Cerebra LEaP Project template letter

This letter applies to England and Wales

Letter to ask for access to personal information under the Data Protection Act 1998

Please change or delete the green text as appropriate.
[Your name]
[Address] 

[Tel]
[E-mail]
[Date]

[Name]

[Address]
Dear [Name]

Access to personal information – Data Protection Act 1998
[Your child’s name and date of birth]
Please treat this letter as a formal request for access to personal information under the Data Protection Act 1998. 
Please provide the information relating to [me] [my son / daughter] that is held by [name of organisation], including:

· [if possible, give specific details of the information you want, where it might be found and any relevant dates, e.g. ‘e-mails sent by social services staff between December 2015 and February 2016’]

I understand that I am entitled to receive this information within 40 days. I also understand that you may charge a fee for processing and copying this information.

[Either] 
I confirm that I am willing to pay such reasonable sum as you may require (subject to the statutory maximum).
[or] 
In order to expedite matters I enclose a cheque in the sum of [£10] 
, being the statutory maximum and I would be grateful if you could refund any excess.

Please confirm receipt of this request.

Yours sincerely
� Generally, the maximum fee is £10, but organisations can charge up to £50 for paper based health records and education records.








