The Minster School 
Nottingham Road 
Southwell 
NG25 0LG 

Re: subject access request 

Dear Ms Blick, 

Please provide me with the information about me that I am entitled to under the General Data Protection Regulation. This is so I can be aware of the information you are processing about me, and/or verify the lawfulness of the processing. 

Here is the necessary information:

	Name 	
	
	

	Relationship with the school 
	Please select: 

Pupil / parent / employee / governor / volunteer 

Other (please specify): 

	

	Correspondence address 
	



	

	Contact number 
	

	

	Email address 
	

	

	Details of the information requested 
	Please provide me with: 

Insert details of the information you want that will help us to locate the specific information. Please be as precise as possible, for example: 

· Your personnel file 
· Your child’s medical records 
· Your child’s behavior record, held by [insert class teacher] 
· Emails between ‘A’ and ‘B’ between [date] relating to [please insert topic] 

	Reason for the Request being made:



If you need any more information from me, please let me know as soon as possible. Please bear in mind that under the GDPR you cannot charge a fee to provide this information, and in most cases, must supply me with the information within 1 month. 
Yours sincerely, 
Name 
Guidance notes for Subject Access Requests: 

There is some useful guidance on our website/MITRE website which you may wish to refer to in advance of making a subject access request:
· Data retention and data destruction policy 
· Data protection policy 
· Privacy notices 

It is helpful to be specific when making a subject access request so that we can find the information that you require. Please note that the School is not required to do things that would be unreasonable or disproportionate to the importance of providing subject access request information. The school is able to consider the balance of complying with the subject access request including the difficulty of compliance and the amount of work involved against the benefits the information might bring to the data subject. 

The law does not oblige the school to comply with all requests. If the school does not intend to comply with the request then the individual will be notified of the reasons why in writing. 


