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Document Management Information 

Applicable to: All staff in all Academies and Central Support Services including individuals 
employed by the Trust, contractors and agency staff. 

All Members and Trustees. 

Dissemination: The policy will be available to staff via the Trust’s Policy Centre and to 
stakeholders via the website. 

Training: On request 

Review Frequency: The policy will be reviewed every three years. The policy will also be 
reviewed earlier if needed in the light of new evidence/legislation/guidance 

Policy Author: George Selby, Data Protection Officer 

Executive Policy Owner: Maria Maltby, Director of Governance  

Approval by: Risk & Audit Committee  

Approval Date: 16 March 2023  

Next Review Due: March 2026  
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1. Introduction 

1.1. 
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7.6.2.  We determine the retention period for this data based on our legal obligations and the necessity of 
its retention for our business needs. Our retention schedule is 
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