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The General Data Protection Regulations (GDPR) 2018 provides you, the data subject, with a right to receive a copy of the data/information we hold about you or to authorise someone to act on your behalf. Please complete this form if you wish to see your data. You will also need to provide proof of your identity. Your request will be processed within 30 calendar days upon receipt of a fully completed form and proof of identity. For further information please see the FAQ page. 

Section 1 
Please fill in your details (the data subject). If you are not the data subject and you are applying on behalf of someone else, please fill in the details of the data subject below and not your own. 

	Title
	
	Mr
	
	Mrs
	
	Ms
	
	Miss
	
	Other
	

	Surname/Family Name:


	First Name(s)/Forenames:


	Date of Birth: 


	Address



Post Code

	Day time telephone number(s)


	

	I am enclosing the following copies of proof of identity: 

	Birth certificate
	
	Passport
	
	Other form of ID
	

	

	Personal Information If you only want to know what information is held in specific records please indicate in the box below Please tell us if you know in which capacity the information is being held, together with any names or dates you may have. If you do not know the current name of the Team just tell us what you do know. If you do not know exact dates, please give the year(s) that you think may be relevant.

	Details:













	Section 2 

Please complete this section of the form with your details if you are acting on behalf of someone else (i.e. the data subject). 

If you are NOT the data subject, but an agent appointed on their behalf, you will need to provide evidence of your identity as well as that of the data subject and proof of your right to act on their behalf.


	Title
	
	Mr
	
	Mrs
	
	Ms
	
	Miss
	
	Other
	

	Surname/Family Name:


	First Name(s)/Forenames:


	Date of Birth: 


	Address



Post Code

	Day time telephone number(s)


	
Please provide proof of identity as detailed on page 1.

	I am enclosing the following copies of proof of identity: 

	Birth certificate
	
	Passport
	
	Other form of ID
	

	

	What is your relationship to the data subject? (e.g. parent, carer, legal representative)

	I am enclosing the following copy as proof of legal authorisation to act on behalf of the data subject:

	Letter of authority
	
	Lasting or Enduring Power of Attorney
	
	Other
	

	

	Data Subject Declaration:
I certify that the information provided on this form is correct to the best of my knowledge and that I am the person to whom it relates. I understand that Roman Fields is obliged to confirm proof of identity/authority and it may be necessary to obtain further information in order to comply with this subject access request.

	Name:

	Signature:
	Date:

	Warning: a person who unlawfully obtains or attempts to obtain data is guilty of a criminal offence and is liable to prosecution.

	I wish to:

	Receive the information in an electronic format
	
	Files will be loaded onto an encrypted memory stick.

	Receive the information by post
	

	Collect the information in person
	

	View a copy of the information only
	
	Go through the information with a member of staff
	

	Please be aware that if you wish us to post the information to you, 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'

	

	
Please send your completed form and proof of identity to:
Data Protection
[bookmark: _GoBack]James Marks Academy Trust 
Roman Fields
11 Box Lane
Hemel Hempstead
Herts. HP3 0DF






Frequently Asked Questions
What about requests for information about a young person?
Even if a young person is too young to understand the implications of subject access rights, it is still the right of the young person rather than of anyone else such as a parent or guardian. So it is the young person who has a right of access to the information held about them, even though in the case of young person these rights are likely to be exercised by those with parental responsibility for them.
Before we respond to a subject access request for information held about a young person, we will consider whether they are mature enough to understand their rights. If we are confident that the young person can understand their rights, then we would usually respond directly to the young person. However we may allow the parent to exercise the young person’s rights on their behalf if the young person authorises this, or if it is evident that this is in the best interests of the young person.
What matters is that the young person is able to understand (in broad terms) what it means to make a subject access request and how to interpret the information they receive as a result of doing so. When considering borderline cases, we will take into account, among other things:
· The young person’s level of maturity and their ability to make decisions like this;
· The nature of the personal data;
· Any court orders relating to parental access or responsibility that may apply;
· Any duty of confidence owed to the young person or young person;
· Any consequences of allowing those with parental responsibility access to the young person’s or young person’s information. This is particularly important if there have been allegations of abuse or ill treatment;
· Any detriment to the young person or young person if individuals with parental responsibility cannot access this information; and
· Any views the young person or young person has on whether their parents should have access to information about them.
A person aged 12 years or over is presumed to be of sufficient age and maturity to be able to exercise their right of access, unless the contrary is shown. 
Accessing pupils' information
Pupils attending any type of school have a right of access under the General Data Protection Regulation 2018 to their own information. This is known as the right of subject access. When a young person cannot act for themselves or the young person gives permission, parents will be able to access this information on their behalf.
If the young person attends a maintained school, parents have an independent right of access to their young person’s educational record, under separate education regulations.

As a parent, what sort of information can I access?
If your young person attends a maintained school, you have a right to access your young person’s educational record. This covers information that comes from a teacher or other employee of a local authority or school, the pupil or you as a parent, and is processed by or for the school’s Management Committee or teacher, except for information the teacher has solely for their own use. So it will cover information such as the records of the pupil’s academic achievements as well as correspondence from teachers, local education authority employees and educational psychologists engaged by the school’s Management Committee. It may also include information from the young person and from you, as a parent. Information provided by the parent of another young person would not form part of a young person’s educational record.
As a parent, how can I access my young person’s educational record?
You should make the request in writing to the Management Committee via the School.  
How long should this take?
A request for an educational record must receive a response within 15 school days.
How much will it cost?
The school can charge what it costs to supply a copy of the information. For your educational record, it depends on the number of pages provided. For example, 1 to 19 pages will cost £1.20; 29 pages will cost £2, and so on, up to a maximum of 500+ pages which will cost £50. If the request is for other information excluding the educational record then the maximum charge is £10.
As a parent, when can I request other information about my young person?
You will be able to access all the information about your son/daughter if your son/daughter is unable to act on their own behalf or gives their permission. As a general guide, a young person of 12 or older is expected to be mature enough to make this kind of request.
As a parent, are there circumstances where I could be denied access to my young person’s educational record?
There are certain circumstances where the school can withhold an educational record; for example, where the information might cause serious harm to the physical or mental health of the pupil or another individual.
The request for access would also be denied if it would mean releasing examination marks before they are officially announced.


As a pupil, what rights do I have to access my information?
You (or someone acting on your behalf) have the right to a copy of your own information. This is known as the right of subject access. However, schools may withhold information in certain circumstances, such as where serious harm may be caused to your physical or mental health or another individual, or where the request is for an exam script or for exam marks before they are officially announced.
As a pupil, how should I request information and how long will it take?
You should make your request in writing to the school and the school should respond within 30 calendar days following proof of identity (see below). 
What if the information you want involves information about another person?
Information about another person may not always be available to you. Unless the other person gives their permission, or it is reasonable in the circumstances to provide the information without permission, the school will be entitled to withhold this information.
Proof of identity: 
We require proof of your identity before we can disclose personal data. Proof of your identity should include a copy of two documents 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 documents should include your name, date of birth and current address. If you have changed your name, please supply relevant documents evidencing the change.
 
Administration fee:
Roman Fields does not charge for Subject Access Requests. 
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