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DATA PROTECTION

SUBJECT ACCESS REQUEST FORM

The following information is required to help us provide a timely and accurate response to your request.

	Surname
	

	All forename(s)


	

	Address


	

	Telephone number
	

	E-mail address
	

	If you are or have been a student at the University of Exeter please provide:

	Student ID number (if known):
	Dates of study at the University:

	If you are or have been employed at the University of Exeter please provide: 

	Payroll number (if known):
	Dates of employment at the University:

	Please provide details of the information you are interested in obtaining:

(e.g. specific documents/files or a more general search of the University)



	If you do not specify what you require we will carry out a general search we will search (where applicable) the following departments:
School/ Department of study/work 


Registry Services

Hospitality Services




Undergraduate Faculty/Graduate School

Finance Services/Payroll/Superannuation 

IT Services 

Library






Alumni Office

Careers Service





Personnel and Staff Development

Please indicate any additional departments that you have been in touch with and would like to be covered by your request:



	(Please not the Students’ Guild is registered separately under the Data Protection Act, to access information held by the Guild you must contact them directly.)


Declaration:  I am the data subject named above and hereby request, under the provisions of Section 7(1) of the Data Protection Act 1998, that the University of Exeter provide me with a copy of the personal data held about me as specified above.  I understand that there may be a charge of up to £10 for this service and that the University of Exeter will contact me to request payment, from receipt of payment the University will respond within 40 days.

Signed …………………………………………………….…………   Date ………………………

Please return to: Records Manager, Exeter IT, Laver Building, North Park Road, Exeter, EX4 4QE, 01392 723033, dataprotection@ex.ac.uk.  

Further details are available at: http://www.ex.ac.uk/admin/academic/datapro/ 
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