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CHANCERY EDUCATION TRUST 

PICKHURST ACADEMY 
SUBJECT ACCESS REQUEST (SAR) POLICY 

 
 
What are Subject Access Requests? 
 
Individuals have the right to access the personal data and supplementary 
information you hold about them. This allows them to be aware of, and verify the 
lawfulness of, you processing this data.  
 
This right applies to everyone whose personal data the school holds, including 
staff, governors, volunteers, parents and pupils.  
 
The academy/school will deal with each subject access request it receives in 
accordance with the provisions of this policy.   

The academy/school under the General Data Protection Regulations (GDPR) can 
no longer charge for complying with a request. The academy/school can refuse 
to comply or charge for an excessive or unreasonable request, but must inform 
the individual why and how to complain. 

The academy/school have a month to comply. This time frame will include school 
holidays, so staff must be available to respond to such request outside of term 
time.  
 
The Data Protection Officer (DPO) is: 
  
Mr B Broughton, Assistant Head Teacher, Darrick Wood Infant and Nursery 
School,  Lovibonds Avenue, Orpington, BR6 8ER.  
Email address: office@chanceryeducation.com 
 
Definitions  

Personal Data 
 
Personal data is any information relating to an individual where the individual can 
be identified (directly or indirectly) from that data alone or in combination with 
other identifiers we possess or can reasonably access. This includes special 
category data and pseudonymised personal data, but excludes anonymous data 
or data that has had the identity of an individual permanently removed.  
Personal data can be factual (for examples a name, email address, location or 
date of birth) or an opinion about that person’s actions or behaviour. 
Personal data will be stored either electronically or as part of a structured 
manual filing system in such a way that it can be retrieved automatically by 
reference to the individual or criteria relating to that individual. 
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Special Category Data 
 
Previously termed “Sensitive Personal Data”, Special Category Data is similar by 
definition and refers to data concerning an individual Data Subject’s racial or 
ethnic origin, political or religious beliefs, trade union membership, physical and 
mental health, sexuality, biometric or genetic data and personal data relating to 
criminal offences and convictions. 
 
Data Subject 
 
An individual about whom such information is stored is known as the Data 
Subject. It includes but is not limited to employees.  
 
Data Controller 
 
The organisation storing and controlling such information (i.e. the 
academy/school) is referred to as the Data Controller. 
 
Processing 
 
Processing data involves any activity that involves the use of personal data. This 
includes but is not limited to: obtaining, recording or holding data or carrying out 
any operation or set of operations on that data such as organisation, amending, 
retrieving using, disclosing, erasing or destroying it. Processing also includes 
transmitting or transferring personal data to third parties. 
 
Automated Processing 
 
Any form of automated processing of personal data consisting of the use of 
personal data to evaluate certain personal aspects relating to an individual, in 
particular to analyse or predict aspects concerning that individual’s performance 
at work, economic situation, health, personal preferences, interests, reliability, 
behaviour, location or movements.  
 
An example of automated processing includes profiling and automated decision 
making. Automatic decision making is when a decision is made which is based 
solely on automated processing which produces legal effects or significantly 
affects an individual. Automated decision making is prohibited except in 
exceptional circumstances. 
 
Data Protection Impact Assessment (DPIA) 
 
A Data Protection Impact Assessment (DPIA) is a process to help identify and 
minimise the data protection risks of a project. 
 
A DPIA must be completed for processing that is likely to result in a high 
risk to individuals. This includes some specified types of processing 
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Criminal Records Information 
 
This refers to personal information relating to criminal convictions and offences, 
allegations, proceedings, and related security measures and could include DBS 
checks. 
 
GDPR 

General Data Protection Regulations May 2018.   

Social Media 

Relates to websites and applications that enable users to create and share 
content or to participate in social networking including Facebook, LinkedIn, 
Twitter, Google+, and all other social networking sites, internet postings and 
blogs. It applies to use of Social Media for academy/school purposes as well as 
personal use that may affect the academy/school in any way.  

