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Subject Access Request (SAR) Procedure
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Subject Access Request (SAR) Procedure will be reviewed annually
Mission Statement

At St Eugene’s Primary School and Nursery Unit, we are committed to creating a faith-filled, safe and inclusive environment where every child is encouraged to do their best, grow in confidence, and develop a lifelong love of learning.

We believe in nurturing each pupil’s unique potential through our strong Catholic ethos, encouraging kindness, respect, and development of talents.

Together with families and the wider community, we strive to build a foundation for happy, healthy, and successful futures.

Scope 
St Eugene’s Primary School and Nursery Unit are committed to the protection of all personal data for which we are responsible as the Data Controller in accordance with the United Kingdom General Data Protection Regulation (the “UK GDPR (General Data Protection Regulation)”) and the Data Protection Act 2018 (“DPA 2018”), together referred to in this procedural guidance as the ‘Data Protection Legislation’. 

Who
This procedure is for all parents/guardians, pupils and past pupils/employees:
· All should understand and have access to information regarding how to make a formal Subject Access Request (SAR) if required.

What is a Subject Access Request (SAR)?
[bookmark: _Int_THuzXeQj]Under Data Protection Legislation, individuals have a right to find out whether we hold or process personal data about them and to access that data. This is known as the ‘right of access’ or the right to make a Subject Access Request (‘SAR’). The purpose of the right is to enable individual’s (data subjects) to be aware of, and verify, the lawfulness of the processing of personal data that those who process their personal data are undertaking.
A Subject Access Request (SAR) is simply a written request made by or on behalf of an individual for the information which he or she is entitled to ask for under Articles 12 and 15 of the GDPR. These requests are most often made by individuals who want to see a copy of the information an organisation holds about them. 
Except where an exemption applies subject access entitles an individual to be: 
· Told whether any personal data is being processed. 
· Given a description of the personal data held;
· Given details of the source of the data (where this is available).
· Subject access provides a right to see the personal information or a right to have copies of the documents that include that information. 
· How the request was made will determine how you receive the information e.g if an email request has been made for SAR then information and communication from school will be via email unless other arrangements are agreed.

How can I make a Subject Access Request (SAR)?
St Eugene’s Primary School and Nursery Unit has a Subject Access Request form which you can use to submit your request. An individual can make a Subject Access Request verbally or in writing including via email. It can be made to anyone in the school and does not have to be addressed to anyone in particular.
St Eugene’s Primary School and Nursery Unit will not usually charge a fee for responding to a Subject Access Request. St Eugene’s Primary School and Nursery Unit may, however, charge a reasonable fee (based on the administrative cost of providing the information) where the request is manifestly unfounded or excessive, or if an individual requests further copies of their data.


Subject Access Procedures
The process is outlined in the steps outlined below:
1. Submit initial request to the school:
Individuals can use methods as highlighted above.

2. School will acknowledge receipt of request: 
The school will send a written confirmation acknowledging receipt of the SAR. 

3. Verification of identity of individual making request: 
The school will verify the identity of the requester to ensure they have the right to access the data. This may involve the requester providing proof of their identity and relationship to the pupil (if making a request on behalf of a pupil).

4. Wait for response: 
The school must respond to the SAR within one month. This period can be extended by two months if the request is complex. School will maintain contact with the individual if this is likely to occur.

5. Receive data: 
If approved, the requested data will be provided in an accessible, concise, and intelligible format.

*Please note that St Eugene’s Primary School and Nursery Unit can only share personal data pertaining to the individual whom the Subject Access Request is in relation to*

Subject Access Request Flowchart for individuals making a request
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What if I am dissatisfied with the information received?
[bookmark: _Int_az7BsPhW]Where an individual is dissatisfied with the way the school has responded to a Subject Access Request, they can complain to the school and if they remain dissatisfied, the individual is entitled to refer their complaint to the ICO. 
The school will acknowledge the complaint as soon as possible, usually within 10 school working days of receipt of the complaint. The school will respond to the complaint within 20 school working days of receipt of the complaint. If, for any reason, the school anticipates that it will be unable to respond to the complaint within this time limit, the complainant will be informed of the revised time limit and kept updated on progress. 
More details on how to complain to the ICO are available on the ICO’s website at: https://ico.org.uk/concerns.
Record Keeping
The school must document all Subject Access Requests in a Subject Access Request Register. This includes details of the requestor, date the Subject Access Request was received, the data subject (if applicable), who dealt with the Subject Access Request, what information was provided in response and when. 
These records will be held on file and disposed of in accordance with the guidelines for retention and disposal of records as set out by the Education Authority.
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