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Data Subject Access Request Form

Truro and Penwith College recognises the rights of the individual to access their personal data and supplementary information. In most circumstances we will provide this information free of charge. If the request requires excessive, repetitive or extensive searches, a fee based on the administrative cost of providing the information may be charged.

The information will be provided as expediently as possible, but in any event within 30 days of the request being received. If it is not possible to provide the information within 30 days, because the request is complex or excessive, we will provide an explanation and agree an extension date with you. In order to respond to your request, it would help to specify the information your request relates to.  

Using reasonable means, we need to verify the identity of the person making the request and any authorised person acting and the data subject’s behalf.  Truro and Penwith College reserves the right to redact or suppress information that relates to, or identifies third parties.

	1.  Details of the person requesting information 
     Full name ………………………………………………….……………………………………………
     Address    ……………………………………………..………………………………………………..
     Telephone ………….……………………………. Mobile No ……….……………………………….
     Email         ………………………………………………………………………………………..……..


	2.  Are you the Data Subject?

YES     If you are the Data Subject you may be asked to supply evidence of your identity (Student/Photo ID card, Driving Licence, Passport)

NO      If you acting on behalf of the Data Subject, with their certified written authority. That authority must be enclosed for verification and include evidence as stated above


	3.  Details of the Data Subject 
     Full name ………………………………………………….   Date of Birth ……………………………..
     Address    …………………………………………………………..……………………………………….
     Telephone ….…………………………………….     Mobile No ………….…………………………….
     Email        ………………………………………………………………………………………………….
     Student Number or Staff Payroll Number* ………………………………………...............................
     Programme Area of study/employment*   ………………………………………………………………
     Dates of study/employment*             From …..…………….….……   To ………………….…………


	4.  If acting on behalf of the Data Subject, please confirm the capacity in which you are making the request
· Parent/Carer/Legal Guardian 
· Legal Representative (Form of Authority attached)
· Advocate or appointed Attorney
· Designated relative or personal friend with your written permission


	5.  If you wish to see only certain specific document(s), for example an examination report, a specific departmental file, attendance records or please describe these below:

………………………………………………………………………………………………..………………………………………………………………………..……………………..……………………………………………………………………….……………………………………………………………………………………………………………………………………………………………………………………………………………


	6.  If you would like a more general search: 
  
For Students: Programme Team Academic Records, Tutorial Files, Student Services and Support Records and the Management Information System

For Staff: Personnel, Finance Office, Payroll Services, Management Information Systems, Staff Development Records, any Programme or Support Team area records in which the data subject has worked.

Please indicate below any other College Teams with which you have been in contact, and which you would like to be searched for relevant data: 
…………………………………………………………………………………………………………………………………………………………………………………………..……………………………………………


	7.  Declaration 

I ……………………………………………………………….…, confirm that the information given on this Data Subject Access Request is true. 

I understand that it is necessary for the College 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   ……………………………………….




	OFFICE USE ONLY
	
Date request received: ……………….……    Date completed: ….…….………………..

Notes:………………………………………………………………………………………………………………………………………………………………………………….………………………………………………...……………………………………………....………………………………………………………………………………………………………………………..……………………………
	OFFICE USE ONLY



When completed, please return, marked for the attention of the Data Protection Officer, to dataprotection@truro-penwith.ac.uk.

Truro College 		College Road, Truro, Cornwall, TR1 3XX
Penwith College		St Clare Street, Penzance, Cornwall, TR18 2SA   

Personnel Office, Truro and Penwith College, College Road, Truro, Cornwall, TR1 3XX
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