[ADDRESS]

[DATE]

For the attention of 

The Headteacher
[School]

Dear [Head Teacher],

Re: [Name of Child and DOB]
[bookmark: _GoBack]I am writing to you to request the data about myself/ourselves and my child that I am entitled to under data protection law relating to:
· Any email, letters, reports, questionnaires or written information of any type between yourself  ([School]) and the Local Authority regarding my child under the name [Child’s name and variations of child’s name], the initials [child’s initials] or any other form of his/her name. 

· Any email, letters, reports, questionnaires or written information of any type between yourself ([School]) and the Local Authority regarding myself under the name [Parent’s Name(s) and variations of parents name(s), the initials [Parents Initials], [child]’s Mother/Mum/Father/Dad/Parent or any other form of my name. 

· All communication regarding my child under the name [Child’s name and variations of child’s name], the initials [child’s initials] or any other form of his/her name. I specifically request copies of the following information
· All correspondence, including emails, letters, minutes of meetings, file notes and anything else
· Referrals
· Assessments & Reports
· All SEN records 
· Attendance records
· Incident reports
· Notes/files etc.
· All emails, letters, file notes, in house records and data regarding myself under the name [Parent’s Name(s) and variations of parents name(s), the initials [Parents Initials], [child]’s Mother/Mum/Father/Dad/Parent or any other form of my/our name. I specifically request copies of all correspondence, including emails, letters, minutes of meetings, file notes, in house records and anything else.
If you need any more data from me/us please let me/us know as soon as possible. It may be helpful for you to know that data protection law requires you to respond to a request for data within one calendar month.
If you do not normally deal with these requests, please pass this letter to your Data Protection Officer, or relevant staff member. If you need advice on dealing with this request, the Information Commissioner’s Office can assist you. Its website is ico.org.uk or it can be contacted on 0303 123 1113.
I look forward to hearing from you. 
Yours faithfully,






[Parent’s Name]
[Parent Contact details]
