year after the date membership expires.  
 
2. Treasurer 
The following measures are in place to protect all personal data acquired: 
 
Prize Draw, Donations, Money Received: 

- All cheques and cash for Monthly Prize Draw membership dues received from the 
Monthly Prize Draw Administrator, or any other income received through donations 
or fundraising efforts (cheques and cash) will be held in a lockable document box 
until all bookkeeping duties are complete and cheques and cash can be banked. 

 
Bookkeeping & Bank Reconciliation: 

- All Monthly Prize Draw paperwork showing membership payments and donations 
received will be transferred from the Monthly Prize Draw Administrator to the 
Treasurer in paper copy – to be immediately locked in document box and used for 
bookkeeping purposes. Only date, surname and amount deposited will be 
documented by the Treasurer in the accounts spreadsheet.  

- All online bank transfers received for Monthly Prize Draw membership dues will not 
be accessible by anyone other than the Treasurer and Monthly Prize Draw 
Administrator through secure online banking, NBHS PTA Friends Account. Only date, 
surname and amount received via online transactions will be accounted for in the 
accounts spreadsheet. 

- Banking statements associated with the NBHS PTA Main Account will only be 
accessible by the Chair and Treasurer via secure online banking and banking 
statements associated with the NBHS PTA Friends Account will only be accessible by 
the Monthly Prize Draw Administrator and the Treasurer.  

- Whenever possible, NBHS PTA bookkeeping will be done electronically. However, to 
ensure accuracy, paper copies may be used. Once bookkeeping is complete, any 
paper copy necessary for external examination will be locked in document box. 
Those unnecessary to keep will be shredded. Bookkeeping files and documents will 
be accessed from and saved to an encrypted USB drive. No files will be saved on a 



personal computer and all encrypted USB drives will be safely stored in the lockable 
document box when not in use. 

- All bank statements will be accessed online for day to day bookkeeping done by the 
Treasurer – no paper copies will be received from the bank through the post (ONCE 
TSB HAS SORTED THEIR ONLINE BANKING ISSUES – AS AT May 2018 TSB ONLINE 
BANKING IS NOT RELIABLE). 

- NBHS PTA cheque books and paying in books will be kept safely in the locked 
document box.  

 
Reimbursing Expenses: 
- For expense reimbursement, if a cheque is not an acceptable/convenient means to 

reimburse someone, online banking will have to be used. This requires that the 
Treasurer, and only the Treasurer, receives a person’s bank account number and sort 
code with their original receipts. These will be stored in the locked document box. 
Bank payment will be set up as quickly as possible and any record of the sort code/ 
account number will be destroyed.  

 
Production of Financial Reports / Year End Documents 

- Everything that can be accomplished electronically, including bookkeeping / 
production of account spreadsheets / year-end financial statements, will be saved on 
encrypted USB drives which will always be stored in the locked document box.  At no 
time will a personal computer hold any NBHS PTA related documents.  

 
External Examination: 

- A professional accountant, who is well versed with GDPR rules, will carry out the 
external examination of the Charity’s accounts as required by OSCR.  Paper 
documents to be shared with the accountant include all receipts received for 
expenses incurred during the year (e.g. for fundraising events); the cheque books; 
deposit/paying in banking books; and a copy of the bank statements* as produced 
once a year by the TSB bank for this purpose only. 

 
Long Term Storage of Financial Documents: 

- By law, six years of accounts must be held. Historic files up to 2015/16 year end are 
currently in paper format and are securely locked in document box.  From 2016/17 
onwards, scanned histories for all year end financial records will be saved on the 
encrypted USB drives.  

- The Treasurer will keep the previous financial year in paper copy until OSCR has 
accepted and published the records on the OSCR website. The papers/documents 
will be safely and securely locked in the document box until this time. Once the 
accounts have been accepted by OSCR the Treasurer will scan all files/supporting 
evidence and destroy (shred) original copies.  

 
NB*For the year end, the Accountant requires formal bank statements and thus, once a year these 
statements will be requested from the bank for the sole purpose of the external audit. Once the 
paper copies have been received they will be locked in the document box and handed over to the 
accountant, along with the other supporting documents (in this document box).  

 



Retention period: All year end records and supporting documents will be held, as required 
by law, for six years. 
 
 
3. Gmail account 
Gmail uses industry-standard 128 bit encryption. The following measures are also in place to 
ensure the account is secure: 

- Two-step verification is in place.  
- The password is changed monthly – and shared (verbally) only between the Chair 

and Communications Officer. 
- The account is only accessed from a password secured pc/Mac/laptop which is 

protected by suitable security software, on which the Browser is regularly updated 
and utilising the safe browsing feature.  

- The account is only accessed over a secure, password protected wi-fi network. 
- The account is immediately logged off after every use. 

 
Retention period: not applicable. 
 

At the end of all retention periods, data, in both paper and electronic form, 
will be destroyed.  
 
Date: 28th May 2018 


