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Data Subject Rights – Access Request Form
(Personal Information Request)

Requestor:
Title: ………………………………………………………………………………………..
First Name: ……………………………………………………………………………….
Surname: …………………………………………………………………………………
Full Address (including postcode): ………………………………………………….
Email address: ………………………………………………………………………….
Phone number: …………………………………………………………………………
Relationship to the data subject (if applicable) (eg mother, father, carer, solicitor) 
………………………………………………………………………………………………

Preferred means of communication (please tick):


Post:

Email:


Collection in person


Data subject:
Title: …………………………………………………………………………………………..
First Name: …………………………………………………………………………………. 
Surname: ……………………………………………………………………………………
Date of Birth: ………………………………………………………………………………
Class / Year Group (where applicable): ………………………………………………
Address (including postcode): …………………………………………………………
Email address: …………………………………………………………………………….
Phone number: ……………………………………………………………………………

Please specify which types of personal data you wish to request and the timescale for the information (please note we are unable to process requests for ‘all information held’):
Attendance data:

Performance data:

SIMS / Bromcom data:

CPOMS (Safeguarding) data:

Email and other communications held by the school:

Minutes of meetings:

Other (please be specific): ……………………………………………………………………………………………………………………………………………………………………………………………………………………
Information already shared:
Do you wish to receive copies of information already shared:
Yes:  


No: 


Timescale for the Request:
1 year prior to the date of the request up until the request date


2 years prior to the date of the request up until the request date


3 years prior to the date of the request up until the request date


4 years prior to the date of the request up until the request date


5 years prior to the date of the request up until the request date


Date of request: ……………………………………………………………………………


Identification and Supporting Documents:
Please provide two supporting documents to confirm your identity (such as passport / driving licence and recent utility bill)
If you are requesting information on behalf of someone else, please provide a supporting document to confirm your entitlement to their personal data (for example birth certificate or other proof of parental responsibility or, for solicitors, specific written consent from the data subject or their carer).
Please be informed that in circumstances where the data subject is considered to have capacity, we will seek their consent / opinion prior to disclosing their data.
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