SUBJECT ACCESS REQUEST FORM
We will only use the information you provide on this form to identify you and the personal data you are requesting access to, and to respond to your request.
	Forename
	

	Surname
	

	Home Address
	

	Date of Birth
	

	Telephone number
	

	Email address
	

	Proof of identity
	<<attachment>>



If you are making a request on behalf of your son, please add their details below:
	Forename
	

	Surname
	

	Date of birth
	

	Email address
	

	Are they a current pupil?
	Yes / No

	If a former pupil, what year did they leave?
	

	Proof of your relationship to them
	<<attachment>>


Information Requested
To help us process your request quickly and efficiently, please provide as much detail as possible about the personal data you are requesting access to.  Please include time frames, dates, names, types of documents, file numbers, or any other information to help us locate your personal data.
For example, you may specify that you are seeking:
· Employment records or personnel records.
· Personal data held by a specific department.
· Medical records.
· Academic information 
· E-mail or other electronic communications (specifying the approximate dates and times).
· Billing information.
· Photographs.
· Video footage.
· User activity logs.
· Transaction histories
· Correspondence between [NAME] and [NAME] between [DATE] and [DATE].
We will contact you for additional information if the scope of your request is unclear or does not provide sufficient information for us to conduct a search (for example, if you request “all information about me”). We will begin processing your access request as soon as we have verified your identity and have all of the information we need to locate your personal data.
	







If the information you request reveals personal data about a third party, we may either need to seek that individual’s consent before responding to your request or redact the third parties’ personal data before responding. If we are unable to provide you with access to your personal data because disclosure would violate the rights and freedoms of third parties, we will notify you of this decision.
Applicable law may allow or require us to refuse to provide you with access to some or all of the personal data that we hold about you, or we may have destroyed, erased, or made your personal data anonymous in accordance with our record retention obligations and practices. If we cannot provide you with access to your personal data, we will inform you of the reasons why, subject to any legal or regulatory restrictions.
I, ___________________________, confirm that the information provided on this form is correct and that I am the person whose name appears on this form. 
I understand that: 
1) Eton College must confirm proof of identity and may need to contact me again for further information;
2) my request will not be valid until Eton College receives all of the required information to process the request; and 
3) I am entitled to one free copy of the personal data I have requested, and acknowledge that for any further copies I request, Eton College may charge a reasonable fee based on administrative costs.
Additionally, if you are making a request on behalf of your son:
I, _____________________________, confirm that I am authorised to act on behalf of the data subject. I understand that Eton College must confirm my identity and my legal authority to act on the data subject’s behalf, and may need to request additional verifying information.

Signature: ________________________________
Date: ________________



