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	Data Protection Act 1998

Subject Access Request Form

	Under the Data Protection Act 1998, you have a statutory right to request a copy of personal data that is held about you either on computer or in certain structured manual files subject to exemption. All requests must be made in writing, citing the Data Protection Act and providing evidence of identity, a name and address for correspondence and describing the information sought, to qualify under the terms of the Act. 
If you would like to exercise your right to access information that is held about you at the University, then please complete this form and return to the Information Compliance Unit, Registrar’s Office, Queen’s University Belfast, University Road, Belfast, BT7 1NN or email info.compliance@qub.ac.uk. 
Electronic copies of this form are available to download from http://www.qub.ac.uk/home/InformationComplianceUnit.   


	1.    DETAILS OF THE PERSON REQUESTING THE INFORMATION

	Full Name:
	

	Address:
	

	Telephone Number:
	

	Fax Number:
	

	Email:
	


	2.    ARE YOU THE DATA SUBJECT?

	YES
	If you are the Data Subject, please supply evidence of your identity i.e. library card, driving licence, birth certificate (or photocopy) and, if necessary, a stamped address envelope for returning the document (please go to Question 5).

	NO
	Are you acting on behalf of the Data Subject with their written authority? If so, that authority must be enclosed (please complete Questions 3 and 4).


	3.   DETAILS OF THE DATA SUBJECT (if different to Question 1 above)

	Full Name:
	

	Address:
	

	Telephone Number:
	

	Fax Number:
	

	Email:
	


	4.   PLEASE DESCRIBE YOUR RELATIONSHIP WITH THE DATA SUBJECT THAT LEADS YOU TO MAKE THIS 

      REQUEST FOR INFORMATION ON THEIR BEHALF. 

	


	5.  PLEASE DESCRIBE THE DOCUMENT(S) YOU WISH TO SEE AND WHERE YOU BELIEVE THE INFORMATION 

    TO BE HELD. 

	


	NOTES

	(I)
	For the purposes of the Act, “Personal Data” is defined as information that identifies and relates to a living individual, and includes any expression of opinion or intention about the individual. To be deemed “personal”, the information must also be biographical in scope, have the individual as its focus and affect a person’s privacy, whether in his/her personal or family life, business or professional capacity. 

Examples of information which do constitute personal data include: an individual’s salary details, an individual’s employment record, an individual’s academic record.  

Examples of information which do not constitute personal data include: the mere reference to a person’s name where the name is not associated with any other personal information, incidental mention in the minutes of a business meeting of an individual’s attendance at the meeting in an official capacity, or where an individual’s name appears on a document or email indicating only that it has been copied or sent to that particular individual – the content of that document or email does not amount to personal data about the individual unless there is other information about the individual within it.

	(ii)
	The University does not have to provide information which identifies someone else, unless that person agrees. It you think that information might be held about you and which identifies another person, you may want to get that person’s agreement to you being shown the information, and enclose that agreement with your application.

	(iii)
	If your request is refused or is only answered partially, an explanation for our decision will be provided. 

	(iv)
	Queen’s University Belfast has the right to ask for clarification of any request for information where it does not prove possible to identify the information needed from the original description provided.

	(v)
	The University reserves the right to charge the recommended administrative fee, currently £10, on each occasion that access is requested.

	(vi)
	All requests for personal data received by the University must be processed within 40 calendar days.

	(vii)
	Data Subjects also have the right to:

· Require the University to ensure that no significant decisions that affect them are based solely upon an automated decision-making process.

· Prevent processing likely to cause damage or distress.

· Prevent processing for the purposes of direct marketing.

· Take action for compensation if they suffer damage by any contravention of the 1998 Act by the University.

· Take action to rectify, block, erase or destroy inaccurate data.

· Request the Information Commissioner to make an assessment, as to whether any part of the 1998 Act has been contravened.


	DECLARATION

	I _______________________________, certify that the information given on this application form to Queen’s University Belfast is true. I understand that it is necessary for the University to confirm my/Data Subject’s identity and it may be necessary to obtain more detailed information in order to locate the correct information.

	Signed ___________________________________
	Date: ____________________________
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