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School Data Subject Access Request Form 

If you wish to make a request for personal data under Data Protection legislation, please complete the form below to enable us to meet your request. The form is not mandatory; however, it will help us to respond to your request as quickly as possible. The school will endeavour to respond to your request within one calendar month. We may extend this time if the request is complex, however we will inform you of this within 14 days of the receipt of the request,  together with the reason(s) for delay.

The form can be submitted to the school / Trust via e-mail to Trust Business Manager wsimmons@ashleyhill.org or by posting to  Trust Business Manager, C/O Bisham CE Academy, Church Lane, Bisham. SL7 1RW

	Name:
	



	Email and/or postal address
	





	Phone number
	

	Are you the data subject? (Y/N)
	

	If ‘No’, please put the name of the data subject.
	

	What is your relationship with the data subject?
	





Please note – if you are requesting data about a child, we may consult with the child if we believe that they have the capacity to understand. If the data subject is over the age of 13, we will do a competency test with them.








In order to support your request, please complete the following:

	Description of data requested
	




	Dates that you request data from and to e.g. Jan 2025 - July 2025
	




	What format do you want the data? Electronic or paper?
	




NB If you have already received letters, emails, reports etc, this is classed as ‘duplicate data’ and will not be included as part of the subject access request.

In order to process the SAR, we may need you to present a form of ID to ensure that you have the right to access. E.g. driving license, passport, utility bill

Name:
Signed:
Date:
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