Abertay University
Data Subject Access Request Form

You should complete this form if you want us to supply you with a copy of personal data which we hold about you.  You are entitled to receive this information under the Data Protection Act 1998 ("the Act").

You should send a cheque in the sum of £10 made payable to the Abertay University.  We will endeavour to respond promptly and in any event within 40 days of the latest of the following:

· your cheque clearing;  or

· our receipt of this request;  or

· our receipt of any further information from you which is required to enable us to comply with your request.

Your full name:

Your address:

Your date of birth:

[Other identifying feature – eg matriculation number/staff number]
Please provide a description of the sort of personal data which you are seeking and the dates from which we should search.  If you want access to everything which we hold about you, please write "everything" but note that this will take longer to locate.  We also reserve the right, in accordance with section 8(2) of the Act, not to provide you with copies of the information requested if to do so would take "disproportionate effort".

Please provide any further information which might assist us in our search:

Date of your most recent identical or similar request:

-2-

If you want to know answers to the following, please tick the boxes:

· Why we are processing your personal data
(
· To whom your personal data are disclosed
(
· The source of your personal data
(
If the information you request is of a confidential nature, we may contact you and ask you to provide further information to verify your identity.  If we are not satisfied that you are who you say you are, we reserve the right to refuse to grant your request.

If the information you request reveals details directly or indirectly about another person, we will have to seek the consent of that person before we can let you see that information.  In certain circumstances we may not be able to disclose the information to you, in which case you will be informed promptly and given full reasons for that decision.

I confirm that I have read and understood the terms of this subject access form.

Signed
……………………………………………

Dated

……………………………………………

Please return this form to:  Data Subject Access Requests, Secretariat, Abertay University, Bell Street, Dundee, Scotland DD1 1HG.

If you have any queries, please call the Secretariat on 01382 308000.
If, when you have received the requested information, you believe that:

· the information is inaccurate or out of date;  or

· we should no longer be holding that information;  or

· we are using your information for a purpose of which you were unaware;  or

· we may have passed inaccurate information about you to someone else;

then you should notify us at once, giving your reasons.  We will then review the information and may amend your personal data in accordance with your wishes.  Alternatively, the Secretariat may notify you, giving reasons, as to why it is believed the information held about you is in fact accurate and relevant and is being processed for fair and lawful purposes.

