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UK General Data Protection Regulation (GDPR) 2021
Subject Access Request Form

Under the UK General Data Protection Regulation (GDPR) 2021 you have the right to receive a copy of the personnel data that is held about you from any organisation processing your data.
Before locating any information we may need to verify your identity. Once we have done that we will issue a response regarding your data request within a month. There is no need to complete this form to make a valid request, however, it has been designed to capture the information we may reasonably require to process your request effectively.
	Details of the “data subject” – person requesting the personal information


	Name
	
	
	Contact Telephone Numbers

	Address
	
	
	Home:
	

	
	
	
	Mobile:
	

	Postcode
	
	
	


	Email
	


	Proof of Identity – provide copies of 1 of the following:

If an employee please note payroll no. _____________
	Passport
	□
	Driving Licence
	□
	Other
	□

	Proof of address - 

	Utility Bill,

Bank Statement

Credit Card
	□
	HMRC Doc
	□
	Other
	□


	Details of Request (Please provide details of the information you require).



	Request to Disclose CCTV Images (Please provide details of the information you require).
If the information you are seeking is CCTV related we will endeavour to provide the information in a suitable format 
however due to software formats this may not always be possible. Where applicable would the opportunity to view these 
images be an acceptable form of information provision.

YES  □ No   □


	Declaration
	I certify that the information which I have provided within this form to Edinburgh Trams (ET) is true to the best of my knowledge. I understand that ET requires proof of my identity and may require me to provide them with further details, in order that they may locate the information I am seeking. I understand that any attempt to mislead give false details may result in a prosecution. 


	Signature
	
	Date of Request
	


	Guidance Notes

	1. Please arrange to return this form to the Data Protection Officer, Edinburgh Trams Limited, 1 Myreton Drive, Edinburgh. EH12 9GF.

2. The more detail you can supply, the quicker our response is likely to be. If you only require information for a specific period, please give the dates.
3. Please ensure you provide the relevant information that will allow us to confirm your identity as detailed within this form. 

4. Edinburgh Trams will respond to your request within one month. This period will not start until we have confirmed your identity.
5. If the information you request reveals details concerning a third party we would have to seek their consent before releasing any information.




Office Use Only

	Data Controller
	
	Contact Number
	

	Applicant Identify checked      FORMCHECKBOX 
  
	ID Copies taken      FORMCHECKBOX 

	

	Information Collated
	

	Signature
	
	Date Info Sent
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