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Date

DATA SUBJECT ACCESS REQUEST
Dear Mr Barr (DPO),
I request that the School search its records under General Data Protection Regulations 2016, based on the information supplied below and provide a description of the personal data found relating to the Data Subject (person) named below (me or my child) being processed by the School in the following area(s).
DATA SUBJECTS FULL NAME:

INFORMATION REQUESTED: 
Please be specific and include dates where possible e.g. Assessment results in Maths between date A and date B; my sickness record between year A and Year B.

I acknowledge that the reply period of 1 month will commence from the receipt  of this letter, if the school is able to identify the data required from the request above, or when I have supplied sufficient further information to enable the School to perform the search should such information be requested. 

I understand that a fee of up to £50 may be charged in specific circumstances to cover administrative costs. 

I consent to the reply being disclosed and sent to me:
· Via post to the address listed above.
· To the following alternative postal address: 
<Address, Postcode>
(Note if the data belongs to another person, it will be necessary to verify that they consent to this)
· In an electronic format to: <email>

Signature of “Data Subject” (or Subject’s Parent if under 12)   ___________________________________

Name of “Data Subject” (or Subject’s Parent) (PRINTED)   ____________________________

Dated   _________________________________
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