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SUBJECT ACCESS REQUEST
Please complete this form if you wish to make a subject access request for personal data we hold about a data subject.  The data subject is the individual whose personal data you are requesting.  If you are the data subject you will need to complete this section and the data requested section.  If you are not the data subject you will also be required to complete the “requester details” section.
Do complete the relevant sections below.  Your request will normally be processed within one calendar month upon receipt of a fully completed form and proof of identity.
Please be aware that, unless you indicate otherwise, we always intend to provide our response by email to the email address you have indicated.  If you would like to request our response to be provided by post then do detail this in the “data requested” section of this form.

DATA SUBJECT
Please fill in the details of the data subject (i.e. the person whose data you are requesting).  
If you are not the data subject and you are applying on behalf of some one else, please fill in the requester details section in the next section

	Full Name
	Click or tap here to enter text.
	Date of Birth
	Click or tap here to enter text.
	Contact Details
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Name and address of school
	Click or tap here to enter text.


Proof of your identity should include a copy of a document such as your birth certificate, passport, driving licence, official letter addressed to you at your address e.g. bank statement, recent utilities bill or council tax bill.  The document should include your name, date of birth and current address.  If you have changed your name, please supply relevant documents evidencing the change.  If you are supplying a document not listed, click “other” and type the details of the document provided.

I am enclosing the following copies as proof of identity (please select all that apply)

	☐     Birth certificate

	

	☐     Driving licence

	

	☐     Passport

	

	☐     An official letter to my address

	

	☐     Other    

	Click or tap here to enter text.


Please provide proof of authority that you are able to make the request on behalf of the data subject.  Proof of authority could include a letter of authority signed by the data subject, power of attorney, evidence of parental responsibility.  The document should clearly evidence that you are authorised to act on the data subject’s behalf for the purposes of this request.
If you are supplying a document not listed, click “other” and type the details of the document provided.
I am enclosing the following copy as proof of legal authorisation to act on behalf of the data subject (please select all that apply)
	☐     Letter of authority
	

	☐     Lasting or enduring power of attorney
	

	☐     Evidence of parental responsibility
	

	☐     Other
	
Click or tap here to enter text.



DATA REQUESTED
Please describe as detailed as possible what data you request access to
	Click or tap here to enter text.


Additional Information
	Click or tap here to enter text.


Employment Details
	Click or tap here to enter text.


Please be aware that if you requested the response to be provided by post, we will take every care to ensure that it is addressed correctly.  However, we cannot be held liable if the information is lost in the post or incorrectly delivered or opened by someone else in your household.  Loss or incorrect delivery may cause you embarrassment or harm if the information is ‘sensitive’.
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