
Thank you for your request for access to your personal records.  You are required to complete this form and return it to the Data Protection Officer (Robert Melville) in order for your request to be acknowledged and actioned.  

Any person who wishes to exercise this right should make their request in writing to the Data Protection Officer. The fee of £10, which is the statutory charge, must accompany the application.The information which you request will be provided as quickly as possible and this will be within 40 days of receipt of your request and possible fee.

All requests will be dealt with in line with the Data Protection Act 1998

	First Name(s)
	
	Family Name
	

	Job Title
	
	Department
	

	Payroll Number (if known)
	
	
	


	Personal Data Required:

If the ‘personal data required’ includes a request for access to employment references, please note that disclosure will only be made if and when consent for disclosure is received from the third party.
	

	Data will be provided as photocopies (originals cannot be released) and will be sent to your home address unless you indicate an alternative address in the box to the right.
	


	Signature of employee making request:
	

	Date:
	


Office Use only 
	Request received by Data Protection Officer
	Date:

	Receipt of form by actioning department
	Date:

	Data sent to employee
	Date:
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