SUBJECT ACCESS REQUEST

NOTE: This is NOT a mandatory form. Subject Access requests made in other formats will also be
accepted, this form is designed to speed up the process

GUIDANCE - PLEASE READ BEFORE FILLING IN THE SUBJECT ACCESS REQUEST FORM
WHICH SECTIONS SHOULD | COMPLETE?

Section 1 — Details of the person whois the subject of this request

Section 2 — Proof of the applicant’s identity

Section 3 — Details of the information required

Section 4 — Declaration by the person whoisthe subject of this request

Section 5 — Proof of identity of person making request (parent/carer)

Section 6 — Authority torelease information to a representative

What information will help with the processing of my subject access request?

Identification of relevant records will be easier if you can provide specificdetails such as specific
things you may be wishingto see, dates of meetings, letters etc. We will also require satisfactory

proof of identity without which yourapplication could be delayed. Satisfactory proof of identityisa
passport, driving licence, birth certificate.

How long will it take to get my data?

Once we are satisfied that you meet the criteriafordisclosure of dataunderthe General Data
Protection Regulations, and have provided sufficientinformation, you should receive aresponse
within one month from the date that we accept your application for processing. However, if your
requestis made during school holiday time when school is closed (which has been reported as
closedinthe annual term dates calendar), yourrequest will be dealt with within one month from the
firstday the school isopen.

Records may be heldinseveral differentlocationsin paperand electronicformats. If you only
require specificinformation and you clearly state what thatis — for example aspecificdocumentor
IT-only data—thenyou are likely to get a quickerdisclosure.

GENERAL NOTES

1. We will acknowledge your application in writing.

2. When we process requests forindividuals who are now aged 16 or over, we require their
signature of authority and verification of identity before disclosing data.

3. The documents that you receive may have data redacted (blacked-out) or contain rough notes
that may lack clarity. Thisis because we aim to supply copies of the original records whenever
possible. However, where records contain information about otherindividuals we cannot release
thisinformationtoyou underthe GDPR, e.g. anotherperson’s data, thisis removed.
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4. We will not disclose information by fax ortelephone. Disclosure by postis usually made by first
class post to the address you provide insection 1or in person.

CHECKLIST
e Have you completed all relevant sections of the form?
o If you are submittingthe formyourself, have yousigned the form at Section 4?

e If you are signingas a parent/carerof a child under 16, have you provided a photocopy of their full
birth certificate, photocopies of any court orders and proof of your identity?

e Have yousigned the declarationin Section 4?
e Have you provided as much information as possible to enable us to find the data you require?
Please send yourcompleted form and proof of identity FAO:

Data Protection Officer, Pewsey Vale School, Wilcot Road, Pewsey, SN95EW
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Section 1 — Applicant Details

Forename(s)

Surname

Preferred Name

Othername(s) known by

Date of Birth (dd/mm/yyyyy) | Male |:|

Female |:|

Date of Leaving (if applicable)

Current Address

Postcode

Daytime Telephone Number

E-Mail Address

Section 2 — Proof of the Applicants Identity

In orderto prove the applicant’s identity, we need to see copies of 2 pieces of identification

Please DONOTsend an original passport, driving licence oridentity card (copies only)

Passport/Travel A letter/reportsentto
Documents you by the school
Photo Driving Licence Child under 16: Full
(where applicable) (1) Birth Certificate

Section 3 — Details of Information Required

Please use this space to give us any details about the information you are requesting, forexample by
stating specificinformation you require (use extrasheets if necessary):

(1) Ex-pupilonlywho hasreached 17+ years
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Section 4 — Declaration

The information which | have suppliedinthisapplicationis correct, and | am the personto whomit
relates ora representativeactingon his/herbehalf

Signature of Applicant: Date:

Section 5— Parent/Carers Details

Name of Parent/Carer

Relationship to Pupil

Address & Postcode

Daytime Telephone Number

Email Address

Please provide copies of two pieces of identification

Please DONOTsend an original passport, driving licence oridentity card — please tick the
identification you have provided

Passport/Travel Utility bill showing
Document current home address

Bank Statementor
Building Society Book

Photo Driving Licence

Foreign National
Identity Card

Section 6 — Authority to release information to a representative

A parent/carerneedsto obtain authority from the applicant before personal datacan be released.
This representative should obtainthe applicant’s signature below, or provide a separate note of
authority. Thismust be an original signature, not a photocopy

| hereby give my authority forthe representative namesin Section 5 of this form to make a
Subject Access Request on my behalf underthe GDPR 2016

Signature of Applicant

Date

Signature of Representative

Date
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Timescale (for officeuse only) : Date Received:

Deadline forresponse (one month —conditions apply):
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