Subject Access Request
Accessing pupil’s information
Pupils attending any type of school have a right of access under the Data Protection
Act 1998 to their own information. This is known as the right of subject access. When
a child cannot act for themselves or the child gives permission, parents will be able
to access this information on their behalf.
If the child attends a maintained school, parents have an independent right of access
to their child’s educational record, under separate education regulations.
As a parent, what sort of information can I access?
If your child attends a maintained school, you have a right to access your child’s
educational record. This covers information that comes from a teacher or other
employee of a local authority or school, the pupil or you as a parent, and is
processed by or for the school’s governing body or teacher, except for information
the teacher has solely for their own use. So it will cover information such as the
records of the pupil’s academic achievements as well as correspondence from
teachers, local education authority employees and educational psychologists
engaged by the school’s governing body. It may also include information from the
child and from you, as a parent. Information provided by the parent of another child
would not form part of a child’s educational record.
As a parent, how can I access my child’s educational record?
This will depend on the location of the school. In England and Northern Ireland you
should make the request in writing to the Board of Governors.
How long should this take?
A request for an educational record must receive a response within 15 school days.
How much will it cost?
The school can charge what it costs to supply a copy of the information. It is free for
a parent to view the educational record.
As a parent, when can I request other information about my child?
You will be able to access all the information about your child if your child is unable
to act on their own behalf or gives their permission. As a general guide, a child of 12
or older is expected to be mature enough to make this kind of request.

As a parent, are there circumstances where I could be denied access to my
child’s educational record?
There are certain circumstances where the school can withhold an educational
record; for example, where the information might cause serious harm to the physical
or mental health of the pupil or another individual.
The request for access would also be denied if it would mean releasing examination
marks before they are officially announced.
What if the information you want involves information about another person?
Information about another person may not always be available to you. Unless the
other person gives their permission, or it is reasonable in the circumstances to
provide the information without permission, the school will be entitled to withhold this
information.

For more information please visit:
https://ico.org.uk/for-the-public/schools/pupils-info/