Subject Access Request (“SAR”)  

Is a request by an individual to the academy/school  

Making a SAR to the academy/school 

The academy/school requires SARs to be made in writing and should encourage 
individuals to complete the template form set out in Appendix 1. The 
academy/school considers ‘in writing’ to include communications by post, fax, 
and email and on Social Media sites to which the academy/school subscribes.   

SARs should be sent to the contact details in Appendix 1.   

SARs must be recorded on the Record of Subject Access Request Log and a file 
opened to retain all supporting documentation. The Chancery Education Trust 
Administrator maintains the log and will hold any files centrally. Refer to 
Appendix 2. In addition the Chancery Education Trust Administrator must 
complete the ICO SAR Checklist. Refer to Appendix 3 or view and complete the 
online version at ICO: https://ico.org.uk/for-organisations/subject-access-
request-checklist/y/n 

SARs made via Social Media will be responded to by post unless the Requester 
indicates that they would prefer to receive the response by email.   

Confirming the identity of the requester  

In order to minimise the risk of accidentally sending the Personal Data of an 
individual to a third party and to avoid data breaches, where the academy/school 
receives a SAR and it is not satisfied as to the identity of the Requester, it will 
take the steps set out below to satisfy itself as to the identity of the Requester.   
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• In satisfying itself as to the identity of the Requester, the academy/school 
may ask the individual to verify their identity before responding to the 
request by asking the Requester to attend a specified place or sending a 
certified copy of photographic identification such as a passport or driving 
licence to assist in determining whether any Data is being held and, if so, 
locating where that Data is being held.   

• Where the academy/school is unable to clarify the request, in responding 
to the SAR, the academy/school will provide such Data as it is clear is 
being requested and set out the nature of any Data, if any, that has been 
withheld as a result of the academy/school being unable to clarify the 
request.   

SARs made by third parties  

Where the academy/school receives a SAR from a third party for information 
about a Data Subject the academy/school will take whatever steps it considers 
necessary to satisfy itself that the Requester has the appropriate authority to 
make the SAR on behalf of the Data Subject.   

The steps may include (but are not limited to) asking for written evidence such 
as a power of attorney or other form of authority of the third party’s ability to 
make the request on behalf of the Data Subject.   

Where the Academy is not satisfied the third party has the authority to make a 
SAR on behalf of the Data Subject or is not satisfied the Data Subject will 
understand the nature of the information which will be disclosed to the third 
party, the academy/school will inform the third party they are unable to process 
the SAR and will contact the Data Subject to inform them the request has been 
made.   

Requests for information about children  

Even if a child is too young to understand the implications of subject access 
rights, data about them is still their personal data and does not belong to anyone 
else, such as a parent or guardian. So it is the child who has a right of access to 
the information held about them, even though in the case of young children 
these rights are likely to be exercised by those with parental responsibility for 
them.  

Before responding to a SAR for information held about a child, the 
academy/school should consider whether the child is mature enough to 
understand their rights. If the academy/school is confident that the child can 
understand their rights, then they should respond to the child rather than the 
parent. What matters is that the child is able to understand (in broad terms) 
what it means to make a SAR and how to interpret the information they receive 
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as a result of doing so. When considering borderline cases, the academy/school 
should take into account, among other things:  

•  Where possible, the child’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 child or young person;  
•  Any consequences of allowing those with parental responsibility access to 
the child’s or young person’s information. This is particularly important if 
there have been allegations of abuse or ill treatment;  
•  Any detriment to the child or young person if individuals with parental 
responsibility cannot access this information; and  
•  Any views the child or young person has on whether their parents should 
have access to information about them.  
 

In Scotland, the law presumes that a child aged 12 years or more has the 
capacity to make a SAR. The presumption does not apply in England and Wales 
or in Northern Ireland, but it does indicate an approach that will be reasonable in 
many cases. It does not follow that, just because a child has capacity to make a 
SAR, they also have capacity to consent to sharing their personal data with 
others – as they may still not fully understand the implications of doing so.  

For more advice about data protection and children refer to the ICO website: 
Subject Access Code of Practice.  

Bulk SARs 

Where the academy/school receives a number of SARs the academy/school will 
treat each SAR individually.   

If the SAR is part of a number of SARs made by a third party, the 
academy/school will satisfy itself that the third party is entitled to make the 
request on behalf of the Data Subject.  

