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Subject Access Request Form
Details of the person requesting information
Full name:
………………………………………………………..

Address:
………………………………………………………..



………………………………………………………..


………………………………………………………..

Telephone no:
………………………………………………..

Fax no:

………………………………………………..

E-mail:

………………………………………………..

Mobile no:

………………………………………………..
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Office Use Only:
Request received:
……………………….
Fee received:   ……………………….

Notes:

…………………………………………………………………………………

…………………………………………………………………………………………………
…………………………………………………………………………………………………

Date completed:……..………………………………….   
Confirmed (signature) ……………………………….… 
Newcastle College trading as NCG

Form updated: May 2011




If you wish to see only certain specific document(s), for example a particular examination report, a specific department file, etc, please describe below:





.............................................................................................................................





.............................................................................................................................





.............................................................................................................................





.............................................................................................................................











If you would like a more general search, please note that we will normally automatically search the following sections for personal data:





MIS, Library, Student Services, Finance, Human Resources and any programme area in which you have studied or worked, as applicable.  Please state below any other sections/departments that you have been in contact with which you would like to be searched for relevant data.





.............................................................................................................................





.............................................................................................................................





Declaration





I, …………………………………… certify that the information given on this application form is true.  I understand that it is necessary to confirm my identity and it may be necessary to obtain more detailed information in order to locate the correct information.





Signed:   …………………………………………….	Date:   …………………..





Please return the completed form to the Clerk to the Corporation, NCG, Rye Hill Campus, Scotswood Road, Newcastle upon Tyne, NE4 7SA.  Documents which must accompany this application are:





Evidence of identity, e.g. Library card, driving licence, birth certification (or photocopy)


Stamped addressed envelope for return of evidence of identity documents where these are original documents


A fee of £10 (cheques made payable to Newcastle College)





Please note that NCG reserves the right to obscure or suppress information that relates to third parties (under the terms of Section 7 of the Data Protection Act (1998)).








