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    Students Right of Access to Education Records

The Data Protection Act 1998 (DP Act) gives all school students, regardless of age, the right of access to their education records (electronic or manual) – this is known as ‘subject access’. 

If students are incapable of understanding or exercising their own rights under the DP Act, (for instance because they are too young), they can nominate a parent to make the subject access requests on their behalf.


If a student or a parent acting on behalf of a student asks to check an item of information, e.g. their registration details with school, then they should be shown this information providing that they can prove their identity. Acceptable proof includes production of a passport, birth certificate or driving licence. However, in the absence of any other form of proof, comparison of the person’s signature with one already held on file is acceptable.
Formal requests to view or receive copies of an education record should be made in writing and sent to the head teacher. ‘Statutory Instrument 2005, No.1437, The Education (Pupil Information) (England) Regulations’ provides amongst other things, that where such a request is made there are 15 school days in which to respond (as opposed to 40 consecutive days for all other requests such as those submitted by teachers).  

If asked to provide a hard copy of the record, a fee may be charged according to the number of pages (see scale below).  Individuals may be asked for information to verify their identity, for instance in the case of former students who may not be currently known to the school. They may also be asked for information necessary to locate the data held about them. For instance a student may be asked to supply the dates between which he or she attended the school.

Subject Access may also include access to images captured by CCTV if an individual is clearly identifiable.

While in principle students have a right of access to the whole of their educational records, in exceptional cases some information may be withheld. The main exemptions are for information which might cause harm to the physical or mental health of the student or a third party, information which may identify third parties (for example other students, although not teachers in this instance), and information which forms part of court reports. Information may also be withheld if it would hinder the prevention and detection of crime or the prosecution or apprehension of offenders if provided.

If a request for information under the DP Act is refused or ignored, the matter can be referred to the Information Commissioner or an application for disclosure can be made to a court.


Schools must keep a record of all subject access requests.  This is necessary for a number of reasons including: awareness as to who has made requests, providing an audit trail of events for handling complaints or for onward notification of data errors.  In the event that an error is found in personal information, the school may need to take action to contact everyone to whom it has disclosed the data to inform them of the necessary correction. 
In addition to the subject access right which can be exercised by students or by parents acting on behalf of students, parents have their own independent right of access to the official educational records of their children under separate education regulations. 

Scale of Subject Access Fees

No of Pages 
Maximum Fee 
No of Pages 
Maximum Fee

1-19   

£1 


100-149 

£10
20-29 

£2 


150-199 

£15
30-39 

£3 


200-249 

£20
40-49 

£4 


250-299 

£25
50-59 

£5 


300-349 

£30
60-69 

£6 


350-399 

£35
70-79 

£7 


400-449 

£40
80-89 

£8 


500+    

£50
90-99 

£9

For further information or guidance on Data Protection issues please contact:

Michelle Hunt

Access to Information Co-ordinator

Children, Families & Education Directorate

Tel: 01622 696692

Email: michelle.hunt@kent.gov.uk

