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Subject Access Request Form (SAR)
Request for personal data under the GDPR (UK General Data Protection Regulation).
This form should only be completed if you are requesting personal information about yourself or you are acting on behalf of a data subject.

Please note that all requests are processed by the Information Compliance Team, who manage Subject Access Requests for City College Norwich (CCN), including Paston College and Easton College.

If handwritten, please complete in block capitals.
Section 1:  Details of the Data Subject (who the data is about). 
	First Name:
	Surname Name:

	Date of Birth: 

	Contact Number: 

	Address: 

	Postcode:

	Email address:

	Relationship to City College Norwich (CCN): 


Section 2: Details of person requesting information - if different from the Data Subject.
	First Name:
	Surname Name:

	Date of Birth: 

	Contact Number: 

	Address: 

	Postcode:

	Email address:

	Describe your relationship to Data Subject and why you are making this request on their behalf: 




Section 3: What information would you like.
	Please clearly describe the personal information you are requesting access to. Provide as much detail as possible (for example, relevant dates, departments, or types of records) to help us locate the information efficiently.
Being specific will support timely processing of your Subject Access Request and help ensure you receive all relevant information:



	


Declaration:
	I confirm that the information provided in this application form is accurate. I understand that the Information Compliance Team, acting on behalf of the data controller may need to verify my (or the data subject’s) identity and may request additional information if necessary.

	Signed:
(Data Subject – Please ensure Section 1 is complete)
	Date: 

	Signed:
(Third Party – if requested personal data. Please ensure section 2 is complete).
	Date:


Identification: 

	For Data Subject:

To process your Subject Access Request, you must provide proof of identity. If submitting your request by email, you can attach scanned copies or photographs of your identification. Alternatively, if submitting by post, please send your request and supporting documents to the address provided below.

A copy of photographic identification is preferred (e.g. passport, driving licence, or student ID). Originals are not required but can be copied if presented in person. In some cases, a current utility bill or evidence of means-tested benefits may be accepted.

If original documents are provided, photographic ID (such as passports or driving licences) will be returned by recorded delivery, while other documents (e.g. utility bills) will be returned by first-class post.

If your name has changed and differs from the records held, you will need to provide additional evidence to link your previous and current name.

	For those acting on behalf of Data Subject: 
Please ensure written authority from the Data Subject permitting you to act on their behalf. Evidence of the Data Subjects identify is also required.


The details you provide on this form will only be used in connection with your application and for statistical purposes.

Contact details:
	If you are submitting your request electronically, please submit your request to: data_protection@ccn.ac.uk 

	If you are submitting your request via post, please forward/return your completed form to:

Information Compliance

Thetford Building

City College Norwich, Ipswich Road

Norwich

NR2 2LJ

Tel: 01603 773176

	Should you have any questions or queries or require support with your application, please contact the Information Compliance team.


Confidential upon completion 
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