Subject Access Request – Acknowledgement
School name
School address
School email / telephone
Date:
Our reference: (optional)

Subject Access Request – Acknowledgement
UK GDPR / Data Protection Act 2018
Dear [Name of requester],
Thank you for your Subject Access Request, which was received by [school name] on [date received].
We are processing your request in accordance with Article 15 of the UK General Data Protection Regulation and the Data Protection Act 2018.

Timescales
We will respond to your request within one calendar month, no later than [insert deadline date].
If we require additional time due to the complexity or volume of your request, we will inform you within this timeframe in accordance with the legislation.

Identity Verification (if required)
Before we can provide the requested information, we may need to verify your identity and, where relevant, your authority to make the request.
If further information is required, we will contact you shortly.
(Delete this paragraph if identity has already been confirmed.)

Clarification of Scope (if applicable)
Your request currently covers all personal data we hold about [you / the data subject].
If you wish to narrow the scope of your request (for example by date range, document type, or specific records), please let us know. There is no obligation to do so, and the statutory timescale will continue to apply.
(Delete or amend as appropriate.)

Further Information
If you have any questions regarding the handling of your request, please contact us using the details above.
Yours sincerely,
[Name]
[Role – e.g. Data Protection Officer / Headteacher / Compliance Lead]
[School name]
[Contact details]