Time limits  

The academy/school will respond to a SAR promptly and in any event no later 
than 1 month from receipt of request. 

• In most cases information must be provided within 1 month, and free of 
change. If the request is complex or numerous, the academy/school can 
comply within 3 months, but must inform the individual of this within 1 
month and explain why the extension is necessary 

Note: School holidays are counted in the response time; if a request is received 
in the school holidays, the academy/school must respond within the same time 
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frame. It is for the individual academy/school to decide how to monitor incoming 
requests through the holidays. 

Responding to a SAR  

In responding to a SAR, the academy/school will search the following databases 
for the Data of the Data Subject:  

(a) Manual and other paper records held by the academy/school 

(b) Electronic records including databases and emails including the inbox, 
outbox, subfolders and deleted items  

The academy/school will consider whether any of the Data held is subject to any 
of the exemptions set out in the GDPR  

In so far as the academy/school is able to disclose the requester will be told what 
data is being processed and the purposes of the processing, be given a 
description and a permanent copy of the data being held at the date of the 
request. The requester will also be provided with confirmation as to whether 
their data will be disclosed to any third parties and the purposes for that 
disclosure.  

In responding to a SAR, the academy/school will, in so far as is reasonable 
provide the information in the format required by the requester, If the request is 
made electronically, then the information should be provided in a commonly used 
electronic format. When attaching a document that contains personal data to an 
email, enable password protection on the document. 

If the academy/school does not hold any data of the requester, the 
academy/school should respond to the SAR to this effect.  

Where the academy/school receives a SAR and some data is exempt from 
disclosure and others not, where practicable the academy/school will redact the 
information which is exempt from disclosure and provide the remainder to the 
requester.  

If it is not possible for the academy/school to redact the exempt information, 
where possible, the academy/school will extract the un-redacted information and 
forward it to the Requester.  

Where the academy/school cannot provide the data requested in a permanent 
format, the academy/school will make the necessary arrangements for the 
Requester to inspect the data being processed by the academy/school.  
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Subject Access Requests relating to CCTV  

Individuals whose information is recorded have a right to be provided with that 
information or, if they consent to it, view that information. Information must be 
provided without delay and at the latest within one month of receipt. 

Where requests are complex and numerous, it maybe necessary to extend the 
period of compliance by a further two months. If this is the case, the individual 
must be informed within one month of the receipt of the request and explain why 
the extension is necessary. 

Providing information promptly is important, particularly where you may have a 
set retention period which will mean that the information will have been routinely 
deleted if you take the full 30 calendar days to respond. In such circumstances it 
is good practice to put a hold on the deletion of the information.  

The academy/school should ensure that the design of it’s surveillance system 
allows easy access and extraction of personal data in response to subject access 
requests and should also be designed to allow for the redaction of third party 
data where this is deemed necessary.  

The details that the academy/school will need to assist them in locating the 
requester’s information might include the date, time and location where the 
footage was captured.  

It is important to note that where a subject access request is received for 
surveillance footage or other information, the academy/school is required to 
provide the data subject with a copy of all the information caught by the request 
that constitutes their personal data, unless an exemption applies. This must be 
done by supplying them with a copy of the information in a permanent form. 
There are limited circumstances where this obligation does not apply.  

The first is where the data subject agrees to receive their information in another 
way, such as by viewing the footage. The second is where the supply of a copy in 
a permanent form is not possible or would involve disproportionate effort. The 
ICO’s Subject access code of practice explains the limited circumstances in which 
this exception may apply. If the data subject refuses an offer to view the footage 
or the data subject insists on a copy of the footage, then the academy/school 
must do whatever is proportionate to provide the data subject with this 
information.  

It is unlikely that providing an individual with a transcript of the footage will be 
enough to comply with a subject access request. This is because a transcript is 
unlikely to fully communicate all of the information within the footage that can 
be considered the data subject’s personal data. The academy/school should 
always first attempt to provide the footage to the individual, or invite the data 
subject to a viewing if they consent to this.  
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If an individual agrees to a viewing of the footage but subsequently asks for that 
footage, it may be necessary, or at least good practice, to provide this footage 
where possible. This is particularly true given that your default position should be 
to provide footage where requested and the data subject is entitled to make a 
further subject access request for the information anyway, if they choose to.  

