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EDINBURGH NAPIER UNIVERSITY
  DATA PROTECTION LEGISLATION: DATA SUBJECT ACCESS REQUEST
CCTV IMAGES AND/OR BODY WORN RADIO RECORDINGS 
The information you supply on this form will be held by Edinburgh Napier University in accordance with current Data Protection legislation: the EU General Data Protection Regulation (GDPR)(Regulation (EU) 2016/679) and UK Data Protection Act 2018 (DPA 18). The information will be entered into a filing system and will only be accessed by authorised persons of Edinburgh Napier University or its agents. The information will be retained by the University and will be used: (a) to process your Subject Access Request and (b) for statistical and audit purposes. 

We ask you to complete this form to enable us to provide you with the relevant information that you seek. If there is specific information that you require please provide us with the details to enable us to ensure that we locate and provide that information first and foremost. If you request a general and wide ranging search which returns a substantial amount of information which is found to be excessive or manifestly unfounded the University may charge a fee or require additional time to process this (up to an additional 2 months). Please help us to help you.
	PERSONAL DETAILS

	Full Name:
 
	

	Student/Staff number:

(where relevant)

 
	
	Date of birth:
	

	Current Address:


	CAMPUS LOCATION – please tick as appropriate

	

Sighthill Campus  
	

Craiglockhart Campus

	

Merchiston Campus 
	

Other  - please specify below  

	

	CAMPUS AREA/LOCATION, DATE  & TIME

	Specific area or location within campus:

	

	Date:
	
	Approximate time(s):
	

	Any other relevant information:



	DECLARATION

I certify that the information given on this form is true to the best of my knowledge and belief. I understand that:

· it is necessary for the University to confirm my identity and that I may be asked to provide more detailed information to assist in locating my data

· I may have access only to data relating to myself, not that of other individuals 

· Information on this form and images may be shared in accordance with the University’s CCTV Code of Practice and/or Data Protection Code of Practice
I have read the accompanying Guidance Notes. I enclose as required with this request: two photographs of myself and proof of ID

	Signed:
	
	Date: 
	

	* Please note the preparation of your data can only be undertaken after this documentation has been  

   received


Please return your completed form with the above required documentation to:

Head, Campus Services 
Edinburgh Napier University

Room 6.B.24 
Sighthill Campus
Edinburgh 
EH11 4BN 

	For office use only 
	

	Date form, fee & identity received 
	

	1 month response date
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