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Subject Access Request (SAR)- please complete 
Under the GDPR and Data Protection Act (2018) an individual is entitled to request access to their own personal data or another’s personal data held by an organisation. 
Please complete the following form and submit it to the school to request access to the personal data that you wish to attain.
	Your name:
	

	Person’s data that you wish to attain:
	

	Relationship with the person who’s data you wish to attain:
	

	Date of submission:
	

	Description of the data you wish to attain:
	

	Format you would like the data given in (i.e. electronic/ paper)
	



Once we have received your personal data subject access request, we have up to one calendar month to respond to this request as per the legislation guidelines. SHARE MAT reserves the right to extend the response deadline if the request for data may take significant time to prepare, which could be up to a further two months.
For SHARE MAT to respond to this request we require confirmation of your identity. Please can you provide two of the documents listed below to prove your identity:
· valid and in-date UK Driving Licence
· valid and in-date Passport
· valid and in-date Identification Card
· a banking or building society letter (dated no more than three-months old)
· a utility bill (dated no more than three-months old).
If you have any questions, please feel free to contact the school office or SHARE MAT Data Protection Officer jayne.newson@sharemat.co.uk
Kind regards
SHARE Multi Academy Trust
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