Subject Access Request under Article 15 UK GDPR & Data Protection Act 2018

Dear [Headteacher/Data Protection Officer],

I am writing to make a Subject Access Request for all personal data held about my child, [Child’s Name, DOB], who is a pupil at [School Name].

Under Article 15 of the UK GDPR and the Data Protection Act 2018, I request copies of all personal data you hold in any form, including but not limited to:

· Educational records, assessments, reports, and attainment data
· SEN records, provision maps, support plans, and any documents relating to SEND
· Emails, internal messages, meeting notes, and correspondence that reference my child or myself
· Behaviour logs, safeguarding notes (where lawful), incident reports, exclusions, and reintegration plans
· Records relating to the EHC needs assessment or EHCP (if applicable)
· Notes from professionals, external agencies, or specialists
· Any data held by teachers, SENCO, pastoral staff, or leadership, including handwritten notes

Please also confirm:
· The purposes for which this data is processed
· The categories of personal data held
· Any third parties with whom the data has been shared
· The retention period for each category of data

I request the information in electronic format.

As required by law, the school must respond within one calendar month of receiving this request. If you require proof of parental responsibility or identity, please let me know at the earliest opportunity so the statutory timeframe is not delayed.

Please confirm receipt of this request.

Kind regards,
[Your Name]
[Your Contact Details]
