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Individuals have the right to request access to the information the academy holds about 
them, under the GDPR.  
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What are subject access requests? 
Individuals have the right to access the personal data and supplementary information the 
academy hold about them. This allows them to be aware of, and verify the lawfulness 
of, the academy processing this data.  
This right applies to everyone whose personal data the academy holds, including staff, 
governors, volunteers, parents and pupils.  
 
The new rules: in summary 
There are changes to subject access requests under the General Data Protection Regulation 
(GDPR), in force from 25 May 2018. In most cases, the academy: 

 Must provide the information free of charge 

 Must comply within 1 month 

 Should provide the information in a commonly used electronic format, if the request 

was made electronically 

What do DPOs need to know? 
The data protection officer (DPO), should deal with all subject access requests in 
schools. This advice is based on the ICO guide. 
 
Format of requests 
Template provided for stakeholders to make a request. Upon completion to be handed in or 
emailed  to the school office.  We will still accept requests made in other formats.  
Individuals may still submit requests to other staff members, so: 

 Staff members to forward requests to the school office, if received. 

https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/data-protection/subject-access-requests-guidance-and-template-form/?marker=full-search-q-subject%20access%20request-result-1#section-0
https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/data-protection/subject-access-requests-guidance-and-template-form/?marker=full-search-q-subject%20access%20request-result-1#section-1
https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/data-protection/subject-access-requests-guidance-and-template-form/?marker=full-search-q-subject%20access%20request-result-1#section-2
https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/data-protection/subject-access-requests-guidance-and-template-form/?marker=full-search-q-subject%20access%20request-result-1#section-3


 

 Make sure staff members know how to identify a request. For example, parents 

might not use the term 'subject access request' but might ask to see their child's 

behaviour record. This is personal data and so these rules apply 

How to respond 
 On receiving a request, contact the individual via phone to confirm the request was 

made. Verify the identity of the person making a request using ‘reasonable means’ 

 Generally, this means two forms of identification are required, although this won’t 

always be necessary - for example, staff, governors and pupils will be known to the 

school, so the academy could simply ask another staff member to verify their 

identity 

 In most cases the academy must provide the information within 1 month, and free of 

change. If the request is complex or numerous, the academy can comply within 3 

months, but the academy must inform the individual of this within 1 month and 

explain why the extension is necessary 

 If the request is made electronically, the academy should provide the information in 

a commonly used electronic format 

The Trust holds an information audit will make it quicker and easier for the academy to 
locate the information our academy holds.  
 
'Unfounded or excessive' requests 
If the request is unfounded or excessive, the academy can either: 

 Charge a reasonable fee for the academy to comply, based on the administrative 

cost of providing the information 

 Refuse to respond 

 Comply within 3 months, rather than the usual deadline of 1 month – the academy 

must inform the individual of this and will explain why 

Usually 'unfounded or excessive' means that the request is repetitive, or asks for further 
copies of the same information. 
 
Refusing a request 
When the academy refuse a request, the academy must: 

 Respond to them within 1 month 

 Explain why the academy are refusing the requests 

 Tell the individual they have the right to complain to the ICO 

Requests during holiday times: the academy are happy to help people access their 
information in a timely manner, but will find it difficult to respond during the summer 
holidays (Department for Education's GDPR toolkit for schools advice) 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/702325/GDPR_Toolkit_for_Schools__1_.pdf


 

 
 
 
 
 
 
 
 
 


