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Subject Access Request Form

This form should be used when requesting information held by the University under the terms of the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. You do not have to use this form to make a Subject Access Request. Requests can be made verbally or in writing. However, this form helps us identify and locate the information you require.

Details of the person requesting the information:
	FULL NAME *
	

	ADDRESS *
	

	DAYTIME TEL NO
	

	E-MAIL ADDRESS *
	

	PROOF OF YOUR IDENTITY*
	



· Compulsory. Without this information we cannot process your request. Address can be postal or email.

Are you the Data Subject?
If yes, please enclose proof of your identity (i.e. photocopy of your University-issued staff or student ID card, driving license, passport etc.)

If no, please supply the following information about the data subject and following evidence:
	FULL NAME *
	

	ADDRESS *
	

	DAYTIME TEL NO
	

	E-MAIL ADDRESS *
	

	PROOF OF DATA SUBJECT’S IDENTITY
	 

	WRITTEN AUTHORITY FROM THE DATA SUBJECT TO ACT ON THEIR BEHALF
	



Note: Personal Data will only be released to the subject of the data; in occasional circumstances we may release personal information to third parties with a signed letter of authentication. Therefore we will need identification before the request can be processed.





In order to help us with our search, please identify the area(s) of the University which you would like to be covered or the areas of personal data you are seeking. We would appreciate it if you could be as precise as possible. 

	




	I confirm that the information provided on this form is true and correct. I understand that Royal Holloway may need to ask me, or the person the request relates to, for further information to verify the request or help process it.

Signed: 


Date: 



Please return the completed form to dataprotection@rhul.ac.uk
Unless you request otherwise, we will normally provide the response in a secure electronic format.

Notes

The University may not always be able to provide all the information requested. In some cases, information may be withheld or redacted if an exemption applies under the UK GDPR or the Data Protection Act 2018. If we withhold or redact information, we will explain the reason for our decision and provide details of how you can challenge it.

Subject Access Requests are normally responded to within one calendar month of receipt of the request and any information reasonably required to verify identity or authority to act. Information supplied on this form will be used solely for the administration and fulfilment of your Subject Access Request.
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