Subject Access Request – Extension of Time Notice
School name
School address
School email / telephone
Date:
Our reference: (optional)

Subject Access Request – Notice of Time Extension
Data Protection Act 2018 / UK GDPR (Article 12(3))
Dear [Name of requester],
Thank you for your Subject Access Request dated [original request date], which was received by [school name] on [date received].
We are currently processing your request. However, due to the complexity and/or volume of the information requested, we require additional time to complete our response.

Extension of Time
In accordance with Article 12(3) of the UK General Data Protection Regulation, we are extending the time limit for responding to your request by [one / two] further calendar month(s).
We will therefore provide our full response no later than [new deadline date].

Reason for the Extension
This extension is necessary because:
· The request involves a large volume of personal data; and/or
· Information must be retrieved from multiple systems and records, including archived material; and/or
· We must carefully consider the application of statutory exemptions, including those relating to safeguarding and third‑party information.
We are continuing to process your request and will respond as soon as possible.

Clarification (if applicable)
If you would like to help us respond more efficiently, you may choose to narrow the scope of your request (for example, by specifying particular dates, documents, or types of records). There is no obligation to do so.
(Remove this paragraph if not seeking clarification.)

Your Rights
If you have any questions about this extension or the handling of your request, please contact us using the details above.
You also have the right to lodge a complaint with the Information Commissioner’s Office (ICO) if you are unhappy with how we are handling your request:
Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow
Cheshire SK9 5AF
www.ico.org.uk

Yours sincerely,
[Name]
[Role – e.g. Data Protection Officer / Headteacher / Compliance Lead]
[School name]
[Contact details]

Good practice reminders (internal)
· ✅ Send this before the original one‑month deadline
· ✅ Log the reason for extension
· ✅ Be specific but not defensive
· ❌ Do not imply fault or wrongdoing

