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SUBJECT ACCESS REQUEST

	1. PERSONAL DETAILS (of the person requesting the information)
Full Name: 





Date of Birth: 

                                                                                                                 (only insert D.O.B if you are the data subject)
Full Postal Address:

Tel: No.

Email address:



	2. Are you the data subject?

Yes: If you are the data subject please supply evidence of your identity, i.e. original or copy of driving licence, passport, national identity card or photo-pass, and as evidence of address a recent letter or bill from a utility company.  Please include a stamped addressed envelope for returning the document. (please go to question 4)
No: Are you acting on behalf of the data subject with their written authority? If so, that authority must be enclosed.  If not, what other legal justification have you for obtaining access to the data? Please note that identification as noted above must be provided for you and the data subject.  (please go to question 3)



	3. Details of the data subject (if different from 1.)

Full Name: 





Date of Birth: 

Full Postal Address:

Tel: No.

Email address:



	4. Relationship of data subject with Inverness College

Student
□
Employee
□
Contractor
□
Other □ (please specify) 


	5. Please describe the information you seek together with any other relevant information.  This will help to identify the information you require.



	6. DECLARATION.  To be completed by all applicants.  Please note that any attempt to mislead may result in prosecution.
I………………………………………………….. certify that the information given on this application form to Inverness College UHI is true.  I understand that it is necessary for Inverness College to confirm my/the data subject’s identity and it may be necessary to obtain more detailed information in order to locate the correct personal data.  I accept that I may be charged a fee of £10 for this request to be processed.
Signature:                                                                 Date:                                      

Note. The period of 40 days in which Inverness College must respond to the request will not begin until it is satisfied on these matters.




	Please return the completed form to the following:
Data Controller

Inverness College

3 Longman Road

Inverness 

IV1 1SA

Please read the attached guidance regarding documents that must be enclosed with this form before your request will be processed.


The completed form should be processed by the Data Controller, Inverness College, 3 Longman Road, Inverness, IV1 1SA
GUIDANCE FOR COMPLETION OF DATA SUBJECT ACCESS REQUEST FORM
If you would like some help completing this form please speak to a member of staff at the main reception desk at Longman Building.
Personal Details
If your name has changed since you had a relationship with Inverness College please provide details of the name your college records will be under as well as your current name.

If you have moved house since you had a relationship with Inverness College, please supply the address that you know to be part of our records as well as your current address (if this is different)

Relationship with Inverness College

In order for us to locate the information that is of interest to you, please indicate the type of relationship you held with the college.  If you are or were a contractor, please provide details of the service you provide(d) to the college and the dates that applied to this relationship.

Information Required

Please be specific about what exactly you want to see and any relevant dates that apply.  It may be the records we hold are stored in hard copy, electronic files (including email) or other non obvious forms of data storage.  The more specific you are, the easier it will be to locate the information you require.  It will also avoid us having to contact you to seek further clarification regarding your request.

Documents which must accompany this application:

· Evidence of your identity

· Evidence of the data subject’s identity (if you are not the data subject)

· Authorisation from the data subject to act on their behalf (if applicable)

· Stamped addressed envelope for return of proof of identity/authority documents

Arrange Payment

There is an administration fee of £10.00 for all subject access requests where it is anticipated it will take will take longer than 3 days to process.  Payment must be made in advance before any processing will take place.  Payment can be made either by cheque, debit or credit card at the college’s Cash Office at Longman Building.  When making payment, please ask to complete the Payment Request Form and then follow the instructions below.
Next Step

Once you have completed the Subject Access Request Form and signed the declaration you can do one of the following:

· Hand it in to the main college reception desk (Longman Building) in a sealed envelope along with the accompanying documentation.

· Email it to data.controller@inverness.uhi.ac.uk (if emailing the form, the associated documentation must be either handed at the Longman Building reception desk or posted to the address below.

· Post it to:

The Data Controller

Inverness College

3 Longman Road

Inverness

IV1 1SA
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