










Data Protection Team
[INSERT UNIVERSITY]

By email only to: [INSERT EMAIL]

Date: [INSERT DATE]















Dear Data Protection Team

Combined Subject Access Request pursuant to Section 45 of the Data Protection Act 2018 and a FOI request under the Freedom of Information Act 2000

Full name:		[INSERT NAME]
Date of birth:		[INSERT D.O.B]
Address:		[INSERT ADDRESS]

1. This is a subject access request under the Data Protection Act and UK GDPR, and also a request under the Freedom of Information Act. 

1. I write pursuant to section 45 of the Data Protection Act 2018 (‘the Act’) to request all personal data you hold about me from 1 October 2023 until the date of this letter. I enclose:
a) A copy of my passport as proof of my identity; and 
b) A copy of a letter of utility bill as proof of my address. 

[INSERT UNIVERSITY]’s form for Subject Access Requests

1. I am aware that the [INSERT UNIVERSITY] may have a standard form for submitting Subject Access Requests. However, the Act and the ICO state that standard forms are not compulsory and that applicants may submit their request in writing or verbally.

My personal data held by the [INSERT UNIVERSITY]

1. I look forward to receiving copies of all my personal data held by the [INSERT UNIVERSITY] from 1 October 2023 to the date of this letter. This includes but is not limited to:
a) All records and correspondence about me held on the university’s systems including any correspondence received by external bodies or individuals; and 
b) Any and all correspondence between the university, and public officials.

To assist you in focussing your searches for my personal data, note I may have been referred to as “INSERT FIRST NAME”, by my surname “SURNAME”, by my initials “INITIALS”, or by [insert any other ways you think you might be referred to, eg pseudonyms or roles within societies or protest groups]. 

The information I am most interested in receiving is that held by the following the [INSERT UNIVERSITY] teams/departments:
A. [List the departments you think are relevant e.g. Campus Security, Safeguarding, Prevent Steering Group]
B. Cont’d
C. Cont’d

1. Where any of this personal data consists of an extract from a longer document, please provide the full text of that document. This will be disclosable under the Freedom of Information Act. 

1. Please include information held in any format – including written, audio or video.

1. In addition to the copies of the information you hold, please provide:
a) A list of names of any external organisations and individuals with whom my data or files have been shared and the purpose for sharing this information; and 
b) Please also clarify the sources of the information you hold.

1. You are required to disclose such records as they constitute my personal data as defined by section 3(2) of the Act. 

Redacting identifying information

1. The ICO has indicated that it is not appropriate for data controllers to redact the names of employees who perform “a role that involves decision-making for which the employee has accountability”.[footnoteRef:1] This would include all university staff (other than those performing a purely administrative role), and any public officials that they have been in correspondence with.  [1:  ICO Decision Notice FS50308752, 21 March 2011, at paras 52-57.] 


1. I will, therefore, require your full written reasons in the event you consider you are entitled to redact the identifying information of any individuals, so that I may consider making a complaint to the Information Commissioner. 	

1. I now look forward to receiving your response to this request as quickly as possible and in any event within one month. 

1. Please do not hesitate to contact me using the contact details below if you have any queries regarding this request. 

Yours faithfully 

[INSERT SIGNATURE]

[INSERT NAME]

[INSERT EMAIL]
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