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1. Introduction and Purpose 

This policy outlines how the School complies with the General Data Protection Regulation (GDPR) 2018, the 

Data Protection Act 2018, and the UK GDPR 2021. These regulations grant individuals specific rights regarding 

the processing, use, and accessibility of their personal records. 

While this document focuses on Subject Access Requests (SARs), the principles herein apply to all data subject 

rights requests as defined in the School’s overarching Data Protection Policy. 

2. Policy Statement 

The School is committed to fulfilling its statutory responsibilities and respecting the privacy rights of all data 

subjects. This policy ensures legal compliance and aims to: 

• Establish Robust Processes: Standardize the handling of SARs to ensure efficiency and accuracy. 
• Build Trust: Maintain transparency with individuals regarding the personal data we process. 
• Ensure Accountability: Provide a clear framework to evidence compliance with public policy 

requirements. 
This policy should be read in conjunction with the Subject Access Request Procedure. 

3. Scope and Key Definitions 

This policy applies to all requests made by data subjects (students, staff, parents, or their legal 

representatives) to exercise their rights under the Act. 

 

Term Definition 

Subject Access 
Request (SAR) 

A request by a living individual to access personal data held about them. 

Personal Data Any information relating to an identified or identifiable living individual (e.g., names, 
addresses, or professional opinions/appraisals). 

Special Category 
Data 

Sensitive information requiring higher protection, including racial/ethnic origin, 
political/religious beliefs, health data, and genetic/biometric data. 

Data Controller The entity determining the purpose and means of data processing. The School is the 
Data Controller. 

Data Processor Third-party organizations or individuals processing data on behalf of the School (e.g., 
external software providers). 

Data Subject The individual whom the data identifies. Rights apply regardless of nationality or 
residency. 

Third Party Any individual other than the data subject who may be mentioned within the 
records. 
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Relevant 
Professional 

Practitioners (medical, educational, or social services) who assess if disclosure may 
cause serious harm to an individual. 

 

Data Subject Rights 

Beyond the right of access, individuals also hold the rights to: 

• Rectification (correcting errors) and Erasure ("right to be forgotten"). 
• Restriction of processing and Data portability. 
• Object to processing and rights regarding automated decision-making / profiling. 

4. Roles and Responsibilities 

Compliance is the collective responsibility of all staff. Every employee must be able to recognize a request, as 

they can be made verbally and do not need to cite specific legislation. 

• Headteacher: Holds ultimate accountability for statutory compliance. 
• School Business Manager (SBM): Manages the SAR process, liaises with the Data Protection Officer 

(DPO), ensures timely responses, and conducts final quality checks. 
• Employees: All staff (including temporary personnel) must maintain confidentiality and direct any 

identified SARs to the SBM immediately. 

5. Operating Procedures 

Making a Request 

A SAR does not need to be in writing to be valid; however, written confirmation is encouraged to clarify the 

scope. Staff must treat requests as valid even if the requester cites the wrong legislation (e.g., Freedom of 

Information). 

Third-Party Requests 

Individuals may request data on behalf of others (e.g., solicitors or parents). The School will verify identity and 

legal authority (such as Parental Responsibility) before releasing data. One parent cannot veto a request 

made by another parent who holds valid parental responsibility. 

Timelines and Fees 

• Timeline: Responses must be provided within one month of receipt of the request and verified ID. 
Extensions may be applied in exceptional, complex cases. 

• Fees: Generally, no fee is charged. However, a "reasonable fee" may be applied for requests that are 
manifestly unfounded, excessive, or repetitive, based on administrative costs. 
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Routine vs. Non-Routine Requests 

• Routine: Simple requests (e.g., a student asking for their own exam results) can be handled "business 
as usual" if ID is verified and no third-party data is at risk. 

• Non-Routine: Any request requiring significant resource or involving complex records must be formally logged 
and managed by the SBM. 

 

Redactions and Exemptions 

The School will not release information that identifies a third party or falls under legal exemptions. Sensitive 

areas requiring specialist review include: 

• Safeguarding records involving multiple parties. 
• Legally privileged documents. 
• Advice from medical or social service professionals. 
• Employee files containing sensitive feedback from colleagues. 

 

The "Double Check" Process 

Before dispatch, the Senior Leadership Team (SLT) must conduct a formal review of the redacted disclosure. 

This prevents data breaches caused by the accidental release of third-party information. 

6. Complaints 

If an applicant is dissatisfied with the handling of their request, they should contact the School Office. 

• Complaints are handled independently of the general School Complaints Policy. 
• A response will be provided within one month. 
• If unresolved, the applicant may contact the Information Commissioner’s Office (ICO): 

 

ICO Contact Details: 

Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

Tel: 0303 123 1113 | Web: ico.org.uk/make-a-complaint/ 

 

 

https://ico.org.uk/make-a-complaint/

