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UK GDPR and Data Protection Act 2018 - Subject Access Request Form

This Subject Access Request Form is for any individual who wishes to apply for access to personal data held by Edge Hill University covered under UK data protection legislation. This form allows you, or an authorised person, to request information that we hold about you.

What you need to know

Subject Access Requests are normally free of charge. In limited circumstances permitted by UK data protection legislation, such as where a request is manifestly unfounded, manifestly excessive or where additional copies are requested, the University may charge a reasonable fee. The University will normally respond without undue delay and within one month of receiving your request. Where we reasonably need further information to confirm your identity, confirm a third party’s authority to act on your behalf, or where a permitted fee applies, the response period will begin once that information or fee has been received. Where a request is complex or multiple requests have been made, the University may extend this period by up to two further months and will notify you if this becomes necessary. 

Please note: This is not a mandatory form – Subject Access Requests made in other formats will also be accepted, this form is designed to speed up the process. The details you provide on this form will be used to confirm your identity, or that of the person making the request on your behalf, and to ensure we can fully understand and accurately respond to your request. If your request is unclear or very broad, we may ask you to clarify what personal information you are requesting where this is reasonably required to enable us to provide an effective response. Where we ask for clarification, the response deadline may be paused until we receive your clarification.

The information you provide on this form will only be used for the purpose of verifying identity and responding to your Subject Access Request. It will be processed in accordance with the University's Privacy Notice.

Applicant Details

	Title (please tick one):
	Mr  |_| Mrs  |_| Miss  |_| Ms  |_|Title (please state):

	Full name:
	

	Other name(s) known by:
	

	Date of birth:
	

	Address and postcode:
	



	Contact number:
	

	Email address:
	



Details of Information Required

Please use the text box below to provide any details about the information you are requesting, for example by stating specific documents and/or detailing time frames. If possible, please provide other information which will help process your request (as applicable) e.g. student ID, course of study, when you started/were at the university.

Please type in here:  



Are you requesting the information about yourself? YES / NO

YES:  If you are requesting the information about yourself, please provide suitable evidence of identity, such as a passport, driving licence, birth certificate, student card or other official documentation. Please do not send original documents. Copies or scanned versions are sufficient.

NO: If you are making this request on behalf of someone else, please complete the representative details below and provide evidence that you are authorised to act on their behalf. We may also need evidence of identity for you and/or the person the request relates to before we can respond.

Please note: Identity verification documents submitted in support of a Subject Access Request will be retained only for as long as necessary to process the request and in accordance with the University's retention schedule.

Authorised third-party representative:

	Name of third-party representative:
	

	Address and postcode:
	



	Contact number:
	

	Email address:
	



Authority to release information to a third-party representative

I hereby give my authority for the third-party representative named above to make a Subject Access Request on my behalf under Data Protection Legislation. I understand that the personal data disclosed may contain sensitive personal information about me.

	Signature of Applicant: 
	Date: 

	Signature of Representative: 
	Date: 



What happens next? 

We’ll contact you to confirm that we’ve received your SAR form and let you know whether we need any further information before we can process your request. Completed forms and supporting documentation should normally be submitted by email to dataprotection@edgehill.ac.uk. For postal submissions, please post a copy of this form to The Information Governance Office, Main Building, Edge Hill University, Ormskirk, St Helen’s Road, L39 4QP. 

If you are dissatisfied with the way the University handles your request, you may raise your concerns with the University’s Information Governance Office in the first instance. You also have the right to complain to the Information Commissioner’s Office and may have the right to seek a judicial remedy.
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