Subject Access Request (SAR) Application Form

Request for Access to Personal Data Under the General Data Protection Regulation
and Data Protection Act 2018

Note:

1. Proof of identity may be requested in order to ensure that personal data is only released
to those who have a right to it.

2. Where a request is manifestly unfounded, excessive, of a repetitive nature or where
more than one copy is sought, a fee may apply.

3. A privacy statement is set out at the end of this form.

Please complete all parts.

Part 1 — Details of Data Subject (person making request)

Contact Details (in block capitals):

Full Name:

Address:

Eircode:

Contact Phone Number:

Email Address (where applicable):

Are you under 17 years of age?: Y/N If Yes, please state age:

In some instances, an individual can access personal data on someone else’s behalf. If, for example,
a solicitor is making a request on behalf of their client and includes signed authorisation from their
client with the request, the request can be complied with. In general, however, an individual can only
make a Subject Access Request for their own personal data.
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Part 2 — Details of Request

To assist us in locating the data you are requesting, please include as many specific details

as possible in relation to your interactions with the Department in the past.

Are you/have you been a:

Please tick

Primary school teacher

Post-primary school teacher

School principal

SNA/school secretary/caretaker (please specify)

Student

Acting on behalf of any of the above*

*Please provide detail:

Please tick the area(s) of the Department of Education where it is likely data relevant to your

request may be held.

Teacher Allocations

Parents and Learners

Schools Financial & Database

Pensions Unit

Central Policy Unit

Post Primary Teachers Payroll

Child Protection

Primary Teachers Payroll

Corporate Services

Residential Institutions Redress Unit

Early Years Education

Retired Teacher Payroll

ESBS Payroll School Governance
External Staff Relations School Transport
Finance Unit Social Inclusion
Human Resources Special Education
Inspectorate Statistics

National Educational
Psychological Service (NEPS)

ETB Financial & Administrative
Personnel

Non-Teaching Staff Payroll

Teacher Education

Teacher Education Policy

Teachers/SNAs Terms & Conditions

Office of the Secretary General
(Department of Education)

Office of Minister/Minister of State
(Department of Education)

Other:




Please indicate the period of time for which you are seeking the personal data (e.g., 01°t
January 2018 — 315 December 2018).

Please provide any reference numbers, e.g., Personal Public Service Number, Teaching
Council Registration Number, Payroll Number, relating to your contact with the Department.

Please provide the name and address of any school (and school roll number if known), or
other educational institution, which may have been linked to any of your previous contacts
with the Department.

What personal data would you like to access?




Part 3 — Declaration

| declare that all the details | have provided in this form are true and complete to the best of
my knowledge.

Signature of Requestor

Date

Please return the completed form by post to:

Department of Education
Information Access Unit
Floor 1, Block 2
Marlborough Street
Dublin 1 DO1RC96

Or by email to - subjectaccessrequest@education.gov.ie

Please note: The Department of Education reserves the right to follow up with any
person making a data access request using the phone number, e-mail and/or postal
address information provided in this application form to establish that person’s
identity and/or to clarify details of the request. The Department will not provide
information on foot of a Subject Access Request unless fully assured as to the
identity of the person making the request.

Further information on data protection:

The website of the Data Protection Commissioner is www.dataprotection.ie. You can contact
the Office of the Data Protection Commissioner by phone on 01 890 252231 or by email on
info@dataprotection.ie.
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Privacy Notice for the Data Subject Access Request'’

Purpose

The purposes for which the Department processes your data are

To verify your identity

To verify your address

To establish if you are an adult or a child

To identify the personal data for which you have requested a copy

Legal basis

Article 12 of the General Data Protection Regulation

In the event that you do not provide the information requested on this form it may not be
possible to provide a copy of the data requested.

Categories of data subject

e Requestor of data

Categories of personal data

¢ |dentity including any reference numbers provided
o Address and other contact details
o Details of your contacts with the Department where relevant to your request

Further processing

Where the Department intends to further process your data for a purpose other than the
purposes listed above, the Department will provide you prior to that further processing with
information on that other purpose and with any relevant further information on the processing
activity and your data protection rights.

Recipients of the data

The data provided may be shared with the Data Protection Commissioner where requested
by that office.

Storage period

The data processed will be retained for a period of 3 years and subject to review thereafter.

Third country

None of your data will be transferred to a country outside of the European Economic Area
i.e. the EU and Norway, Iceland and Liechtenstein.

! Please see an explanation of data protection terms here https://www.gov.ie/en/organisation-
information/data-protection/




Data subject rights

Please follow the link https://www.gov.ie/en/organisation-information/data-protection/ for
information on your right to access your data and that of your child.

You may also exercise your right to correct your data, seek to restrict how it may be
processed or object to how it may be processed. Your data will not be used for automated
decision-making or profiling, see https://www.dataprotection.ie/en/individuals/rights-
individuals-under-general-data-protection-regulation

While you have a right to have your data or that of your child deleted, the Department may
not be able to agree to your request if it is less than three years since you submitted your
application.

You have the right to lodge a complaint with the Data Protection Commissioner; please see
www.dataprotection.ie

Contact details

If you have any query in respect of this you may contact the Data Protection Officer by e-
mail at dpo@education.gov.ie, or by post at Department of Education, Data Protection Unit,
Cornamaddy, Athlone, Co. Westmeath, N39 X659.
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