Subject Access Request Response (School Template)
School name
School address
School email / telephone
Date:
Reference: (optional)

Subject Access Request Response
Data Protection Act 2018 / UK GDPR
Dear [Name of requester],
Thank you for your Subject Access Request dated [date received], in which you requested access to personal data held by [school name].
We have processed your request in accordance with Article 15 of the UK General Data Protection Regulation and the Data Protection Act 2018.

1. Identity and Authority
We are satisfied as to your identity and, where relevant, your authority to make this request on behalf of [name of pupil].
(Delete or amend this paragraph if not applicable.)

2. Personal Data Provided
Please find attached copies of the personal data we hold about [you / the data subject], which may include:
· Educational records
· Attendance and behavioural records
· Assessment information
· Correspondence (including emails)
· Pastoral or safeguarding records (where appropriate)
· [Add or remove categories as relevant]
The data is provided in [electronic / paper] format.

3. Information Not Disclosed
Some information has not been provided in full. This is because it:
· Contains personal data relating to third parties, which has been redacted to protect their rights; and/or
· Is subject to an exemption under the Data Protection Act 2018, including safeguarding considerations or legal professional privilege.
Where exemptions have been applied, this has been done carefully and only where lawful and necessary.

4. Contextual Information (Your Rights)
Under UK GDPR, you have the right to:
· Be informed about how your personal data is used
· Request correction of inaccurate or incomplete data
· Request erasure of data in certain circumstances
· Request restriction of processing
· Object to processing in certain circumstances
Further information about how we process personal data is available in our Privacy Notice, which can be found at:
[insert link or explain how to obtain it]

5. Further Queries or Concerns
If you have any questions about this response or believe any information is missing or incorrect, please contact us using the details above.
If you remain dissatisfied, you have the right to lodge a complaint with the Information Commissioner’s Office (ICO):
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]


