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Subject Access Requests 

 
Any individual, person with parental responsibility or young person with sufficient capacity 
has the right to ask what data St Maxentius Church of England Primary School holds about 
them, and can make a Subject Access Request (SAR). 
 
A SAR can be made using the ‘Subject Access Request’ form (Appendix A). 
The DPO has been designated as the person who will coordinate the response to a SAR – 
Mrs N. Patel, School Improvement Director (office@st-maxentius.bolton.sch.uk). 
 
St Maxentius Church of England Primary School is required to provide the individual with 
the data it holds on them within one calendar month. An extension of up to one calendar 
month can be granted if a school closure period is scheduled to occur during the initial one 
calendar month response time. The response to the SAR may be provided in an electronic 
form. 
 
In order to fulfil the needs of the request it is permissible to ask the individual who has 
made the request to be more specific about the information that is required in order to 
ensure the information provided meets the requirements rather than providing lots of 
information that may not be relevant to the query. 
 
Evidence of the identity of the person making the request and their relationship to the pupil 
must be gained prior to any disclosure of information. This will be recorded on the SAR Log 
(Appendix B). 
 
There are the following exemptions to a SAR include: 
• Education, Health, Social Work records 
• Examination marks and scripts 
• Safeguarding records 
• Special educational needs 
• Parental records and reports 
• Legal advice and proceedings 
• Adoption and Court records and/or reports 
• Regulatory activity and official requests e.g. DfE statistical information 
• National security, Crime and taxation 
• Journalism, literature and art 
• Research history, and statistics 
• Confidential references 
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