
 1 

       

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

GUIDANCE ON ACCESS 
TO STUDENT 

RECORDS 
 
 
 

 

 

 

 
Author: 
Date adopted by Governors/Academy: 
Date of last review/amendment: 
Date of next review: 

Principal 
July 2009 
June 2013 
Autumn Term 2016 

 



 2 

 
Introduction 

Parents and students have a right of access to Academy records.  

They can only have access to documents related to their own child and any 
other parties are not permitted. Where there are other students named in 
documents they must be omitted.  

The Data Protection Act gives all school students, regardless of age, the right 
of access to their school student records.  

 

Procedure 

The Data protection Act says:  

 Requests to see or receive copies of records should be made in writing 
to head teachers/principals.  

 In addition to the right to be given a copy of the educational record, 
students are entitled to be given a description of the personal data 
which makes up the record, together with details of the purposes for 
which the data are processed, the sources of the data (if known) and 
the individuals or organisations to which the data may have been 
disclosed.  

 A period of up to 15 Academy days is allowed in which to respond to a 
subject access request. (The equivalent period for other types of record 
is up to 40 days.) 

 Parents’ rights 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. In essence the information to which parents are entitled 
and the exemptions are the same as for students, although there is no 
parental right of access to information which does not form part of the 
official record.  

 

Monitoring, Evaluation and Review 

The Governing Body has delegated to the Principal the responsibility for 
reviewing the implementation and effectiveness of this policy.  The Governing 
Body will approve all major changes to this policy.  The policy will be 
promoted and published throughout the Academy. 

 
Related Academy Policies: 
 

 Data Protection Policy 


