RAINBOW SCHOOL

DATA SUBJECT RIGHTS REQUEST FORM
Data Protection Act, 2024 (Act No. 18 of 2024) - Part VIII
  SECTION A - YOUR DETAILS
	Your Full Name
	

	Email Address
	

	Telephone (optional)
	

	Postal Address
	




	This request relates to:    □ My own personal data    □ Data about someone else (complete below)



	Name of data subject (if not yourself):
	

	Your relationship to them:
	□ Parent / Guardian    
□ Authorised Representative (attach written authorisation)    
□ Other: ___________



	Identity document attached (copy only- do not send originals):    
□ Omang / National ID    
□ Passport    
□ Other: ___________



  SECTION B: SELECT YOUR RIGHT(S) tick one or more
You can exercise more than one right at the same time. Tick all that apply and describe your request in the space provided.

	Tick
	Right
	What you can do
	DPA 2024
	Tell us what you want (use the space or attach extra pages)

	□
	Right of Access 
	Get access or a copy of your personal data held by the school.
	s.42
	


	□
	Right to Rectification
	Correct inaccurate or incomplete personal data.
	s.43
	


	□
	Right to Erasure (Right to be Forgotten)
	Ask the School to delete your personal data.
	s.44
	


	□
	Right to Restriction
	Pause how the school uses your data while an issue is resolved.
	s.45
	


	□
	Right to Data Portability
	Receive your data in a transferable format (applies where processing is based on consent or contract).
	s.47
	


	□
	Right to Object
	Object to how the school is using your data, including for direct marketing (absolute right).
	s.48
	


	□
	Right re: Automated Decisions
	Request human review of a computer-only decision that significantly affects you.
	s.49
	


	□
	Withdrawal of Consent
	Take back consent you previously gave (e.g. photography, newsletter, online platforms).
	s.28
	





  SECTION C - DECLARATION (always required)

	□ The information I have provided is accurate and complete to the best of my knowledge.
□ I am the data subject, OR I am an authorised representative and have attached written authorisation.
□ I understand the school will verify my identity and respond within 1 month, free of charge.



	Full Name:
	
	Date:
	

	Signature:
	

	Preferred response: 
□ Email 
□ Post 
□ In person
	




  FOR OFFICIAL USE ONLY:  DPO TO COMPLETE

	DSR Reference Number
	

	Date Received
	

	Right(s) Exercised
	

	Identity Verified?
	□ Yes    
□ No - Please further documentation requested on: ___________

	Response Deadline
	

	Outcome
	


	Response Sent Date
	

	DPO Sign-Off
	



  PRIVACY NOTICE - HOW WE USE YOUR INFORMATION

	Data Controller
	Rainbow School, [Insert Address], Gaborone, Botswana

	Data Protection Officer
	[Insert Email]  
[Insert Telephone]

	Why we collect this information
	To verify your identity, process your rights request and respond to you within the statutory deadline. We also maintain a DSR Register as required by s.60 of the DPA 2024.

	Legal basis
	Compliance with a legal obligation under Part VIII of the DPA 2024 (s.26(c)).

	Who sees it
	The DPO and relevant staff needed to locate your data. Not shared with third parties except to fulfil your request.

	How long we keep it
	5 years from the date the request is resolved, in line with our Data Retention Policy.

	Your rights
	You can access, correct, erase or restrict the data you provide on this form. Contact the DPO (details above).

	Complaints
	If you are not satisfied with how your request is handled, you may complain to the Information and Data Protection Commission (IDPC).



  WHAT HAPPENS AFTER YOU SUBMIT

	Step
	Action
	Details

	1
	We acknowledge your form
	Within 5 business days we will confirm your reference number and response deadline.

	2
	We verify your identity
	If we need additional documents, we will contact you promptly.

	3
	We gather and review your data
	The DPO contacts relevant departments and reviews all applicable data.

	4
	We respond
	Full written response within 1 month. Free of charge. For complex requests, up to 3 months with prior notice.

	5
	If we cannot fully comply
	We will explain why in writing and tell you how to complain to the IDPC or seek a judicial remedy.
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