
 

 1 

The Diocese of Ely Multi Academy Trust (DEMAT) 

Grace Building, 8 High Street, Ely, Cambridgeshire CB7 4JU. Tel: 01353 656760 

Company registration number: 08464996 
  August 2022 

 

 
 
Records Management Policy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Document Owner Data Protection 
Officer 

Last updated August 2022 

Version number 2 

 
  



 

 2 

The Diocese of Ely Multi Academy Trust (DEMAT) 

Grace Building, 8 High Street, Ely, Cambridgeshire CB7 4JU. Tel: 01353 656760 

Company registration number: 08464996 
  August 2022 

 
 

Application of this Policy 

The policy is applicable to all employees (permanent and temporary) of DEMAT.  Where applicable, it 

is also applicable to all Volunteers supporting DEMAT. 

Relationship with DEMAT Values 

The application of this policy must be applied at all times in a way that reflects the values of DEMAT: 
 
Love – We engender love and tolerance between and for our staff, pupils and others to foster 
an inspiring atmosphere of mutual support. 
 
Community – We are committed to ensuring our academys are a living part of the community 

and contribute positively to its needs. 

Respect – We do everything to provide a caring, safe and secure place for our staff and pupils 

to be happy and respected in our academys so they may achieve their potential. 

Trust – We acknowledge accountability and responsibility for our actions and ensure that we 

encourage each other to make brace decisions and then learn from any mistakes. 

Ambition – We are determined that our academys offer a place for the joy of learning, 

enabling those of all abilities to thrive and go on to lead rewarding lives 

This is further defined in the four key strands of DEMAT, all of which are underpinned by our Christian 

distinctiveness: 

Children are at the heart of all we do 

Keep close to the work 

Maintaining a legacy, creating new traditions 

Aspirational, yet sustainable 
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1. Policy Statement 

 

The Trustees of the Diocese of Ely Multi-Academy Trust (“DEMAT”) aims to ensure that all 
personal data collected about staff, pupils, parents, Governors, Trustees, visitors and other 
individuals, is collected, stored and processed in accordance with UK General Data Protection 
Regulation (UK GDPR).   

2. Introduction 

 

2.1 The Trustees are committed to retaining personal data (which may be held on 
paper, electronically, or otherwise) about all of its stakeholders for no longer than 
necessary for the purpose or purposes for which they were collected. All steps will 
be reasonably taken to securely destroy or erase from systems, all data which is no 
longer required.  The Trustees recognise the need to process data in an appropriate 
and lawful manner, in accordance with the UK General Data Protection Regulation 
(GDPR). The purpose of this policy is to set out the principles by which we will retain 
your personal data.  

 
2.2 Data users are obliged to comply with this policy when processing personal data on 

our behalf. Any breach of this policy may result in disciplinary action, including 
dismissal. 
 

2.3 Adam Downing and Joanne Patterson the Trust Joint Data Protection Officers are 
responsible for ensuring compliance with the GDPR and this policy at Trust Level.  
Headteachers of DEMAT Academy schools are responsible for ensuring compliance 
with the GDPR and this policy at Academy level. 
 

2.4 Any questions about the operation of this policy or concerns that there has been a 
breach of this policy should be referred in the first instance to dpo@demat.org.uk. 

3. Responsibilities  
 
The Trustees understand their legal responsibility to comply with the law, including the UK 
General Data Protection Regulation. The individuals with overall responsibility for this policy are 
the Joint Data Protection Officers. 

4. Retention of Data  

The Board of Trustees have agreed to the use of the Retention Guidance for Schools (also 

suitable for the use of Academies and Multi-Academy Trusts), which has been produced by the 

Information and Records Management Society (IRMS).   This is set out at Appendix 1. 

5. Associated Policies and Documents 

This Policy should be read in conjunction with the following DEMAT Policies: 

Data Protection Policy 
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Version control 
 

No. Status of 
document/changes 

Prepared by Reviewed by  Approved by Date of 
approval 
 

1. Baseline policy put in 
place 

Data Protection 
Officer 

 DEMAT 
Standards and 
Ethos 
Committee 
 

September 
2018 

2. Various structural 
updates and changes to 
bring within new 
template 
 

Data Protection 
Officer 
 

Head of 
Governance 

Board of 
Trustees 

August 
2022 

 
The Policy was reviewed in June 2019 and June 2020 with no changes being required. 
 
This document will be reviewed on an annual basis. 

 

 

 

Action for Headteachers:  

Please read and share this document will all relevant staff, then confirm in Smartlog that you have 

completed these actions. 
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Appendix 1 

Retention schedule for DEMAT and Academies within the Trust 

This schedule is organised into the following sections: 

1. Management of the School   

2. Human Resources  

3. Financial Management of the School  

4. Property Management  

5. Pupil Management  

6. Curriculum Management  

7. Extra Curricula Activities  

8. Central Government and Local Authority    

 

The headteacher should read and share this document with all relevant staff, then confirm in Smartlog 

that this has been actioned.  

In the context of the Retention Schedule, please read as follows: 

• Where the document refers to the “Governing Body”, this is to be read as “Local Governing 

Body (LGB)/Trustees”. 

• Documents created by “Governing Body” relates to any documents created by the LGB/Trust. 

• Where reference is made to any Act, this is superseded by any later Act in the same context. 

• Where the document refers to DPA 1998, this now should be read as DPA 2018.   

 

 

 



 

 

  



 

 

  



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

  



 

 

 



 

 

 



 

 

  



 

 

  



 

 

 



 

 

 



 

 

  



 

 

  



 

 

 



 

 

 