Where information of third parties is also shown with the information of the 
person who has made the access request, you must consider whether you need 
to obscure this information. Refer to the ICO – A data protection code of practice 
for surveillance cameras and personal information - https://ico.org.uk/media/for-
organisations/documents/1542/cctv-code-of-practice.pdf 

Repeated/Vexatious requests  

The academy/school cannot limit the number of SARs which can be made by an 
individual, however where there has been no reasonable interval between a 
previous request and the new request, or if the request is unfounded or 
excessive, the academy/school may: 
 

• Refuse to respond to the requester in writing 
• Charge a reasonable fee for you to comply, based on the administrative 

cost of providing the information 
• Comply within 3 months, rather than the usual deadline of 1 month. The 

academy/school must inform the individual of this and explain why in 
writing 

Note: Usually 'unfounded or excessive' means that the request is repetitive, or 
asks for further copies of the same information. 
 
Monitoring compliance  
 
Compliance with SARs is monitored and discussed at the Chancery Education 
Trust Board meetings and management information is kept showing the number 
of SARs received.  

Complaints  
If a Requester is unhappy with the way the academy has handled their request 
they should contact the Chairman of the Trust Board. 

If on a review the Requester is still unhappy with the way their SAR has been 
dealt with, they can contact the Information Commissioner by telephone on 0303 
123 1113 or by writing to Information Commissioner’s Office  

Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 
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Monitoring and Review  

This policy will be reviewed every 2 years or earlier should there be any changes 
to the legislation.  

Useful Policies and Information: 

• Data Protection Policy 
• Freedom on Information Policy 
• Personal Data Breach Policy 
• ICO – www.ico.org.uk 
• ICO – Subject Access Code of Practice   

 
 
 Name Date 
Policy written by Barbara Rutherford 06/04/18 
Agreed by Committee CET BOARD 02/11/18 
Adopted by Governing Body   
To be reviewed every 4 years 
Review by   
Review by Committee   
Adopted by Governing Body   
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APPENDIX 1 –TEMPLATE LETTER TO BE USED IF SOMEONE SUBMITS A 
SUBJECT ACCESS REQUEST AS PER THEIR RIGHTS UNDER THE GDPR 
 
 
Academy to insert your Logo, name and address and publish form on the website 

Subject Access Request 

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 one calendar month upon receipt of a fully 
completed form and proof of identity.  

Section1  

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: 

Full Address including Postcode: 

 

Previous Addresses including Postcode 

 

 

 
 
 

 
 
 

Day Time Telephone Number (s) 
I am enclosing the following copies as proof of identity: 
 
Birth Certificate [  ] Driving Licence [  ] Passport [  ] An official letter to my address [  ] 
 
Note: If none of these are available please contact a member of the office staff 
 
 

Personal Information 

Details of the information requested: 
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Note: Insert details of the information you want that will help us to locate the specific information. 
Please be as precise as possible, for example: Emails between ‘A’ and ‘B’ between [date] 

 

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: 

Full Address including Postcode: 

 

Previous Addresses including Postcode 

 

 
 
 

 
 
 

Day Time Telephone Number (s) 
I am enclosing the following copies as proof of identity: 
 
Birth Certificate [  ] Driving Licence [  ] Passport [  ] An official letter to my address [  ] 
 
Note: If none of these are available please contact a member of the office staff 
 
 
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 [  ] 
Evidence of parental responsibility [  ] Other (give details):  
 
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 the school 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: 

 
OR 
Authorised person – Declaration (if applicable):  
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I confirm that I am legally authorised to act on behalf of the data subject. I understand that the school 
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 electronic format [  ] (some files may be too large to transmit electronically 
and we may have to supply in CD format)  

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:  

Mr B Broughton, Data Protection Officer, Assistant Head Teacher, Darrick Wood 
Infant and Nursery School,  Lovibonds Avenue, Orpington, BR6 8ER. 

Email address: Office@chanceryeducation.com for the attention of Mr Broughton.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 


